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This presentation will be posted on the Oregon TaxAide website.  Under the District tab 
go to Lane County D09 & 10

A video version will be posted as well as a PDF version of the slides and their notes 
(Snotes).

If you want to review the presentation or demo, watch the videos or view the PDF 
version.



This presentation will cover some of the basic functions when using a TaxAide 
Chromebook. 

Such as:
• Sign in using your AARP volunteer id 
• Resetting passwords or password recovery settings
• Bookmarks
• Shared drive resources
• Clearing the cache in the browser and 
• Keyboard shortcuts

We will also look at how to use an external monitor and the browser extension called 
Tab Resize to create a split screen. 

Finally, we will talk about the requirements your home network must meet in order for 
you to work remotely from home.



When you first open the Chromebook, you will need to update the operating system or 
OS.

Do this before you sign in with your volunteer ID.

Whether you have or have not used the Chromebook recently EVERY Chromebook 
needs to have its OS updated or at least double-checked to make sure it is running the 
current version 87 or higher.

If the Chromebook is running version 86, you may run into some minor but very 
annoying issues signing in and in other areas.

Go to the Oregon TaxAide website and the District 9 & 10 page.  There you will find the 
instructions on how to update the OS.



When you first open the Chromebook, you will need to follow the instructions shown 
on the screen.

When prompted for an email address, enter your 9-digit volunteer ID.  Also, if the 
@aarpfoundation.org isn’t displayed, you will need to type it in to complete the full 
email address.

If you don’t know your volunteer ID, contact your Local Coordinator or District 
Coordinator who can look it up in the portal.

If you don’t know your password or for some reason it doesn’t seem to work, you can 
use the password recovery process to reset your password.

If you are presented with any options during the Add Person process, do NOT change 
any checkboxes.  Leave all the defaults.

Go to the Oregon TaxAide website and the District 9 & 10 page.  There you will find the 
instructions on how to sign in to the Chromebook and the link for password recovery.



If you are a new volunteer, be sure to update your password recovery email address 
and phone number in your aarpfoundation Google account.

If you are a returning volunteer, last year you were instructed to update your password 
recovery email address and phone number in your aarpfoundation account. If you 
haven’t done this…do it NOW!

If you have forgotten your password or for some reason the password doesn’t work, 
you can use the password recovery process to reset your password.  But ONLY if you 
have updated the password recovery email address and phone number.

Go to the Oregon TaxAide website and the District 9 & 10 page.  There you will find the 
instructions on how to set your password recovery email address and phone number..



Now let’s talk about adding a printer to the Chromebook.

The Brother brand printers will be used during TY 2020. 

Printers will be added to your Google account profile where printing is required.

Printers will NOT be added when the Chromebook is used remotely and printing is not 
required.

Go to the Oregon TaxAide website and the District 9 & 10 page.  There you will find the 
instructions on how to add and test a printer.



By default, your browser will contain a bookmark folder and a link.  The folder has been 
created at the national level and contains a whole host of useful links for example:
• to TaxSlayer, 
• The volunteer portal, 
• To Google Drive, 
• To Google Meet and more

There is also a link to the VITA/TCE blog. The blog is a good place to start when there 
seems to be issues with Tax Slayer.  Often system issues are posted there and may tell 
you what’s going on and when a resolution may be expected.

You may create your own bookmarks which will last through the tax season.  In the fall 
all the Chromebooks are purged including bookmarks volunteers have created.

There will be a District 9 & 10 shared drive called D9D10 Tax Preparation which will 
contain may of the often used resources.  
These same resources are on the Oregon TaxAide website.



The browser cache contains temporary internet files and is a way that your browser 
downloads website images, data and documents for faster viewing in the future.

While clearing the browser cache is generally not needed, sometimes there are 
“gremlins” in the browser cache creating issues.

And clearing the browser cache is the only way to resolve the issues.

If you have been told to try clearing the browser cache,  go to the Oregon TaxAide 
website.  

On the Technical page in the Chromebooks section, there is a document called “Clear 
Cache in a Web Browser”



Many of us will use an external keyboard and mouse to make it easier to use the 
Chromebook.  

An external keyboard and mouse will be supplied with your Chromebook.

However, if you do chose to use the Chromebook keyboard and touchpad, there are 
keyboard shortcuts to help with the missing keys we all depend on like the Caps Lock 
and Delete key.

I personally found this handy with my personal Chromebook because I don’t always 
have an external keyboard or mouse with me.

A list of keyboard short cuts is posted on the Oregon TaxAide website. 

On the Technical page in the Chromebooks section, there is a document called 
“Chromebook Keyboard Shortcuts”



Connecting an external monitor to the Chromebook will greatly improve your ability to 
create a return in Tax Slayer while being able to view the taxpayer’s scanned documents 
at the same time.

You will need an HDMI to USB-C adaptor or cable. There is a limited supply of adaptors 
or cables and will be available, upon request, for those using external monitors.  

Simply disconnect your monitor’s HDMI cable from your personal computer and 
connect it to the HDMI end of the adaptor or cable. 

Then connect the USB-C end of the adaptor or cable to the Chromebook.

A video showing  how to use multiple monitors is posted on the Oregon TaxAide 
website. 

On the Technical page in the Chromebooks section, there is a video called “Using 
Multiple Monitors with Chromebook ”



Once you have connected your external monitor, you may want to adjust the display 
settings so the monitors work they way you want them to.  For example your larger 
monitor is to the left of the Chromebook.  It is good to have the display settings reflect 
where the external monitor is located in relation to the Chromebook.

You can always just leave the defaults.  If it is easier, and you can physically move your 
external monitor which may be easier than fussing with the settings.

If you click the option to make the external monitor the Primary monitor, the 
Chromebook will remember and the next time you connect up an external monitor it 
will automatically become the primary monitor.

When you don’t have an external monitor connected then the Chromebook knows that 
it’s own monitor is, by default, the primary monitor.

The video on the Oregon TaxAide website also discusses the display settings for an 
external monitor.



The ability to split a screen will be invaluable on either the Chromebook monitor or 
your external monitor.

Tab Resize is an extension app for the browser.  All the TaxAide Chromebooks have the 
Tab Resize extension installed.

Go to the Oregon TaxAide website.  On the Technical page in the Chromebooks section, 
there is a PDF document called “How to Split Screens on Chromebook “

Open the PDF and click on the link for a video demonstration of the Tab Resizer.  The 
video does an excellent job of explaining how to open and use the Tab Resize 
extension.



The next two slides describe basic Window functions for resizing browser windows or 
tabs.

Option one uses two open browser windows.
• Click on the heading of one of the browser windows and drag the entire window to 

the right or left until your cursor goes off the screen.  The window will now occupy 
one half of the screen.

• If you have multiple browser windows open, you will now see the other windows as 
small screens.  Click on the screen you want to occupy the other half of your screen.



Option 2  uses one browser window with two tabs.

• Click on the browser window heading and drag to the right or left until your cursor is 
off the screen

• Then click on the Tab, you want on the other half of your screen and drag it the other 
direction until your cursor is off the screen.

• The Tab will now be open in a new window



If you are working remotely, your home network must met AARP TaxAide security 
requirements.

For all routers, the ADMIN password to access the router must be changed every tax 
season

For those with Comcast as your internet service provider, you will need a secondary 
TaxAide router.  The TaxAide router will be connected to your Xfinity router and creates 
a separate and secure TaxAide wireless network called TA Home.

When you sign in, your Chromebook is set to automatically connect to the TA Home 
network.

If the Chromebook doesn't automatically connect to the TA Home network, you will 
need to open the tool box on the Chromebook and connect to the TA Home network.  
The network is password protected.  The district Technology Specialist can provide you 
with the password.

Currently we have instruction for Xfinity routers.  Additional instructions will be created 



and posted as information about other ISP/routers becomes available.

Go to the Oregon TaxAide website and the District 9 & 10 page.  There you will find the 
instructions on How-To: Secure Home Network for Xfinity routers.
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Are there any questions before I do a demo?


