Taking the Tests Online

Volunteers have several Certification tests to complete with a passing grade in Link &
Learn before they are certified to assist Tax Aide. The number of tests vary with the
volunteer assignment. Listed below are the Mandatory tests required for the volunteer
assignments.

Mandatory for Tax-Aide Client Facilitators
e Volunteer Standards of Conduct Exam
e Intake/Interview and Quality Review Exam

Mandatory for Tax-Aide Counselors
e Volunteer Standards of Conduct Exam
¢ Intake/Interview and Quality Review Exam
e Advanced Exam

Optional

The Qualified Expert Volunteer Exam (QEV) is an optional exam, which is recommended
for Quality Review volunteers. It is not required by AARP and does NOT replace the
Advanced Exam requirement. The QEV Exam does not provide the volunteer with CE
credits.

Note: The previous Health Savings Accounts (HSA) Exam is now included in the Advanced
Exam, so all certified Counselors will be certified for taxpayers with HSA accounts.

Training for the Volunteer Standards of Conduct Exam is available in IRS Publication 4961,
which is available only electronically. It can be downloaded via the Volunteer Standards of
Conduct (VSOC Training) course link on the VITA/TCE Central page or from the IRS web site
at www.irs.gov.

Training for the Intake/Interview and Quality Review Exam is in IRS Publication 5101. This
publication can be downloaded from the sites as mentioned above. Even if you think you
can pass the exam without studying, this is very useful information that should not be
ignored.

Online training for the Advanced Exam is available through the IRS Link & Learn web site at
https://apps.irs.gov/app/vita/. Click on the link Click here to see the content of each course.
You should go to only the “Advanced Menu” topics.

IRS Publication 4012 VITA/TCE Resource Guide will be available in print form before the
tax season begins. It is available electronically from www.irs.gov You should have received
a copy of IRS Publication 4491 VITA/TCE Training Guide, with Pub 6744.


http://www.irs.gov/
https://apps.irs.gov/app/vita/
https://apps.irs.gov/app/vita/sitemap.jsp
http://www.irs.gov/

When you are ready to start your tests, the URL for the test site is:

https://www.linklearncertification.com
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The TaxSlayer Practice Lab is now available and can be accessed by using the following link: hitps://vita.taxslayerpro.com/IRSTraining.
The Practice Lab provides a simulated VITATCE learning environment in the TaxSlayer Pro Online software and is complete with learning tools and TaxSlayer support.

NOTE: Please use the generic password “TRAINPROWEB" to gain access to the lab.

If you had an account last year, you should login using your old Login Name and Password. If
you cannot remember your password, click “CLICK HERE” just below “Forgot Password”. A
new password will be sent to the e-mail address that is on record.

If you have forgotten your Login Name or changed the e-mail address on record,
follow the instructions for new volunteers.

New volunteers will have to create an account the first time they visit the site.
Click on “Create Account” which will take you to the screen image on the next
page. Follow the instructions below carefully; failing to do so could get you “off in
the weeds.”
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Returning Counselors update your Years of Service and any other information that may
have changed.

Click on the Advanced Tab
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From this screen you may:
e Review the Volunteer Standards of Conduct course
e Review the Intake/Interview & Quality Review course

e Take the Volunteer Standards of Conduct exam

e Take the Intake/Interview and Quality Review exam

e Take the Advanced exam

The exams must be taken in order. You do not have to complete an exam in one session.
You may close the exam at any point and log out. When you log back in Link & Learn will
remember where you left off.

If you do not pass any exam with an 80% or higher score, you will need to take and pass
the re-test for that level of exam. It is recommended you consult with your Instructor
before taking the re-test as failure will disqualify you from your assignment at Tax Aide.



Once you have completed all the required exams successfully for your assignment, you can view,
print, and save your Volunteer Agreement. This Agreement is proof of your Certification for the tax
year of the exam.

You will need to send an electronic copy (attachment) of your Volunteer Agreement to either your
instructor or direct supervisor. You will receive instructions as to whom requires the certificate.
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e Do NOT use the “Print Certificate” links

e Check the “You may sign...” box (your electronic signature

e C(lick this link to create a file named “agreement.pdf”. It contains an electronic copy
of your Volunteer Agreement, IRS Form 13615. Save this file on your computer.
Page 2 of the form has your electronic signature as well as the results of your tests.



Volunteer Agreement, page 2 - (Link & Learn document “agreement.pdf”)
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(site coardinator, sponsoving pariner, instructor, efc.)

NOTE: The test results show only Pass/Fail. Your instructor will not see your actual
test scores.

There is no need to print the Volunteer Agreement and it has already been signed
electronically. Just send your instructor the electronic copy attached to an e-mail as
instructed.







