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m Why use the portal?
= How to logon?
m Accessing documents

m Demo
— Logging in to portal

— Oregon TaxAide website links
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This will be a new to some volunteers and a refresher for others so we will review why you

would use the portal.

A review of how to login to the volunteer portal will be followed by how to access

documents.

After this presentation, | will do a short demo




B AARP Volunteer Portal

m Why use the portal?

m Access to training materials
— Oregon TaxAide website links to portal
— NTTC materials

= Reimbursement requests

m Required online courses
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Why use the portal?

In the past, the portal was primarily used to access training materials and submit
reimbursement requests.

The new Oregon TaxAide website may have links to the portal for some NTTC documents.
This means you must be logged into the portal to view or download some NTTC documents
from the website.

Also new this year, volunteers need to access the online training courses in the Learning
Management System (LMS) which in the portal. We will talk more about this later.

District and local coordinators also use the portal for updating volunteer certification
status, reporting and more.



B AARP Volunteer Portal

= AARP volunteer portal

— volunteers.aarp.org

m Browsers
— Internet Explorer no longer used to access portal

— Google Chrome is recommended browser — others work

m Possible issues with logging on
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To access the volunteer portal, go to volunteers.aarp.org
You can no longer access the portal using Internet Explorer as a browser.
Google Chrome is the recommended browser but others will work too.

| know many of you have had issues in the past logging into the portal. | believe those past
issues have been resolved.

So please be patient and persistent in resolving any issues you may run into now.



B AARP Volunteer Portal

Log in to the Volunteer
Portal

Not Registered? Click Here.

m Enter your email address

— The one you used to registexas a - . .
ue to significant performance issues, users will no
VOI u nte e r longer be able to access the Volunteer Portal using

Internet Explorer. Users are encouraged to use another
browser, such as Google Chrome, Mozilla Firefox,
Microsoft Edge or Safari, when accessing the Volunteer

m Enter your password

The AARP Volunteer Portal is an easy to use website that
provides tools, information and resources for AARP and
AARP Foundation Volunteers.

‘ Email Address ‘

m When entering your password, click
on the “Show” link to display your pe— e
password. —

Forgot your password?
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You will need the email address you used to register as a volunteer.

If you don’t know it, you can contact your local or district coordinator. They can look up
your volunteer record and tell you your email log in

It also may be the email address where you receive TaxAide related emails from the AARP
Foundation.

Then enter your password. Click on the SHOW link to display your password.

In a couple of slides, we will cover what to do if you are having problems with your
password.



B AARP Volunteer Portal

Type the letters shown below (for security reasons):

m Enter the security challenge letters e

— Get new letters I =

— Hear the letters

/,,_, Typethemoving Letters |
— Lower case is okay

Having trouble with this form?
Call 1-866-740-7719,8:00am - 6:00pm ET Monday -

Friday.
m Click on the LOG IN button
\, LOGIN
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Next type the security challenge letters so they know you are a human being logging in.

If the letters are difficult to read, click on the “get new letters” button or on the “hear the
letters” button.

The letters may be typed in either upper or lower case.

Then click on the LOG IN button.



B AARP Volunteer Portal

m Forgot your password? Password Assistance

_ DISp |ay \/O ur password Enter the email address you used at registration to reset your

password.

Password Show

Type the letters shown below (for security reasons):

Forgot your password?

m Enter email address SEpully, Chaferioe

m Type security letters (lower case okay) m

g —

m Click on Reset
\) RESET CANCEL

m Write down your new password
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If you seem to be having a problem with your password, click on Show to see your
password.

Or if you have forgotten your password. Use the “Forgot your password?” link to reset
your password.

* Click on “Forgot your password?” link beneath the password field

* The Password Assistance screen (shown on the right) will display

* Enter the email address you used when you created your account.

* Enter the “security challenge” letters— remember lower case is okay
* Click on RESET and follow instructions to reset your password.

Be sure you write down your new password.



B AARP Volunteer Portal

m AARP portal help!
— 866.740.7719
— Mon = Fri; 8:00am — 6:00 pm ET

m Very helpful
m Call may take some time.

m Be patient
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If you need help logging in, consider calling AARP volunteer portal help.
Their phone number and hours are listed at the bottom of the login screen.
They are available Monday — Friday 8 am to 6 pm eastern time

About 6 months ago | tried following instructions to change my login email address. After
several unsuccessful attempts, | called portal help.

The Support person was very clear and determined to make sure my login email address
got changed.

But be prepared for the call to take some time. There are numerous software systems
involved and it can take quite a few steps to resolve login issues.



B AARP Volunteer Portal

m Accessing Documents
— Libraries tab

|Home Dashboards Reports Contacts Manage Reimbursements Orders LibrariesI

— Folders in the Libraries tab

* TaxAide: Training and Tax law

* Learning Management System (LMS)
— Display folders as “tile” or “table”

* Upper right corner

"o,
* Toggle between tile or table/ nae
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To access documents, use the Libraries tab There are numerous folders in the library. We
will look at two folders:

* TaxAide: Training and Tax Law and
* Learning Management Systems

By default, the folders are displayed as “tiles”. You can click on the drop-down arrow in the
upper right corner to toggle between tile or table view.



AARP Volunteer Portal

m Subfolders

— Tax-Aide: Training and Tax Law folder contains sub-folders
* A-Training Resources
* B —Tax Return Reference Materials
* C—Tax Law
* D — State Tax Assistance

* Table of Contents
Libraries » Tax-Aide: Training and Tax Law » B - Tax Return Reference Materials

° Cha nge Log/ ientel:sn Preparation Resources

— Where am I?
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Each of the high level folders contain documents and sub-folders.

Some folders contain a Table of Contents document showing a detailed outline of each
folder’s content.

The Change Log will show you documents recently updated.

Navigating the library can be confusing. Some of the folder, sub-folder and document
names look very similar.

At some point you are going to wonder where you are. In the upper left corner, you will
find blue “bread crumbs” showing were you are.

In this example, | am in Libraries > the Tax-Aide Training and Tax Law (folder) > the B - Tax
Return Reference Materials (folder)> and Return Preparation Resources (folder).

You can click on the blue links to back up to a folder or sub-folder. If needed, click on the
blue Libraries link to go back to the top level of the library to start your navigation over.



B AARP Volunteer Portal

m Subfolder: C - Tax Law
— ACA
— Scope

— Tax Law Papers
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The sub-folders may even have subfolders for specific topics.

For example, the subfolder C- Tax Law has 3 subfolders of it’s own for
* ACA

* Scope and
* Tax Law Papers



B AARP Volunteer Portal

= Viewing mode

m Downloading

— Version issues

m Oregon TaxAide website

— Most current versions

AARP Foundation“\w
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In the portal viewing mode, you can’t keyword search the PDF or use any navigation links
the document may have.

Here’s the time to remind you about downloading documents. Use caution when
downloading a document. The documents in the portal are constantly being updated. Your

downloaded copy may NOT be the most current version.

Go to the Oregon TaxAide website for the most current versions.



B TaxAide Online Training

Questions?
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Before | do a demo are there any questions?



