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Resources:
The initial 2015 Series II release is based on materials available during the summer.  As training materials are available, updates may be issued.  Current resources:
· 2014 Pub 4491 (e-version) – to be replaced with 2015 Pub 4491
· 2014 Pub 4012 (e-version) – to be replaced with 2015 Pub 4012
· 2015 NTTC Workbook
· 2014 NTTC Training Slides (OneSupport) – to be replaced with 2015 slides
Instructors are encouraged to consistently use the same resources during training, particularly for new volunteers.  There are many other resources available.  Using too many resources may be confusing.
How to use Series II Immersion lessons:
The players:  Instructor, wingman, students and mentors.
While the Instructor is focused on the students and the learning process, the wingman operates the computer and projector following the instructor’s directions.  The wingman is also responsible for assigning templates to the students.  The lessons clearly state which template is to be used.
While working through the Series II Immersion lessons with the class, the instructor needs to clearly communicate with the wingman.  The wingman is responsible for projecting the materials according to the lesson and the instructor’s direction.
The lessons utilize “shadowing” whereby the wingman makes certain TWO entries and the students make the same entries on their computers.  An alternative is for the wingman to darken the projector and show results after students have been given an opportunity to make the entries. 
The primary emphasis is for students to learn in a hands-on classroom environment.  Each student needs to have a computer for their use during the class.   Ideally, there will be a mentor nearby to assist.  The mentor should be an experienced counselor.  However, the mentor should not “do” any of the work nor answer questions intended for the students.  Instead, the mentor should help the new volunteer get to their answer.
Homework assignments should be given ahead of time to all the students.  At the beginning of each session, the instructor might wish to review the salient tax law points of the lesson to make sure all students are starting from the same point.  While the instructor may wish to use the NTTC Training Slides, the instructor should avoid lecturing and instead focus on an interactive approach with the students.  The introductory time should be kept to a minimum to allow for maximum hands-on training.  At the end of each day, the instructor should list for the students the materials to be studied for the next class.
There are 23 separate lessons covering virtually all areas of the tax law that are in scope.  There is a new optional Lesson A on Using Electronic Resources.  Districts may opt to cover some areas more deeply while skipping over others based on local needs.  Each lesson contains more than what can be accomplished in the allotted time.  Assuming the class is of new volunteers, it is recommended that only the core material should be covered to reduce overloading the new students.  
For returning counselors, Instructors may decide to review core topics and delve more deeply into some of the comprehensive topics.  Because ACA is still new and there are some changes for 2015, Instructors are encouraged to cover all the ACA material with returning counselors with the goal of developing masters in the area (perhaps one or more per site).  Education benefits can also become complex very easily – developing masters in the area is also suggested.
Series II Six Day Schedule – one possible schedule that can be customized based on local needs. 
Series II Returning Counselor schedule (New) – one possible 2 ½ day schedule that should be customized based on local needs.
Series II Preparation Guide – provides a quick reference of preparation needed for the class.  It is strongly recommended that homework assignments be given in writing to students (possibly on the reverse side of the TWO login instructions) well in advance of the class.
Series II lesson notes – provides a synopsis of each lesson and the templates and SSNs used.
Note:  If the EFIN to be used for training has subscribed to the NTC templates (directly or indirectly) the Series II training templates will have been provided already.  
Series II Training Template Directions – If the training templates have not been received from NTC, here are detailed directions to create the six different templates used in Series II (no additional templates are required).  Please read the introductory material carefully to create the templates under the prime EFIN that allows pushing the templates to subscribing EFINs to minimize the time required to set up templates.
Ser II Lessons 1 – 23 + Lesson A – detailed lesson plans for the given subject.
Assigning Templates
There are prompts in the lessons for the wingman to assign a specific template.  There are two basic concepts to keep in mind.  The default template applies to anyone who is not Assigned a template.  And, not everyone using the training EFIN will be in the class; that is, some folks may be at home and want to practice.  We don’t want to interfere with those folks.
We suggest the following approach:
1. [bookmark: _GoBack]If your training EFIN did not receive the Ser II training templates, create them per the separate instructions.  That includes the Base Training template, which is blank except for the site information.
2. Assign everyone the Base Training template by clicking on Select All in the Assign Return Template window.
3. Once you know who will be in your class, unassign those users using the Unassign function from the ribbon: select each class participant in the Unassign Return Template window and unassign them.
4. In class, instead of using the Assign function, simply set the designated training template as the Default template.  Voilà, the students in class use the Ser II Training 1 (or 2 or 3 or…) and everyone not in the class is still assigned to the base template.
Final notes:
The instructor and the wingman should have a printed copy of the lesson in hand during instruction.
The wingman can use Alt+Tab to cycle through the open applications to easily move between them while projecting for the class.
Be sure to set up each student as a user and assign to each the middle two digits of TP SSNs to avoid overlap.  This rule applies to the primary TP SSNs only.  It may be advisable to use for EINs when the student is expected to type the employer information (as opposed to auto-population by TW based on prior use of the EIN).
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