Tax-Aide Appointments (Making, Editing, & Canceling)

For the Sun Ray Library scheduling page, go to:
https://taxappointment.aarp.org/s/registration?locationld=alro0000000CyWP

Making an Appointment

See http://tinyurl.com/SesMgmt14B for a short video of this process
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Tax-Aide Appointment Reservation
Step1of4

SUN RAY LIBRARY

2105 WILSON AVE
SAINT PAUL, MN 55119-40232
On-5ite Language Support for English

Click here to create

Sun Ray Likrary will be open for Tax Preparation Appointments on Tuesd
Thursdays beginning February &th thru April 11th. Appointments will e s%
hour increments from 10:15 AM to 2:15 PM. All appointments are by pre-regi3
will be no walk-in service. Appointments must be made by using the AABP
Locator which you can access from your your own personal interne
computer at Sun Ray Library. Please do not call the Sun Ray Lip
you must use the online AARP Tax-Aide Locator system. Iy
day of an appointment, we will attempt to rebook appgé
wearing of facemasks while at the tax preparatio
highly encouraged.

a hew appointment

Jy using a
fopointments,

s for another da

tment is not requj Click here to change

or cancel an existing

» Make Appointment appointment

» Edit or Cancel Appointment
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Tax-Aide Appointment Reservation
Step 1 0f4

SUN RAY LIBRARY

2105 WILSON AVE
SAINT PAUL, MN 55118-4033
On-Site Language Support for English

Sun Ray Library will be open for Tax Preparation Appointments on Tuesdays and
Thursdays beginning February 6th thru April 11th. Appointments will be scheduled in 1-
hour increments from 10:15 AM to 2:15 PM. All appointments are by pre-registration, there
will be no walk-in service. Appointments must be made by using the AARP Tax-Aide
Locator which you can access from your your own personal internet device or by using a
computer at Sun Ray Library. Please do not call the Sun Ray Library for appointments,
you must use the online AARP Tax-Aide Locator system. In case of severe weather on t
day of an appointment, we will attempt to rebook appointments for another day. The
wearing of facemasks while at the tax preparation appointment is not required buti
highly encouraged.

Click in the “Select Date” box.
A calendar will pop open.

Select a date that is close to
what the Taxpayer requests.

s Make Appointment

Please select a date below to view available appointments at 3
RAY LIBRARY.

Select Date

» Edit or Cancel Appointment

Tax-Aide Appointment Reservation
Step1of4

Merriam Park Community Recreation

Center

2000 SAINT ANTHONY AVE
SAINT PAUL, MN 55104-5125
On-Site Language Support for English

v Make Appointment

Please select a date below to view available appointments at Merriam
Park Community Recreation Center.

If there are no appointments
on the date selected, the next
day that has available

Select Date
21312023 &

appointments will appear.

There are no appointments available on the desired date.
Please see the nearest dates with available appointments below.

2023-02-10

» Edit or Cancel Appointment
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Tax-Aide Appointment Reservation
Step 1 0of4

Merriam Park Community Recreation
Center

2000 SAINT ANTHONY AVE
SAINT PAUL, MN 55104-5125
On-Site Language Support for English

v Make Appointment

Ask the taxpayer which one

Please select a date below to view available appointments at Merria of the available appointment

Park Community Recreation Center. times that they prefer, and

Select Date
10/20/2002

then select it.
=]

Please select an appointment from the list below.

Appointment Start: 9:30 AM
Date: 2023-02-10

Appointment Start: 10:30 AM
Date: 2023-02-10

Appointment Start: 11:30 AM
Date: 2023-02-10

> Edit or Cancel Appointment

When the desired
appointment is selected,

Please select an appointment from the list below.

it will have a gra
gray Appointment Start: 9:30 AM

background and the Date: 2023-02-10
“Make Appointment”

button will appear. Appointment Start: 10:30 AM

Date: 2023-02-10

Appointment Start: 11:30 AM
Date: 2023-02-10

Click the “Make

Appointment” button, this
Make Appointment

completes Step 1 of 4.
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Tax-Aide Appointment Reservation
Step 2 of 4

Complete all required fields
(with red asterisk) and as

many of the other fields that
the taxpayer is willing to
furnish information for.

Recreation

IMPORTANT - Spelling of Last
Name and the correct digits of
Phone Number are CRITICAL!

siration confimation |‘.|:|' emal and we will cf
-h Sl e e e rilment.

If they furnish an email

= of the individual attending the ap it el

address, they will get an
appointment reminder
several days before their

makian

appointment. And they can
change or cancel their own
appointment if necessary.

Please use the dropdown

P,
arrow to select “Telephone”

or “In Person” as appropriate.

This check box is optional — it

is for receiving promotional
mail or email from AARP.

IMPORTANT --- Use this field
to include notes/comments

such as wanting to have

multiple years taxes

prepared. If they need

multiple years taxes

prepared, they should reserve

multiple appointments.

Phia ke in touch with ma by amail andéor postal mal about SARF Foumdaton
acihilies

- P— Then click on “Review
Aeeel Appointment”.
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Tax-Aide Appointment Reservation
Step 3 of 4

Merriam Park Community Recreation

Center

2000 SAINT ANTHONY AVE
SAINT PAUL, MN 55104-5125
On-Site Language Support for English

Orally confirm the
appointment information

with the taxpayer.
Appointment start: 9:30 AM
Date: 2023-02-10

Please confirm the details of the individual attending the appointment below.

Your Information:

First Name: John

Last Name: Doe

Email: JohnDoe@googlemail com

Phone: (612) 123-4567

Birth Date: 2023-01-30

Zip Code: 55118

Preferred Languages: English

Origin: Telephone , After they confirm that
Notes: Need accessibility accommodations.

everything is correct, then

Please kesp in touch with me by email and/or postal mail about A click on “Confirm
activities .
Information”.

You must select "Confirm Information" to schedule your appeointment.

Confirm
SIE Information
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Tax-Aide Appointment Reservation
Step 4 of 4

Merriam Park Community Recreation
Center

2000 ASINT ANTHONY AVE
BAINT PALIL, MM BE104-Z125
On- 3% Language Juppor for Englich

If the taxpayer furnished an

email address, they will

receive a copy of this page in

Thank You!

Thank you for scheduling an Appaintment with Tax-Aide! Flease review and

their inbox.

record the information below. If you provided an email address, you wil also
recieve @ copy of this informalion at the email address provided.
Please armive promplly at your appointment slar time with Bie necessany

dacurmenis outimed in the links below.

Important Documents to Bring to the Tax-Aide Site.

Your Informatiomn:

First Marre: John

Lact Mama: Doz

Emal - IMPORTANT —Tell the
Tip cose - taxpayer that they should
Fredermad Languagec: Englsh . .

crign: In Persan write down their

“Appointment Reference
Number” in case they need to
change or cancel their

Appointment Information:

At 2nz2.02.10
B Hame: MesTiam Park Comimunity Recnealion Cenler
Bifs AddrBEs: 000 SAINT ASTHONT AV E

appointment.

SAINT BALL, MK 551045125
Phioes
r. n Pl
Mu - EN1-E850045
prnirlm'ﬂnt 0
& ppoimtmant
Rplleremes  APODETEIET
Humbar:

MieTiam Park Community Camber will ba opan for Tad Frapasrion
Appoiniminis on Fridays baginning Fatnuarny 10th thiu Agd 14th
Appoirrirrents will b schicidad in 1-howr incremans from 5:3088 1o 230
FRL Al appointmants an by pro-regesiration, s il be no salien sanm
s can be made by caling tha Mermam Park Community Cantar
3 whar Jariary 1660, no appointments sl b dekan price o
L Incasn of sevene wealnar on the day of an appoiniront, we
will ahiampd o mbook apposntmants for anoihar day. Thi wisaring of
Commants: facmmasks whiks o the o prepanation appaniment & not reguired butis
highly encoumgad. Al T tax sile, T Togayer il be assigned boa table at
wiich ey sl S for thia duration of Fa appointment; laties will ba Spactd o
SEUR adeduske ookl dstancing. During thi o preparation process, e
Tard Pregoare and the Duallty Rerdewsar wll Sk o 2 sepants abis soma
cistanon asary from whana ha Tagrayes (s sifing Onos the o nehm
compete, & Tand Frapanr o Rindeser will netum all of ths Tasparyer s
dincumenis along with the nompihsied miem fo e Topayer and finaize the
arcepiznee of e rebsm

If the taxpayer made the
appointment in-person at the

site, you can print a receipt
(a copy of this page) for them.

Click nars for ratum Iteme Tax-a108 Can prepars
Click here to sdit or reschesuls your appalniment with Tax-
Click hers to cancal your appoiniment with Tax-Alde

FRNT RECEET If need be, you can reserve

another appointment for the
taxpayer.

This receipt is for your records if you would like it You do not meed 10 bring il
with yau to the appainiment.

Back fo 3e Mow A P—
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Rescheduling an Appointment

See http://tinyurl.com/SesMgmt16B for a short video of this process

Tax-Aide Appointment Reservati
Step 1 of 4 If a taxpayer calls regarding
rescheduling or canceling an

appointment, click on “Edit or

Cancel Appointment”

Merriam Park Community Recrea

Center
2000 SAINT ANTHONY AVE

SAINT PAUL, MN 55104-5125
On-Site Language Support for English
There are two ways to access

their appointment:

» Make Appointment

v Edit or Cancel Appointment
1) If they know what their

Appointment Reference
Number was, or
2) Lookup by Phone

Enter your Reference Number or Phone Number and Last Name to §
existing appointment.

*Reference Mumber
AP-00000000
Number and Last Name

_0OR -
Phone Number Last Name
(555) 555-5555 Smith

“ v
*Select Action / Select “Edit >
Select... v I
Search — Click on “Search” >
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Tax-Aide Appointment Reservation
Step 2o0f4

If you selected “Edit”, you will
go to a screen where you can

Merriam Park Community Recrea
Center

2000 SAINT ANTHONY AVE
SAINT PAUL, MN 55104-5125
On-Site Language Support for English

select a new date and then a
new appointment time
and/or update Personal

Information. NOTE: one or
the other or both can be

Appointment start: 9:30 AM
Date: 2023-02-10

We will send you a registration confirmation by email and we will C
to you by email of any changes to the appeointment.

done.

Please enter the details of the individual attending the appoint

v Reschedule Appointment

Please select a date below to view available appointment If the appointment date/time

Park Community Recreation Center. needs to be changed, start

Select Date here.

% Personal Information

Review
Appointment

If Personal Information needs
to be updated, expand this
area and update as
appropriate.

After all changes are made,
click on “Review
Appointment”.

You will then be taken to the same
screens for Step 3 of 4 and Step 4 of 4
as previously illustrated.
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Canceling an Appointment

See http://tinyurl.com/SesMgmt17B for a short video of this process

Tax-Aide Appointment Reservati
Step 1 of 4 If a taxpayer calls regarding
rescheduling or canceling an

appointment, click on “Edit or

Cancel Appointment”

Merriam Park Community Recrea

Center
2000 SAINT ANTHONY AVE

SAINT PAUL, MN 55104-5125
On-Site Language Support for English
There are two ways to access

their appointment:

» Make Appointment

v Edit or Cancel Appointment
3) If they know what their

Appointment Reference
Number was, or
4) Lookup by Phone
Number and Last Name

Enter your Reference Number or Phone Number and Last Name to §
existing appointment.

*Reference Mumber

AP-00000000

_0OR -
Phone Number Last Name
(555) 555-5555 Smith

“" ”
*Select Action / Select “Cancel >
Select... v I
Search —— Click on “Search” >
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Tax-Aide Appointment Reservaﬂg—ﬂfmu will be taken to Step 3 D

Step Jord —— e

Merriam Park Community Recreation
Center

2000 SAINT ANTHONY AVE
SAINT PAUL, MN 55104-5125
On-5ite Language Support for English

Select a reason why the
appointment is to be cancelled
from the dropdown list (see
inset below)

Appointrment start: $:30 AM
Date: 2023-02-10

Please confirm the details of the individual attending the appointment below.

Your Information:

First Name: John

Last Mame: Doe

Email: johndoe@googlemail.com
Phone: (§12) 123-4557

Birth Date: 2022-01-18

Zip Code: 55118

Preferred Languages: English

Origin: n Person

Maotes:

Please keep in touch with me by email and/or postal mail ab RP Foundation

activities

Cancelation Reason

Select

Click on “Cancel AppointmeD

You must select "Cancel Appointment” to cancel your appointment.

Back Cancel Appointment

Cancelation Reason

Select.. b ]

System malfunciion
Inclement weather

Mo show

Scheduled at another site

Taxes completed by third party

Health

Shift Cancelled

Missing tax documents
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