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

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

1.
Organizations-Form-990-N-e-Postcard
2. Click “Form 990-N Electronic Filing System (e-Postcard”
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How to file
fions To electronically submit Form 990-N, Electronic Notice (e-Postcard) for Tax-Exempt O tions Not
ns Required to File Form 990 or Form 990EZ, use the Form 990-N Electronic Filing system (e-Posicard).
« All organizations are required to register at IRS.gov prior to filing Form 990-N. You won't be asked to
register again the next time you file.
« Form 990-N must be completed and filed electronically. There is no paper form.
« Form 990-N filers may choose to file a complete Form 990 or Form 990-E7 instead.
Frofits
Prior to filing your form, please review the following information:
Who must file
3. Adisclaimer will pop-up before you go to the next page. Click “OK”
Message from webpage LS
THIS U.S. GOVERNMENT SYSTEM IS FOR AUTHORIZED USE
b o

Use of this system constitutes consent to monitoring,
interception, recarding, reading, copying or capturing by
authorized personnel of all activities. There is no right to
privacy in this system. Unauthorized use of this system is
prohibited and subject to criminal and civil penalties,
including all penalties applicable to willful unauthorized
access (UNAX) or inspection of taxpayer records (under 18
U.S.C. 1030 and 26 US.C. 7213A and 26 US.C. 7431)
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4. Click on the “Get Started” Blue Button — IF You Have NOT Already set up your user profile

@IRS

First Time Users Returning Users
Creaiea Loginfo Login below if you've preig ID for any of ihe folowing
applicaions.

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”

Step 1 of 4: Personal Information

Allfields are requred
First Name
Last Name
Email Address

Re-Enter Email Address

A confirmation code will be sent to your email address

[ cmce | sooeuat cowmunoncooe

What will we do with your information?

The IRS may use third party data to verity your identity. The third party ge q
help authentcate your identit. This action may create an entry called 2 “soft inquiry” on your credit report. The softinquiry will be
isted a8 an IRS inquiry with the date of the request. Only you can see the IRS Softinquiry. Softinquiries o not affect your credit score
and are not reported to lenders. Leam more 3bout soft nquines.

6. An email from IRS Online Services will be sent to the email address you enter.

Your IRS Online Services Email Confirmation Code
IRS.online.services@irs.gov
Thu 3/10/2016 1:10 PM
Kelly Harrier
Dear user,

Your confirmation code is: 4612-3681

This code will expire in 15 minutes. Enter it into the Email Confirmation Code field
as soon as possible to access your requested service.

This is an automated email. Please do not reply.

IRS will never initiate contact through email asking taxpayers for personal or
financial information.

Sincerely,
IRS Online Services

IRS 990N Profile How-To Updated 3/2016



7. Enter the Numeric Code listed in your email and click “continue”

Step 2 of 4: Verify Identity

Do not close this browser window or you will have to restart the process.
» A confirmation code will be sent to your email address within the next 10 minutes
s Check your spam folder if you don't receive an email.
s If you don't receive a confirmation code within 15 minutes, please select cancel and request a new code.

Enter Confirmation Code

= cte—

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.

Step 3 of 4: Security Profile

Allfields are required.

User ID and Pagsword Enter a User ID of your choice. The User ID

UserID cannot be an email address, SSN, or containa
| space, or special character (|@#$%&").

Password Rules:

+ Between 8 and 20 characters long.

+ Must contain at least one numeric and one
Re-enter Password special character (| @#$%"&").
» At least one uppercase and at least one
lowercase lefter.

» Matching password must be re-entered

Password

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”

12
Challenge Questions

Answer Rules
® The same answer cannot be used more than once.
® The answer can not be a word or number that is part of the secret question.

Question 1

Site Phrase &l

Answer 1
Create a site phrase that you will recognize when you login.
anew day

Question 2
Site Image Anstier 2

Select an image that you will recognize when you login.

Question 3

Answer 3

Question 4

Answer 4
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10. Your profile is now created. Click “Continue”

@RS

User Profile Successfully Created

Your profile was successfully created. Be sure to write down your User ID for future reference. Please click the "Continue" button to go to your
selected application

Note: All future correspondence will be via email.

CONTINUE >

IRS Privacy Policy | Accessibility

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

AIRS

Electronically file your Form 990-N (e-Postcard)

e-Postcard Profile Manage Form 990-N Submissions

Application Version Number: 1.0.3

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

BIRS

Electronically file your Form 990-N (e-Postcard) =

e-Postcard Profile Manage Form 990-N Submissions

Application Version Number: 1.0.3
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