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How to schedule an appointment? 

To schedule an appointment for a client, please visit our website at www.prospertaxhelp.org or have the 

client call us at 512-610-7374. 

 

A client has arrived for their appointment. How do you check them in?  

Search for the appointment by name and phone.  Click the           button to the right of the client’s 

name to notify the tax team of their arrival.    Hand the client an intake clipboard, ask them to review the 

laminated pink sheet, and complete the Client Intake Sheet as best as they can.  
 

How to tell if someone has a scheduled appointment? 

A person has an appointment if the    icon displays next to their name.  
 

What if someone wants to cancel their appointment?  

Please refer them to our tax line: 512-610-7374 or speak with the Site Manager.  

How to add a walk-in client to the Waitlist with the Tax Help team’s approval? 

To add a walk-in to the waitlist, click the              button in the bottom right corner. Add the client’s phone 

number, name and select “walk-in” from the Notes drop-down tag menu. Click “Confirm” once done. 
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How to remove someone from the Waitlist who needs to leave? 

If a client lets you know they need to leave, find their name in tables ready and select the              button. 
 

What if you can’t find someone’s appointment in TablesReady? 

If you’re unable to find someone’s appointment in TablesReady, ask the client to please show you their     

confirmation email. If they are confirmed for the date, please add them to the TablesReady waitlist.  
 

How to help a client confirm their appointment for a future date? 

If someone wants to confirm their appointment for a future date, refer them to our tax line: 512-610-7374. 

 

If you’re unable to answer a question, please ask the Site Manager on shift or the CSS team 

for assistance! 
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