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Welcome!

Å My name is Kathy Lavieri

Å 11th year with VITA
Å Asst Site Coordinator, Care Center Loveland 

Å Mary Lepper, Jim Yuhas, Keith Gehring, and Charles Lewis will monitor Zoom Chat 

Å Our United Way of Greater Cincinnati Support Team

Å Adrienne Brandicourt, Program Manager, Free Tax Prep
Å Emily Rose, Sr. Project Manager Volunteer Connection
Å Jackson Hare, Associate, Free Tax Prep
Å Here to deliver a few words



Tips for a successful Zoom experience

Å Please change your Zoom name to the name you used to register 
for this class

Å We will initially Mute all participants and will unmute individual 
participants (identified by the Raised Hand feature) during the 
Q&A session at the end of this presentation.

Å In the meantime, pose your questions using the Chat feature and 
one of the panelists will follow up.  The Chat is also used to share 
links and make general comments.

Å You may want to have the 4012 Resource Guide ready to access
o We will also mention 4491 Training Guide

Å If you lose your Zoom connection, just log back in

https://www.irs.gov/pub/irs-pdf/p4012.pdf
https://www.irs.gov/pub/irs-pdf/p4491.pdf


Additional Tip for your Zoom experience

Å Some of you may prefer to use two devices today

Å One device to watch the Zoom presentation

Å Second device to access:

Å https://linklearncertification.com/

Å Internal Revenue Service

https://linklearncertification.com/
https://linklearncertification.com/
https://www.irs.gov/
https://www.irs.gov/


Agenda

Å Certification Testing and Volunteer Path

Å Anatomy of a Tax Return

ÅWhat Happens at a Tax Site
Á 15-minute break

Å Common Tax Forms

ÅWorking with a Tax Scenario

Å TaxSlayer Software Introduction



By the end of this session, you will have clear 
understanding of:

V Different VITA volunteer roles and the path to each one

V Sections and terminology on the 1040 Tax Return

V Activities at a VITA Tax Site

V Appearance and use of some Common Tax Forms

V Using Pub 4012 and other resources to answer tax questions

V Look and feel of TaxSlayer software



Polling Questions
¶ We have instances where we will ask you to respond to a poll questions

¶ These are anonymous so don®t be afraid of answering

¶ The first one is about you¤

¶ Which VITA volunteer position are you interested in....?



Volunteer Pathway

Watch the Tech Training Video 

Volunteer Training Session A

Volunteer Training Session B

Take IRS Online Certification 
Tests

Volunteer at a Tax Site

Optional State Taxes Training

Optional Special Topics 

Training

Information Session
Optional Returning Volunteer 

Training

Sign Up for Training Sessions - https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025Tech Video: https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer

https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer
https://www.uwgc.org/get-help/free-tax-prep/free-tax-prep-volunteer


Part A and Part B 
Topics are Designed 
for Test Success

Places to research answers:

1. Part A or Part B Training

2. Pub 4012 or Pub 4491 

(topics mentioned in Part 
A or Part B)

3. TaxSlayer Practice Lab 
software after you 

have  entered a Test 

Scenario's data

Part A 
Training

Part B 
Training

All of the topics 
needed to pass 
Advanced Tax 

Preparer 
Certification test



Certification Testing

ÅYou should have already taken the following tests prior to attending Part A 
Training:

o Volunteer Standards of Conduct

o Intake and Quality Review

ÅAfter attending Part A and Part B Training, you will complete either the 
Advanced or Basic certification Test found in the 6744 Test Booklet, online 
at linklearncertification.com 

ÅThe scenarios and questions in the 6744 Test Booklet are identical to the 
online test.

ÅWe suggest you enter your answers on the answer sheet found on pages 6-
7 in the test booklet prior to taking the online test.

https://www.irs.gov/pub/irs-pdf/f6744.pdf
https://linklearncertification.com/


Certification Testing

ÅTaking the Test   - When taking the tests, you may encounter both mini-scenarios and 
tax preparation scenarios. The mini-scenarios do not require you to prepare a tax 
return. For each of these, read the interview notes for each scenario carefully and use 
your training and resource materials to answer the questions after the scenarios.

ÅThis test is based on the tax law that was in effect when the publication was finalized 
so no changes from the One, Big Beautiful Bill (OBBB) are included

ÅPlease note there are corrections to some of the test scenarios: 

ÅP. 45 Form 1099-DIV Correct Federal withholding $260.00 (Basic Test Scenario 7)

ÅP. 47 The question should read "Craig and Sarah's standard deduction amount is 
$30,000 (Basic Test Scenario 7,Question 14 and Basic Retest Scenario 7 Question 
14, P. 72)

ÅP. 66 Multiple Choice Option ² D. the correct amount should read $24,500 (Basic 
Retest Scenario 1, Question 2



Certification Testing

Å Research and get confidence in your answers using available 

resources

Å Helps to use Ctrl-F (or the "Find" feature on your Tablet or Phone 

Browser) on electronic versions of 4012 & 4491 to look for key 

words.

Å Log onto the certification site, linklearncertification.com and enter 

your answers for the certification test Advanced or Basic 

(Advanced preferred)

Å Need to get 80% to pass.

Å You get two chances to pass per test

Å Remember answers are based on pre-OBBB tax law 

https://linklearncertification.com/


Anatomy of a 
Tax Return
How do you get to the bottom line?



Purpose of a Tax Return

To reconcile what a taxpayer has already paid (through 
withholding/and or estimated payments), if any, to the federal 
and/or state government and to determine what the taxpayer 
should have paid:

Å If the taxpayer paid too much, then the taxpayer will receive 
a refund

Å If the taxpayer paid too little, then the taxpayer will owe 
additional money when the tax return is filed



The 1040

Also 1040SR version 

for seniors over 65



Income Form

Wages W-2

Interest 1099-INT

Dividends 1099-DIV

Retirement 1099-R

Social Security SSA-1099

Railroad Retirement RRB-1099-R

Unemployment 1099-G

Capital Gain 1099-B

Gambling W2G

Self-Employment 1099-NEC, 1099-K, 1099-MISC

Debt Cancellation 1099-C

Cash (Self-Employment or Otherwise) None ² Taxpayer will provide information

Covered 

in Part A

Covered 

in Part B

Income Forms You Can Expect To See



Common Schedule 1 Additional Income Items that 
flow to 1040 and Increase Total Gross Income

ÅBusiness Income (including cash)

ÅUnemployment

ÅGambling Winnings

ÅCancellation of Debt (Only cancellation of personal credit card and 
qualified principal residence indebtedness are in SCOPE for VITA 
sites)

ÅJury Duty Pay

ÅOther Income: Scholarship, grants, prizes and awards 



Income Section of 1040

Income of all types is totaled. 
This is called Total [Gross] 
Income.

In this snapshot of a tax 
return, the Total Income (line 
9) is $58,220.

Does this taxpayer pay tax on 
the Total Income?

58220

9500

35000

200

20

13500

11000



Common Schedule 1 Adjustments to Income items 
that flow to Form 1040, line 10 and subtracted from 
total income to generate the Adjusted Gross 
Income (AGI)

ÅEducator Expenses

ÅHealth Savings Account Deduction

ÅDeductible Part of Self-Employment Tax

ÅPenalty on early withdrawal of savings

ÅIRA Deduction

ÅStudent Loan Interest



Adjustments to 
Income ² Schedule 1

ÅIn these snapshots of a 
tax form, adjustments 
total to $1,735 (line 10a).

ÅAdjustments are 
subtracted from Total 
Income. This new value is 
called Adjusted Gross 
Income (AGI).

ÅDoes this taxpayer pay 
tax on the AGI?

58220

1735

56485

535
1000

200

1735



Income Summary So far...

ÅTax filers are not taxed on all income (total or gross income)

ÅTotal Income  Taxable Income

ÅTotal Income Minus Adjustments = Adjusted Gross Income

ÅThere's still more ...

ÅAdjusted Gross Income Minus Deductions (Standard Deduction or 
Itemized Deductions and others) = Taxable Income



Tax and Credits - Nonrefundable Credits 
(Deductions)

ÅThe AGI can be further reduced by Nonrefundable Credits/ 
Deductions.

ÅThe first deduction is either Standard or Itemized:
o Standard ² The standard deduction for 2025 returns is based on 

federal legislation. The Amount, determined by filing status and age, 
changes every year.

o Itemized ² If your total deductible expenses and losses are more 
than the standard deduction, you can save money by deducting 
them one-by-one from your income (itemizing).

ÅOnly one of these can be applied to a tax return
o Generally, only use the one with the higher value

ÅReduces AGI (can't go below zero)



Å Common Itemized Deductions are:

o Medical Expenses (more than 7.5% of AGI)

o State & Local Taxes

o Gambling Losses

o Charitable Contributions

o Mortgage Interest, etc.

Å Typical taxpayer we serve will use the Standard Deduction to 

reduce AGI (again can't go below zero)

Tax and Credits - Itemized Deductions



Tax and Credits Section of 1040 - Nonrefundable 
Credits/Deductions 

ÅNonrefundable Credits are Deductions that are subtracted from the Adjusted 
Gross Income (AGI) to result in the Taxable Income.

ÅIn this snapshot, a Standard Deduction was used.

ÅThe Standard Deduction ($15,750) was subtracted from the AGI resulting in 
Possible Taxable Income (example for Single taxpayer).

ÅDoes the taxpayer pay tax onIncome after Standard or Itemized Deduction?¤.. 
Possibly, unless there are additional deductions!

56485

42735

15750



Additional Credits (Deductions) From 
Taxable Income

ÅNone of these Deductions are included on Basic or 
Advanced Test

o Qualified Business Deduction (line 13a)

o New Schedule 1-A Deductions (line 13b)
ÁTip Income

ÁOvertime Income

ÁSome Car Loans

ÁEnhanced Deduction for Seniors

o Deductions further reduce AGI

ÅAGI after Additional Deductions is used to 
determine Tax Amount Due (line 16 on 1040)



What is the tax owed?
ÅTax owed is based on Income andFiling Status after Deductions are subtracted.

o Different tax tables are used for different filing statuses.

ÁA single person with no dependents will pay a higher tax rate than a family with 
several children.

ÅIn this snapshot, the Total Tax is $5,870 (line 24).

o You can also seeother factors such as Schedule 2 (line 17 - self-employment tax, 
excess premium tax credit repayment) increases amount due, but nonrefundable 
credits (lines 19-20) decrease tax owed

ÁFor example, children (child tax credit and credit for other dependents ² line 19) 
decrease the tax owed

ÁOn the other hand, self-employment tax increases the tax owed (line 23)



Payments and Refundable Credits Section of 1040

ÅIn this snapshot, the taxpayer had $6,870 (line 25a) withheld from their 
paycheck to pay federal tax due, so the Total Payments (line 33) are $6,870.

ÅRefundable Credits:  reduce the tax owed or can increase the refund due.

o In this snapshot, some possible credits are EIC (line 27), child tax credits (line 28), 
education credits (line 29)

o These credits would affect the value on line 33.

6870

6870

6870



Who owes what¤.

ÅAs you can see from this snapshot, the taxpayer paid $6,870 in Total 
Payments (line 33) but was only required to pay $5,870 (line 24).

ÅSo, in this case, the government owes the taxpayer $1,000 (line 34) 
and the taxpayer wants it direct deposited to his/her checking 
account (lines 35a-35d).

ÅBut it is possible that the taxpayer did not pay enough throughout the 
year and would then owe the government the amount in line 37.

2026



To Sum it up¤..

ÅTax filers are not taxed on all their income (total or gross income)

ÅTaxes are only paid on Taxable Income

ÅGross Income  Taxable Income

ÅGross Income ² Adjustments = Adjusted Gross Income

ÅAdjusted Gross Income ² Deductions = Taxable Income

ÅTaxable Income determines Tax owed

ÅNonrefundable Credits can reduce Tax Owed.  Other taxes can increase Tax 
Owed.

ÅTaxes already paid (withholding) and Refundable Credits can reduce Tax 
Owed or Increase taxpayer's Refund



Polling #2

Which of the following is used to compute the Tax?



What Happens at a Tax Site?

ÅGreeting (Dedicated Greeter)

ÅIntake Paperwork/Screening (Taxpayer)

ÅInterview (Screener/Preparer)

ÅTax Preparation (Certified Preparer)

ÅQuality Review (Certified Reviewer)

ÅPrint

ÅE-filing (Site Coordinator)



What 
happens at a 
tax site?



Your Site Coordinator 

Å Responsible for the site facility, including but not limited to: 

security of documents and technology

Å Manages volunteer schedules

Å Communicates site needs to United Way 

Å Troubleshoots site issues or taxpayer concerns and adheres to 

all required mandates as outlined in the IRS Site Coordinator 

Handbook

Å Site Coordinators do not have to have tax law knowledge but 

usually have a co-coordinator who does

Å Ideally, Site Coordinators or their co-coordinator should have 4 to 

5 years of experience with Free Tax Prep services, including tax 

preparation



Greeting Taxpayer
ÅSign in, get number

ÅExplain process

ÅCheck Required Documents

o Photo ID

o Social Security Cards or ITIN letter

o Spouse available to sign return?

o Tax documents (determine if meet income 
limitations of $84,000)

ÅIntake Form - assist in filling in, don®t answer tax 
questions

ÅOpen and sort tax forms (if time)

ÅScope questions?  

ÅDetermine Advanced or Basic?

ÅManaging the line

ÅUp front discovery will save taxpayer and prep time, 
e.g., return is out of scope

Greeter 
(or Tax Preparer 

working as 
Greeter)

4012: v - xxi



What®s on the Intake Form:  13614-C 

Form 13614 -C

As you review it, 

think of what to 

expect on the 

1040 

ÅFamily

ÅIncome

ÅCredits

ÅMarketplace 

Insurance

ÅImportant - 

look at 

response for 

this question



What®s on the Intake Form:  13614-C

ÅTwo Columns to be completed:

ÅTaxpayer

ÅCertified Volunteer

ÅCertification levels shown:

Å(B) for Basic

Å(A) for Advanced

Å(M) for Military

Taxpayer 

Completes

Certified Volunteer 

Completes



What®s on the Intake Form:  13614-C
Taxpayer 

Completes
Certified Volunteer 

Completes



What®s on the Intake Form:  13614-C

Examples: Banking Information, family situations or other information needed for 
clarification that preparer and reviewer might have questions about. We might also 
use this for overtime, tips, new car purchases, etc



Interviewing the 
Taxpayer

Intake 
person or 
Preparer

ÅGreet taxpayer with a handshake & a 
smile

ÅReview 13614-C intake sheet that was 
completed by taxpayer

o Make them feel comfortable
o Ask questions to understand their situation
o Ask for Social Security cards/Photo IDs
o Open and sort tax forms (if not done)
o Fill in any blank answers
o Check that you are certified to complete 

the return (Adv/Basic)
o Ask if there are other family members or 

income to add
o Verify phone numbers/contact info

ÅAsk: ¯Did you bring any other 
paperwork?°



Interview Process

ÅDo not begin entering taxpayer information into TaxSlayer until 
you have completed a thorough taxpayer interview

ÅYou may find at any point in this interview process that: 
o The tax return is above the maximum income limit ($84,000)
o The tax return is above the required certification level

o The tax return is outside the scope of the VITA/TCE Programs 
o The taxpayer does not have all needed information or documentation

ÅDiscovering these things before starting a return will save your 
time, taxpayer's time, and avoid much frustration



Interview Process
ÅBottom of 13614-C: Marital status and Household information 

ÅThis Section helps preparer make determinations about:
o filing status, dependency exemptions, various credits and 

deductions

Form 13614 -C Job Aid for Volunteers (Page 1 continued)

11

13 161514 17

12



Interview Process: Conflicting Information

ÅBe alert for conflicting information. Sometimes an entry on one part 
of Form 13614-C will raise a question on another part.

Å"I see that you and your husband both worked, yet you did not 
indicate you paid any childcare expenses for your 3-year-old son."

Å"I see that you are over the age of 65, yet you did not indicate that 
you received Social Security benefits."

Å"I see that you answered "No" to the question 'Can anyone claim you 
on their tax return?' But since you're a student living with you 
parents, I'm wondering if they can claim you."



Prepare the Return

ÅUse the Intake Form to guide you

ÅIf taxpayer sits next to the preparer, 
have taxpayer verify entered data 
when you enter the data to avoid 
errors

ÅMark off answers as you get them, use 
comment  section

ÅAsk for help from site coordinator or 
other more experienced preparers

ÅYou will also do the state return
o But not local tax returns

ÅRemember: If you feel you are not 
qualified or not comfortable, you do 
not have to do the return

Tax 
Preparer



Finalize the Return

ÅAfter the federal and state tax info is complete, you aren®t done.

ÅPaper vs eFiling

ÅDirect deposit vs. Check 
o The IRS prefers electronic transactions: direct deposits and direct debits.

o While they will accept checks as payment, the IRS is phasing out sending paper 
refund checks. For this year: 
ÁIf taxpayer requests a paper check, they will receive a letter from the IRS asking for banking info

ÁIf the taxpayer does not send banking information or request a qualified exception, the IRS will 
issue a paper check, but will not do so until after 6 weeks has passed. 

ÅBank Information (routing and account numbers)

ÅConsents (4 consents to complete)

ÅReview 1040 

ÅDoublecheck

ÅExplain quality review process to taxpayer



Consents

ÅYou allow us to Use non-identifiable tax information to create reports.

ÅYou allow us to Disclose this same info to partner organizations, such as 
total site refund amount, for better understanding of trends and success.

ÅYou allow us to make your tax return information available to other VITA sites 
within the Cincinnati region that you may visit ² for ease and accuracy in 
preparing follow-on years® returns. 

ÅYou allow the tax office that prepares your return to report data to their 
parent organization (United Way). If no, the return cannot be efiled, must be 
printed and mailed, and United Way will be unable to provide follow-up 
support. 



Quality Review! Accuracy is Important

ÅThe return e-files promptly without a reject (10% reject rate last year)

ÅThe taxpayer
oGets the maximum refund

oPays the minimal due

ÅThe taxpayer doesn­t get follow-up questions 
from the IRS

ÅBuilds confidence in the VITA network
oUWGC Free Tax Prep was 95.77% accurate on accepted returns through 

September



Quality Review Methods

ÅQuality review (QR) method depends 
on site size, number of experienced 
volunteers available, and certification 
level of the volunteers at the site.

ÅTwo acceptable methods:
o Designated Review - a designated Quality 

Reviewer, a volunteer who is solely 
dedicated to reviewing returns prepared 
by the other volunteers at the site

o Peer Review ² if a designated Quality 
Reviewer is not available, volunteers can 
review each other's returns.

ÅNote: Self-Review, quality reviewing a 
return you prepared, is never an 
acceptable quality review method.

Every return 
needs to be 

Quality Reviewed



Quality Review Process

ÅPreparer, Quality Reviewer or Site Coordinator

ÅChecklist and remediation - Accuracy of return to see if return says 
what it should?

o Check documents again- are all documents accounted for and included on 
return?

o Check all names, address, birthdates, and social security numbers

o Check filing status, income issues
o Fix errors
o Tell preparer/Site Coordinator if there are frequent mistakes

o Continued on next slide...



Quality Review Process Continued

ÅReview with Taxpayer
o Print the 1040 and review with taxpayer

o Explain to taxpayer that this is their return, and they are responsible for its 
accuracy (not you)

o Taxpayer signs Form 8879 for eFiling or Form 1040 if they are mailing a 
paper return

ÅAsk Site Coordinator what paperwork to keep and what to provide 
back to the taxpayer

ÅSend the taxpayer on their way
oGive them back ALL their documents including SS Cards and Driver®s 

License and Form 8879 (most sites)



Form 8879

ÅHave 
taxpayer(s) sign 
to authorize 
Efiling after you 
explain they are 
responsible for 
the information 
on the return



Follow -up Work

ÅPreparer work is complete

ÅSite coordinator or authorized volunteer will submit the efiles
oSome returns will get rejected
ÁDependent already claimed

ÁName does not match SSN

ÁMissing forms (1095-A)

oSite coordinator will try to fix and re -submit based on information that site coordinator 
has (W2s, phone numbers, etc.)

ÅThe Site Coordinator might have to follow-up with the taxpayer
oTo work through filing errors the site coordinator could not resolve
oYou need more time to research a particular tax issue

oYou need the taxpayer to come back to deliver additional documents to finish the 
return

ÅAt no point should preparer or quality reviewer contact taxpayer without 
direction from Site Coordinator



Polling #3

Tax Preparer is always responsible for ¤.?



BREAK
15 minutes



C. Common 
Tax Forms



Common Tax Documents

ÅITIN Letter ² Letter from IRS with tax filing number assigned ² begins with 9

ÅW2 ² Issued by employer showing earnings, withholding, etc..

Å1099-INT ² Issued by financial institution showing interest earned for year

Å1099-DIV ² Issued by financial institution showing dividends paid for year

Å1099-R ² Issued by financial institution showing withdrawal amount for year

Å1099-SA - Issued by financial institution showing Health Savings Account (HSA) or Medical Savings 
Account (MSA) withdrawals

ÅSSA-1099 ²Statement form Social Security showing payments received for year, Medicare payment and 
any federal tax withholding

ÅRRB-1099 ²Statement from Railroad Retirement Board showing payments

Å1095-A ² Statement from insurance company showing premium tax credits to reconcile account 
(taxpayer may need to repay some payments

Å1099 NEC - Statement from company showing nonemployee compensation, i.e. UBER

Å1099-K ² Statement from company/vendor showing credit card payments for services/products



What is an ITIN letter?

ÅIndividual Taxpayer Identification Number 

ÅA tax processing nine-digit number issued by the IRS

ÅThe ITIN contains nine digits and is formatted like an SSN (XXX-
XX-XXXX)

ÅBegins with the number 9

ÅGenerally, you should enter the ITIN on the return wherever the 
SSN is requested

ÅIssued to person who has US sourced income they need to 
report to the IRS

4012: R-4



4012: D-9

4012: D-13 

for Box 12 

Codes

W-2



4012: D-16

1099-INT



1099-DIV ÅNOTE: Qualified 
dividends are ordinary 
dividends that qualify 
for lower, long-term 
capital gains tax rates 
and are reported on 
1099-DIV

4012: D-22



4012: D-58

1099-R

FAITH HUNTER



SSA-1099

ÅUp to 85% of Social 
Security Income may 
be taxable

ÅTaxable percentage 
depends on filing 
status and combined 
income (AGI plus 
non-taxable 
interest, plus  half of 
Social Security 
benefit)

4012: D-57

2025

2025 2025

Benefits for 2024

Benefits for 2023

Benefits for 2022

2025

2025



4012: D-71

RRB-1099-R

20 25



Polling #4

Information in Box 12 of form W-2 is....?

4012: D-13



Look and 
Feel of 
TaxSlayer



Actual Tax Returns

ÅBefore you begin any entry in TaxSlayer, be sure that you have 
completed the following steps:

o Reviewed Intake Form (13614-C) with the taxpayer, resolving any questions
o Verified that you have all necessary tax documents
o Verified Income

o Determined filing status 

ÅTaxSlayer Practice Lab:https://vita.taxslayerpro.com/ (see United Way Tech 
Video for more information) 

o Select Practice Lab on right
o Password: TRAINPROWEB 

https://vita.taxslayerpro.com/
https://vimeo.com/1134662060/3f70120918?fl=pl&fe=ti
https://vimeo.com/1134662060/3f70120918?fl=pl&fe=ti


Joe Griswold Scenario

ÅJoe is age 45 and was widowed in July 2024. He has a daughter, 
Josie, age 5, who lived with him the entire year. 

ÅJoe provided the entire cost of maintaining the household and over 
half of the support for Josie.

ÅHe has a W-2 and a 1099-INT.



Joe Griswold 13614 -C Page 1



Joe Griswold W-2



Joe Griswold 1099 -INT



Polling #5

To determine Joe®s filing status,a good first step 
would be....?



Determining Filing Status 

ÅYour tools:

o Intake Sheet Form 13614-C  Page 1

oPublication 4012 VITA/TCE Volunteer Resource 
Guide 

oDecision Tree Page B-13

oPages B: 14-25

4012: B-13



Filing Status Decision Tree

4012: B-13



Polling #6

What is Joe®s most advantageous filing status?



Joe Griswold Scenario

ÅOnce you have determined Joe's filing status, you can begin his 
return

ÅTax Slayer Online 

ÅEnter personal information for Joe and daughter Josie

ÅEnter information for both his W-2 and his interest.

https://vita.taxslayerpro.com/
https://vita.taxslayerpro.com/


Joe Griswold Return

ÅWith just W-2 and interest ² what is Joe's  refund/(balance due)?

ÅQuestions?



Closing 
Comments 
and 
Instructions



IRS Guides and Resources

ÅPub 4012 ² Resource Guide

ÅPub 4961 ² Volunteer Standards of Conduct

ÅPub 5838 ²Intake/Interview & Quality Review

ÅPub 6744 ² Test scenarios & questions

ÅPub 4491 ² Training Guide

ÅVolunteer Tax Alerts ² Includes Corrections to Form 6744

All available at irs.gov
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United Way Volunteer Resources

ÅVOLUNTEER RESOURCES - Link to page: UWCC.org/tax-volunteer

ÅInformation Session
Å Fqypnqcf"vjku"rtgugpvcvkqpҲuaccompanying slides.

ÅTech Training
Å Fqypnqcf"vjku"rtgugpvcvkqpҲuaccompanying slides.

ÅTax Training - Part A
Å A recording of training  be posted on Dec. 8, 2025.

ÅTax Training - Part B

Å A recording of training will be posted on Dec. 15, 2025.

ÅReturning Volunteer Training

Å A recording of training will be posted on Jan. 19, 2026.

ÅState Tax Returns Training (OH, KY, IN)
Å A recording of training will be posted on Jan. 19, 2026.

ÅSpecial Topics Training
Å A recording of training will be posted on Jan. 29, 2026.

VOLUNTEER RESOURCES Page also includes 

links to the following

Å List of Sites

Å Resource Sheet

Å Website & Password Sheet

Å Mobilize Guide

https://www.uwgc.org/make-an-impact/volunteer/tax-volunteer/#resources
https://www.uwgc.org/make-an-impact/volunteer/tax-volunteer/#resources
https://www.uwgc.org/make-an-impact/volunteer/tax-volunteer/#resources
https://www.uwgc.org/wp-content/uploads/2025-2026-TY25-Info-Session.pdf
https://www.uwgc.org/wp-content/uploads/2025-2026-TY25-Tech-Training_slides.pdf


IRS 4012 and 6744 Hard Copies

ÅNew and returning volunteers can pick up a hard copy of the 4012 and 6744 
(Volunteer Assistor®s Test/Retest) from one of the following locations.

ÅCare Center, 11020 S. Lebanon Rd, Loveland, OH 45140 ² Tuesday, Thursday, 
or Friday 10 am to 6 pm. Wednesday 10 am to 8 pm

ÅCenter for Great Neighborhoods, 321 W. MLK/12th St., Covington, KY 41011 ² 
Monday through Thursday 9 am to 5 pm and Friday 9 am to 12 pm.

ÅUnited Way of Greater Cincinnati, 2400 Reading Rd., Cincinnati, OH 45202 ² 
Monday through Friday 8:30 am to 12:00 pm and 1:00 pm to 4:30 pm.



Where can I volunteer?

There are many volunteer options across the 
region as well as options to volunteer remotely. On 

the next slide are sites that need volunteers. 

If these sites don®t work for you, email 
freetax@uwgc.org for additional options. 

mailto:freetax@uwgc.org


Where do we need help?

Site Name Model Site Details Volunteers Needed Site Address Open Date
Close 
Date

Day(s) and time(s) of 
Operation

Site Coordinator

Avondale Business 
Center (Roving)

In-
person |  On-
site, same-day

This site will use volunteers from our 
AmeriCorps NCCC team. Individual 

experienced reviewers are also welcome 
to volunteer here!

2 Reviewers
3635 Reading Road, 
Cincinnati, OH 45229

2/2/2026 4/13/2026

Every other Monday 
(2/2,2/16,3/2,3/16,3/30, 

4/13)
9 AM - 2 PM

Adrienne Brandicourt, 
adrienne.brandicourt@uwgc.

org

Boone County Library - 
Florence

Drop-off & 
Pick up | 
Remote 

Preparation

Remote prep new volunteers welcome. 3 preparers
7425 US-42, Florence 

, KY 41042
1/26/2026 3/30/2026 Mondays, 5 PM - 6 PM

Kevin Byrne, 
kevinbyrneky@gmail.com

Brown County Chamber 
of Commerce

TBD

This site will use volunteers from our 
AmeriCorps NCCC team. Individual 

experienced reviewers are also welcome 
to volunteer here!

1 reviewer
720 N High St, Mt 
Orab, OH 45154

2/6/2026 4/3/2026

Every other Friday 
10:00AM - 12:00PM 
(Open 2/6, 2/20, 3/6, 

4/3)

Charles Lewis, 
chaz45237@gmail.com

Care Center
In-

person |  On-
site, same-day

This site only prepares tax returns for 
residents of Ohio. New volunteers 

welcome.

Contact us at 
freetax@uwgc.org

11020 S. Lebanon 
Road, Loveland , OH 

45140
1/27/2026 4/11/2026

Tuesdays, 5 PM - 9 PM
Saturdays, 9 AM - 12 PM

Jim Yuhas, 
carecentertaxes@gmail.com

Catholic Charities 
Southwestern Ohio

In-
person |  On-
site, same-day

Closed site for refugee and immigrant 
taxpayers only. Appointment dates vary 
throughout the season. Any volunteers 

welcome!

TBD
7162 Reading Rd., 

Suite 600, Cincinnati, 
OH 45237

1/12/2026 4/11/2026
Tuesdays and Thursdays 
(Saturdays depending on 

need),  9 AM - 3 PM

Maher Massalkhi, 
mmassalkhi@ccswoh.org



Site Name Model Site Details Volunteers Needed Site Address
Open 
Date

Close 
Date

Day(s) and time(s) 
of Operation

Site Coordinator

Center for Employment 
Training (Brighton Center)

In-
person |  On-
site, same-day

New volunteers welcome.
Any Volunteers 

Accepted
601 Washington Ave., Ste. 
140, Newport, KY 41071

1/31/2026 4/11/2026
Saturdays, 9 AM - 2 

PM
Tiffany Pleasant, 

tpleasant@brightoncenter.com

Center for Great 
Neighborhoods

In-
person |  On-
site, same-day

New volunteers welcome. TBD
321 W. MLK Jr. Blvd, 
Covington , KY 41011

1/24/2026 4/11/2026
Tuesdays 3PM - 

7PM  Saturdays 9AM - 
2PM

Margaret (Peg) Baldock, 
baldockma54@gmail.com

Centro de Amistad/Center 
for Great Neighborhoods

In-
person |  On-
site, same-day

Closed for holidays and bad 
weather.

TBD
321 W. MLK Jr. Blvd, 
Covington , KY 41011

1/26/2026 4/13/2026 Mondays, 1 PM - 4 PM
Mary Lepper, 

lepperm6@gmail.com

Cincinnati Children's 
Hospital

In-
person |  On-
site, same-day

Closed site for patient families only. 
Any volunteers welcome!

Contact us at 
freetax@uwgc.org

3430 Burnet Ave, 
Cincinnati, OH 45229

2/3/2026 3/27/2026

Tuesdays 12PM - 5PM 
(2/3,2/10,2/17 only) 
Fridays 12PM - 5PM 

(closed 3/13)

John Feister, 
john.feister@cchmc.org

Cincinnati-Hamilton 
County Community Action 

Agency (CAA)

In-
person |  On-
site, same-day 

&
Drop-off & Pick 
up | Remote 
Preparation

New volunteers welcome. TBD
1740 Langdon Farm, 
Cincinnati, OH 45237

1/0/1900 1/0/1900 0
Hardrie Diggs

hdiggs@cincy-caa.org

Clermont County Library 
(formerly Clermont County 

Community Services)

In-
person |  On-
site, same-day

New volunteers welcome.
2 greeters and 2 

preparers

4450 Glen-Este-
Withamsville Rd, 

Cincinnati, OH 45245
2/5/2026 4/10/2026

Thursdays, 12 PM - 4 
PM

Fridays, 10 AM - 5 PM

Sally Aiken, 
sally.aiken@uwgc.org

Elder High School - 
Schaeper Center

In-
person |  On-
site, same-day

New volunteers welcome. 2 preparers
4005 Glenway Ave., 
Cincinnati, OH 45205

2/7/2026 4/11/2026
Saturdays, 9 AM - 3 

PM
Paul Hegedus, 

plhegedus3145@gmail.com



Site Name Model Site Details
Volunteers 

Needed
Site Address

Open 
Date

Close 
Date

Day(s) and time(s) of 
Operation

Site Coordinator

Grant County Public 
Library (Brighton 

Center) (Formerly Grant 
County Chamber of 

Commerce)

In-person |  On-
site, same-day

New volunteers welcome.
Any Volunteers 

Accepted
201 Barnes Rd, 

Williamstown, KY 41097
2/4/2026 4/1/2026

Every 1st & 3rd 
Wednesday of each 
month, 1 PM - 5 PM

Tiffany Pleasant, 
tpleasant@brightoncenter.c

om

Harrison Branch Library
Drop-off & Pick 
up  | Remote 
Preparation

Onsite volunteers needed to help 
do intake and scan documents. 

Preparation will be remote.

2 greeters and 2-3 
preparers

10398 New Haven Rd, 
Harrison, OH 45030

1/31/2026 4/11/2026
Saturdays, 10 AM - 4PM, 

closed 12 - 1 PM for 
lunch.

Shirley Bonkowski, 
skbonk17@gmail.com

Healing Center
In-person |  On-
site, same-day

New volunteers welcome. TBD
11345 Century Circle West, 

Cincinnati, OH 45246
1/24/2026 4/11/2026

Thursdays, 9 AM - 12 PM
Saturdays, 9 AM - 12 PM

Candy Irwin, 
larrycandy1977@gmail.com

Hearing Speech & Deaf 
Center of Greater 

Cincinnati

In-person |  On-
site, same-day

Closed site for American Sign 
Language (ASL) users. ASL 

interpreters provided. New 
volunteers welcome.

TBD
2825 Burnet Avenue, Suite 
330, Cincinnati, OH 45202

2/10/2026 3/27/2026

Feb 10, 9:30 AM - 3:30 
PM  March 9, 9:30 AM - 
3:30 PM  Feb 26, 9:30 
AM - 3:30 PM  March 
27, 9:30 AM - 3:30 PM

Elizabeth Whelpdale, 
ewhelpdale@hearingspeech

deaf.org

Lincoln Heights 
Missionary Baptist 

Church

In-person |  On-
site, same-day

This site will use volunteers from 
our AmeriCorps NCCC team. 

Individual experienced reviewers 
are also welcome to volunteer 

here!

2 reviewers
9991 Wayne Ave, 

Cincinnati, OH 45215
2/9/2026 4/6/2026

Every other Monday 
9:30 AM - 2PM 

(2/9,2/23,3/9,3/23,4/6)

Adrienne Brandicourt, 
adrienne.brandicourt@uwgc

.org

Madisonville Branch 
Library (Roving)

In-person |  On-
site, same-day

Open seven Mondays during tax 
season. New volunteers welcome.

2 greeters and 2-3 
preparers

4910 Whestel Ave., 
Cincinnati, OH 45227

2/16/2026 3/30/1936 Mondays, 2 PM - 5 PM
Adrienne Brandicourt, 

adrienne.brandicourt@uwgc
.org

Millvale 
Recreation/Community 

Center

In-person |  On-
site, same-day

Site runs bi-weekly, every other 
Saturday. No prior year returns 

completed. New volunteers 
welcome.

TBD
3303 Beekman Street, 
Cincinnati, OH 45225

1/31/2026 4/11/2026
Every other Saturday, 10 

AM - 3 PM
Jodie Barnes, 

jbarnes@usavingsbank.com



Site Name Model Site Details Volunteers Needed Site Address Open Date Close Date
Day(s) and time(s) of 

Operation
Site Coordinator

Northern Kentucky 
Community Action 

Agency - Carroll County

In-person |  On-
site, same-day

Variable dates and times. New 
volunteers welcome.

TBD
1014 Seminary Street, 
Carrollton , KY 41008

1/31/2026 2/28/2026 Saturdays 9 AM - 1 PM Sheila Brock, sbrock@nkcac.org

Northern Kentucky 
Community Action 

Agency - Grant County

In-person |  On-
site, same-day

Variable dates and times. New 
volunteers welcome.

TBD
1116 N. Main Street, 

Williamstown, KY 41097
1/17/2026 3/14/2026 Saturdays 9 AM - 1 PM Sheila Brock, sbrock@nkcac.org

Northminster 
Presbyterian Church

In-person |  On-
site, same-day

New volunteers welcome. 2 preparers
703 Compton Rd., Cincinnati, 

OH 45231
1/28/2026 4/15/2026

Tuesdays 2/10, 2/24, and 
3/10,  11 AM - 4 PM and 

Wednesdays, 11 AM - 4 PM

Michael Telljohann, 
michaeltelljohann@gmail.com

Ohio Means Jobs - Butler 
County

In-person |  On-
site, same-day

New volunteers welcome.
Contact us at 

freetax@uwgc.org
TBD 1/24/2026 4/15/2026

Wednesdays, 5:30 - 8 PM 
Saturdays 8 AM - 1 PM

Keith Gehring, kgehring@fuse.net

Ohio Means Jobs - 
Cincinnati-Hamilton 

County

In-person |  On-
site, same-day

New volunteers welcome.
1 greeter and 1-2 

preparers
1916 Central Parkway, 
Cincinnati, OH 45214

1/31/2026 4/11/2026 Saturdays, 9:00 AM - 1:00 PM
Charles Lewis, 

chaz45237@gmail.com

Price Hill Branch Library
In-person |  On-
site, same-day

This site will use volunteers from our 
AmeriCorps NCCC team. Individual 

experienced reviewers are also 
welcome to volunteer here!

1 reviewer
970 Purcell Ave, Cincinnati, 

OH 45205
1/29/2026 4/9/2026

Thursdays
1 PM - 6 PM

Adrienne Brandicourt, 
adrienne.brandicourt@uwgc.org

Shelby St Brighton Center 
(Formerly Kentucky 

Career Center (Brighton 
Center)

In-person |  On-
site, same-day

New volunteers welcome.
Any Volunteers 

Accepted
11 Shelby St, Florence , KY 

41042
2/5/2026 4/9/2026 Thursdays, 3 PM - 7 PM

Tiffany Pleasant, 
tpleasant@brightoncenter.com

United Way of Greater 
Cincinnati

In-person |  On-
site, same-day

This site will use volunteers from our 
AmeriCorps NCCC team and corporate 
groups that would like to volunteer as a 
team. Individual experienced reviewers 

are also welcome to volunteer here!

2 experienced 
reviewers

2400 Reading Road, 
Cincinnati, OH 45202

2/4/2026 4/15/2026 Wednesdays 1PM - 6 PM
Adrienne Brandicourt, 

adrienne.brandicourt@uwgc.org

United Way Southeast 
Indiana (Roving)

Drop-off & Pick 
up  | Remote 
Preparation

Variable dates and times for intake. Tax 
prep is mostly virtual.

TBD
488 Ludlow St., Greendale, 

IN 47025
2/3/2026 3/26/2026

Tuesdays, 12:30 PM-3:30 PM 
Thursdays, 12:30 PM-3:30 PM

Adrienne Brandicourt, 
adrienne.brandicourt@uwgc.org

Walnut Hills Public Library 
(Formerly Madisonville 

Recreation Center)

In-person |  On-
site, same-day

New volunteers welcome.
1 greeter and 4 

preparers
2533 Kemper Ln, Cincinnati, 

OH 45206
2/7/2026 4/11/2026 Saturdays, 10 AM - 5 PM

Yvonne Smith, 
madisonvilletaxsite@gmail.com



Need help ² we are here!

ÅSend a request for assistance 
or question(s) to:

o freetax@uwgc.org
o Include your name, e-mail, and 

phone.

ÅA trainer will contact you.

ÅOur team of trainers is here to 
help you. You will not know 
every aspect of tax law ² none 
of us do. We will ensure you 
are supported when you come 
to volunteer at a site. You®ve 
got this!

mailto:freetax@uwgc.org
mailto:freetax@uwgc.org


What®s Next?

ÅFinish the Volunteer Standards of Conduct test and Intake/Interview 
and Quality Review test

ÅMake a list of your questions

ÅBring it all back to thePart B session, and we®ll answer your questions 
before we start Part B topics.

ÅFor practice - replicate your personal 2024 return in the Practice 
Lab



Frequently Asked Questions

ÅShould I take the Advanced Certification test today?

oNot yet. Please return for Part B training.  Both Part A & Part B training cover 
the topics for test success

ÅWhen do I need to complete my certifications?

oBefore you serve at a tax site

oA study guide will be published via Mobilize to assist with the certification

ÅIs there an income limit for taxpayers?

oThe income limit for tax filers is $84,000

ÅDoes TaxSlayer work for State returns?  
oTaxSlayer software provides for preparation of state returns for all states that 

have personal income tax

https://www.uwgc.org/wp-content/uploads/FTP-Mobilize-Quick-Guide.pdf


Join us for
Part B Training

ÅCome back for Part B 
regardless of the role you 
plan to pursue

ÅDates ² December 13, 
January 10, and January 14

ÅThe  more you know about 
VITA and tax law, the more 
you will be able to help the 
families who seek 
our services.

ÅSign up here

https://give.uwgc.org/v/free-tax-prep-training-tax-year-2025


Welcome to our team!

Å!




