Lesson A – Using Electronic Resources
Time: 15 minutes
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	Needs
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	I Objectives
	
	
	

	1. Introduce class to IRS.gov
2. Introduce class to OneSupport
3. How to using electronic resources
	
	
	Useful for new or returning counselors

	II Resources that Tax-Aide uses 
	Browser
	May need to show difference between a new browser window versus a new tab in the same browser window
	

	1. IRS materials – IRS.GOV – class to shadow
	
	Open irs.gov
Navigate to forms & pubs
	

	a. Pubs, forms, instructions
	17
1040
	Search for “17” and show pub 17
Search for “1040” and show long list of forms and instructions
	

	b. Available in hard copy for TY2015: 
	
	
	

	1) 4012, 4491, 17
	
	
	Caution – Tax-Aide scope differs on some points

	2) Likely e-versions only in the near future
	
	
	

	c. Available in electronic versions:  all
	
	
	

	d. Available in .epub formats: irs.gov/Individuals/Site-Coordinator-Corner
	
	Go to site and scroll home page
	Have students write down the url 

	1) Formatted for tablets and other devices
	
	
	

	2. Tax-Aide materials – volunteers.aarp.org – class to shadow 
	
	Go to site and log in using taxaidetrainee@gmail.com and password welcome1
	Have students write down the url, trainee email and password

	a. Highlight the NTTC training slides are and how to download
	
	Navigate to Tax Training> Tax Law 
Follow Instructor direction
	

	b. Highlight NTTC workbook (students should also have a hard copy)
	
	
	

	c. Highlight the Scope Manual
	
	
	

	3. IRS Link & Learn
	
	
	

	a. Class to go to IRS.GOV and search “Link and Learn”
	
	Search “Link and Learn”, click Link & Learn Taxes
Explore page
Click through to contents of several course 
	Caution class that Quality and Volunteer Tax Alerts apply to VITA not to Tax-Aide; Tax-Aide will issue Cybertax alerts

	b. Show class how to set up account for testing using the how-to document from OneSupport
	
	“Accessing Link & Learn Tests” file
	

	III Navigating PDF files
	4491
	Open 4491
	Most resources are in pdf format

	1. Review screen in Adobe Reader
	
	Project per instructor
	

	2. Menu bar
	
	
	Review choices and dropdowns

	3. Left panel: thumbnails and bookmarks
	
	Demonstrate use per instructor
	Used for quick navigation; can hide

	a. Show how to expand or collapse bookmarks
	
	
	

	b. Click on bookmark for quick navigation
	
	
	

	4. Center panel: document content
	
	Demonstrate use per instructor
	Note view of whole page or page width icons on menu bar

	5. Right panel: Comments
	
	Demonstrate use per instructor – add a sticky note, highlight some text
	Note ability to add sticky notes or highlight text

	a. Show how to close comments panel and expand to page-width view by clicking on icon on menu
	
	
	

	6. Linkages – go to table of contents (using the bookmark or scroll or go to page 1)
	
	Demonstrate use per instructor – click on a page number or topic
	

	7. Microsoft hotkeys
	
	
	

	a. Ctrl+home for top of document
b. Ctrl+end for bottom of document
	
	
	

	8. Key word searching from menu bar: Edit>Find or Ctrl+F
	
	Demonstrate use per instructor
	

	a. Class to search for “wages”
	
	Search “wages” and show use of previous / next buttons
	

	IV [bookmark: _GoBack]Practice 
	
	
	

	1. Class to locate and open 8949 Instructions from IRS.gov
	
	
	

	a. Note bookmarks, thumbnails
	
	
	

	b. Note linkages within the document and to other documents
	
	First linkage under Future Developments is to Form 8949
	

	c. Class to play with highlighter
	
	
	

	V Evaluation 
	
	
	

	1. Are students able to find, open and navigate?
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