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Setting Up Google Voice 
 

▪​ Open Google Chrome Browser 
•​ Click the small name, picture, or letter in the upper right corner of 

your screen 
•​ A new window-scroll down to +add Chrome Profile 
•​ At “Sign in” Enter each email address separately 
 

▪​ 62051401_2@aarpfoundation.org 
•​ Aliante 702-381-0655 
 

▪​ 62051262@aarpfoundation.org 
•​ West Charleston 702-381-6081  
 

▪​ Password #2025GoogleME 
 
Text me (757) 927-2528 as soon as you download to get your code.  I will not 
know who signs in when. 

mailto:62051401_2@aarpfoundation.org
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Click “Next” and enter Password.  Password changes every year.  
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Calendar Bookmark 

This bookmark is where you schedule “your” time to call taxpayers. 

We call 7 days a week, 8:00 a.m. or 9:00 a.m. (start of morning time is at your 
discretion) to 8 p.m. 

Schedule 2 hours time slots to call.  If you can schedule for two or more days a week, it 
would be great!    

To schedule, delete, or reschedule your time on a calendar, you will have to go the 
individual site where you scheduled your time.  Example:  If you scheduled on the 
Aliante site you have make the changes on that site.   

To schedule your appointment: 

1.​  Click on the time slot 
2.​ Click on “Add title”:  Type your first or last name plus the site telephone number 

you are calling from (example 6081 – Linda, this means you will be making 
calling for West Charleston. 

3.​ Click on the “second” hour time slot to add the amount of time you will make 
calls.    

4.​ Click Save. 
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Click the site you will make calls. 

And click Save. 
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Voice – Calls Bookmark  

This bookmark is where taxpayers voice messages are located.  

On the left side of the page the icons: 

1.​ Telephone icon helps you make calls 
2.​ Message icon is where you can send text messages (appointment confirmation) 

to taxpayers who do not have an email address 
3.​ Upside down eyeglasses icon is the most important icon.  This is where all calls 

come in that need to be returned to taxpayer.  IMPORTANT NOTE:  Make sure 
you scroll all the way to the bottom to make your first call.  (The ones at the top 
came in after the ones at the bottom). 

4.​ Arrow in box icon – Is Archive.  If you have problems with a call place the call 
message into this area.  One of the scheduler coordinators will take care of the 
call. 

5.​ Spam icon – Will not be used. 

Let’s go into how you will call the taxpayer back.  (Have your pencil and notepad ready 
when calling taxpayers.)    

In the middle box on the screen: 

1.​ Top right is the taxpayer’s phone number 
2.​ The telephone icon, click on to return call to the taxpayer.  Make sure you are 

always on the third icon (upside down eyeglasses) when returning calls.   
3.​ Message - send a message/appointment confirmation 
4.​ The three dots (more options), there are only two that will be used (Archive and 

Delete).  This is where you will delete the call after you have completed the 
appointment for the taxpayer. 

5.​ You will see the transcript message from the call the taxpayer.  Read and listen to 
the transcript message before returning the call to the taxpayer to make sure the 
written transcript is exactly what is needed).  

The far right box:   

1.​ “Call as” is the site you are calling from 
2.​ Keypad can be used to call the taxpayer back, if you have problems with 

the phone icon. 

The very top right of the screen make sure “Do not disturb” is always on.  The other 
icons will not be used. 
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TaxAide Registration Bookmark 
You will click on this Bookmark to select the tax site where the taxpayer wants an 
appointment.  
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Deleting the call after taxpayer’s confirmation is sent 

 

 

 

 

The next page shows how to search or modify a confirmed appointment if a taxpayer 
has forgotten their appointment date.  

14 
 



APPOINTMENT SCHEDULER BOOKLET 

 

15 
 



APPOINTMENT SCHEDULER BOOKLET 
ZM Locations Map Bookmark 

Map of all the local Las Vegas/Henderson tax sites.  Use this map to find the closest site 
for a taxpayers. 
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Google Translator Bookmark 
You can get translation for any language instantly. 

 

 

Scheduler-Documents Bookmark 
Bookmark where all the scheduler important information is located, i.e. FAQs for 
schedules, site spreadsheet, flow chart/script, site language interpreters sites, sample of 
taxpayer confirmation email. 

17 
 


