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Welcome and Course Introduction 
 

Thank you for starting this training program. Tax-Aide certification can lead to a rewarding 

experience as a volunteer. AARP Foundation Tax-Aide was started in 1968 and today has over 

3,200 tax preparation sites in all 50 states and the District of Columbia. Tax-Aide volunteers 

are part of the nation’s largest free, volunteer-run tax preparation and assistance program. We 

could not provide this service without our volunteers. We are grateful that you are interested in 

joining our team of 24,000 volunteers. For the 2023 tax preparation season the nationwide 

Tax-Aide teams prepared over 1,010,000 Federal tax returns that the IRS accepted, and this 

resulted in over $890 million in refunds to taxpayers. The Foundation receives IRS grants under 

the Volunteer Income Tax Assistance (VITA) and Tax Counseling for the Elderly (TCE) 

programs, and the IRS provides guidance in administrative and tax preparation situations.  

 

Self-Study is training where “individual study” is generally outside of a traditional classroom. 

You will view IRS Publications intended for volunteers to learn tax law, and you will spend 

considerable time using Practice Lab. The training software application is provided by 

TaxSlayer and is essentially the same tax preparation software used for tax return preparation. 

With the expected study, you should be able to pass the qualifying tests to become a Tax-Aide 

and IRS certified volunteer Counselor. 

 

Self-Study learners focus and commit to self-directed learning. You are assigned a mentor 

whois a guide or a Tax-Aide Instructor. When you are working exercises online or are confused 

with the tax law, don’t allow yourself to get stuck, and don’t hesitate to ask questions.  

 

The Self-Study process also works well as a small group guide for two to six volunteers. 

However, the small group members manage their learning process, while the mentor or Tax-

Aide Instructor guides the learner’s needs, desires, and progress. Under either the individual or 

small group study, the focus should be on learning and applying tax law. The Practice Lab 

exercises are activity-based where the learner applies tax law to simulate tax return situations. 

The resource publications and videos are your guide and provide the tax rules used to correctly 

prepare an IRS Form 1040 and the accompanying Forms and Schedules. 

 

As you follow the process, you will: 

● Gain a basic understanding of the pertinent tax law for volunteer-prepared tax returns. 

● Get comfortable using the IRS Publication 4012 VITA/TCE Volunteer Resource Guide 

NTTC Modified (NTTC-40121) and other resources to accurately prepare tax returns. 

● Practice with the TaxSlayer software that is used to prepare and e-file tax returns.  

 
1 Throughout this document, NTTC-4012  refers to the current version of the IRS Publication 4012 VITA/TCE 

Volunteer Resource Guide that has modifications added by the NTTC. NTTC-4491  refers to the current 
version of the IRS Publication 4491 VITA/TCE Volunteer Training Guide - Tax-Aide Version that is created 
by the NTTC. The NTTC refers to the AARP Foundation, Tax-Aide, National Tax Training Committee. 

 

https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4491
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How to Use the Self-Study Program 

There are three parts to the Self-Study Program. The first part, New Volunteer Lessons, is 

intended for new students. It covers basic income and relatively simple tax returns. 

Certification Lessons is the second part and focuses on helping both the new students who 

completed New Volunteer Lessons and the returning Counselors who are studying to prepare 

for most tax return situations seen by Tax-Aide Volunteers. Less Common Advanced Topics is 

intended for veteran Counselors to review or study tax situations that are more complicated or 

not seen at many of the sites that Tax-Aide serves.   

 

The primary IRS resource documents and tools are: 

1. The Intake and Interview Form 13614-C, completed by every taxpayer.  

2. Pub 4012 – NTTC Modified (aka Volunteer Resource Guide), NTTC-4012.  

3. Pub 4491 – Tax-Aide Version (aka Volunteer Training Guide), NTTC-4491. 

 

 Each lesson presents and recommends tasks. Students are allowed to rearrange the order 

of these four steps to match their learning style.  

1. Read through the relevant part of NTTC-4491, VITA/TCE Training Guide 

2. Watch a short video. (The videos are on YouTube and are subject to ads beyond 

our control.) 

3. The NTTC-4012 is a guide that assists you in preparing a return using TaxSlayer. This 

resource is always available.  

4. Complete a Practice Lab tax return using the TaxSlayer software.  

5. Reinforce your tax law knowledge by reviewing the applicable chapter in the 

NTTC- 4491. 

 

 

As you work through the exercises, track your progress with your Self-Study Progress Sheet 

to copy and record your results. Click to open, then under File > download> (select one).  

Using the TaxSlayer/Practice Lab “Summary Print” compare your work with the Self-Study 

answers. Research and make any necessary changes to your Self-Study Progress Sheet and be 

prepared to share your results with your Mentor.  

 

Self-Study, practice exercises, and the IRS Certification tests are “Open Book” documents used 

by AARP Foundation Tax-Aide Counselors. Budget your time to balance your learning effort to 

complete your training. This will also be important in the tax preparation process, especially 

when researching tax law and resource documents. Do not be afraid to ask for help from your 

mentor, local coordinator, or an advanced experienced counselor.  

https://www.irs.gov/pub/irs-pdf/f13614c.pdf
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/Certification-video
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Please CLICK and take this quick and anonymous survey:  
Self-Study New Volunteer Lessons - Initial Survey   

 
Your response will help the National Tax Training Committee with designing future training 
materials prepared for Tax-Aide volunteers. 

 

Let’s get started!  
 

We’re glad you decided to take advantage of this rewarding, yet challenging experience as 
an important player in the tax administration process. This training material will introduce 
you to the major components of the Volunteer Income Tax Assistance and Tax Counseling 
for the Elderly (VITA/TCE) return preparation process which includes the AARP Foundation 
Tax-Aide. 
 
All the referenced IRS publications can be viewed or downloaded at www.irs.gov. 

 
see NTTC-4491, Lesson: Course Introduction (1-1) 

 

Your Tasks: 

● Watch the Welcome-New-Volunteers-video 

● Read the NTTC-4012, second page Volunteer Standards of Conduct. 

● Watch the NTTC-Pub-4012-video (How to use the Pub 4012). 

● Create your personal Practice Lab account, if you do not already have one. Open 

Practice Lab (TaxSlayer). Find the Practice Lab icon in the upper left corner.  

○ The access Password is TRAINPROWEB (all caps).   

○ Click on the “Create New Account” button: 

○ Program Type is “AARP Tax-Aide” 

○ Site Identification Number: leave it blank. 

○ For additional help starting your first Practice Lab return click on this link: 

Instructions for Accessing Practice Lab and Creating an Account.  

● Create your personal IRS Link & Learn account if you don't already have one by      

following the instructions at Taking the IRS Tests Online.  

○ Group: 02 - TCE - AARP Volunteer 

○ Training Source: Publication 4491 

○ Partner/Organization Name: AARP Foundation Tax-Aide 

○ You only need to sign up once. 

●  Write down and save your login ID and password for both Practice Lab and Link & Learn 

for future years.  

 

  

https://docs.google.com/forms/d/e/1FAIpQLScobPipXp7_IJEb6sLx3XTfKrxhQe1K_Ekx368vQ7ILA51gLQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLScobPipXp7_IJEb6sLx3XTfKrxhQe1K_Ekx368vQ7ILA51gLQ/viewform?usp=sf_link
http://www.irs.gov/
https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/Welcome-New-Volunteers-video
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-Pub-4012-video
https://vita.taxslayerpro.com/
https://docs.google.com/document/d/1YWqVZkWZ6H-jqaBqfiJGZbVAQXe_HYz5QW09tf-BKAk/edit?usp=sharing
https://ta-nttc.tiny.us/Taking-Tests-Online
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● Click and review the Volunteer Standards of Conduct Ethics Training. 

 

Using the instructions in Taking the IRS Tests Online, sign in and take the 2023 Volunteer 

Standards of Conduct Exam2. Before you click SUBMIT, record your answers in a separate 

document. The online test is only programmed to tell you if your answer is correct or 

incorrect. You have two tries to pass with a score of 80% or better on IRS Volunteer 

Certification tests.  

The IRS only allows you two attempts to submit and pass any certification test. Anytime 

you do not pass a test on the first try, stop, and discuss the test question and your answers 

with your mentor or instructor before making your second attempt. They can't give you the 

answers, but they may help you with some recommended reading or exercises. 

 

Key Resource: 

The Volunteer Resource Guide, NTTC-4012, is for training, and actual tax return preparation. 

Counselors need to have ready access to the publication during tax preparation and the 

electronic version is the easiest and most efficient method to find details. Always use the 

electronic NTTC-4012 version. There is an IRS paper version which is missing the additional 

Tax-Aide instructions and notes. The IRS paper version is targeted to all IRS free tax programs 

and volunteers and occasionally may give Tax-Aide volunteers misleading guidance since we 

are allowed a little different scope than the other tax preparation organizations. 

 

Hint: Tax-Aide nomenclature for “tax year 2023” is sometimes referred to as TY23 or TY2023.  

 

Your last tasks in the Course Introduction lesson are: 

● Watch the first part of Introduction to Federal-Income-Tax-video. 

● Click on this link for answers to Self-Study exercises. Your learning is enhanced when 

you work to get the correct answer for each exercise.

 
2 The 2023 IRS Certification Test may not be available until November 2023. 

https://www.irs.gov/pub/irs-pdf/p4961.pdf
https://ta-nttc.tiny.us/Taking-Tests-Online
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/Intro-Federal-Income-Tax-video
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
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Income 

 

Wages, Interest, Dividends, etc 
 

 

It is critical to identify if the taxpayer’s income is taxable or nontaxable income; if their 
income is earned or unearned, and to know where to report the different types of income on 
Form 1040. 

see NTTC-4491, Lesson:  Income - Wages, Interest, etc. (8-1) 

 

Watch the Taxpayer Income Forms Video. 

Find and view these IRS tables: 

● Table of Taxable and Nontaxable Income – (NTTC-4012, Tab D) 

● Table of Earned and Unearned Income – (NTTC-4012, Tab I) 

 

Resources: 

● The NTTC-4012 can point you to the tax law that applies to the income source, and 

shows how to input the income into Practice Lab. Line up numbers on the input forms 

with the income forms (W-2, 1099-INT, etc) with those on the TaxSlayer input sheets.  

This is sometimes referred to as “key what you see”. 

● As you get started, consider using the  NTTC-4012, Tab O for instructional guidance to 

enter income correctly in the TaxSlayer program. 

● Some of the videos are based upon NTTC Workbook exercises and generic instructions. 
You will have to apply the lesson to the Self-Study exercises.  

 

 

 

 

Exercise 1: Wages (Form W-2) 

 

Form W-2 
Employers must report wages and other employee compensation on Form W-2. Employers 
are not required to mail Forms W-2, but they must make them available to employees by 
January 31. Employees may need to pick up Form W-2 from their employers or obtain it 
electronically. Most employers issue a standardized version of Form W-2, Wage and Tax 
Statement. Go to www.irs.gov > Find Forms & Instructions to view Form W-2. 

 
see NTTC-4491, Lesson:  Income - Wages, Interest, Etc. (8-3)  

 

  

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/Taxpayer-Forms-Income-video
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
http://www.irs.gov/
https://ta-nttc.tiny.us/NTTC-4491
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Your Tasks: 

● Watch the Wages video. 

Note: This video goes beyond the complexity expected in Self-Study New 

Volunteer Lessons and uses illustrative W-2 examples. 

● Also, the IRS limits and specifies certain tax situations that it does not allow VITA/TCE 

volunteers to address in tax preparation. Out-of-Scope (OOS) situations are addressed 

in NTTC Self-Study Certification Lessons. The NTTC-4491 lessons generally state that 

some tax situations are out-of-scope and must be referred to a professional tax 

preparer. Links to the Tax-Aide Scope Manual can be found in the NTTC-4012  and in 

the Tax-Aide Chromebook browser bookmark (Tax-Aide Links). 

 

● Review Wages in NTTC-4012, Tab D (Income), and these applicable references: 

○ Form W-2 Instructions (NTTC-4012, D-8) 

○ Form W-2 Reference Guide for Common Box 12 Codes (NTTC-4012, D-11) 

● Click to view Neva and Miguel Sanchez’s Intake/Interview & Quality Review Sheet 
 

 
● Open Practice Lab and then click on (Go to Practice Area)  

● Go to NTTC-4012, Tab B for instructions and create their new return.  

● Enter NEVA SANCHEZ’s SSN: 015-00-6516. 

● Use filing status MFJ. and MIGUEL SANCHEZ’s SSN: 115-00-0000 and find other 

information on their Intake/Interview & Quality Review Sheet.  

 

Note: When using Practice Lab/TaxSlayer, each taxpayer’s Social Security number is 
fictional, unique, and always has 00 for the middle 2 numbers. However, the spouse and 
dependent’s Social Security numbers may be duplicated throughout your Practice Lab 
account.  

 

https://ta-nttc.tiny.us/Wages-video
https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/Scope-Manual
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://drive.google.com/file/d/1Dq4ObAloUc1VKjJCnAMI9MnXNmQdJapE/view?usp=drive_link
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://ta-nttc.tiny.us/NTTC-4012
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Tip: In TaxSlayer, you'll see that all dollar amounts are rounded to the nearest dollar (50 
cents and larger rounds up). 

 

● Enter these W-2 Wage Income Statements. 
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● For Health Insurance/ Affordable Care Act Insurance Plans: Check on the taxpayer’s  

Intake / Interview & Quality Sheet, Part V, item 9.  

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

If you did not get the right answers, then review your input and possibly the NTTC-4012.  

 

Don’t worry when you miss the answer the first time. Keep trying to learn from your mistakes. 

You are not expected to be perfect.  

 

Many exercises build on the prior exercises so it's helpful to get the correct answer before 

moving forward. Remember that you can always reach out to your mentor if you feel that you 

are stuck! 

 

 

 

Exercise 2: Interest Income (Form 1099-INT) 

 

What interest is taxable? 
Common sources of taxable interest income are checking and savings accounts, 
certificates of deposit (CDs), savings certificates, U.S. government bonds, interest on 
insurance proceeds, and loans that the taxpayer makes to others. Some savings and loans, 
credit unions, and banks call their distributions “dividends.” All of these distributions are 
really interest income and are reported correctly on Form 1099-INT in TaxSlayer. 

 
see NTTC-4491, Lesson:  Income - Wages, Interest, Etc. (8-7) 

 

Your Tasks: 

● Find and read the Interest Income in NTTC-4012, Tab D, Interest Income. 

● Practice Lab: Reopen the return NEVA SANCHEZ SSN: 015-00-6516 and MIGUEL 

SANCHEZ SSN: 115-00-0000. 

 

● Enter the Interest Income using the Form 1099-INT below. 

https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4012
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
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Dividend and interest income may have adjustments for state taxes if your state has 

applicable state income taxes, and interest on US Savings bonds is not taxable for state 

income tax. Search NTTC-4012 for guidance with Form 1099-INT, line 3 - Interest on 

US Savings bonds. If your state doesn’t have a state income tax, this will not matter. 

 

Except for tax-exempt interest, all other interest, whether or not the institution or person 

reported it to the IRS, is taxable income.  

 

Credit Union “dividends” is interest income (Form 1099-INT). 

If the FATCA (Foreign Account Tax Compliance Act) filing requirement box is checked on 
Forms 1099-INT, 1099-DIV, or any other income reporting document, then the tax return 
is out-of-scope. Refer these taxpayers to a professional tax preparer. 

 
see NTTC-4491, Lesson:  Income - Wages, Interest, Etc. (8-8) 

 

TaxSlayer Hint: After reopening the tax return, you can navigate by clicking in the bar on 

the left (for example, click on "Federal Section" and then "Income"). 

 

Miguel had both a savings and checking account at City Bank and while he didn't get a 

1099- INT from them, he received $5 and $4 in interest respectively.  

 

● Input Miguel’s taxable interest. 

 

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
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Exercise 3: Dividend Income (Form 1099-DIV) 

 

How do I handle dividends? 
 
The corporate distributions that volunteer tax preparers may handle are: 
● Ordinary dividends 
● Section 199A dividends 
● Qualified dividends 
● Capital gain distributions 
● Unrecaptured Sec. 1250 gain — in scope for Tax-Aide 
● Nondividend distributions 

These are all reported on Form 1099-DIV. 
 

see NTTC-4491, Lesson:  Income - Wages, Interest, Etc. (8-11)   

 

 

Your Tasks: 

● Find and read the Dividend Income in NTTC-4012, Tab D, Dividend Income - two 

pages (Form 1099-DIV) 

● Practice Lab: Reopen the return NEVA SANCHEZ SSN: 015-00-6516 and MIGUEL 

SANCHEZ SSN: 115-00-0000. 

 

 

● Enter this dividend income. 

 

  
 

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4012
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
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Dividends are often reported in a brokerage statement. The line numbers and descriptive text 

on the dividend section of a brokerage statement match a typical IRS Form 1099-DIV. 

 

Neva and Miguel received a brokerage statement from Advantage Marketing Corporation that 

contained the following information. Use NTTC-4012, Tab D to input Form 1099-DIV into the 

income section of TaxSlayer. Enter the below brokerage statement income:  

 

 
 

Caution: When inputting Form 1099-DIV amounts, it is easy to enter lines 1a and 1b and forget 

to look to see if there are other numbers. 

 

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

  

https://ta-nttc.tiny.us/NTTC-4012
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
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Exercise 4: Alimony Received (Income) 

 

The payment to or for a spouse or former spouse, under a separation or divorce instrument 
is alimony. It may include payments on behalf of the spouse or former spouse, such as 
medical bills, housing costs, and other expenses. It does not include child support or 
voluntary payments outside the instrument. For divorces after 12/31/2018, alimony is 
neither reported as income to the recipient, nor as an adjustment to income to the payor. 

 

see NTTC-4491, Lesson:  Income - Wages, Interest, Etc. (8-14)  

 

Your Tasks: 

● Review Alimony Requirements in NTTC-4012, Tab E-14 

● Practice Lab: reopen the return NEVA SANCHEZ SSN: 015-00-6516 and MIGUEL 

SANCHEZ SSN: 115-00-0000. 

● Neva received $350 a month in alimony income ($4,200 in 20XX). The date of her 

divorce agreement was December 23, 2014. 

● See NTTC-4012, Tab D-7 and enter her alimony income.  

 

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 

Evaluation & Feedback: 

View NTTC-4491 - Chapter 8, and complete the Income-Wages, Interest, etc. Quiz. 

 

 

 

  

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLSfHYhjh8GqkU9NY7l08EeejHHUQeZ7aT4gVl1LohoN61tKEdg/viewform?usp=sf_link
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Unemployment Compensation (Form 1099-G) 

 

The amount received under an unemployment compensation law of the United States or of 
a state in the U.S. is income. In most cases, unemployment compensation is taxable.  
 
If taxpayers contribute to a governmental unemployment compensation program or a 
governmental paid family leave program and the contributions are not deductible, amounts 
received under the program are not included as unemployment compensation until the 
taxpayers recover their contributions. If the taxpayer has already deducted all of the 
contributions to the program, the entire amount received under the program is taxable. 

 
see NTTC-4491, Lesson:  Income - Unemployment Compensation (13-1) 

 

 

Exercise 5: Unemployment Compensation Income 

 

Your Tasks: 

● Watch the Unemployment Income video. 

● Use NTTC-4012, Tab D-6 for the TaxSlayer instruction for unemployment 

compensation. 

● Click to view Robert Rodriquez’s Intake/Interview & Quality Review Sheet 
 

  

● Open Practice Lab and enter ROBERT RODRIQUEZ’S SSN: 015-00-6524 

● Create a new return with filing status “single”. 

● Robert lost his job in March and started collecting unemployment in April.  

 

 

● Enter this Form W-2 

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/Unemployment-video
https://youtube.com/embed/Q_eKnLxeeko?end=215
https://ta-nttc.tiny.us/NTTC-4012
https://drive.google.com/file/d/1M5q5CczfOUkH9hjvUFnprzUX2zK-6OhM/view?usp=drive_link
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
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● Enter this Form 1099-G (Unemployment Income)  

 
● For Health Insurance/ Affordable Care Act Insurance Plans: Check on the taxpayer’s   

Intake / Interview & Quality Sheet, Part V, item 9.  

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 Evaluation and feedback: 

View NTTC-4491 - Chapter 13-1 and 13-2 and complete the Unemployment Compensation 

Quiz. 

https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLScMSlxFjxDZXEVC1Vs6hLxC_uEO1PdG2WUKLRykqkMXMdWKiA/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLScMSlxFjxDZXEVC1Vs6hLxC_uEO1PdG2WUKLRykqkMXMdWKiA/viewform?usp=sf_link
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Social Security Benefits, IRA Distributions, and Early IRA Distributions 
 

 

Social Security benefits are payments made under Title II of the Social Security Act. They 
include Old-Age, Survivor, and Disability Insurance (OASDI) benefits. Social Security 
benefits include monthly retirement, survivor, and disability benefits. They do not include 
Supplemental Security Income (SSI). Certain government retirees who receive a pension 
from work are not covered by Social Security. 
 
Tier 1 railroad retirement benefits are equal to the Social Security benefit that a railroad 
employee or beneficiary would have been entitled to receive under the Social Security 
system. These benefits are called “Social Security equivalent benefits” and, for tax 
purposes, are treated like Social Security benefits. They are shown on the blue Form RRB-
1099. Box 5 shows the net Social Security equivalent benefits for tier 1. 

 
see NTTC-4491, Lesson: Income - Social Security Benefits (14-1) 

 

 

Note: The original paper Form SSA-1099 might be used as a substitute for the actual Social 
Security card as the taxpayer’s required identification if approved by your Local 
Coordinator. 

 

 

 

 

 

Exercise 6: Social Security Income 

 

 

Your Tasks 

● Watch the SSA-1099-video. (Just watch to the middle (5:45) after SS entry is 

covered. The rest of the video addresses more advanced situations.) 

● Review NTTC-4012, Tab D, portions for Social Security and IRA distributions. 

● Click to view Al and Marcy Getz ’s Intake/Interview & Quality Review Sheet 
 

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/SSA-1099-video
https://ta-nttc.tiny.us/NTTC-4012
https://drive.google.com/file/d/1kD14U3NRvgM46WihK260LtErDAGRhYdR/view?usp=drive_link
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● Open Practice Lab   

● Enter AL GETZ’S SSN: 015-00-1809 

● Use filing status MFJ and MARCY GETZ’S SSN: 015-00-6519 and their information from 

Form 13614-C 

 

● Input Form SSA-1099 

 
  

https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
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● Input Form W-2: 

 
● For Health Insurance/ Affordable Care Act Insurance Plans: Check on the taxpayer’s   

Intake / Interview & Quality Sheet, Part V, item 9.  

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 

 Evaluation and feedback: 

View the lesson in the NTTC-4491 - Chapter 14 and complete the Social Security Benefits 

Quiz . 

  

https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLSfUUgGAG9ebT2-gSPRnEQ3kihlVU0e3mpvwN98MTvGesWtjcw/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSfUUgGAG9ebT2-gSPRnEQ3kihlVU0e3mpvwN98MTvGesWtjcw/viewform?usp=sf_link
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Retirement plans are funded by either before-tax or after-tax contributions. “Before-tax” 
simply means that the employee did not pay taxes on the money at the time it was 
contributed, and the taxpayer has no “cost basis” in the plan. “After-tax” means the 
employee paid taxes on the money when it was contributed, i.e., the taxpayer has a cost 
basis in the plan. 
 
If the taxpayer made all their contributions to a plan with before-tax dollars, the entire 
distribution will be fully taxable. The funds are taxed at the time of the distribution because 
neither the contributions nor the earnings/ investment gains were previously taxed. This is 
common in traditional IRAs, 401(k)s, and Thrift Savings Plans. 
 

● If the taxpayer did not contribute to the retirement plan, all the distributions are fully 
taxable. 

● If the taxpayer made contributions to a plan with after-tax dollars, then the 
distributions could be partially taxable as the portion of the distribution that is 
considered a return of the after-tax dollars will not be taxed again3.  

● The portion of the distribution that represents the earnings/investment gains is 
taxable since it has not been previously taxed. This is common in employer retirement 
plans.  

 
see NTTC-4491, Lesson: Income - Retirement Income (11-1) 

 

 

Exercise 7: Individual Retirement Accounts (IRAs) Distribution 

 
 

IRA distributions are reported on Form 1099-R. Earnings and investment gains in a 
taxpayer’s IRA generally accumulate tax free or tax deferred until they are withdrawn. With 
traditional IRAs, distributions are fully or partially taxable. There are four kinds of IRAs, each 
with different tax implications and potential tax penalties for early distribution 
(withdrawal4): 

● Traditional IRA 

● Roth IRA 

● Savings Incentive Match Plans for Employees (SIMPLE) IRA 

● Simplified Employee Pension (SEP) IRA 
 

see NTTC-4491, Lesson:  Income - Retirement Income (11-3) 

  

 
3 Contributions to a retirement plan with after-tax dollars. It is considered a return of the taxpayer’s cost basis 

(an amount for which taxes have already been paid). 
4 Retirement distribution codes are included in the Form 1099-R, Box 7 and the NTTC-4012 is the source for 

specific TaxSlayer input guidance.  
 

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4012
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Your Tasks: 

● Watch the 1099-R Basic Overview video. (The video describes inputting to a Form 

1099-Rs and shows the IRA designation in Box 7, however the video’s example is not 

an IRA Distribution) 

● Reopen Practice Lab and AL GETZ SSN: 015-00-1809 and MARCY GETZ SSN: 015-00-

6519 return. 

 

● Input Form 1099-R which is an IRA Distribution. 

 
 

● Click and take the IRA Distribution Quiz - Exercise 7 using NTTC-4012, D-43 for 

reference. 

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your personal Self-Study 

Progress Sheet and compare with the Self-Study lesson answers.  

 

 

  

https://ta-nttc.tiny.us/1099-R-Basic-Overview-video
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://docs.google.com/forms/d/e/1FAIpQLSfnZ1dCVh4Hoevp-HRFl4Dn-qSb_S0YtloQTMF1ZuT5OVj_8Q/viewform?usp=sf_link
https://ta-nttc.tiny.us/NTTC-4012
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
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Exercise 8: Early Retirement Distribution on a Form 1099-R 

 

Your Tasks: 

● Reopen Practice Lab and AL GETZ SSN: 015-00-1809 and MARCY GETZ SSN: 015-00-

6519 return. 

● Find and read the Form 1099-R page in NTTC-4012, Tab D. Using the Form 1099-R 

below you will transcribe all the entries into: 

○ TaxSlayer > Federal Section > Income > 1099-R, RRB-1099, RRB-1099-R, SSA-

1099 > Add or Edit a 1099-R (see NTTC-4012, Tab O-5) 

○ or use the Keyword “R” (see NTTC-4012, Tab O-5)  

 

● Input Form1099-R (this is a “Key-What-You-See”) exercise: 

 
● Marcy withdrew $4,256.36 from her IRA to pay for personal bills and Marcy did not meet 

any exceptions to the penalty. 

 

● Click and take the IRA Distribution Quiz - Exercise 8 using NTTC-4012, D-43 for 

reference. 

● For Health Insurance/ Affordable Care Act Insurance Plans: Check on the taxpayer’s   

Intake / Interview & Quality Sheet, Part V, item 9.  

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 

 Evaluation and feedback: 

View the lesson in the NTTC-4491 - Chapter 11.  

https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4012
https://docs.google.com/forms/d/e/1FAIpQLSePBEqJdUb6YcsqkdCl4gS1wVRoBalZcKGc1Lq1bCL88c96Dg/viewform?usp=sf_link
https://ta-nttc.tiny.us/NTTC-4012
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
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Adjustments to Income 
 

The Adjustments to Income section of Form 1040, Schedule 1, allows taxpayers to subtract 
certain expenses, payments, contributions, fees, etc. from their total income. On Form 1040: 

 

Total income  -  Adjustments to income  =  Adjusted gross income (AGI). 

 
 

see NTTC-4491, Lesson: Adjustments to Income (17-1) 

 

 Your Tasks: 

● Review the NTTC-4012, Tab E. 

 

Exercise 9: Educator Expense Deduction 

 

Educator Deduction 
Eligible educators can deduct up to $300 of qualified expenses paid during the tax year. 
Anyone who is a kindergarten through grade 12 teacher, instructor, counselor, principal or 
aide in a school, and worked for at least 900 hours during the school year is eligible for the 
educator deduction. If the taxpayer and spouse are both eligible educators, they can deduct 
up to $600, but neither can deduct more than their own expenses up to $300. Both public 
and private school educators qualify. The deduction amount is indexed for inflation. 

 
see NTTC-4491, Lesson:  Adjustments to Income (17-2) 

 

● Click to view Karen and Daniel Wilson’s Intake/Interview & Quality Review Sheet. 

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4012
https://ta-nttc.tiny.us/NTTC-4491
https://drive.google.com/file/d/18LgG-D9uc1cArytWaWXxvfd1IRg97JF7/view?usp=drive_link
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● Open Practice Lab and create a new return. 

● Enter KAREN WILSON’S SSN:015-00-1804 

● Use filing status MFJ and DANIEL WILSON’S SSN:115-00-0000 

 

● Input Form W-2. 

 
 

 

https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
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Karen is a full-time 6th-grade teacher and worked the entire year. She has receipts totaling 

$368 for classroom supplies she purchased during the year.  

 

● Enter Karen’s educator expenses. 

  

● For Health Insurance/ Affordable Care Act Insurance Plans: Check on the taxpayer’s   

Intake / Interview & Quality Sheet, Part V, item 9.  

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

  

https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
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Exercise 10: Alimony Paid 

 

 

Alimony is a payment to a spouse or a former spouse under a divorce or legal separation 
instrument on or before 12/31/2018. The person paying alimony can deduct alimony 
payments as an adjustment to income and the person receiving alimony must treat it as 
income. The payments do not have to be made directly to the ex-spouse. 

 
see NTTC-4491, Lesson:  Adjustments to Income (17-5) 

 
 

Your Tasks: 

● Reopen Practice Lab for KAREN WILSON SSN:015-00-1804 and DANIEL WILSON 

SSN:115-00-0000. 

 

Daniel pays his ex-wife, Beth Gonzales (SSN 015-00-9012) $500 a month in alimony. Their 

divorce was effective on 9/23/1997 and has not been modified. Karen receives $1,000 a 

month in alimony from her ex-husband. Her divorce was effective on 12/21/2001 and has not 

been modified.  

 

● Enter Alimony Received and Alimony Paid 

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 

Exercise 11: Traditional IRA Contribution 

 

Individual Retirement Arrangements (IRAs) are personal retirement savings plans that 
offer tax advantages to set aside money for retirement.  
 
Contributions made to a traditional IRA may be fully or partially deductible, depending on 
the taxpayer’s filing status and income. 
 
Generally, the tax deductible contributions, earnings and gains in a traditional IRA are not 
taxed until funds are distributed (withdrawal) from the IRA. 

 
see NTTC-4491, Lesson:  Adjustments to Income (17-6) 

 

 Your Tasks: 

● Reopen Practice Lab for KAREN WILSON SSN:015-00-1804 and DANIEL WILSON 

SSN:115-00-0000.  

https://ta-nttc.tiny.us/NTTC-4491
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://docs.google.com/document/d/1PBQeT23kRgxHqCmxPb6IDErzI-mZ5rnl/edit#bookmark=id.206ipza
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://www.irs.gov/retirement-plans/traditional-iras
https://www.irs.gov/retirement-plans/plan-participant-employee/retirement-topics-ira-contribution-limits
https://www.irs.gov/retirement-plans/retirement-plans-faqs-regarding-iras-distributions-withdrawals
https://ta-nttc.tiny.us/NTTC-4491
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
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● Review: NTTC-4012 Tab E, IRA Contributions and find the instruction for inputting a 

Roth IRA contribution. 

 

Note: Roth IRA contributions will require special attention. Review the NTTC-4012, Tab G, 
Retirement Savings Contribution Credit. The TaxSlayer screen for the Retirement Savings 
Contribution Credit should identify the potential impact (use Form Finder to select  
Form 8880).  
 
Roth Contributions are not deductible but may be used in calculating the Retirement 
Savings Contribution Credit. Go to the Credits section in TaxSlayer to find an entry for this 
credit. Then look at your printout to see the results in this situation. 

Karen and Daniel each contributed $2,000 to their own Traditional IRAs during 20XX.  

Daniel also contributed $2,000 to his Roth IRA in 20XX.  

 

● Enter W-2 Wage Income  

 
● For Health Insurance/ Affordable Care Act Insurance Plans: Check on the taxpayer’s   

Intake / Interview & Quality Sheet, Part V, item 9.  

● In Tax-Slayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”. Find Form 1040 and other forms and fill in your answers in your 

Self-Study Progress Sheet and compare your answers with the Self-Study lesson 

answers.  

 

 

 Evaluation and feedback 

View the NTTC-4491 - Chapter 17 and complete the IRA Distribution Quiz.  

https://ta-nttc.tiny.us/NTTC-4012
https://apps.irs.gov/app/vita/content/globalmedia/teacher/IRA_Deduction_4012.pdf
https://apps.irs.gov/app/vita/content/globalmedia/teacher/IRA_Deduction_4012.pdf
https://ta-nttc.tiny.us/NTTC-4012
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLSfZxGVOlHTeWQSb8SI_EYsrUIE0Vt3xsgeUY04mpQpUt6jePA/viewform?usp=sf_link
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Exercise 12: Student Loan Interest Adjustment 

 

The student loan interest deduction is generally the smaller of $2,500 or the interest 
payments paid that year on a qualified student loan. This amount is gradually reduced or 
eliminated based on the taxpayer’s modified adjusted income and their filing status. 

 
see NTTC-4491, Lesson:  Adjustments to Income (17-16) 

 

 

 

Your Tasks: 

● Reopen Practice Lab for KAREN WILSON SSN:015-00-1804 and DANIEL WILSON 

SSN:115-00-0000.  

● Review: NTTC-4012 Tab E , Student Loan Interest Deduction 

 

● Enter Karen’s Student Loan Interest Statement 

 
● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 20XX Tax Return”.  

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 Evaluation and feedback 

View the NTTC-4491 - Chapter 17 and complete the Adjustments to Income Quiz. 

 

https://ta-nttc.tiny.us/NTTC-4491
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://ta-nttc.tiny.us/NTTC-4012
https://apps.irs.gov/app/vita/content/globalmedia/student_loan_interest_4012.pdf
https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLSfq-DDqJF65diX2uVYdq8d8hCB4Snp3WZVW8Lk0lEJXw29_zQ/viewform?usp=sf_link
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Dependents and Filing Status   
 

Taxpayers’ filing status determines the calculation of their income tax rate, the amount of 
their standard deduction, and their eligibility for certain credits and deductions. That 
decision is made at the beginning of the tax return. There are five filing statuses: married 
filing jointly (MFJ), qualifying surviving spouse (QSS), head of household (HOH), single (S), 
and married filing separately (MFS). In each Self-Study New Volunteer Lessons exercise, 
the instruction directs the appropriate filing status that is to be used. More detailed 
instructions and tools are included in the Self-Study Certification Lessons training module 
for determining a taxpayer’s filing status. 
 
“MFJ” applies if taxpayers are legally married on December 31 of the tax year or if spouse 
died during the year, and MFJ is usually the most favorable filing status for a taxpayer. 
“Single” applies if the taxpayer is unmarried and with no dependents. 
 
Dependents are either a qualifying child or a qualifying relative of the taxpayer. The 
taxpayer’s spouse cannot be claimed as a dependent. HOH and QSS do require taxpayers 
to have qualifying dependents. 
 
The exercises in Self-Study New Volunteer Lessons, will state when dependents can be 
claimed. You will be introduced to the IRS tests in Self-Study Certification Lessons, where 
the tax law for determining filing status and qualifying dependents are presented. 

 
see NTTC-4491,  Lesson:   Dependents (6-1) 

 

 

 

Standard Deduction and Tax Computation 
 

For most taxpayers a standard deduction is a fixed dollar amount based on the taxpayer’s 
filing status. Most Tax-Aide taxpayers are best off with the standard deduction. However, 
taxpayers can choose to itemize their deductions if their allowable deductions are higher 
than the standard deduction amount. When taxpayers have a choice, they should use the 
type of deduction that results in the lower tax. 
 
An increased standard deduction is available to taxpayers who are 65 or older or blind. 
There are limitations on the standard deduction for taxpayers who can be claimed as a 
dependent on someone else's return. 

 
see NTTC-4491, Lesson:  Deductions (19-1) 

 

  

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4491
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Your Tasks: 

● View the NTTC-4012, Tab F, Standard Deduction, for additional insight. 

 

Check out the IRS Interactive Tax Assistant (www.irs.gov/help/ita): 

 How Much Is My Standard Deduction? 

 

 

 Evaluation and feedback 

● View the NTTC-4491 – Chapter 19, Standard Deduction Quiz. 

 

 

 

 

 

 

 

 

 

Child Tax Credit and Credit for Other Dependents 
 

The Child Tax Credit (CTC) is a nonrefundable credit that allows taxpayers to claim a tax 
credit of up to $2,000 per qualifying child, which reduces their tax liability. 
 
The Additional Child Tax Credit 
Taxpayers who are not able to claim the full amount of the Child Tax Credit may be able to 
take the refundable Additional Child Tax Credit (ACTC). Completing Schedule 8812 Credits 

for Qualifying Children and Other Dependents may result in a refund even if the taxpayer 
doesn’t owe any tax. 

 
see NTTC-4491, Lesson:  Child Tax Credit & Credit for Other Dependents (24-1) 

 

 

  

https://ta-nttc.tiny.us/NTTC-4012
http://www.irs.gov/help/ita
https://www.irs.gov/help/ita/how-much-is-my-standard-deduction
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLScdaXGYioALfpfL-8nJeQdhHtf9P4-3m4O4mWtHxH5aZq-gwQ/viewform?usp=sf_link
https://ta-nttc.tiny.us/NTTC-4491
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Exercise 13: Child Tax Credit and Credit for Other Dependents 

 

Your Tasks: 

● View Child Tax Credit and Credit for Other Dependents in NTTC-4012, Tab G 

● Click to view Michael and Debra Miller’s Intake/Interview & Quality Review Sheet 

 

 
 

● Open Practice Lab  

● Enter MICHAEL MILLER’s SSN:015-00-7653 to create a new return, filing status MFJ.  

● Enter DEBRA MILLER SSN:115-00-0000. 

● Enter dependents  

DAVID MILLER SSN: 013-00-0010 and CASSIDY MILLER SSN: 013-00-0020 

● Enter the Miller’s details from the Form 13614-C. 

 

 
 

  

https://ta-nttc.tiny.us/NTTC-4012
https://drive.google.com/file/d/12eePAZjgNAtMVxu0xhW63Q7bFxe7ovfK/view?usp=drive_link
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
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● Enter the W-2s: 
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● For Health Insurance/ Affordable Care Act Insurance Plans: Check on the taxpayer’s   

Intake / Interview & Quality Sheet, Part V, item 9.  

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 202X Tax Return”. To view the computation of the Child Tax Credit, scroll to 

Schedule 8812 in your printed tax return. 

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 

 Evaluation and feedback: 

View the NTTC-4491 - Chapter 24 and complete the Child Tax Credit and Credit for Other 

Dependents Quiz. 

 

 

 

 

 

Earned Income Tax Credit (EITC) 
 

The Earned Income Tax Credit (EITC) is a refundable tax credit for most people who work 
but do not earn high incomes. The purpose of EITC is to encourage low-income earners to 

work rather than not work by giving them a special tax break. EITC tax credits are larger for 
families who have children. Eligible taxpayers can receive a refund with this credit, even if 
they have no filing requirement, owe no tax, or have no income tax withheld. 
 

 
see NTTC-4491, Lesson:   Earned Income Tax Credit (29-1) 

 

 

Note: It is important for Counselors to accurately input taxpayer information into TaxSlayer. 
The software properly calculates the earned income and the Earned Income Tax Credit 
(EITC) if a taxpayer is eligible for this credit. EITC is a significant credit for many low-
income taxpayers and generates a fair number of questions to explain how their amount 
compares to their expectations. 

 

 

Your Tasks:   

● Watch:  IRS Video: Earned Income Tax Credit – Get It Right 

● Review: Qualifying Child or Relative Resource Tool (bottom right on page 5 of the QC/R 

tool). 

 

 

https://docs.google.com/spreadsheets/d/1eDSJ6QEIKdSRpmS1W0lM-c9EPrlxu8Ua/edit?usp=sharing&ouid=117139130822333620995&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLSfTB3eYlBTt42gt48X8ET70ML4led7BxEVUS3h5K-XEqaIM_g/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSfTB3eYlBTt42gt48X8ET70ML4led7BxEVUS3h5K-XEqaIM_g/viewform?usp=sf_link
https://ta-nttc.tiny.us/NTTC-4491
https://www.youtube.com/watch?v=8b94NnptBDs
https://ta-nttc.tiny.us/QC-QR-Tool
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Note: For detailed instructions on calculating the Earned Income Tax Credit, look in the IRS 
1040 Instructions, pages 38 – 56. The formula is dependent on the taxpayer’s earned 
income and the qualifying dependents to be correctly identified in TaxSlayer. The software 
printout displays the EITC Worksheets A, B, and C that show the calculation for their tax 
records. 
 
Also, at irs.gov/ita is a detailed EITC Assistant: 
● Use the EITC Assistant | Internal Revenue Service 

● Earned Income Tax Credit (EITC) Assistant 

 
The following chart shows how the amount of Earned Income Tax Credit changes depending 

on AGI/earned income, number of children, and filing status. 

 

 
 

 

  

https://www.irs.gov/pub/irs-pdf/i1040gi.pdf
https://www.irs.gov/pub/irs-pdf/i1040gi.pdf
http://irs.gov/ita
https://www.irs.gov/credits-deductions/individuals/earned-income-tax-credit/use-the-eitc-assistant
https://apps.irs.gov/app/eitc
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Exercise 14: Earned Income Tax Credit  

 

Your Tasks 

● Reopen MICHAEL MILLER SSN:015-00-7653 and DEBRA MILLER SSN:115-00-0000. 

● In TaxSlayer go to Summary/Print and click on View/Print in the upper right, then “Print 

your 202X Tax Return”.  

● There is nothing further for you to enter on this tax return but take a look at the Earned 

Income Credit on line 27 to see that result. Also, scroll to Schedule EIC and Worksheets 

A and B to view the computation. 

● Find Form 1040 and other forms and fill in your answers in your Self-Study 

Progress Sheet and compare your answers with the Self-Study lesson answers.  

 

 

 Evaluation and feedback: 

View the  NTTC 4491 - Chapter 29 and complete the Earned Income Tax Credit Quiz. 

 

 

 

Refund and Amount of Tax Owed  
 

 

Taxpayers have several choices on how to receive their refund or make a payment for the 
amount they owe. A Tax-Aide Counselor who is familiar with the taxpayer’s choices can 
help taxpayers understand their refund and payment options. This is especially true 
because of the increase in the number of taxpayers coming into AARP Tax-Aide sites who 
owe tax for the first time and need guidance. 

 
see NTTC-4491, Lesson:  Refund and Amount of Tax Owed (30-1)  

 

Your Tasks: 

● For input guidance for TaxSlayer select the NTTC-4012, Tab K. 

 

https://docs.google.com/document/d/1PBQeT23kRgxHqCmxPb6IDErzI-mZ5rnl/edit#bookmark=id.206ipza
https://docs.google.com/spreadsheets/d/1z7Vr3Z_tUkW3Pvbw4eOFMYKwieT1VREqGJ7Z0IQW8kE/edit?usp=drive_link
https://tinyurl.com/NTTC4491TY21
https://docs.google.com/forms/d/e/1FAIpQLSeq_Itc5r_Uva87g88U1r_ZmY_mXglqnL0weB4e1dFtrziCyw/viewform?usp=sf_link
https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/NTTC-4012
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Completing the Return 

 

Our goal is to prepare and provide a copy of a complete and accurate tax return to 
each taxpayer. Both the Counselor and the Quality Reviewer are responsible for 
producing an accurate return.  
 
Counselor role:  After the interview and when all entries have been made, confirm 
that all the income is reported. Ask the taxpayer if there is any other income. Then 
explain the completion process to the taxpayer, ask if there are any questions. In 
TaxSlayer, mark that the return is “Ready for Review”. 
 
Quality Reviewer role:  Review all entries, confirm that all income has been reported, 
ask if there are any questions, present taxpayers with their copy of the completed tax 
return, and review it with them. Ask the taxpayer if there is any other income to 
report. Then print the taxpayer's copy and have them sign the Form 8879 to permit 
efiling.  In TaxSlayer mark return “Complete”. 
 

see NTTC-4491, Lesson:  Completing the Return (31-1) 

 

 

This lesson addresses how to:  

● Assemble the taxpayer's copy of the tax return and explain which records a taxpayer 

should maintain. 

● Identify the records the site maintains. 

 

Your Tasks 

Watch: Tips for an Accurate Tax Return 
● View NTTC-4012, Tab K, Completing the Return 

 

 

AARP Foundation volunteers do not retain any of the taxpayer’s information or documents. 

TaxSlayer is the only medium that adequately protects the taxpayer’s personal information. 

 

 

  

https://ta-nttc.tiny.us/NTTC-4491
https://ta-nttc.tiny.us/Tips-Accurate-video
https://ta-nttc.tiny.us/NTTC-4012
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Exercise 15: Finishing the Return  

 

Reopen MICHAEL MILLER SSN:015-00-7653 and DEBRA MILLER SSN:115-00-0000 and their 

information from Michael and Debra Miller’s, Form 13614-C Intake/Interview & Quality Review 

Sheet, 

 
 

 

Your Tasks 

● Complete the E-file Section in TaxSlayer. 

● Check your TaxSlayer Summary/Print PDF. 

● Mark the return Ready for Review on the last page of the E-file Section. 

● Click Save and Exit on the upper righthand corner in TaxSlayer  

 

Individual states and districts in Tax-Aide may have specific procedures for preparing a return 

for submission. Make sure you ask your Local Coordinator (or Site Coordinator) for guidance. 

 

 Evaluation and feedback: 

View the NTTC-4491 - Chapter 30 and complete Finishing the Return Quiz. 

 

 

 

 

  

https://drive.google.com/file/d/1yBD8xNH0S60CNAbv1Rn5ngCU3DzlHBJc/view?usp=drive_link
https://drive.google.com/file/d/1yBD8xNH0S60CNAbv1Rn5ngCU3DzlHBJc/view?usp=drive_link
https://drive.google.com/file/d/12eePAZjgNAtMVxu0xhW63Q7bFxe7ovfK/view?usp=drive_link
https://ta-nttc.tiny.us/NTTC-4491
https://docs.google.com/forms/d/e/1FAIpQLScOs2L2eHvdzwv7h2kuDV68x2i_Lbo-MRzRxRA-HBp4H8hzAQ/viewform?usp=sf_link
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Congratulations. This ends Self-Study New Volunteer Lessons. Thanks for volunteering, 

learning, and preparing yourself for tax preparation with AARP Foundation Tax-Aide. 

 

Please answer a quick voluntary and anonymous survey. This is intended to give feedback to 

the AARP National Tax Training Committee and any comments you may have that will help 

improve the curriculum.  

 

 Ask your mentor or local coordinator to assist you when you are ready to start:  

 

 Self-Study Certification Lessons  

 

 

Please CLICK and take this quick and anonymous survey:  
Self-Study New Volunteer Lessons - Concluding Survey  

Your response will help the National Tax Training Committee with designing future training 
materials prepared for Tax-Aide volunteers. 

 

 

https://docs.google.com/forms/d/e/1FAIpQLSeuj0q1Pmekl_1fJYkjbxecTNKEtXNMjm2OvcA7RqYFQRlpGQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSeuj0q1Pmekl_1fJYkjbxecTNKEtXNMjm2OvcA7RqYFQRlpGQ/viewform?usp=sf_link

