
DAY 1 – EXPRESS TAX
PREPARER TRAINING

TAX YEAR 2023



INTRODUCE YOURSELF

• Introduce yourself 

• 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



WHAT WE DO—AND WHY!



OUR PROGRAMS

Prepare + Prosper
Tax 

Preparation 
& Financial 
Services

Money 
Mentors 
Financial 
Coaching

FAIR 
Banking Advocacy

P+P Manual pg. 5



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

P+P Manual pg. 15



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 

P+P Manual pg. 17



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

P+P Manual pg. 9-10



IRS CERTIFICATION TESTS

• 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

P+P Manual pg. 7-8



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 
the Volunteer Resources 
Department
– IRS requires P+P to keep 

verification of volunteer 
certification

– Signing this form 
confirms your 
commitment to following 
the Volunteer Standards 
of Conduct

P+P Manual pg. 11



CUSTOMER AND TAX 
RETURN FLOW



TAX SEASON 2024 SERVICES
• In-person tax preparation 

– Operating at eight locations in the Twin Cities
– All services are by appointment

• Special focus programs
– Self-employment program: taxpayers with self-

employment income over $10,000 or complex 
situations

– Remote Tax Preparation program: taxpayers living in 
group homes and nursing homes

• Do-It-Yourself Tax Preparation with 
support from P+P



TAX CLINIC FLOW

CSV 
StationCustomer waiting area

Entrance

Preparer

Preparer

Preparer

Reviewer Station

Preparer Preparer

Preparer

Welcome Station

CSV 
Station

CSV 
Station



CUSTOMER FLOW

Customer 
arrives for 

appointment

CSV completes 
a brief 

screening

Preparer does 
tax interview 

and prep

CSV checks in 
about financial 

services

Customer 
returns to 

waiting area 
during review

CSV provides 
the final return 

and gets 
signatures



VOLUNTEER CHECKLISTS

• Guide for each 
volunteer role

• Helps keep a consistent 
tax return process

• Finish the screening 
checklist if the 
Customer Support 
Volunteer did not

• Address every checklist 
item

P+P Manual pg. 195-196



INTAKE PAPERWORK



REQUIRED INTAKE PAPERWORK

P+P Manual pg. 14

P+P supplemental form to collect 
Minnesota tax information

P+P Tax 
Intake 

IRS Intake/Interview & Quality Sheet, 
which is mandatory for all taxpayers 

at VITA sites

Form 
13614-C

P+P supplemental form to match 
customers with desired financial 

services and referrals

Boost Your 
Money Form



ACTIVITY: 
DO THE INTAKE PAPERWORK

COMPLETE THE THREE 
INTAKE SHEETS IN YOUR 
MANUAL.

P+P Manual pg. 185-196



IRS INTAKE – FORM 13614-C
P+P Manual pg. 185

Page 1

• Required for 
all taxpayers

• Basic 
taxpayer 
and family 
information

• Preparers 
must answer 
dependent 
questions



IRS INTAKE – FORM 13614-C
Page 2

• Required for 
all taxpayers

• Collects 
income and 
life situation 
information

• Preparers 
ensure all 
questions 
are YES or 
NO

P+P Manual pg. 186



IRS INTAKE – FORM 13614-C
Page 3
• Not required
• Review 

questions 1 
through 7 if 
completed

• P+P collects 
demographic 
data 
separately

• Use the 
comments 
section as 
needed

P+P Manual pg. 187

OPTIONAL



IRS INTAKE – FORM 13614-C
• Optional consent for 

taxpayers to share data
• Global Carryforward 

consent allows basic 
taxpayer data to roll 
forward at any free tax 
preparation site 
nationwide

• Taxpayers do not need 
to fill this out to decline

• No signature is 
considered declining

P+P Manual pg. 35 and 188

OPTIONAL



P+P TAX INTAKE SHEET – PG 1

On page 1
• Preferred name
• Demographic survey
• Invitation to join P+P 

text and email lists
• Direct deposit and 

payment preferences

P+P Manual pg. 189



P+P TAX INTAKE SHEET – PG 2
On page 2
• Consents to use 

information
• Minnesota tax 

situations

P+P Manual pg. 190



P+P TAX INTAKE SHEET – PG 3
On page 3
• Minnesota “household 

income” information
• Property tax refund 

details

P+P Manual pg. 191



P+P TAX INTAKE SHEET – PG 4
On page 4
• Volunteer use only
• Direct deposit 

allocations
• Documentation of 

routing and account 
number

• Savings bond details
• Direct debit 

information

P+P Manual pg. 192



BOOST YOUR MONEY FORM
P+P Manual pg. 193-194



10 MINUTE BREAK



P+P FINANCIAL SERVICES

P+P Manual pg. 15



FINANCIAL SERVICES OFFERED

• Customer Support Volunteers (CSVs) can help 
customers throughout the tax clinic process

• Key financial services offered:
– Discussing financial plans and goals

– Opening new accounts for direct deposit

– Sharing information about savings and savings bonds

– Referring to trusted financial organizations 

– Ordering credit reports

P+P Manual pg. 15



PREPARER ROLE IN FINANCIAL 
SERVICES

• Ensure the CSV connects with taxpayers
– A completed Boost Your Money form is important for 

this connection

• Enter Savings Bond, split refund, and direct 
deposit information in TaxSlayer
– Use the P+P tax intake sheet and Boost Your Money 

Form as a guide
– Work with the taxpayer and the CSV for details

• Make sure savers get entered in Save + Win 
contest by talking to a CSV



CSV ROLE IN FINANCIAL 
SERVICES

• Collect the customer’s Boost Your Money form

• Share expertise on products, services, and 
referrals that are available

• Check-in with customers about their financial 
situation

• Finalize all product offerings, contest entries, 
and referrals



NEW DIRECT DEPOSIT OPTIONS
• Many taxpayers use an account they already 

have to deposit their refund 

• CSVs can connect people with a new direct 
deposit option if needed

Prepaid debit 
card

CSV opens during tax preparation. 
Focus prepaid card offered by 
Community Financial Resources.

Checking or 
savings account

Return is held until account is 
opened after the tax appointment. 
Accounts offered by FAIR Banking, a 
P+P partnership with Sunrise Banks.

P+P Manual pg. 15



SPLIT REFUND BASICS

• Federal tax refunds can be split into multiple 
accounts
– Uses federal Form 8888
– Enter in the E-file section of TaxSlayer

• Minnesota refunds cannot be split 
– MN refunds go into first account entered in TaxSlayer

• Makes saving part of a refund easy
– Spend some now and save some for later

P+P Manual pg. 30-31



U.S. SAVINGS BONDS BASICS

• Purchase up to three U.S. savings bonds with a 
federal tax refund
– Buy in increments of $50
– Uses Form 8888 on the federal tax return

• Long term, low risk investment earning interest for 
up to 30 years
– Interested is generally higher than a savings account

• Get bonds in a loved one’s name
– Give the gift of savings
– Buy up to two bonds for others

P+P Manual pg. 32



SAVE + WIN CONTEST

• Save + Win is a savings contest run by P+P

• Makes saving fun with the chance to win a prize

• Ways to save:
– Put a full tax refund into a savings account

– Split a federal tax refund to put some in savings

– Buy a U.S. savings bond

– Save a Minnesota renter’s or homeowner’s refund 

P+P Manual pg. 15



HOW SAVE + WIN WORKS

• SAVE $50 or more into a savings account 
or buy a U.S. Savings Bond

• ENTER the contest by talking to a CSV 
and signing the Boost Your Money form

• WIN one of the weekly $100 prizes (or 
stay in the drawing until tax season ends)

P+P Manual pg. 15



WHY IS SAVINGS IMPORTANT?

• Helps reach financial goals

• Provides a sense of security

• Offers financial freedom

• Save for a rainy day

Plant the seeds of a savings conversation and 
connect taxpayers to a customer support 

volunteer.



TAXPAYER INTERVIEW



WHAT IS A TAXPAYER INTERVIEW?
• Discussion with the taxpayer to fully learn about 

the tax situation

• Assessment of the intake sheets and source 
documents to determine additional information 
needed

• Conversation that identifies returns that require 
an advanced VITA certification level or are out-
of-scope



COMMUNICATION TIPS
• Talk in plain language

• Guide the conversation with good questions

• Listen carefully to responses

• Explain why personal information is needed
– “I need your son’s birthdate to help me determine if he 

qualifies as a dependent.”
– “I’m asking more about your school expenses to make 

sure you get all of the tax benefits you are eligible for.”



SCREENING TOOL

• Matches with the 
screening checklist

• Lists allowable 
options for identity 
verification

• Helps identify 
common out-of-scope 
situations

P+P Manual inside cover



WHAT IS AN ITIN?

• The IRS issues Individual Taxpayer Identification 
Numbers

• Nonresidents and others living in the U.S. who 
file a tax return, but are not eligible for an SSN

• P+P is a Certified Acceptance Agent and staff at 
the main office can assist with ITIN applications

P+P Manual pg. 16

ITINs must be renewed if they have not been used in the past 
three tax years! P+P CAA staff can assist with ITIN renewals.



INTAKE PAPERWORK & 
TAX DOCUMENT REVIEW

• Are all the intake forms filled out completely?

• Does the taxpayer need to file a return?

• Is the return in-scope for VITA and P+P?

• What IRS certification level is needed for 
preparation?

• Are any documents or pieces of information 
missing?

• Which financial services and referrals might 
benefit the customer?



WHO MUST FILE TAXES?

• Income over:
– $13,850 for most single filers
– $27,700 for most married filers

• Situations like filing as a dependent or having 
self-employment income have different limits

• Use your resources if you’re not sure

Taxpayers with income 
above a certain amount

Taxpayers with special 
tax situations

P+P Manual pg. 39 & 
Pub 4012 Tab A 



WHO SHOULD FILE TAXES?

• Federal or state income tax withheld from 
income

• Qualifies for federal and state tax refundable 
credits 

• Made estimated tax payments during the year

• Eligible for a renter’s or homeowner’s refund 
(Minnesota Form M1PR)



SCOPE OF SERVICE AND 
CERTIFICATION LEVELS

• Limited types of returns
– Scope is set by the IRS
– Detailed scope charts in P+P manual and Pub 4012

• Income limits for P+P
– $40,000 or less for an individual filer
– $60,000 or less for a family or self-employed taxpayer

• Certain tax topics require advanced certification
– IRS intake sheet shows level next to each question
– Transfer the preparation to another volunteer if needed

P+P Manual pg. 17-18 and
Pub 4012 pg. 6-20



PREPARER PRIORITIES

• Do a tax interview to get all the information 
needed to prepare an accurate return

• Provide tax preparation using TaxSlayer software 
and keep appropriate documentation

• Work with Customer Support Volunteers (CSV) 
to connect customers to financial services

• Work with Reviewers to provide additional 
customer information if needed

• Provide respectful and professional service to all 
customers



FOLLOW ALONG IN YOUR P+P 
VOLUNTEER TAX MANUAL

P+P Manual pg. #’s here!



DEPENDENCY

P+P Manual pg. 50-56



TAX BENEFITS FOR CLAIMING 
A DEPENDENT

• Head of Household filing status
• Child Tax Credit
• Credit for Other Dependents
• Child and Dependent Care Credit
• Earned Income Credit
• Child and Working Family Credits
• American Opportunity and Lifetime Learning Credit
• Minnesota K-12 Education Credit
• Minnesota dependent deduction

P+P Manual pg. 50



CLAIMING DEPENDENTS
• A dependent will be:

a Qualifying Child or a Qualifying Relative

• Use the IRS intake sheet to determine people a 
taxpayer may be able to claim

• Generally, the taxpayer will be financially 
supporting the person claimed

P+P Manual pg. 50



WHAT IS AN EXEMPTION?

• Many tax laws are built on personal and 
dependency “exemptions”

• Exemptions changed in tax year 2018
– Pre-2018: exemptions reduced taxable income for each 

person on the return
– Now: exemptions remain part of federal tax law but 

are set at $0

• Minnesota dependent exemption tax benefit
– Reduce Minnesota taxable income by $4,800
– Reduce income for calculating Property Tax Refund

P+P Manual pg. 50



YOUNG ADULT TAXPAYER

• Young adults often answer “NO” or “UNSURE” 
when asked about being a dependent
– Ask more questions

– Discuss the rules for being a dependent as part of the 
interview

• Parents and guardians may be unsure if a child 
can still be claimed as a dependent
– Take time to determine how much support the young 

adult provided for themself

P+P Manual pg. 51



CLAIMING A QUALIFYING CHILD

• Taxpayer (spouse) on the return cannot be 
claimed on another tax return

• Person being claimed must
– Be a U.S. citizen/resident alien/national or a resident of 

Canada or Mexico

– Meet the six tests for Qualifying Child

P+P Manual pg. 52



P+P Manual pg. 52

QUALIFYING 
CHILD TESTS

Relationship

Age

Residency

Support

Joint 
return

Qualifying 
for >1 
person



TIE-BREAKER RULES

• Child is a Qualifying Child for more than one person and 
taxpayers disagree about who will claim the child

• IRS will use tie-breaker rules to decide who is entitled to 
claim the child

If… Then the child is treated as 
the qualifying child of the…

Only 1 person is the child’s parent… Parent

Both people are the child’s parent… Custodial parent

Both people are the child’s parent and 
the child lived with each parent the 
same amount of time during the year…

Parent with higher AGI

None are the child’s parent… Person with the highest AGI

P+P Manual pg. 53



DIVORCED OR SEPARATED 
PARENTS

• Custodial parent: The parent with whom a child 
has spent the most nights

• Noncustodial parent: The parent with whom a 
child has spent fewer nights

• Custodial parents generally receive the tax 
benefits for a Qualifying Child 

• Custodial parents may authorize a noncustodial 
parent to claim some tax benefits

P+P Manual pg. 54



LUNCH BREAK



CLAIMING A QUALIFYING 
RELATIVE

• Taxpayer/spouse on the return cannot be 
claimed on another tax return

• Taxpayer cannot claim a married person who 
files a joint return 
– Exception: the married person files only to claim a 

refund and has no tax liability

• Person being claimed must be U.S. citizen or 
resident, or a resident of Canada or Mexico 

• Person must meet the four tests to be a  
Qualifying Relative

P+P Manual pg. 55



P+P Manual pg. 55

QUALIFYING 
RELATIVE 

TEST

Not a 
qualifying 

child

Relationship

Gross 
income

Support



ACTIVITY:
DEPENDENCY QUIZ

OPEN YOUR P+P MANUAL 
TO PAGE 57

P+P Manual pg. 57



DEPENDENCY QUIZ ANSWERS

1. No
– Qualifying relative 

rules; income is too 
high

2. Yes
– Meets qualifying 

relative rules
3. Yes

– Meets qualifying 
relative rules

4. Yes
– Meets qualifying 

relative rules

5. No
– Qualifying relative 

rules; income is too 
high

6. Hope
– Qualifying child rules; 

residency test
7. Mike

– Qualifying child tie 
breaker rules; tie goes 
to the parent

8. Yes
– Qualifying as a 

dependent requires 
filing as a dependent

P+P Manual pg. 184



FILING STATUS

P+P Manual pg. 46-48
Pub 4012 Tab B, page B-10



FILING STATUS OPTIONS

Single (S): unmarried or legally separated

Married filing jointly (MFJ): married

Qualifying surviving spouse (QSS): spouse 
passed away in 2021 or 2022 and taxpayer did not 
remarry

Married filing separately (MFS): married

Head of Household (HOH): unmarried or 
considered unmarried

P+P Manual pg. 46



MARITAL STATUS
• Marital status is not the only factor in 

determining filing status

• Other considerations:
– Dependents?
– Supporting others?
– Recently lost a spouse?

P+P Manual pg. 47

Marital status on the IRS intake sheet is not 
always the same as filing status.



MARRIAGE
• To file a joint tax return, taxpayers need to be 

legally married

• Married taxpayers must file using a married filing 
status (file jointly or separately)

• Cultural marriage or common law marriage 
without a license is not recognized in Minnesota
– Exception: the couple was legally married in a state or 

country recognizing cultural or common law marriages 
prior to moving to Minnesota

P+P Manual pg. 47



MARRIED FILING SEPARATELY
• Married taxpayers may choose to file separately

• This is the least advantageous filing status
– Tax rate is generally higher than MFJ
– Not eligible for many credits

• Consider if taxpayer can be “considered 
unmarried” for Head of Household status 

• If the spouse’s Social Security number is not 
available, the return must be paper filed

P+P Manual pg. 47



INJURED SPOUSE ALLOCATION

• Joint filer option when one spouse owes past-
due debt

• Form 8379 allows the “injured spouse” to receive 
their portion of the federal refund
– The “injured spouse” is the spouse that does not owe 

the past-due debt

• MN does not have an injured spouse program

P+P Manual pg. 42-43



HEAD OF HOUSEHOLD (HOH)

Taxpayer must meet these qualifications:

• Be unmarried or “considered unmarried”

AND

• Pay more than ½ the cost of keeping up a 
home for the year

AND

• Have a Qualifying Person that lived in the 
home for more than ½ the year

P+P Manual pg. 48



“CONSIDERED UNMARRIED”

• Married taxpayers can be “considered 
unmarried” and use the HOH filing status

• Rules to be “considered unmarried”:
– Will file a separate return

– Paid over half the cost of keeping up the home 

– Did not live with spouse (last 6 months of the year)

– Main home for their child, stepchild, or foster child for 
more than half the year

– Eligible to claim an exemption for the child

P+P Manual pg. 48



QUALIFYING PERSON FOR HH
Unmarried

• A Qualifying Child
– Lived with the taxpayer 

more than ½ the year

• A dependent parent
• A Qualifying Relative 

who:
– Lived with the taxpayer 

more than ½ the year
– Is closely related to the 

taxpayer

“Considered unmarried”

• Child, stepchild, or 
foster child who:
– Lived with the taxpayer 

more than ½ the year
– Taxpayer qualifies to 

claim the exemption for 
the child

P+P Manual pg. 48



FILING STATUS CHANGES
• Filing status is the first data entry in TaxSlayer

• Important to determine filing status BEFORE 
starting the return 

• If the filing status is changed state returns are 
deleted
– Information entered for the Minnesota M1 return will 

be deleted and information need to be re-entered

– All information entered for Minnesota M1PR return will 
be deleted and need to be re-entered

P+P Manual pg. 22



ACTIVITY: 
FILING STATUS QUIZ

OPEN YOUR P+P MANUAL 
TO PAGE 49

P+P Manual pg. 49



FILING STATUS QUIZ ANSWERS

1. Head of Household
– Parents are qualifying 

people when living apart

2. Yes, Married Filing 
Separately
– Scott is “considered 

unmarried” with a 
qualifying child and Kathy 
is not with no child

3. No
– Robert is not a qualifying 

person for HH; not a 
Qualifying Relative

4. No
– Trinity is not a qualify 

person for HH; not related 
to Chris

5. No
– David is not a qualifying 

person for HH; not related 
to Mae

6. Yes
– Amara is a qualifying 

person for HH; closely 
related to Abdullah

7. Married Filing Jointly
– Joint filing permitted in 

the year of a spouse’s 
death

P+P Manual pg. 184



REPORTING INCOME

P+P Manual pg. 58



WHAT IS INCOME?

• Income can be received from money, services, 
investments, or property

• Generally, all income is taxable
– Taxable income examples: wages from a job, 

payments from a retirement account, and cash 
payments for self-employed taxpayers are

– Nontaxable income examples: Public benefits (like 
food support), gifts, and most foster care payments

• Taxable income is reported on Form 1040 and 
Form M1 to calculate income tax

P+P Manual pg. 58



IDENTIFYING INCOME

• Taxpayer reports 
income on the IRS 
and P+P intake sheets

• Review tax documents 
and letters

• Use P+P manual and 
Pub 4012 to enter in 
TaxSlayer

IRS Form 13614-C

P+P Tax Intake

Be aware of the VITA certification level required for 
different types of income!



INCOME SOURCE DOCUMENTS

• Almost all income has a source document

• Often issued by employers or financial 
institutions

• Replacement documents may be available online 
or requested from the issuing agency

• IRS transcripts are available
– Collect all tax documents issued to the taxpayer
– Not available until July

P+P Manual pg. 58



WAGE INCOME

P+P Manual pg. 59-61 



WAGES, SALARIES, AND TIPS
• Income earned as an employee

• Reported on Form W-2

• Employers should send Form W-2 by the end 
of January

• Taxpayers must have Form W-2 for each job 
before filing 

P+P Manual pg. 59



FORM W-2

$ 22,000

$ 22,000

$ 22,000
$ 1,804

$ 362

$ 2,002

Snow Day Snow Removal
3579 Odd Avenue
Minneapolis, MN 55455

Cassandra Brown
2468 Even Street
St. Paul, MN 55101

$ 22,000 $1,0081299999MN

41-7777777
123-00-4567

0

0

$ 263
$4,420x

D

DD

0

2018

P+P Manual pg. 60-61



FORM W-2 - BOX 12

Common codes:

(D)  401(k) contribution deducted from income

(E)  403(b) contribution deducted from income

(W) Employer contribution to employee’s Health 
Savings Account (advanced tax topic)

A full list of codes is usually listed on the back of 
the W2 form.

P+P Manual pg. 61



RETIREMENT INCOME

P+P Manual pg. 64-70



PENSION AND ANNUITIES
FORM 1099-R

P+P Manual pg. 64



TYPES OF RETIREMENT 
INCOME DISTRIBUTIONS

• Distributions may come from a retirement plan 
offered by an employer or one the taxpayer 
opened on their own

• Form 1099-R distribution codes in box 7 will 
identify the type of distribution
– Some codes are out of scope for VITA

• Codes allow TaxSlayer to transfer distribution 
amounts to other parts of the software if needed

P+P Manual pg. 64



TAXABLE AMOUNT NOT 
DETERMINED

• 1099-R shows Taxable Amount Not Determined 
and Box 2 is empty
– This is an advanced certification level topic

– Taxpayers already paid tax on part of the distribution

– Requires special calculations to determine taxable 
amount

P+P Manual pg. 66

Advanced 
certification required 

when the taxable 
amount is not 
determined.



EARLY DISTRIBUTION OF 
RETIREMENT INCOME

• Distributions are intended to come out after the 
taxpayer reaches retirement age

• Form 1099-R will have an early distribution code if
– The taxpayer is under 59 ½ years old, and 
– The financial institution has no known exception

• Early distributions are subject to a 10% additional tax
– Taxpayers may qualify for an exception the additional tax, 

but the early distribution income is still taxable

P+P Manual pg. 69-70

If a taxpayer has an early distribution, work with a manager or 
experienced volunteer to determine if an exception applies to 
the additional tax. Exceptions are an advanced tax topic.



EXAMPLES: 
EARLY DISTRIBUTIONS

No exception: basic topic Exception: advanced topic

Cal is 38 years old. He is in 
grad school and took $5,100 
out of his IRA to pay tuition.

The $5,100 early distribution 
is included in Cal’s income to 
figure his income tax. There 

is no 10% additional tax, 
because an exception applies 
for higher education paid for 
with early IRA distributions.

Rod is 42 years old. He had a 
major car repair in August 
and took $3,000 out of his 
401k account to pay for it. 

The $3,000 early distribution 
is included in Rod’s income 
to figure his income tax. An 
additional tax $300 is also 
added. There is no general 

hardship exception.

P+P Manual pg. 69



INCOME FROM THE SOCIAL 
SECURITY 
ADMINISTRATION

P+P Manual pg. 71-72



SOCIAL SECURITY BENEFITS

• Reported on Form 
SSA-1099

• Benefits may be for:
– Retirees
– Survivors (spouse or 

dependent)
– Persons with a 

disability

P+P Manual pg. 72

Box 5 Net Benefits
$9,600

Form SSA-1099 – SOCIAL SECURITY BENEFIT STATEMENT

2023



TAXABLE VS NONTAXABLE 
RSDI BENEFITS

Nontaxable benefits
• SSA benefits are the 

only income 
– Unless married filing 

separately
• Taxable income plus 

SSA benefits is very 
low

Taxable benefits
• Taxpayer is MFS and 

lived with spouse at 
any time during the 
tax year

• Taxable income plus 
half of SSA benefits is 
above:
– $25,000 for single
– $32,000 for joint

P+P Manual pg. 71



SOCIAL SECURITY:
RSDI VS SSI

• RSDI (retirement, survivors, or disability insurance) 
payments are reported on the federal return

• SSI (supplemental security income) is only reported 
on the Minnesota return for certain credit calculations

RSDI Benefits SSI Benefits

Reported on Form SSA-1099
No official tax form; may request 
a letter from the Social Security 
Administration

Benefit amount based on work 
history (personal, spouse, or 
parent)

Maximum benefit amount for a 
single taxpayer is $914 in 2023

P+P Manual pg. 71



SOCIAL SECURITY BENEFIT 
SITUATIONS

• Do not include any benefits paid to the taxpayer’s 
child or other dependent

• Railroad Retirement benefits include a Social Security 
payment and a retirement plan benefit
– Forms are different for the Social Security portion, but 

treated the same for tax purposes

• Lump sum distributions include SSA benefit 
payments for multiple years
– Refer to the P+P administrative staff if benefits are 

taxable; special calculations can be done to minimize tax

P+P Manual pg. 72



SELF-EMPLOYMENT AND 
SMALL BUSINESS INCOME

P+P Manual pg. 80-86



SELF-EMPLOYMENT INCOME

• Self-employment income includes people who: 
– Are independent contractors, 

– Do work for cash

– Freelance

– Work as consultants

• Most people will report income and expenses

P+P Manual pg. 80-86

SE income is an advanced certification topic. Get the 
customer to an advanced certified preparer. 



P+P SELF-EMPLOYMENT 
PROGRAM

• Self-employed taxpayers should be referred if:
– SE income is more than $10,000 
– Taxpayer has: a daycare, direct sales, inventory, 

business use of the home, depreciation of assets

• Out-of-scope returns: cab drivers, clergy 
members, corporations, partnerships, rental 
income, or businesses with employees

P+P Manual pg. 17

Drivers for Uber or Lyft are in scope if 
they meet the other SE income guidelines.



UNEMPLOYMENT INCOME

P+P Manual pg. 88



Data entry in TaxSlayer is very straightforward for a 
1099-G for unemployment.
Be sure to review the withholding information

UNEMPLOYMENT INCOME
• Income for taxpayers who are out of work

• Based on a percentage of earned wages prior to 
unemployment

P+P Manual pg. 88



NONTAXABLE HOUSEHOLD 
INCOME

P+P Manual pg. 165-166



MINNESOTA HOUSEHOLD INCOME

• Nontaxable income must be used to calculate 
certain Minnesota Credits
– Renter’s Property Tax Refund

– Homestead Credit Refund for Homeowners

P+P Manual pg. 165

Federal 
AGI

Certain 
nontaxable 

income

MN 
household 

income



IMPACT OF HOUSEHOLD INCOME

• Property tax credits are based on household 
income

• Reporting correct income amounts reduces 
credits, but calculates them correctly

• Minnesota Department of Revenue reviews the 
income reported 
– Taxpayers may need to return part a refund if it’s 

calculated wrong when they file

P+P Manual pg. 165



NOT HOUSEHOLD INCOME
• Noncash benefits

– SNAP (food support)
– Fuel
– Childcare assistance

• Child support 
• Medicaid or medical 

care
• IRA rollovers
• Life insurance policy 

payments
• Property tax refunds

• Payments from 
someone else for the 
taxpayer’s medical 
care

• Gifts or inheritances
• Dependent’s income
• Nontaxable Holocaust 

settlement payments
• State income tax 

payments, not 
reported on federal 
return

P+P Manual pg. 165



PUBLIC BENEFITS

• Cash benefits are included in Household Income

• Benefits from the county may be reported on a 
verification letter

• Taxpayers can request a document from a case 
management team if needed

EXCEPTION TO A GENERAL RULE:
If the taxpayer knows the benefit amount, report 

benefits without a source document.

P+P Manual pg. 165-166

SSI GA MFIP MSA



10 MINUTE BREAK



EVEN MORE INCOME



2023 MINNESOTA REBATE

• Minnesota sent rebates to many families in 2023
– Payments went to low-to-moderate income families

– Only people who filed their 2021 return in 2022 were 
eligible

• $260 per person; maximum payment of $1,300

• Amount will be reported on Form 1099-MISC

• Payments are taxable on the federal tax return 
and NOT taxable on the state returns

NEW! Announced in Dec 2023



EVEN MORE TAXABLE INCOME

• Scholarships
• Interest
• Dividends
• Refunds of state 

taxes
• Alimony
• Capital gains or 

losses
– Sale of stocks or bond
– Sale of a home

• Other income
– Gambling winnings
– Cancellation of debt
– Tribal payments
– Jury duty pay
– Settlement payments
– Prizes and awards

• Shareholder or 
partnership income

• And more!

P+P Manual pg. 58-92



EVEN MORE NONTAXABLE INCOME

• Nontaxable scholarship 
amounts

• Nontaxable 
contributions to a 
retirement plan

• For homeowners –
income of certain adults 
living in the home

• Workers’ compensation

• HSA deduction
• Reduction in rent 

received for being a 
caretaker

• Nontaxable gain on the 
sale of a home

• Employer-paid 
dependent care benefits

P+P Manual pg. 166



ACTIVITY: 
ALL THE INCOME

USE THE ACTIVITY HANDOUT



ADJUSTMENTS AND 
SUBTRACTIONS

P+P Manual pg. 93-98 and 
141-147



WHAT IS A FEDERAL 
ADJUSTMENT?

Tax favored accounts, expenses, life events allow 
taxpayers to reduce income and lower the tax they owe.

Total 
income Adjustments

Adjusted 
Gross 

Income



MINNESOTA ADJUSTMENTS: 
SCHEDULE M1M

Additions: 
Not taxable at the 

federal level, but taxable 
to Minnesota.

Subtractions: 
Taxable at the federal 

level, but not taxable to 
Minnesota.



IRA DEDUCTION

• Contributions to a Traditional IRA

• Roth IRA contributions do not qualify

• Maximum deduction is equal to a taxpayer’s 
contribution limit

P+P Manual pg. 97

IRA Contribution Limits
Taxpayers under age 50 Taxpayers age 50+

$6,500 $7,500
A taxpayer’s taxable compensation is the contribution limit if it is lower than 

the annual contribution limit listed above.



EXAMPLE:
TYRAI’S IRA CONTRIBUTIONS

• Tyrai opened a Traditional IRA at her bank in 
2022 to start saving for retirement

• Tyrai contributed $50 to her IRA every month 

• She works fulltime, but her employer doesn’t 
have a retirement account option

Tyrai can take a $600 adjustment for her contributions.

$600 adjustment = $50 monthly contributions X 12 months



STUDENT LOAN INTEREST 
DEDUCTION

• Interest paid for the taxpayer, spouse, or a 
dependent
– Someone who was the taxpayer’s dependent when the 

loan was obtained also qualifies

• Interest is reported on Form 1098-E or a 
statement from the lender

• Eligible deduction up to $2,500

• MFS filing status is not eligible

P+P Manual pg. 98



EXAMPLE: 
MAI’S STUDENT LOAN INTEREST

• Mai finished her degree in 2021 and she’s 
making payments on her student loans

• Mai’s total 2023 income was wages of $33,000

• She made payments of $4,800 and $2,750 of 
those payments went toward interest

$33,000 $2,500 AGI of 
$30,500

Lower AGI means lower taxable income 
and lower income tax.



CHARITABLE CONTRIBUTION 
SUBTRACTION

• Charitable contributions over $500 for taxpayers 
not itemizing their deductions

• Contributions include cash contributions and 
non-cash contributions

• Subtraction equal to 50% of the amount over 
than $500

P+P Manual pg. 142

Mary made charitable contributions of $700.

She is taking the standard deduction. 

($700 - $500) X 50% = $100 subtraction 



K-12 EDUCATION SUBTRACTION

• K-12 Education Credit is more valuable if the 
taxpayer qualifies

• Must have a qualifying child in grades K-12

• Must have qualifying expenses
– Ex: required supplies, educational courses, tutoring

• Maximum subtraction is:
– $1,625 per child in grades K-6

– $2,500 per child in grades 7 - 12

P+P Manual pg. 143



EVEN MORE FEDERAL 
ADJUSTMENTS

• Educator expenses

• Health Savings Account contributions

• Deductions for self-employed taxpayers

• Alimony paid

P+P Manual pg. 93-96



2023 MINNESOTA REBATE

• Rebates sent in 2023 are taxable on the federal 
tax return, but NOT taxable to Minnesota

• Amount received by the taxpayer will need to be 
subtracted in two places in TaxSlayer
– Income tax return will require an entry to subtract the 

full rebate amount from taxable income

– Property tax return needs a separate entry to subtract 
the full rebate amount from household income

NEW! Announced in Dec 2023



EVEN MORE MINNESOTA 
ADDITIONS AND SUBTRACTIONS
Additions
• Interest and dividends on municipal bonds

Subtractions

• Interest on U.S. bonds

• Age 65+ or disabled

• Railroad retirement income

• Income earned on a 
reservation

• Unreimbursed organ donor 
expenses

• Military pension or retirement 
pay

• AmeriCorps education awards

• 529 plan contributions

• Taxable Social Security 
Benefits

• Taxable public service 
pensions

P+P Manual pg. 141-147



TAXABLE INCOME AND TAX

P+P Manual pg. 99



ADJUSTED GROSS INCOME (AGI)

P+P Manual pg. 99

• All taxable income minus adjustments but 
before deductions

• Used for many purposes on and off the tax return
– Starting place for many credit calculations

– Used by many agencies as a benchmark for a 
family’s income



STANDARD OR ITEMIZED 
DEDUCTION?

• Deductions are subtracted from AGI to calculate 
taxable income

• Taxpayers should use the best tax benefit

P+P Manual pg. 99-104

STANDARD DEDUCTION ITEMIZED DEDUCTIONS

• Deduction based on filing 
status

• Actual deductible expenses 
recorded on Schedule A

• Increased deduction for 
taxpayers who are blind or 
age 65+

• Must itemize if MFS and 
spouse itemizes



STANDARD DEDUCTION

P+P Manual pg. 99

The Minnesota standard deduction is slightly 
different in 2023.

Filing status 2023

Single $13,850

Married filing joint $27,700

Married filing separate $13,850

Head of household $20,800

Qualifying surviving spouse $27,700

Different standard deduction amounts are calculated for 
dependents, taxpayers age 65+, and taxpayers who are blind.



ITEMIZED DEDUCTIONS
• Allows taxpayer to reduce taxable income based on 

specific personal expenses
– Mortgage interest, personal property tax, high 

unreimbursed medical expenses, or large charitable 
donations

• Deductible expenses must be higher than the 
standard deduction for the taxpayer to benefit

• Qualified expenses are tracked on federal Schedule 
A or Minnesota Schedule M1SA 

P+P Manual pg. 100-104



HAVE EXPENSES TO ITEMIZE

• IRS intake sheet question about itemized 
deductions is very general

• Asks if a taxpayer paid:
– Medical and dental expenses?
– Mortgage interest?
– State taxes, real estate taxes, sales taxes, or 

personal property taxes?
– For contributions to charitable organizations?

• Many taxpayers will answer yes, but 
most will not itemize

P+P Manual pg. 100-104



NEED TO ITEMIZE?
• Compare the taxpayer’s standard deduction with 

their potential itemized deductions

• If itemizing benefits the taxpayer, the return 
requires advanced tax certification
– Less than 1% of P+P customers itemize

P+P Manual pg. 100-104

Example:
Abbie is using the single filing status. She paid mortgage interest 

of $4,200, charitable contributions of $400, personal property 
taxes of $100, and state taxes of $2,300.

Total itemized deductions =  $7,000

Standard deduction = $13,850



FIGURING INCOME TAX

• Income tax is calculated based on the taxpayer’s 
taxable income

• The tax rate is based on filing status and tax 
brackets 
– TaxSlayer calculates this automatically

AGI Deductions Taxable 
Income



INCOME TAX BRACKETS
Tax 
year

Tax 
rate Single MFJ or QW MFS HH

2023 
Federal

10% Up to
$11,000

Up to
$22,000

Up to
$11,000

Up to
$15,700

12% $11,001 -
$44,725

$22,001 -
$89,450

$11,001 -
$44,725

$15,701 -
$59,850

2023 
MN

5.35% Up to 
$30,070

Up to 
$43,950

Up to 
$21,975

Up to 
$37,010

6.80% $30,071 -
$98,760

$43,951 -
$174,610

$21,976 -
$87,305

$37,011 -
$148,730



OTHER TAXES

• Self-employment tax: figured based on 
a self-employed taxpayer’s net income 
from the business

• Additional tax on IRAs, other qualified 
retirement plans: early distributions 
subject to 10% penalty

• First-time homebuyer credit 
repayment: for taxpayers who received 
this credit in 2008

P+P Manual pg. 113-114



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.



PRACTICE LAB SETUP

• OPEN YOUR P+P MANUAL TO PAGE 12!

• Move to the other room

• Sign up for a TaxSlayer Practice Lab account



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

P+P Manual pg. 12



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!



FINISHING A RETURN

P+P Manual pg. 27-37



VIEW & PRINT THE RETURN
Visit the Summary/Print section.

Print the return 
to a PDF.

Look over the 
PDF to check 
your work.

P+P Manual pg. 26



VALIDATION ERRORS

• TaxSlayer automatically checks a few things 
while completing a return

• Most validation errors must be resolved before a 
form can be saved

• Some validation errors, such as a missing form, 
will appear after the summary screen

• Resolve errors before sending for review

P+P Manual pg. 27



SAMPLE VALIDATION ERRORS

P+P Manual pg. 27

Errors in red 
must be 

corrected.

Review yellow 
warnings. If it is 
accurate for the 
return situation, 

move on.



STATE VALIDATION ERRORS

P+P Manual pg. 27

Important to 
correct! State 
returns cannot 
be filed unless 
corrections are 

made.

Button does not move to 
the error. Visit the section 

using the left-hand 
navigation menu.



E-FILE SECTION

• E-file section is the final section of TaxSlayer

• Track important details about sending the return

• P+P only requires some of these sections

P+P Manual pg. 28



RETURN TYPES

P+P Manual pg. 28-29



RETURN TYPE – HOW TO SEND

Paper file: Sending the return by mail. 
Longer processing times.

E-file: Sending the return electronically to 
the IRS. Quicker processing times.

P+P Manual pg. 28-29



RETURN TYPE –
REFUND/PAYMENT

Direct Deposit
Refund goes 

directly to a bank 
account

Direct Debit
Balance due is 

directly withdrawn 
from an account

Paper check
Refund comes as a 
check in the mail

Mail a payment
Balance due is paid 

later via mail or 
electronic means

P+P Manual pg. 28-30



ENTERING RETURN TYPES
• Final return type is a combination of:

– How the return will be transmitted

– How the taxpayer will get a refund or pay a balance

• Set a return type for each return the taxpayer has:
– Federal

– MN state

– MN-M1PR



REFUND & BALANCE DUE 
OPTIONS

P+P Manual pg. 30-34



REFUND OPTIONS

1. Direct deposit

2. Split the refund

3. Purchase U.S. 
savings bonds

4. Receive a paper 
check

5. Apply it to 2024 taxes

P+P Manual pg. 30



DIRECT DEPOSIT 
DOCUMENTATION

• Documentation for 
routing and account 
numbers
– Best practice: Have a 

document showing the 
routing and account 
number

– Alternate option: Write 
numbers on page 4 of 
the P+P Tax Intake 
sheet

• Incorrect information 
can delay refunds by 
several weeks!

P+P Manual pg. 30-31



ENTERING DIRECT DEPOSIT

• Indicate the account 
type

• Entering a bank name 
is not required

• Minnesota refunds go 
to the first account 
listed

• Savings bond entry is 
below the bank 
account entry 

P+P Manual pg. 31-32



FILING WITH A BALANCE DUE

• Deadline for filing a return and paying a balance 
due is April 15, 2024

• Should file the return by the deadline even if 
unable to pay full balance
– Avoid a failure-to-file penalty

– Making a partial payment reduces interest and the 
failure-to-pay penalty

P+P Manual pg. 33



BALANCE DUE OPTIONS

Full or partial payments

• Direct debit 
• Pay online
• Mail in a payment

– Check or money order
– Send with a payment 

voucher

Alternative options

• Set up a payment 
plan

• Consult with a Low 
Income Taxpayer 
Clinic for help with:
– Options on a large 

balance
– Balances causing a 

financial hardship

P+P Manual pg. 34



DIRECT DEBIT BASICS
• Direct debit can be a good option!

– Easy to set up when filing

– Funds come out of an account directly

– Payment date can be set any time before April  15th 

• Direct debit can be a challenging option!
– Funds may come out when an account balance is low

– Payment can happen at an unexpected time

– May cause overdraft fees or inability to pay other 
important expenses on time

P+P Manual pg. 34



FINAL E-FILE SECTION STEPS



ENTERING CONSENTS
• P+P Permission to Use Your Information section 

from P+P tax intake sheet
– Remember: returns cannot be e-filed if a taxpayer 

wishes to decline one of the P+P consents

• IRS intake sheet global carryforward consent
– This can be declined, and the return can be e-filed

P+P Manual pg. 35



ENTERING CUSTOM QUESTIONS
• Answers come 

from page 1 of the 
P+P tax intake 
sheet

• Only enter 
questions marked 
REQUIRED

P+P Manual pg. 35-36



SUBMISSION PAGE

• Skip most sections on 
this page 

• Use the customized 
Return Tags when 
appropriate for the 
return

• After preparation 
mark the return 
“Ready for Review”

P+P Manual pg. 37



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

P+P Manual pg. 22



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.



DAY 2 – EXPRESS TAX
PREPARER TRAINING

TAX YEAR 2023



GROUP ACTIVITY: 
DEAR IRIS REVIEW

USE SCENARIO SHEETS WITH 
YOUR GROUP



TAX MANUAL UPDATE ALERT!

• The tax day deadline listed in the manual is wrong!

• Cross out April 17, 2024, and replace with 
April 15, 2024, on these pages:
– Page 34 (first paragraph)

– Page 94 (under Contribution to an HSA)

– Page 97 (first paragraph under intro box)

– Page 111 (first paragraph under intro box)

– Page 111 (in the callout box)

– Page 181 (under prior-year refund expiration)



WHILE WE’RE FIXING THINGS…

• Page 14: Identity and SSN/ITIN Verification
– There are rare situations when a taxpayer does 

not need to show photo ID, these exceptions will 
always be made by a manager

• Page 17: final entry in scope chart
– Change page citation from 183 to page 181

• Page 71: SSI column, payment amount entry
– Change page citation from 166 to page 165



REMINDER: FOLLOW ALONG! 

P+P Manual pg. #’s here!



CREDITS AND PAYMENTS

P+P Manual pg. 115-138



WHAT ARE TAX CREDITS?

• Credits provide tax benefits for certain life 
situations or expenses

• Two types of credits
– Nonrefundable: can be used to pay income tax

– Refundable: can be used to pay income tax or other 
taxes, and the taxpayer receives any amount greater 
than tax



PAYMENTS

• Refundable tax credits are considered payments

• Income tax withheld 

• 2023 estimated tax payments and refunds 
applied from a 2022 return to 2023 taxes

P+P Manual pg. 115



TAX WITHHOLDING

• Employees often pay taxes by withholding a 
portion of their pay

• Amounts go directly to the IRS and state 
department of revenue

• Withholding is based on:
– The employee’s Form W-4 given to the employer
– The income amount each pay period

• Form W-4 guides employers to withhold taxes 
matching the expected tax an employee will owe 
on annual income

P+P Manual pg. 115



TAX WITHHOLDING 
CONSIDERATIONS

• Update Form W-4: Life events may change 
employee tax situations and withholding must be 
adjusted

• No tax withheld: Can create a large balance due if 
income is high enough to owe taxes

• Multiple jobs: Can complicate the withholding 
calculation; employers withhold based only on the 
income from their company

P+P Manual pg. 115-116

Taxpayers can use the IRS withholding estimator 
throughout the year to better predict their withholding.



IDENTIFYING AND REPORTING 
PAYMENTS & CREDITS

• Having dependents 
often qualifies people 
for credits

• IRS and P+P intake 
sheets allow taxpayers 
to report situations that 
qualify for credits

• P+P volunteer manual 
has summaries of 
federal and state credits

Page 2, Form 13614-C

Page 1, Form 13614-C

Page 3, P+P Tax Intake



POWER OF TAX CREDITS
Providing an economic boost
Support for low-to-moderate income families lifting millions 
people out of poverty each year.

Helping with emergencies
Billions of dollars in direct financial aid to people facing 
health and financial emergencies during the pandemic.

Supporting basic needs
Tax refund dollars flow into local economies when families 
catch up on bills, pay down debt, and make important 
purchases. 

Offering a savings opportunity
Tax refunds can amount to 30% of a family’s incoming 
funds during the year and provide a chance to build 
emergency or long-term savings.



EARNED INCOME CREDIT

P+P Manual pg. 117-120



EIC MAXIMUM CREDIT

# of 
qualifying 
children

Single/head of 
household, 

income less than: 

Married filing 
jointly, income 

less than

Maximum 
Credit: 

0 $17,640 $24,210 $600

1 $46,560 $53,120 $3,995

2 $52,918 $59,478 $6,604

3+ $56,838 $63,698 $7,430

P+P Manual pg. 117



EIC CALCULATION CURVE
Maximum EIC

$0 earned income Max earned income

Phase in: Income 
increases and credit 

goes up.

Phase out: 
Income 

increases and 
credit goes 

down.

Families filing with Head of Household and two qualifying children
Earned income $10,000 $17,000 $35,000
EIC $4,010 $6,604 $3,768



EARNED INCOME

Includes
• Wages, salaries, and 

tips
• Net earnings from self-

employment
• Union Strike benefits
• Military combat pay 

(out of scope)

Doesn’t Include
• Public Benefits

– Social Security, SSI, 
welfare

• Other income, such as:
– Unemployment
– Alimony and child 

support
– Interest on bank 

accounts
• Non-taxable earned 

income
– Payroll deductions for 

dependent care or 
retirement plans

P+P Manual pg. 117



WHO CAN CLAIM THE EIC?
RULES FOR EVERYONE

• Must have valid Social Security Number

• U.S. citizen or resident alien all year

• Investment income less than $11,000

• Cannot be a Qualifying Person of another 
person

P+P Manual pg. 117-118



EIC FOR TAXPAYERS WITH CHILDREN

RULES WITH A QUALIFYING CHILD
• Must meet the “Rules for Everyone”

• Have a Qualifying Child

• Qualifying Child cannot be used by more than 
one person for purposes of the EIC

• A Qualifying Child for EIC does not need to be 
claimed as a dependent

P+P Manual pg. 118



P+P Manual pg. 118

• No test based 
on income or 
support

• A qualifying 
child for EIC 
does not have 
to be a 
dependent

EIC 
QUALIFYING 

CHILD 
TESTS

Age

Relationship

Residence

Joint Return



EIC FOR TAXPAYERS WITHOUT CHILDREN

RULES WITHOUT A QUALIFYING CHILD

• Must meet the “Rules for Everyone”

• Income under $17,640 for a single filer or under $24,210 for 
a married couple filing jointly

• At least age 25 and under age 65 at the end of the tax year

• Lived in the U.S. more than ½ the year

• Cannot be the dependent or EIC Qualifying Child of another 
person

P+P Manual pg. 118



MINNESOTA CHILD AND 
WORKING FAMILY CREDITS

P+P Manual pg. 154-155



CHILD AND WORKING 
FAMILY CREDITS

• Two-part refundable credit
– Working Family Credit

– Minnesota Child Tax Credit

• Credit was redesigned for tax year 2023
– Lower-income taxpayers with children will receive more 

support

– In previous years, the Working Family Credit was very 
similar to the federal Earned Income Credit

P+P Manual pg. 154-155



GENERAL CWFC GUIDELINES

• Must be a full or part-year resident of Minnesota

• Investment income under $11,000

• Taxpayer cannot be a dependent or Qualifying Child 
of another taxpayer

• Taxpayer, spouse, and all dependents must have 
Social Security numbers or ITINs

• Filers using the MFS filing status do not qualify

P+P Manual pg. 154-155



WORKING FAMILY CREDIT:
NO QUALIFYING CHILD

• Taxpayers with no qualifying child may claim the 
credit

• Maximum credit is $350

• Must be between age 19 and 64

• Must have earned income
– Income between $1 and $29,500 ($35,000 for MFJ)

– Phases in at lower incomes; phases out at higher 
incomes



CWFC – QUALIFYING CHILD

• Rules are similar to Qualifying Child dependency 
rules

• Child must have:
– Lived with the taxpayer for more than half the year

– Be the taxpayer’s child, stepchild, foster child, sibling, 
or descendent of any of them

– Have a Social Security number or ITIN

– Be under age 18 or meet the age requirements to be a 
Qualifying Older Child

P+P Manual pg. 154-155



MN CHILD TAX CREDIT

• Taxpayers can claim a refundable credit of up to 
$1,750 per child
– There is no limit to the number of children a taxpayer 

can claim for this portion of the credit

– Credit phases out gradually with income above 
$29,500 (or $35,000 if MFJ)

• Children must be under age 18 

• Taxpayers with earned income can also claim up 
to $350 of Working Family Credit

P+P Manual pg. 154-155



WFC FOR QUALIFYING OLDER 
CHILDREN

• Taxpayers can claim a refundable credit for up to 
three qualifying older children
– The maximum credit is based the number of children 

claimed
– Credit phases out gradually with income above 

$29,500 (or $35,000 if MFJ)

• Older children must be
– Over age 17 and totally and permanently disabled 
– Between age 18 to 23 and a full-time student

P+P Manual pg. 154-155

One qualifying older 
child

Two qualifying 
older children

Three qualifying 
older children

$925 $2,100 $2,500



CWFC EXAMPLE:
CHARLIE’S FAMILY

Charlie’s tax situation:

• Head of Household

• Twins, age 12, and one child in college, age 22

• All income is from a job -- $28,950

$350 (WFC based earned income)

+ $925 (WFC for one qualifying older child)

+ $3,500 ($1,750 x 2 qualifying children for the MNCTC)

$4,775 total Child and Working Family Credit

P+P Manual pg. 154-155



CHILD TAX CREDIT

P+P Manual pg. 105



CHILD TAX CREDIT

• Most families with children will qualify

• Nonrefundable credit of up to $2,000 per child

• Eligible children follow the Qualifying Child
dependency rules plus:
– Child must be under age 17

– Child must have a Social Security number

P+P Manual pg. 105



ADDITIONAL CHILD TAX CREDIT

• A refundable credit equal to the unused portion of 
the Child Tax Credit
– Maximum Additional Child Tax Credit is $1,600 per 

child

• To qualify a taxpayer must:
– Have taxable earned income over $2,500 or may 

– Have 3+ children to be eligible regardless of 
income

P+P Manual pg. 120



CREDIT FOR OTHER DEPENDENTS

• Available for dependents who don’t qualify for 
Child Tax Credit

• Nonrefundable credit of up to $500 per 
qualifying dependent

• Eligibility rules follow dependency rules with the 
addition that the dependent must live in the U.S.

P+P Manual pg. 106



CHILD AND DEPENDENT 
CARE CREDIT

P+P Manual pg. 
107-110 and 153-155



CHILD AND DEPENDENT CARE CREDIT

• Nonrefundable federal credit for expenses paid 
for childcare or adult daycare

• Must have a qualifying person:
– Child under age 13 and claimed as a dependent

– Person who is physically/mentally incapable of self-care 

P+P Manual pg. 107-110



DEPENDENT CARE CREDIT: 
QUALIFYING EXPENSES

• Expenses paid by the taxpayer or spouse to work or 
look for work, including
– Daycare programs for a qualifying person

– Nursery school or preschool for children below level of 
kindergarten qualifies

– Day camp (overnight camp does not qualify)

• Report employer dependent care benefits on Form W2
– Include amounts on the dependent care form to show 

benefits were used to pay for care

– These amounts do not qualify a taxpayer for the credit

P+P Manual pg. 108-110



DEPENDENT CARE CREDIT: 
QUALIFYING PROVIDER

• Most childcare providers offer a statement listing 
the amount paid, EIN, and address 
– Individual providers offer their Social Security number

• Payments cannot be made to a taxpayer’s 
dependent

• Payments to a taxpayer’s child qualify if the child:
– Is age 19+ by the end of the year, and 

– Cannot be claimed as a dependent

P+P Manual pg. 108



MN DEPENDENT CARE CREDIT

• Credit is refundable 

• Rules for qualifying person and provider match 
federal definitions

• Special Minnesota Rule:
– Parents with a child born in 2023

– Calculate the maximum credit even if no childcare 
expenses were made

P+P Manual pg. 153-155



FEDERAL EDUCATION 
CREDITS

P+P Manual pg. 124-138



WHO’S ELIGIBLE?
• Taxpayers claiming a student completing post-

secondary education 
• Students completing post-secondary education

– Students claimed as a dependent cannot claim the credit

• Information reported on Form 1098-T

P+P Manual pg. 124-126



EDUCATION CREDITS OVERVIEW

American Opportunity

• Up to $2,500 per 
student

• 40% of the credit 
may be refundable 
(up to $1,000)

• Available for the first 
4 years of college

Lifetime Learning

• Up to $2,000 per 
return

• Nonrefundable
• Available for an 

unlimited number of 
years

P+P Manual pg. 125



TAXABLE AND NONTAXABLE 
SCHOLARSHIPS

This is a generalization—there are a lot of special 
rules for education credits!

Watch the Education Credits online training and review the 
information in your P+P tax manual to learn more!

P+P Manual pg. 130



10 MINUTE BREAK



MINNESOTA’S EDUCATION 
CREDITS



MN STUDENT LOAN CREDIT

• Nonrefundable credit of up to $500 
– $1,000 if MFJ and both spouses qualify

• Calculated on student loan payments
– Federal deduction is based on interest paid

• Credit calculation also requires the amount of 
the original loan

P+P Manual pg. 151-152



K-12 EDUCATION CREDIT

• Refundable credit of 75% of qualifying K-12 
education expenses

• Must have qualifying child in grades K-12 at a 
public, private, or home school

• Credit was updated to have higher income limits 
and a max credit of $1,500 starting in 2023

P+P Manual pg. 156-159

The taxpayer cannot use the same expenses for both 
the K-12 credit and the K-12 subtraction. 



SUBTRACTION CREDIT

INCOME No income limit AGI at or below 
$76,000*

CHILD

a) Taxpayer’s child, adopted 
child, stepchild, grandchild or 
foster child

b) Lived with the taxpayer in the 
U.S. for > ½  the year

a) Same as EIC

b) Lived with the 
taxpayer in the U.S. 
for > ½  the year

FILING 
STATUS Any filing status Cannot be MFS

MAXIMUM 
TAX 

BENEFIT

$1,625 subtraction per child in 
grades K-6

$2,500 subtraction per child in 
grades 7-12

$1,500 refundable 
credit per child

P+P Manual pg. 143 
and 156-159

K-12 SUBTRACTION VS. CREDIT

*$76,000 is the income limit for 
a household with 1 or 2 
qualifying children. For each 
additional child add $3,000.



K-12 CREDIT & SUBTRACTION
ELIGIBLE EXPENSES

• Expenses must be to improve or expand 
knowledge and skills in core subjects

• Some expenses need a qualifying instructor

• Private school tuition qualifies for subtraction 
only

• Up to $400 for computer software and hardware 
expenses
– $200 max for the credit

– Additional $200 max for the subtraction

P+P Manual pg. 157



K-12 EDUCATION CREDIT + 
RECEIPTS

• Not required to have receipts at the tax clinic, 
but must have access to them
– No receipts, no credit

– Minnesota Revenue often asks for verification

• Remind the taxpayer to keep receipts for 2024!

P+P Manual pg. 156



ACTIVITY: 
PARR FAMILY K-12 CREDIT

USE THE ACTIVITY HANDOUT



PARR FAMILY

• Helen and Bob Parr are interested in claiming 
the Minnesota K-12 education credit on their tax 
return. They meet the income levels to qualify.

• Their daughter Violet is a junior in high school, 
their son Dash is currently 10 years old, and 
their son Jack-Jack is 1. 

• They have a shoebox for receipts with a list of all 
their expenses.



ACTIVITY ANSWERS



OTHER CREDITS



FEDERAL RETIREMENT SAVINGS 
CREDIT

• Nonrefundable credit of up to $1,000

• Credit equals a percentage of contributions to a 
retirement account, including:
– Traditional IRA or a Roth IRA contributions

– Contributions to employer-sponsored plan 

• Taxpayer must be age 18 or older and cannot be 
a fulltime student

• Income thresholds for the credit are narrow

P+P Manual pg. 111



PREMIUM TAX CREDIT (PTC)
• Taxpayers must have Form 1095-A

• The PTC is refundable and lowers the cost of 
health coverage purchased through MNsure

• MNsure coverage is available as a metal level 
plan (bronze, silver, gold or platinum)

• MinnesotaCare and Medical Assistance plans do 
not qualify for the credit
– Application for these state sponsored plans is 

completed on the MNsure website

P+P Manual pg. 121-122

The PTC is an advanced tax topic. Learn more in the P+P 
Volunteer Tax Manual or in Publication 4012.



OTHER CREDITS
• Foreign Tax Credit 

(federal)

• Credit for Taxes Paid 
to Another State (MN)

• Credit for Long-term 
Care Insurance 
Premiums (MN)

• Parents of Stillborn 
Children (MN)

• Credit for Past Military 
Service (MN)

• Marriage Credit (MN)

• Credit for Attaining a 
Master’s Degree in a 
Teacher Licensure 
Field (MN)

• Education Savings 
Account Contribution 
Credit (MN)

P+P Manual table of contents



MINNESOTA HOMESTEAD 
CREDIT + RENTERS PROPERTY 
TAX REFUND

P+P Manual pg. 162-179



FORM M1PR OVERVIEW

• Form M1PR can be filed with or without an 
income tax return

• Credit calculated based on two main factors:
– Household income 

– Property tax paid or rent paid

• Due date for filing is August 15th

– Common to prepare it along with the income taxes

• Refunds are issued in the summer/fall

P+P Manual pg. 162-179



HOMEOWNER + RENTER INFO 
HANDOUT

• For taxpayers to 
submit property tax 
refund information 
later 

• Provide to the 
taxpayer if CRP or 
Property Tax 
Statement aren’t 
available



HOUSING STATUS
• Renter – Certificate of Rent Paid (CRP)

• Homeowner – Property tax statement payable 
in 2024

• Nursing Home or Adult Foster Care Resident 
– Uses CRP and this status if they received 
benefits.

• Mobile Home Owner – Both CRP and Property 
tax statement

• Renter and Homeowner – Order matters!

P+P Manual pg. 162



EXAMPLE:
HOME PURCHASE & HOME SALE

Claire bought a house

• House purchased in 
December of 2023

• Rented from January 
through November

Claire files as a renter 
and a homeowner. 

Owned and lived in the 
home 1/2/2024.

Dana sold a house

• House sold in July of 
2023

• Rented from July 
through December

Dana files as a renter. 
Did not own or live in 
the home 1/2/2024. 

P+P Manual pg. 162



MARRIED COUPLES

• Married taxpayers who lived together all year 
must file together
– There is no MFS option for the M1PR

• Taxpayers who married or divorced/separated 
during the year have options:
– File together
– File separately and include the spouse’s income for the 

period of time they lived together

P+P Manual pg. 163



ADDITIONS AND SUBTRACTIONS 
FOR FORM M1PR

• Form M1PR starts with federal AGI

• Additions: nontaxable household income

• Subtractions:
– 65 or older 

– Person with a disability

– Dependents

– Retirement account contributions

P+P Manual pg. 165-167



FORM M1PR
DISABILITY DEFINITION

• Considered disabled by the Social Security 
Administration before the end of the year
– Social Security Disability or SSI generally mean the 

taxpayer meets this qualification

• If no SSA determination, definition is:
– Unable to work for at least 12 consecutive months 

because of a disability

• Blind taxpayers also meet the disability 
definition

P+P Manual pg. 164 & 167



MINNESOTA RENTERS
PROPERTY TAX REFUND

P+P Manual pg. 168-172



RENTERS PROPERTY TAX REFUND
Taxpayers may be eligible for a refund of up to 
$2,570, if that renter:

1. Has a household income of less than $73,270;

2. Is not someone else’s dependent; 

3. Resided in a rental unit in 2023 that was subject to real 
estate taxes; and

4. Paid part or all the rent with the taxpayer’s own funds

P+P Manual pg. 168



COMING IN TAX YEAR 2024
• Starting in tax year 2024, the credit will be part 

of the income tax return, Form M1
• Share this with renters using the talking points 

on the back of the customer envelope

P+P Manual pg. 168



RENTER SITUATIONS
If…

A taxpayer and an adult 
dependent live together and 
the landlord issues 2 CRPs 

Then…

The taxpayer can claim the 
amounts from both CRPs

P+P Manual pg. 169

Taxpayer rented two units 
during the same time period

Cannot claim rent for more 
than 12 months, include the 
rent for the unit they lived in

Parent or guardian pays for 
their child’s off campus rent

No one qualifies to claim the 
credit



EXAMPLE: PRORATING RENT
• Terry received two CRP forms:

– CRP 1: Jan 1 to April 30 and rent paid $2,300

– CRP 2: April 26 to Dec 31 and rent paid $5,000

• Terry lived at the old unit through April 30, but 
started paying rent at the new unit on April 26

• Both units had rent of $600 per month
• Prorate the rent to report remove the 5 days of 

overlapping time

P+P Manual pg. 169

Prorating Rent used to calculate refund

$600 per month / 30 days = $20 per day

5 overlapping days x $20 per day = $100

Rent used from CRP 1: $2,300 
(full amount)

Rent used from CRP 2: $4,900 
(5,000 - 100 for 5 day overlap)



CERTIFICATE OF RENT PAID (CRP)
• CRP shows basic 

property information 
and rent paid

• Landlords are required 
to issue CRP by 
January 31

• Rent is split equally 
between roommates 
regardless of actual 
amount paid by each 
renter

P+P Manual pg. 170-171



MISSING OR INCORRECT CRP

• Landlords occasionally refuse to 
issue or make corrections to a 
CRP

• Minnesota Department of 
Revenue can issue a Rent Paid 
Affidavit as an alternative to a 
CRP

• P+P Homeowner + Renter Info 
handout has basic instructions 
for taxpayers

P+P Manual pg. 170



NURSING HOME OR 
ADULT FOSTER CARE RESIDENT
• Special Form M1PR calculations are required for 

taxpayers meeting these qualifications:
– Live in assisted living, nursing home, or adult foster 

care housing

– Receive Medicaid housing assistance, SSI, MSA, or 
Housing Support (formerly GRH)



HOUSING SUPPORT

• Minnesota Housing Support is a rental assistance 
program formerly called Group Residential Housing 
(GRH)

• Renters receiving Housing Support use a special 
calculation to figure their renter’s refund

• Commonly confused with other rental assistance
– Landlords may incorrectly include Housing Support on the 

CRP as Section 8 or other housing grants

• Consult the P+P Volunteer Manual for interview 
questions when a CRP includes Housing Support

P+P Manual pg. 170



MINNESOTA HOMESTEAD 
CREDIT REFUND

P+P Manual pg. 173-177



HOMESTEAD CREDIT 
QUALIFICATIONS

A taxpayer may be eligible for a refund of up to $3,310 
if that taxpayer: 

1. Has income of less than $135,410 in 2023

2. Taxpayer is not a dependent

3. Owns and occupies a home on January 2, 2024

4. Lives in property classified as “homestead”

5. Does not owe delinquent property tax on the 
homestead

P+P Manual pg. 173



HOMESTEAD CREDIT FOR 
ITIN HOLDERS

• Starting in 2023, ITIN holders who own a home 
became eligible for homestead status
– Must apply with the county property tax division

• Homestead status allows taxpayers to claim the 
property tax refund
– Application must be approved by December 31, 2024, 

for taxpayers to claim the 2023 refund
– If an application was approved by December 31, 2023, 

the taxpayer may also claim the 2022 refund 

P+P Manual pg. 173



HOMEOWNER SITUATIONS
If…

A taxpayer experienced a 
foreclosure

Then…

The taxpayer does not qualify 
for a refund, because they no 
longer own the home

P+P Manual pg. 173

Taxpayer lives in a co-op
Use the property tax 
statement from the co-op to 
file as a homeowner

Taxpayer was a part-year 
resident of Minnesota

Enter household income from 
all states



CO-OWNERS AND CO-OCCUPANTS

• Refunds can only be claimed by one person who 
owns and lives in the home
– Co-owners living together: one files and includes the 

income of the other
– Co-owners living apart: person living in the home files 

with only their own income

• Homeowners living with other adults generally 
must include the income others
– A co-occupant worksheet must be completed

P+P Manual pg. 174



MOBILE HOME OWNERS

• Often taxpayers own a mobile home but rent a 
mobile home lot

• Mobile home owners need:
– 2024 property tax statement: usually available in June

– 2023 CRP: usually available in January

• Refund is calculated differently from 
homeowners or renters

• A taxpayer may rent a mobile home and rent the 
lot, and then file as renter

P+P Manual pg. 175



PROPERTY TAX STATEMENT

• Need the Property 
Tax Payable in 2024 
for 2023 M1PR

• Statements mailed 
out and available 
online in March

• Do not use proposed 
statements and 
valuation notices

P+P manual pg. 175

2024

2023 2024



SPECIAL PROPERTY TAX REFUND

The taxpayer may be eligible for a special property 
tax refund of up to $1,000, if:

• The taxpayer owned and lived in the home on 
January 2, 2023 and January 2, 2024; and

• Net property tax increased by more than 12%; 
and

• The increase was more than $100.

P+P Manual pg. 177



LUNCH BREAK



AMENDMENTS AND PRIOR 
YEAR RETURNS

P+P manual page 181-183



AMENDMENTS

• Taxpayers may not file more than one original
return for the same tax year

• Changes to an original tax return require an 
amendment 
– Form 1040X, M1X, or M1PRX

• Based on the original return that was filed and 
tracks changes

P+P manual page 181



P+P AMENDMENT POLICIES

• P+P will prepare amended returns for any year 
when the original return was filed at P+P
– Taxpayer should complete an Amendment Request 

form or contact staff at the main office

• Amended returns not originally filed at P+P
– 2020 returns can be amended at the self-employment 

clinic; and an appointment is required

– Amendments for other years can be prepared in the 
summer or fall

P+P manual page 181



RETURN DEADLINES

• Income tax returns: April 15, 2024

• Property tax refunds: August 15, 2024

• Late filing
– Extensions to file available until October 15, 2024

– Late income tax returns with a balance due will incur 
penalties and interest 

– Last date to claim an income tax refund is three 
years after the original deadline

– Last date to claim a property tax refund is one year 
after the original deadline

P+P Manual pg. 181



PRIOR YEAR RETURNS

• Prior year returns for 2018 through 2022 can be 
prepared in TaxSlayer
– 2018, 2019, and 2020 returns must be paper-filed

– Older returns cannot be filed at P+P

• Use prior year publications when preparing prior 
year returns
– Tax law changes each year

– TaxSlayer will help with accurate calculations

P+P manual page 181-183



2022 TAX LAW HIGHLIGHTS

• Minnesota Frontline Worker Pay was issued to some 
taxpayers 
– Payment was federally taxable and subtracted out from 

MN income

• K-12 credit had a much lower income threshold than 
the current credit – fewer taxpayers qualified

• Renters and homeowners received a one-time 
increase to property tax refunds

• Homeowners with ITINs became eligible to receive 
homestead status

P+P Manual pg. 182

2022



2021 TAX LAW HIGHLIGHTS

• Recovery Rebate Credit helped people claim the 
third round of pandemic stimulus payments 

• Many temporary credit expansions:
– Earned Income Credit 

– Child Tax Credit 

– Child & Dependent Care Credit 

• Federal adjustment for taxpayers who made 
cash charitable contributions

P+P Manual pg. 182

2021



2020 TAX LAW HIGHLIGHTS

• Deduction for unemployment compensation

• Recovery Rebate Credit helped people claim 
round one and round two stimulus payments 

• Earned Income Credit could be calculated using 
2019 earned income

• Special pandemic rules for retirement 
distributions

P+P Manual pg. 183

2020



ACA: PRIOR YEAR HIGHLIGHT

• In tax years 2014-2018 the Affordable Care Act 
required all taxpayers to report information 
about health insurance

• If a 2018 return must be completed:
– Use prior year reference materials 

– Work with a manager or experienced volunteer if 
situation is uncertain

P+P Manual pg. 183



PAPERWORK FOR MULTIPLE 
YEARS OF RETURNS

• Some taxpayers need to catch up on filing

• Each year should have a separate envelope to 
sort tax documents by year

• Each year should have a Volunteer Checklist 

• Intake paperwork requirements:
– Similar tax situation across all years: Use original 

intake paperwork and note any differences 

– Tax situation changed significantly across years: make 
copies of IRS and P+P intake sheets for each year, 
label with the tax year, and update info



MISCELLANEOUS FORMS: 
SOME UNCOMMON 
SCENARIOS

P+P Manual pg. 39-45



NONRESIDENT FOR TAX 
PURPOSES

• Nonresidents for tax purposes must file Form 1040NR
– Nonresident returns are out of scope at P+P

– Many international students need to file nonresident returns 

• Taxpayers who are not U.S. citizens may be considered a 
resident for tax purposes
– Individuals with a “green card”

– Individuals who meet the substantial presence test (including 
most ITIN holders)

P+P Manual pg. 39 and 
Pub 4012 Tab L



MN PART-YEAR RESIDENTS & 
NONRESIDENTS

• Minnesota tax is based on income earned while living or 
working in Minnesota

• Taxpayers who lived or worked in another state often 
need to file multiple state returns
– Returns for other states are out of scope at P+P

• P+P can prepare federal returns taxpayers filing 
non-Minnesota state returns
– Having all returns done elsewhere is generally better

P+P Manual pg. 140



POWER OF ATTORNEY (POA)

• Power of Attorney authorizes a representative to 
act on a taxpayer’s behalf for tax matters

• Family members are common POAs
– A taxpayer with a spouse who lives abroad

– A child filing for an elderly parent

P+P Manual pg. 40-41



POA FORMS

• The representative must have a valid POA form
– IRS Form 2848 is required for federal return filing
– Form 2848 authorizes the POA for MN returns
– Minnesota Rev184 offers state only POA if the taxpayer 

is only filing an M1PR

• P+P manual provides tips on what to look for on 
Form 2848

• No POA completed yet?
– Provide Form 2848 and instructions
– Representative must return with the completed form

P+P Manual pg. 40-41



IDENTITY PROTECTION PIN
• IRS issues IP PINs to taxpayers who experienced 

tax-related identity theft
– Taxpayer, spouse, or a dependent may have an IP PIN

– Often due to a fraudulently filed a return using 
taxpayer’s social security number

• Taxpayers can opt-in to the IP PIN program even 
if ID theft has not occurred

P+P Manual pg. 44



IP PIN FORMS
• IP PIN letters are mailed to taxpayers in 

December or January by the IRS

• Lost IP PINs may be looked up online
– Calling the IRS for further instructions is an option for 

taxpayers without online access

• IP PIN must be included on the return when for 
any year it has been issued
– Returns filed without the IP PIN will be rejected
– Paper filed returns without an IP PIN will

delay return processing

P+P Manual pg. 44



FILING FOR A DECEASED 
TAXPAYER

• A deceased taxpayer may be required to file a 
return

• Personal representatives or a surviving spouse 
will often file the return
– Reminder: a surviving spouse can often file jointly in 

the year of the spouse’s death

• Be compassionate in the tax interview
– A person’s passing may be very emotional for the 

representative

P+P Manual pg. 45



FORMS FOR THE DECEASED
• A representative may need guidance on where to 

get missing tax information

• Complete additional forms to claim a refund if 
the surviving spouse is not the filer
– Form 1310 with the federal return
– Form M23 for the Minnesota income tax return

• Special rules for claiming a property tax refund
– Only a surviving spouse or dependent of the decedent 

may claim the refund

P+P Manual pg. 45



WRAP-UP AND 
PRE-SEASON REMINDERS



EARLY SEASON 
IRS REFUND DELAYS

• The IRS will begin processing refunds with 
certain tax credits in mid-February

• Federal tax refunds will be delayed for 
– Earned Income Tax Credit (EITC) and

– Additional Child Tax Credit (ACTC)

• This is an extra measure to prevent against 
identity theft and fraud

• Processing is the same at free or paid preparers



VOLUNTEER CHECKLISTS

• Use the Preparer 
Checklist for every 
return

• Finish the Screening 
Checklist if the CSV 
did not

• Address every 
checklist item

P+P Manual pg. 195-196



TAXSLAYER ACCOUNTS

• You will have two TaxSlayer accounts
• Practice Lab account

– Use for practice returns 
– Use to do your certification test 
– You created your username and password

• TaxSlayer Pro Online account
– Use to prepare returns for taxpayers
– Volunteer Resources Department will send

your username to you

P+P Manual pg. 12 and 20



REMEMBER YOUR RESOURCES!

• You have tons of resources!
– Managers

– Other volunteers

– Volunteer checklists 

– P+P volunteer tax manual

– Pub 4012

– Customer’s intake paperwork

– P+P volunteer website
• prepareandprosper.moodlecloud.com

https://prepareandprosper.moodlecloud.com/


FINISH CERTIFICATION TESTS

P+P Manual pg. 9-10

• Tests must be completed before volunteering
• All preparers and reviewers must take these tests:

– Volunteer Standards of Conduct
– Intake/Interview and Quality Review
– Basic tax law or Advanced tax law

• Test reminders:
– Take the test online, but use the test booklet
– No time limit, start and stop as needed
– “Open book” tests -- use your resources 
– Prepare returns in the TaxSlayer Practice Lab
– Retest option available if you don’t pass



THANK YOU!



WELCOME TO 
THE SOFTWARE LAB



GOALS FOR TODAY

• Prepare five practice returns in the TaxSlayer 
Practice Lab software.

• Build familiarity with TaxSlayer.

• Test your tax knowledge.



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.

P+P Manual pg. 12



NEXT STEPS
• Review self-paced online courses

– Access trainings on the volunteer training site
– Updated practice problems will be available for tax year 

2023
– Available in early January!

• Complete the Certification Tests 
– Use Pub 6744 and www.linklearncertification.com

• Email the completed Volunteer Services 
Agreement (Form 13615) to P+P
– Send to volunteer@prepareandprosper.org


	Day 1 – Express Tax�Preparer Training��TAX YEAR 2023
	INTRODUCE YOURSELF
	PREPARER TRAINING OVERVIEW
	TRAINING Website
	WHAT WE DO—AND WHY!
	Our Programs
	FREE TAX PREPARATION
	FINANCIAL SERVICES & Referrals 
	P+P TAX RETURN CRASH COURSE
	RETURNS WE DO
	SCOPE OF SERVICE
	P+P INCOME GUIDELINES
	What Goes on a Tax Return?
	ACTIVITY: �TAX TERMS MATCH UP��Use the activity handout
	Tax Terms match up Answers
	RESOURCES AND IRS CERTIFICATION
	People Resources
	Know Your Team
	P+P VOLUNTEER TAX MANUAL
	PUBLICATION 4012
	MINNESOTA INSTRUCTION BOOKLETS
	IRS CERTIFICATION TESTS
	IRS Certification Tests
	VOLUNTEER STANDARDS �OF CONDUCT (VSC)
	Intake/Interview & Quality Review standards
	Basic vs advanced Certification
	IRS Test Verification
	Customer and TAX Return FLOW
	Tax Season 2024 Services
	Tax clinic flow
	Customer Flow
	Volunteer Checklists
	INTAKE PAPERWORK
	REQUIRED INTAKE PAPERWORK
	ACTIVITY: �Do The Intake Paperwork��Complete the Three Intake sheets in your manual.
	IRS Intake – Form 13614-C
	IRS Intake – Form 13614-C
	IRS Intake – Form 13614-C
	IRS Intake – Form 13614-C
	P+P TAX INTAKE SHEET – pg 1
	P+P TAX INTAKE Sheet – Pg 2
	P+P TAX INTAKE SHEET – pg 3
	P+P TAX INTAKE SHEET – pg 4
	Boost Your Money Form
	10 MINUTE BREAK
	P+P Financial Services
	Financial Services Offered
	Preparer Role In Financial Services
	CSV Role in Financial Services
	New DIRECT DEPOSIT OPTIONS
	SPLIT REFUND BASICS
	U.S. SAVINGS BONDS BASICS
	Save + Win Contest
	how Save + Win works
	Why is savings important?
	Taxpayer Interview
	WHAT IS A TAXPAYER INTERVIEW?
	Communication Tips
	Screening Tool
	WHAT IS AN ITIN?
	Intake Paperwork & �Tax Document Review
	WHO MUST FILE Taxes?
	WHO SHOULD FILE Taxes?
	Scope of Service and Certification Levels
	Preparer Priorities
	FOLLOW ALONG IN YOUR P+P VOLUNTEER TAX MANUAL
	DEPENDENCY
	Tax Benefits for Claiming A DEPENDENT
	CLAIMING DEPENDENTS
	WHAT IS AN EXEMPTION?
	YOUNG ADULT TAXPAYER
	CLAIMING A QUALIFYING CHILD
	Slide Number 75
	TIE-BREAKER RULES
	DIVORCED OR SEPARATED PARENTS
	Lunch BREAK
	CLAIMING A QUALIFYING RELATIVE
	Slide Number 80
	Slide Number 81
	Dependency Quiz Answers
	FILING STATUS
	FILING STATUS Options
	MARITAL STATUS
	MARRIAGE
	MARRIED FILING SEPARATELY
	INJURED SPOUSE ALLOCATION
	HEAD OF HOUSEHOLD (HOH)
	“CONSIDERED UNMARRIED”
	QUALIFYING PERSON FOR HH
	FILING STATUS CHANGES
	Slide Number 93
	Filing Status Quiz Answers
	REPORTING INCOME
	WHAT IS INCOME?
	IDENTIFYING INCOME
	Income Source Documents
	WAGE INCOME
	WAGES, SALARIES, AND TIPS
	FORM W-2
	FORM W-2 - BOX 12
	RETIREMENT INCOME
	PENSION AND ANNUITIES�FORM 1099-R
	TYPES OF RETIREMENT INCOME DISTRIBUTIONS
	TAXABLE Amount Not Determined
	EARLY DISTRIBUTION OF RETIREMENT INCOME
	Examples: �Early Distributions
	INCOME FROM THE SOCIAL SECURITY ADMINISTRATION
	SOCIAL SECURITY BENEFITS
	Taxable vs Nontaxable RSDI benefits
	SOCIAL SECURITY:�RSDI VS SSI
	SOCIAL SECURITY BENEFIT Situations
	SELF-EMPLOYMENT AND SMALL BUSINESS INCOME
	SELF-EMPLOYMENT INCOME
	P+P Self-Employment Program
	Unemployment Income
	Unemployment Income
	NONTAXABLE HOUSEHOLD INCOME
	MINNESOTA HOUSEHOLD INCOME
	IMPACT OF HOUSEHOLD INCOME
	NOT HOUSEHOLD INCOME
	PUBLIC BENEFITs
	10 MINUTE BREAK
	EVEN MORE INCOME
	2023 Minnesota Rebate
	EVEN MORE TAXABLE INCOME
	EVEN MORE NONTAXABLE INCOME
	ACTIVITY: �All The Income��Use the activity handout
	ADJUSTMENTS AND SUBTRACTIONS
	WHAT IS A FEDERAL ADJUSTMENT?
	MINNESOTA ADJUSTMENTS: �SCHEDULE M1M
	IRA DEDUCTION
	EXAMPLE:�TYRAI’S IRA CONTRIBUTIONS
	STUDENT LOAN INTEREST DEDUCTION
	EXAMPLE: �MAI’S STUDENT LOAN INTEREST
	CHARITABLE CONTRIBUTION SUBTRACTION
	K-12 EDUCATION SUBTRACTION
	EVEN MORE FEDERAL ADJUSTMENTS
	2023 Minnesota Rebate
	EVEN MORE MINNESOTA ADDITIONS AND SUBTRACTIONS
	TAXABLE INCOME AND TAX
	ADJUSTED GROSS INCOME (AGI)
	STANDARD OR ITEMIZED DEDUCTION?
	STANDARD DEDUCTION
	ITEMIZED DEDUCTIONS
	Have Expenses to Itemize
	NEED TO ITEMIZE?
	FIGURING Income TAX
	Income TAX BRACKETS
	OTHER TAXES
	Introduction to TaxSlayer
	TaxSlayer Software
	TAXSLAYER ACCOUNTS
	Ready to do a Tax Return?
	Practice Lab Setup
	OPEN TAXSLAYER PRACTICE LAB
	Before Starting In TaxSlayer
	Use CAPS Lock
	BEFORE ENTERING DATA
	MEET Ben Nolan
	Return Info for ben Nolan
	Let’s get started with TaxSlayer
	TAXSLAYER OFFICE
	Start Ben’s Return
	Enter Ben’s SSN
	Choose Ben’s Filing Status
	Enter Ben’s Basic Information
	Skip the MN Election Campaign fund
	Dependents or Qualifying Person(s)
	TaxSlayer �Navigation Menu
	Ben’s Income
	Enter Ben’s Form W-2
	Navigate to Health Insurance
	Report Ben’s Health Insurance Situation
	Confirm Ben’s MN Return
	View Ben’s Return Summary
	Print a PDF of Ben’s Return
	Start the E-File Section of Ben’s Return
	FINISHING A RETURN
	View & Print the Return
	VALIDATION ERRORS
	Sample Validation ERRORS
	STATE VALIDATION ERRORS
	E-File Section
	Return Types
	RETURN TYPE – How to Send
	Return Type – refund/Payment
	Entering Return Types
	Refund & BALANCE DUE OPTIONS
	REFUND OPTIONS
	Direct Deposit Documentation
	Entering Direct Deposit
	FILING WITH A BALANCE DUE
	BALANCE DUE OPTIONS
	DIRECT DEBIT BASICS
	Final E-file Section steps
	Entering Consents
	Entering Custom Questions
	Submission Page
	EXTRA NOTES ABOUT TAXSLAYER
	CARRY FORWARD DATA
	TaxSlayer STICKY NOTE
	TAXSLAYER RESOURCES
	More TaxSlayer Practice
	Day 2 – Express Tax�Preparer Training��TAX YEAR 2023
	Group ACTIVITY: �Dear Iris review��Use Scenario sheets with your Group
	Tax Manual Update Alert!
	While We’re Fixing Things…
	Reminder: Follow along! 
	Credits and Payments
	WHAT ARE TAX CREDITS?
	PAYMENTS
	TAX WITHHOLDING
	TAX WITHHOLDING CONSIDERATIONS
	IDENTIFYING AND REPORTING Payments & CREDITS
	Slide Number 217
	EARNED INCOME CREDIT
	EIC MAXIMUM CREDIT
	EIC CALCULATION CURVE
	EARNED INCOME
	WHO CAN CLAIM THE EIC?
	EIC FOR TAXPAYERS WITH CHILDREN
	Slide Number 224
	EIC FOR TAXPAYERS WITHOUT CHILDREN
	Minnesota Child and Working Family Credits
	Child and WORKING �FAMILY CREDITs
	General CWFC guidelines
	Working Family Credit:�No qualifying child
	CWFC – Qualifying Child
	MN Child Tax Credit
	WFC for Qualifying Older Children
	CWFC Example:�Charlie’s family
	CHILD TAX CREDIT
	CHILD TAX CREDIT
	ADDITIONAL CHILD TAX CREDIT
	CREDIT FOR OTHER DEPENDENTS
	CHILD AND DEPENDENT CARE CREDIT
	CHILD AND DEPENDENT CARE CREDIT
	DEPENDENT CARE CREDIT: �QUALIFYING EXPENSES
	DEPENDENT CARE CREDIT: QUALIFYING PROVIDER
	MN DEPENDENT CARE CREDIT
	Federal Education Credits
	WHO’S ELIGIBLE?
	EDUCATION CREDITS OVERVIEW
	TAXABLE AND NONTAXABLE SCHOLARSHIPS
	10 MINUTE BREAK
	MINNESOTA’S EDUCATION CREDITS
	MN STUDENT LOAN CREDIT
	K-12 EDUCATION CREDIT
	K-12 SUBTRACTION VS. CREDIT
	K-12 CREDIT & SUBTRACTION�ELIGIBLE EXPENSES
	K-12 EDUCATION CREDIT + RECEIPTS
	ACTIVITY: �Parr Family K-12 Credit��Use the activity handout
	Parr Family
	Activity Answers
	OTHER CREDITS
	FEDERAL RETIREMENT SAVINGS CREDIT
	PREMIUM TAX CREDIT (PTC)
	OTHER CREDITS
	MINNESOTA HOMESTEAD CREDIT + RENTERS PROPERTY TAX REFUND
	FORM M1PR OVERVIEW
	HOMEOWNER + RENTER INFO HANDOUT
	HOUSING STATUS
	EXAMPLE:�HOME PURCHASE & HOME SALE
	MARRIED COUPLES
	ADDITIONS AND SUBTRACTIONS FOR FORM M1PR
	FORM M1PR�Disability Definition
	Minnesota RENTERS�PROPERTY TAX REFUND
	RENTERS PROPERTY TAX REFUND
	Coming in Tax Year 2024
	RENTER SITUATIONS
	Example: Prorating Rent
	CERTIFICATE OF RENT PAID (CRP)
	MISSING OR INCORRECT CRP
	NURSING HOME OR �ADULT FOSTER CARE RESIDENT
	HOUSING SUPPORT
	MINNESOTA HOMESTEAD CREDIT REFUND
	HOMESTEAD CREDIT QUALIFICATIONS
	Homestead Credit for �ITIN Holders
	HOMEOWNER SITUATIONS
	CO-OWNERS AND CO-OCCUPANTS
	MOBILE HOME OWNERS
	PROPERTY TAX STATEMENT
	SPECIAL PROPERTY TAX REFUND
	Lunch BREAK
	AMENDMENTS AND PRIOR YEAR RETURNS
	AMENDMENTS
	P+P Amendment Policies
	RETURN DEADLINES
	PRIOR YEAR RETURNS
	2022 Tax Law Highlights
	2021 Tax Law Highlights
	2020 Tax Law Highlights
	ACA: PRIOR YEAR HIGHLIGHT
	Paperwork for multiple Years of Returns
	MISCELLANEOUS FORMS: SOME UNCOMMON SCENARIOS
	NONRESIDENT FOR TAX Purposes
	MN PART-YEAR RESIDENTS & NONRESIDENTS
	POWER OF ATTORNEY (POA)
	POA Forms
	IDENTITY PROTECTION PIN
	IP PIN Forms
	FILING FOR A DECEASED TAXPAYER
	Forms for The Deceased
	Wrap-up and �Pre-Season Reminders
	EARLY SEASON �IRS REFUND DELAYS
	Volunteer Checklists
	TAXSLAYER ACCOUNTS
	Remember Your Resources!
	Finish Certification Tests
	THANK YOU!
	Welcome to �the Software Lab
	Goals For Today
	OPEN TAXSLAYER PRACTICE LAB
	NEXT STEPS

