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1.0 Login to the Recruitment (internet) 

 
Go to the following location: https://volunteers.aarp.org/taxaide/internet/ the below 
screen (Screen 1) will be displayed. 
 
Screen 1: 

 
 

 
If Registered Already: Enter valid email address and password in the login window.  
Note: please use the same email address and password created in the registration process.  

 



Screen 2: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Clicking “Cancel” will take the user back to the Login screen.  If the user clicks on “I 
Agree” the following recruitment main page (Screen 3) will be displayed: 

 
Screen 3: 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 

 



2.0  Volunteer Registration to access Recruitment 
(internet) 

 
If not registered: 

 
Go to the following location: https://volunteers.aarp.org/taxaide/internet/ the below 
screen (Screen 4) will be displayed. 

 
Please click on “Register” link from the login screen. 
 
Screen 4: 

 
 
 



The below registration screen (Screen 5) is displayed once the Register link is selected  
 
Screen 5: 

 
 
User must enter all mandatory fields to proceed and click Sign Up button when done.  
Note: The user must be the following roles to view their recruitment application 

 
 DC 
 ADS 
 PVC 
 SC 

 
 
 
 
 
 
 



Once registration is completed, the following confirmation screen (Screen 6) is shown 
Screen 6: 

 
 
Clicking the “Proceed to Login” button navigates the user to the login screen (screen 7).   
Note: please use the same email address and password created in the registration process.  
 
Screen 7: 

 



 
Below confidentiality screen (Screen 8) is displayed once the email address and password 
are entered correctly from the login screen.  
 
Screen 8: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Clicking Cancel will take the user back to the Login screen.  If the user clicks on ‘I 
Agree’ the following recruitment main page (Screen 9) will be displayed: 

 
Screen 9: 

 
 
By zip-code Tax-Aide Prospective Volunteers (applicants) will be maintained in the 
queue of (DC/SC/PVC/ADS) 
 
Note: If user has only “District Coordinator” in Tax-Aide Application then he/she 
will see only “Pending Approval From DC” and “In Progress” statuses of prospective 
volunteers in the queue. 
 
  
 
 

 
 
 
 
 



3.0 Approve/Reject/On Hold/In Progress Prospective 
Volunteers 
 
After successfully login to Tax-Aide Recruitment by users (DC/SC/PVC/ADS) the 
following recruitment main page (Screen 10) is displayed. 

 
Screen 10: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



By clicking on any existing prospective volunteer in the queue the following screen 
Detail prospective volunteer page (Screen 11) is displayed. 
 
Screen 11: 

 
By selecting the DC is the dropdown list and review the prospective volunteer with 
any choices (approve/reject/on-hold/in-progress) the selected prospective volunteer 
will be approved/rejected/maintained in the queue and system will navigate user back 
to recruitment main page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4.0 Login to VMIS (Intranet) 
 
Login to the Tax Aide Program and proceed to the Recruitment tab.  There will be 
two options available to the user.   

 Add Prospects 
 Process Prospects 

 
Screen 12: 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5.0 Add Prospective Volunteer through VMIS  
  



Select the Add Prospects options from the Recruitment tab. The following screen 
(Screen 13)  



 



 
The Add prospective volunteer screen will display.  User must enter all mandatory 
fields marked in red.  Note that more field options will be displayed when the Show 
Additional Prospective Volunteer Information link is selected. When done, click the 
Submit button.  
 
Once the prospect is added, a prompt will be displayed on the Add Prospect 
Volunteer screen (Screen 14).  
 

Screen 14: 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6.0 Process Prospective Volunteers 
 
Select the Recruitment – Process prospects tab  
 
Screen 15: 

 

 
User can enter prospective volunteer information or district coordinator information to 
search for approved Prospective volunteers 
 
Upon clicking “Search” approved prospective volunteers will be displayed.  
 
If the “prospective volunteer” is in Konnects or VMIS database system will display the 
prospective volunteers list as shown in the below screen (Screen 16) Screen 16: 

 



 
User can click on existing volunteer to update profile information or system will allow 
adding another volunteer even First name and Last name is same by clicking on Add 
Volunteer button. 
 
Screen 17: 

 
 
Once approved Prospective Volunteer has been processed the volunteer ID will be 
provided in the popup message. 
 
 


