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KEY MESSAGES

Link & Learn Taxes is an e-learning option for
practice, training and certification for VITA/TCE
volunteers and SPEC employees.

The Practice Lab is current year tax preparation
software accessible through Link & Learn Taxes.

The universal password is: learntwo
Go to Create New User for a User ID.

The Practice Lab enables users to prepare tax
returns online for purposes of practice and test-
ing.

The Practice Lab is accessible from the following
courses: Basic, Intermediate, Advanced, Military,
International, and Puerto Rico.

The Practice Lab is also accessible from the log
in screen for the certification test.

Safeguard your User ID.

Instructions for Accessing the Practice La

1 Open your Internet browser and go to www.irs.gov

Introduction

This job aid was developed to provide Territory
Managers, Tax Consultants and Partners infor-
mation on use of the Practice Lab available on
Link & Learn Taxes.

Link & Learn Taxes, linking volunteers to
quality e-learning solutions, is the web-based
learning program providing online training in tax
return preparation. Volunteers can pick the time
and place for training, available 24 hours a day.

Practice Lab is the electronic tax software that
is integrated with Link & Learn Taxes. A link
connects the student to tax
preparation software which
allows hands-on practice in
preparing tax returns.
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2. Type in the search box — Link & Learn Taxes. Click the Link & Learn Taxes links to get to the
Link & Learn Taxes home page (www.irs.gov/app/vita/).
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3. On the home page scroll down to “Additional Resources” and click the link for the Tax Software

Practice Lab.
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To printvarious scenarios, forms, and agreements, we recommend that you have access to a printer as you waork through Link & Learn [ll
Taxes. You may obtain a copy of the Link & Learn Taxes training kit (Publication 4480) from your sponsor or Site Coordinator. The kit

contains the Volunteer Resource Guide (Publication 4012), the workbook (Publication 4491-W), and the testiretest (Form 6744). Click

here to download the pages in Publication 4491-W and Form 6744 applicable to your course of study from the forms and publication

section of www.irs.gov.

nal Training Modules

EED volunteer Standards of Conduct Training and Test

To participate in the VITA/TCE program, all volunteers must
complete the Volunteer Standards of Conduct (VSC) training,
pass the VSC test, and sign Form 13615. The intent is to
provide guidance and a structure for regulating VITATCE
volunteers and to protect taxpayers. In order to take this
training and test, you will first need to go to the VITAITCE
certification test page and register.

Eorm 13614-C iew & Quality Review Training

Form 13614-C, Intake/Interview & Quality Review training
maodule provides instructions for certified volunteers on how to
assist taxpayers with completing the form and how to validate
taxpayers  responses during the interview.

Site Coordinator Training

The Site Coordinators Training module was developed for
employees and volunteers to ensure Site Coordinators have
the information required for operating VITA and TCE sites
This training includes quality site requirements (QSR), tax law
and Tax\Wise updates. In order to take this training, you will
first need to go to the VITATCE certification test page and
register.

. Course Evaluation

evaluation for your course or mail your concerns to;

oy . .
%, 4 Optional Specialty Courses

IEIEEET® Cancellation of Debt (COD)
Health Savings Accounts (HSAS

Two optional specialty courses Health Savings Accounts and
Cancellation of Debt, are available on Link & Learn Taxes. The
Health Savings Accounts course is for volunteers with an
Intermediate certification or higher and Cancellation of Debt is for
volunteers with Advanced, Military, or International certification.
Check with your site coordinater to determine whether you should
be certified in either of these lessons. The specialty courses
Health Savings Accounts (HSAs) and Cancellation of Debt (COD)
will also be available in PDF format

e
<. Additional Resources

Tax Software Practice Lab

Pariner and Yolunteer Resource Center

Volunteer Tax Alerts

Latest Tax Information for Individuals

Click here to get the latest VITATCE supplemental changes
and tax law updates training products

We welcome your suggestions for improving your experience, as well as that of the taxpayers you serve. Please complete the electronic
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Another Method for Accessing the Practice Lab

1. Open your Internet browser and go to www.irs.gov

2. Type in the search box — Link and Learn Taxes. Click the links to get to the Link & Learn Taxes home

page (www.irs.gov/appl/vita/).

3. From the Link & Learn Taxes home page, click the Certification Paths tab.
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by clicking on the Link & Learn Taxes Certification Paths tab. The Puerto Rico and Foreign Students tabs are still available.
Link & Learn Taxes is a self-paced training program based on the VITATCE tax return preparation process. This training will introduce you
to the major components of the VITATCE return preparation process and demonstrate how they contribute to your ultimate goal—
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Select Certification
Paths from Link &
Learn Taxes home

4. In the first drop-down menu, select your chosen certification path: Basic, Intermediate, Advanced,

Military, or International.

5. In the next drop-down menu, select Student
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Basic Intermediate Advanced Military

What certification path would you \ike?}

Are you a student or a teacher? ‘s{ |_"| e Start Military Course - Student

Select your certification path

Select Student ——————— Click link to start the course

International
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7. Next, click the link for Course Introduction (or any lesson from 1-34) and you will see the icon (link) for

the Practice Lab.
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= Taxpaver Advocate Service
= Where To File

& to the Military Course

Getting Started
© whats New

© Course Introduction

Link to a lesson

© screening & Interviewing
© Filing Basics

Course Topics

© Filing Status

Course Topic Key

Click the numbers next to each course topic to view the
corresponding section on Form 1040 or view all.
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Course Introduction

This lesson provides an overview of the major components of the Volunteer Income Tax Assistance and
Tax Counseling for the Elderly (VITATCE) Programs certification and tax return preparation processes.

Click the Tax Facts button to learn more about VITA/TCE processes.
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8. After clicking the Practice Lab link, click the
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Logging in to the Practice Lab

1. Enter the universal password: learntwo (no spaces, lowercase)
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able to prepare tax returns to practice what you just learned
in Link & Learn Taxes. We recommend that you use the
problems and exercises contained in Publication 4491 W,
VITA/TCE Workbook, Comprehensive Problems and Practice
Exercises. These problems and exercises were specifically
designed to cover the types of tax returns that VITA/TCE
volunteers encounter at their volunteer sites.

To access the practice lab enter below the password you
received from the IRS or your site coordinator. If you do not
know the password please contact your site coordinator or
local IRS Relationship Manager.

If you are not currently a VITA/TCE volunteer and would like
‘to become a volunteer, please send an e-mail to the IRS at
wi.taxprep.volunteer@irs.gov indicating the city and state
where you want to become a volunteer. You will receive and
acknowledgement e-mail from the IRS. Your information along
with your e-mail address will be forwarded to sponsoring
partners in your area for further contact.

Password: (sessssss] | Password: learntwo
‘
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2. If this is your first time logging in, click the
link Create New User. Otherwise, proceed
to step 5.

3. Enter in the space provided your zip code
and optionally an email address. If you
entered an email address, your User ID will
be emailed to you shortly after you click the
button Create User ID.

4. Print the user ID that is generated or write it
down and then click the “login” link.
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Login

Please enter your 6 digit User ID and Zip Code to login.

User ID: l:l
Zip Code: l:l

Login

Not yet registered? Create New User

Click Create New User )
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Create Your User ID

Specify zip code and (optionally) an email address in order to
create your user account.

Enter the first five digits of your zip code below
Zip Code:

1 do not have an email address

@1 have an email address
Email Address: ‘

Create User ID

Alrezdy registered? Login

¥R~

Enter zip code and
email (optional);
click Create User ID

s -

Print or note your User
ID, then click Login

N ’

Safeguard your User ID.
It cannot be retrieved and
you will need it to log on
every time you enter the
Practice Lab. If you forget
or lose your User ID, you
will need to create a new
User ID. Any returns with
the old User ID will be lost
@d cannot be recovered. j
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5. Enter your User ID and  [@iogin- Windows internet explorer M=
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Login F
Please enter your 6 digit User ID and Zip Code to login.

User ID: \
Zip Code:
Login
Enter User ID and zip
ot yat registersd? Create New User code; click Login
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You are now on the home page for the Practice Lab.

« See the Help Center for more resources. For additional training on TaxWise, click the training link.
This takes you to recorded sessions that summarize tax law concepts and demonstrate how to
complete returns using TaxWise.

» To start a new return, click the new return button at the top of the menu bar
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* Get Started with Link
_;:a er Rdegmﬁ and Learn * IRS Publication 3189
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All Retumns

Search Returns:

|@ Quick Reference
* Tips for Linking " EAQs
* Talk Points for 2011 Other references

About TaxdWise Online

Message Center
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» The first three numbers of the social security number and £, Create New Return - Webpage Dialog
. o . . . & https taxwise.com £ Universal Tax Systems Inc [US] I
employer identification number are given to you in workbook Create New Return
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and test scenarios. Use your Practice Lab User ID number to  [Fsislaelauitess
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complete the remaining six numbers. R e

Confirm Social Security Number: l:l

C Apply for ITIN
[ Go to Tax Forms 1 [ Go to Interview ] [ Close l
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IMPORTANT INFORMATION

e The Practice Lab is a web-based product that uses a
modified version of TaxWise Online (TWO) Training. It is
not the TaxWise Online Training program.

e To calculate and save the data entered, you must select
the SAVE button on the tool bar at the top of the screen.
This program does not auto-refresh.

e Users cannot print returns from the Practice Lab.

e Users can minimize the Practice Lab screen in order to
view the tax return and the test at the same time. You can
also utilize Alt+tab to toggle between the Practice Lab and
Link & Learn Taxes.

e Atutorial titled “Getting Started” is available on the
main page of the Practice Lab. Users should reference
Publication 4012, Volunteer Resource Guide, blue tabs,
for additional assistance in navigating the Practice Lab,
and yellow tabs for guidance on entering forms into the
software.
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