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Stop Decision X
Indicates a continuation to the 

next stage

Guide to Symbols

Process

(100) TP 
arrives at site

(110) Volunteer: 
updates site log for 
TP name and date, 

explains model to TP

(120) Does 
TP want to 
proceed?

(130) TP 
pursues other 

options

(140) 

Volunteer: 
checks IDs, 

gathers TP docs; 
TP signs 

14446
(145) Counselor 

proceeds with scanning 
TP docs

(143) 

Does TP 
have all tax 

forms?

(144) Handled per 
site practices

No

No

Yes

(142) Counselor: 
conducts intake 
interview w/TP, 
organizes docs 
for scanning, 
explains TS 

Customer Portal
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(125) 
Does TP 

have needed 
technology?Yes

No

Yes
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Guide to Symbols

Scans stored on 
TS servers

Indicates a continuation to the 
next stage

XProcess

(230) TP receives original 
docs, instructions on TS 

Customer Portal/next 
steps/contact, & leaves site 

(231) Counselor: sends TS 
Customer Portal link to TP 
& deletes scan files from 

Chromebook 
MyDrive/Downloads

(270) Counselor: 
updates site log to 

reflect receipt of scan 
files, interview 

complete, & return 
ready for prep

(200) Counselor: 
scans TP docs into 
TSO Scans folder 

(210) Counselor: 
creates return in 

TaxSlayer (SSN, Filing 
Status, Basic 

Information screens)

(220) Counselor: 
uploads scan file(s)  

to TP return in 
TaxSlayer

Temporary 
storage in 

TSO Scans 
folder in 
MyFiles / 

Downloads

Manual input 
to create 

return

Stop
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(300) Return 
assigned to 

Counselor per site 
practices

(310) Counselor: 
begins return 

preparation using  
file(s) attached to 

return in TaxSlayer

(320) 
Questions for 

TP?

(330) Counselor: 
contacts TP

(340) Counselor: 
completes return, 
marks "ready for 

review"

C

Yes

No

Guide to Symbols

Process Decision
Indicates a continuation to the 

next stage
X
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(400) Return 

assigned to Quality 
Reviewer per site 

practices

(410) Quality 
Reviewer: begins 
QR using file(s) 

attached to  return 
in TaxSlayer

(420) 

Questions for 
TP?

(430) Quality 
Reviewer: 

contacts TP (440) Quality 
Reviewer: completes 

review,  marks 
"Passed"

Yes

No

Guide to Symbols

Process Decision On hold X Indicates a continuation to the 
next stage

(450) Counselor sends 
preliminary return & 8879 

to TP via TaxSlayer 
Customer Portal; 
contacts TP via 

email/Google Voice to 
schedule GM* review of 

return

(460) Await 
scheduled 
review with 

TP
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*GM = Google Meet video conference
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(500) 

Counselor: 
contacts 

TP as 
scheduled

(510)  Counselor: 
reviews return, 

with TP
(560) ERO: 
transmits 

return 

(570) ERO: 
checks return 

status

(590) ERO: updates site log

(580) ERO: resolves 
issue(s), confers 

w/TP as necessary, 
& retransmits return

Guide to Symbols

Process StopDecision

(520) Revisions  
required?

(530) Counselor makes 
necessary revisions, 

resends return & 8879 
to TP via TaxSlayer  

Customer Portal

(550) Counselor: 
marks return 

"Ready to 
e-file"

Yes

No

Rejected

Accepted
(540) TP 

electronically signs 
8879 via TaxSlayer 
Customer Portal & 
terminates session
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