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Step-By-Step Instructions for Creating a User Profile to file 990N on the IRS Website 

 

1. Go to: https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-

Organizations-Form-990-N-e-Postcard 

2. Click “Form 990-N Electronic Filing System (e-Postcard” 

 

3. A disclaimer will pop-up before you go to the next page. Click “OK” 

 

 

https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-e-Postcard
https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-e-Postcard
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4. Click on the “Get Started” Blue Button – IF You Have NOT Already set up your user profile 

 

5. Enter the name and email address of the person who will be filing the 990N: Note this may not be the same 

person who is listed as the “responsible party” Click “Send Email Confirmation Code” 

 

6. An email from IRS Online Services will be sent to the email address you enter.  
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7. Enter the Numeric Code listed in your email and click “continue” 

 
 

8. You will need to set up your Security Profile. Start by creating your user name and password. Be sure to comply 

with the Password Rules. 

 

9. Enter a Unique phrase which will be used in emails to you from IRS Online Services. Enter a Site Phrase, Select a 

Site Image, and provide answers to 4 Challenge Questions. Once completed, click “Continue” 
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10. Your profile is now created. Click “Continue” 

 

11. Before you can file your 990N, you must manage your e-Postcard Profile. 

 

12. Once your e-Postcard Profile is created, you can then manage your 990-N Submissions 

 


