
BASIC A: 
TAX RETURN BASICS

TAX YEAR 2023

This training is 
approximately 2.5 hours. 

We will have a break 
about halfway through.



INTRODUCE YOURSELF

• Introduce yourself to someone sitting near 
you

• Share your name (and pronouns if you 
would like)

• How did you get connected to Prepare + 
Prosper?



PREPARER TRAINING OVERVIEW
• Basic A: Tax Return Basics

• Basic B: Filing Status & Dependency

• Basic C: Income & Adjustments

• Basic D: Tax Credits

• Basic E: Form M1PR & Finishing a Return

• Software Lab: Practice return preparation with TaxSlayer



TRAINING WEBSITE

• Extra material that complements live training 
topics
– Self-paced material to read or watch

• Copies of these training slides available on the 
volunteer training site

• Access it at prepareandprosper.moodlecloud.com



BASIC A OVERVIEW

P+P overview

Tax return crash course

Introduction to TaxSlayer



GOALS FOR TODAY

• You understand the work of Prepare + Prosper 
and the VITA program 

• You get an introduction to (or review of) 
important tax terminology

• You can log into the TaxSlayer Practice Lab

• You know how to start a new return in TaxSlayer



WHAT WE DO—AND WHY!



OUR PROGRAMS

Prepare + Prosper
Tax 

Preparation 
& Financial 
Services

Money 
Mentors 
Financial 
Coaching

FAIR 
Banking Advocacy
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FREE TAX PREPARATION

• Every year tax credits lift more than 8.9 million 
people above federal poverty guideline

• P+P customers saved over $1.8 million in tax 
preparation fees by using a free service in 2023

• IRS Volunteer Income Tax Assistance program 
operates nation-wide



FINANCIAL SERVICES & 
REFERRALS 

Tax time is a 
money moment 
when people can 

improve their 
finances.

Savings Banking

Credit
Resources 

and 
Support
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P+P TAX RETURN CRASH 
COURSE



RETURNS WE DO

Form 1040: Federal 
Individual Income 

Tax Return

Form M1: Minnesota 
Individual Income 

Tax Return

Form M1PR: 
Minnesota Property 

Tax Refund



SCOPE OF SERVICE

P+P Manual pg. 17-18 and
Pub 4012 pg. 6-21



P+P INCOME GUIDELINES

$40,000 or less for single taxpayer

$60,000 or less for families 
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WHAT GOES ON A TAX 
RETURN?

• All income is reported
– There are some exceptions, but generally, all income is 

taxable

• Certain expenses and life situations
– Incentivized by tax law to allow adjustments, 

deductions, subtractions, or credits

• Additional forms and schedules are used to 
report the special situations



ACTIVITY: 
TAX TERMS MATCH UP

USE THE ACTIVITY HANDOUT



TAX TERMS MATCH UP 
ANSWERS

1 -> C

2 -> K

3 -> H

4 -> I

5 -> F

6 -> E

7 -> B

8 -> D

9 -> J

10 -> G

11 -> A



RESOURCES AND IRS 
CERTIFICATION



PEOPLE RESOURCES

• Managers and experienced volunteers can help:
– Answer tax questions

– Troubleshoot TaxSlayer problems

– Help with procedural issues

• Managers coordinate the flow of tax clinics
– Kick off with a team Huddle

– Ensure things are on track throughout 
the shift



KNOW YOUR TEAM

CSV

Greeting

Financial 
services & 
referrals

Checkouts

2-3 per 
shift

Preparer

Interview 
customers

Prepare 
tax return

4-8 per 
shift

Reviewer

Double 
check tax 

return 

Correct 
mistakes

2-3 per 
shift

Site 
Manager

Pre-clinic 
Huddle

Coordinate 
flow

Answer 
questions

2 per shift
CSV stands for Customer 

Support Volunteer



P+P VOLUNTEER TAX MANUAL
• Combines federal and 

Minnesota tax law

• Provides software 
instructions

• Gives “at-a-glance” 
summaries for credits 
and income

• Available virtually on 
the P+P volunteer 
training site



PUBLICATION 4012
• Excellent reference 

guide for federal tax 
law

• Flow charts and 
interview questions

• TaxSlayer entry 
instructions

• Available virtually on 
the P+P volunteer 
training site



MINNESOTA INSTRUCTION 
BOOKLETS

• Provides plain 
language instructions 
for Minnesota tax law

• Available virtually on 
the P+P volunteer 
training site

• Copies available at the 
tax site

• Minnesota Tax Fact 
Sheets online provide 
greater detail



IRS CERTIFICATION TESTS

• Tests must be 
completed before 
volunteering

• Preparers must take 
these tests:
– Volunteer Standards of 

Conduct
– Intake/Interview and 

Quality Review
– Basic tax law or 

Advanced tax law
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IRS CERTIFICATION TEST TIPS

• Tests are “open book” and there is no time limit
• To pass, must receive a score of 80% or higher
• Retest option is available if needed
• Test resources:

– P+P volunteer tax manual
– Pub 4012, Pub 4961, Pub 5101
– Trainings on the P+P training site
– IRS Publications
– Internet search

P+P Manual pg. 9-10



VOLUNTEER STANDARDS 
OF CONDUCT (VSC)

• Six VITA volunteer standards of conduct

• Provide a shared ethical code for VITA sites 
across the nation

• Standards require volunteers to:
– Not solicit payments or business from taxpayers

– Conduct accurate, respectful, and professional work

– Follow specific tax clinic procedures related to intake 
process and data security
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INTAKE/INTERVIEW & QUALITY 
REVIEW STANDARDS

• Intake: ID and Social Security number or ITIN 
documentation must be viewed

• Interview: Preparer uses IRS Form 13614-C to do a detailed 
tax interview
– All questions must be answered 
– Unsure questions must be corrected to yes or no
– Return is categorized as Basic, Advanced, or out-of-scope

• Quality review: All returns are reviewed by a volunteer who 
did not prepare the return
– Taxpayer is involved in final review
– Volunteers inform taxpayers of their responsibility for the accuracy 

of the return
– Taxpayers sign the return



BASIC VS ADVANCED 
CERTIFICATION

Basic
• Filing status and 

dependents
• W2, interest and 

dividend incomes
• Some retirement 

income
• Education credits
• Minnesota topics

Advanced
• Self-employment
• Capital gains and 

stock sales
• Some retirement 

income
• Premium tax credit
• Health Savings 

Accounts



IRS TEST VERIFICATION
• Email Form 13615, 

Volunteer Agreement, 
to P+P after testing

• Signing this form 
confirms you will follow 
the Volunteer Standards 
of Conduct

• Download form from the 
testing website

• P+P must keep forms 
for all volunteers on file 
due to IRS rules
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INTRODUCTION TO 
TAXSLAYER



TAXSLAYER SOFTWARE

• Provided by the IRS to VITA sites

• Guides preparers through the process of 
preparing the return

• Ensures all information that is required for 
electronic filing is provided

P+P Manual pg. 12 & 20



TAXSLAYER ACCOUNTS

• You will have two TaxSlayer accounts

• Practice Lab account
– Use for practice returns & certification test 

• TaxSlayer Pro Online account
– Use to prepare returns for taxpayers

P+P Manual pg. 12 & 20



READY TO DO A TAX RETURN?
• Use the TaxSlayer Practice Lab

• Prepare a simple return together

• Goals of this activity:
– You access the Practice Lab and know how to navigate 

in it to start a new return. 

– You get to practice with TaxSlayer early in your 
volunteer training.

– You can recognize how tax software supports the tax 
preparation process.



BREAK TIME &
PRACTICE LAB LOGIN

• 15-minute break

• Login to the TaxSlayer Practice Lab

• Sign up for your account if you do not have one



OPEN TAXSLAYER PRACTICE LAB
• Go to: vita.taxslayerpro.com/IRSTraining

• Enter the Practice Lab access password: 
TRAINPROWEB

• Sign in with your account and click the 
“Go to Practice Area” button.

• Don’t have an account? Create one now! 
– Use page 12 in your P+P Manual as a guide

– Create a username and password

– Select VITA as the program type

– Skip the SIDN entry
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BEFORE STARTING IN 
TAXSLAYER



USE CAPS LOCK

• Turn on Caps lock when preparing returns

• Doing data entry in all uppercase text eliminates 
capitalization errors

• All uppercase text makes it easier for reviewers 
to look over a return



BEFORE ENTERING DATA
With a real customer

• Review intake sheets 
thoroughly 

• Review the tax forms
• Determine filing status 

and if dependents will 
be claimed

• Confirm return is 
in-scope for VITA and 
your certification level

Today’s practice return

• Use streamlined 
customer information 
sheet

• Follow flow along with 
the instructor to 
prepare the return



MEET BEN NOLAN

Ben is filing his taxes with Prepare + 
Prosper for the first time. He brought 
all the documents he needs.

He’s filing a return for Tax Year 
2023.



RETURN INFO FOR BEN NOLAN



LET’S GET STARTED WITH 
TAXSLAYER



TAXSLAYER OFFICE

P+P Manual pg. 21

2023
2022

2023 Tax Program



START BEN’S RETURN
• Click Start New Tax Return

2023
2022



ENTER BEN’S SSN
Ben provides his Social 
Security card to verify 
his number.



CHOOSE BEN’S FILING STATUS
Ben has never been married, lives on his own, and 
doesn’t support anyone else financially. He will use 
the single filing status.



ENTER BEN’S BASIC INFORMATION
Ben shared the following information on his intake 
paperwork:

– Name: Ben Nolan

– Date of birth: June 15, 1985

– Occupation: Customer Service Agent

– Address: 2610 University Ave W, Apartment 
450, St. Paul, MN 55114

– Phone number: 651-000-1111



SKIP THE MN ELECTION 
CAMPAIGN FUND

• Ben doesn’t want to contribute.

• Click “Continue” without making a selection or 
choose “No Contribution” from the dropdown.



DEPENDENTS OR QUALIFYING 
PERSON(S)

• Ben does not have any dependents

• Select “No” and then “Continue”



TAXSLAYER 
NAVIGATION MENU

• Use the left-hand navigation 
menu to move through the 
return efficiently

• Menu may collapse to save 
screen space
– Hover over the icons on the left 

side of the screen

– Use the Pin icon to keep the left 
menu visible



BEN’S INCOME
• Ben worked at John’s Service Agency, and this 

was his only job.

• He has Form W-2 for his job and had no other 
income during the year.



ENTER BEN’S FORM W-2

16,000
16,000

16,000
992
232

900

John’s Service Agency
123 Well Street
St Paul, MN 55110

Ben Nolan
2610 University Ave W, Apt 450
St. Paul, MN 55114

16,000 3008888888MN

41-2222222
111-00-3001

2022

xxxDD



NAVIGATE TO 
HEALTH INSURANCE



REPORT BEN’S HEALTH 
INSURANCE SITUATION

Ben did not purchase health insurance from the 
MNsure marketplace.



CONFIRM BEN’S MN RETURN
Ben will file a state return and no special situations 
apply, and TaxSlayer transfers all the information 
needed for the Minnesota return.



VIEW BEN’S RETURN SUMMARY



PRINT A PDF OF BEN’S RETURN



START THE E-FILE SECTION OF 
BEN’S RETURN

The next section of the return is the E-file Section. 
We’ll cover these details in the Basic E training!



EXTRA NOTES ABOUT 
TAXSLAYER



CARRY FORWARD DATA

• Available for returning customers

• Copies basic data from previous year to the 
current year return

• Streamlines tax preparation with less data entry
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TAXSLAYER STICKY NOTE

• Put most notes 
directly on the intake 
paperwork

• TaxSlayer notes are 
helpful for situations 
that cross over 
between tax years

• Make sure to add the 
date to notes

P+P Manual pg. 24



TAXSLAYER RESOURCES

• P+P volunteer manual
– Pages 20-37
– Throughout for specific tax topics

• Publication 4012
– Tab O
– Throughout for specific tax topics

• TaxSlayer search menu

• Managers

• Other volunteers



MORE TAXSLAYER PRACTICE

• Software Lab
– Final required part of training for new volunteers

– Several sample returns and an answer key

• Practice on your own
– Be creative! Make up your own taxpayer scenarios.

– TaxSlayer Practice Lab has scenarios available for 
download to help you practice.



WRAP UP



NEXT STEPS AFTER BASIC A
• Start another tax return for more practice

• Check out your resources
– Flip through Pub 4012, P+P volunteer manual, and 

Form 6744

• View self-paced online courses
– preapareandprosper.moodlecloud.com

• Attend Basic B: Filing Status & Dependents



THANK YOU!
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