Instructions for Filing Your IRS Electronic Form
990-N (e-Postcard)

This MUST be done EVERY vyear after September 30.

To get started, you'll need to know your Grange’s EIN (tax ID number). If you aren’t sure, please
contact the State Treasurer for assistance.

If you created an account in a previous year the website has changed and
you must create a new account.

To create a new account, follow these steps:

1. You must first register for an account on the website. Go to the website:
http://www.irs.gov/990n. Annual Electronic Filing Requirement for Small Exempt
Organizations. The page you reach will look like this:
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Annual Electronic Filing Requirement for
Small Exempt Organizations — Form 990-N (e-Postcard)

Planned Outage: Sept. 30, 2016

This service will be unavailable on Friday, Sept. 30, 2016, from approximately 6 p.m. until
approximately 9 p.m. Eastern time due to planned maintenance. We apologize for any
inconvenience.

How to file
To electronically submit Form 990-N, Electronic Notice (e-Postcard) for Tax-Exempt Organizations
Not Required to File Form 990 or Form 990EZ, use the Form 330-N Electronic Filing System

(e-Postcard).

= The Form 990-N electronic-filing system moved from Urban Institute’s website to IRS.gov in
February. All filers must register at IRS.gov prior to filing their next Form $90-N. This is a cne-
time registration; you won't be asked to register again when filing next year.

» 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-EZ instead.

» Use the Form 990-N Electronic Filing System (e-Posteard) User Guide while registering and
filing.

» For filing system and website issues, see How to File: Frequently Asked Questions. If site issues
are unresolved, call TE/GE Customer Accounts Services at 877-829-5500. A representative will
file your Form 990-N information.

» Organizations should continue efforts to file, even if late.

Prior to filing your form, please review the following information:

Q, Advanced

for Tax Pros

2. Click on the blue words “Form 990-N Electronic Filing System (e-Postcard)” How to file.
The next screen that appears will look this:
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Steps for using the Form 990-N Electronic Filing System

(e-Postcard)

REMINDER

An organization cannot file Form 990-N until after the end of its tax year. For example:

+ Calendar Year Filers

If your organization wishes to file Form 990-N for tax year 2016 and uses a calendar year (Jan.

though Dec.) as its tax year, it must wait until January 1, 2017, to file Form 990-N.

+ Fiscal Year Filers

If your organization wishes to file Form 990-N for tax year 2016 and uses a fiscal year (for
example, Oct. 1, 2015 through Sept. 30, 2016) as its tax year, it must wait until Oct. 1, 2016, to

file Form 990-N.
HOW TO FILE

Open the electronic filing page at https:/sa.www4.irs.gov/epostcard/.

First Time Users

If this is the first time you are using this online service
we will need to verify your identity before we proceed

GET STARTED >

Returning Users

Log in below if you've previously registered through any
of the following applications

* Get Transcript

« Identity Protection PIN (IP PIN)

« Onkine Payment Agreement (OPA)

« ePostcard

Username

[ Mask Usemame

LOGIN >

Forgot nam

First Time Users: Select GET STARTED.

Returning Users: Enter your Username and select LOG IN. Skip to STEP 6 of this user guide. If you
registered before February 18, 2016, you must register again as a First Time User. Your user name
and password from Urban Institute will not work.
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REGISTRATION: FIRST TIME USERS ONLY
STEP 1

Enter your contact information, then select SEND EMAIL CONFIRMATION CODE

IRS

Step 1 of 4: Personal Information
All fields are required.

Firet Mame
Last Mame
Email Address

Re-Enter Email Address

A comfirmation code will be sent fo your email address.

CANCEL SEND EMAIL CONFIRMATION CODE >

STEP 2

Enter the confirmation code found in your email, then select CONTINUE. If you don't receive an

email, check your spam or junk email folder.

IRS

Step 2 of 4: Verify Identity

Do nod chase this browser window or you will Fave to restar the process.

# A confirmation code will be ssnt in your smail address within the nex 10 minsies.

# Check your spam folder if you don't receive an smail,

& i you don receiv a confimation code within 15 minuies, please soiect canced and request § new code.

Enter Confimnation Code
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STEP 3A
Choose a USER ID and PASSWORD on the “Security Profile” page:

User 1D field: Ensure that you use only letters, numbers or a hyphen. This character limit does not
apply to password fields.

Password field: Ensure that you use only letters, numbers, | or #.

Step 3 of 4: Security Profile

All fields are required.

User ID and Password
Enler a Uoer 1D of your chioice. The User ID

User I cannct be an email address, SSN, or contain &
space, of special characler (|@RF%"E").
Passwoid Rules:
Password + Between 8 and 20 characlers long.
+ Must contain 1 least one numenic and ane
spedal characier (E#E%"4").
Re-gnter Password + Al least one uppercase and al least one
lowercase letler.
» Malching password must b re-entered.
Primary Email
STEP 3B

Choose a SITE PHRASE. This phrase will appear on your login page before you input your
password. When you see the phrase you created while logging in, you can be assured you're not on
a scam or fake page. You may use spaces within the site phrase.

Choose a Site Phrase
Creats a phrass that you will recognize when you login

STEP 3C

Choose a SITE IMAGE. This image will appear on your login page before you input your password.
When you see your selected image while logging in, you can be assured you're not on a scam or fake

page.

Choose a Site Image
Selicl i amiage Ul i will FEcOENIise whs ypou b
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STEP 3D

Choose four challenge questions. These questions may appear when you logon using a new
computer or location. When you have selected and answered four questions, select CONTINUE.

Challenge Questions

Arswer Pulea
= The samea answar cannot be used more than one.
= Thi anawer can not be & word of numbser that & part of the sacret question.

‘Question |

Angwar 1

STEP 4
The “User Profile Successfully Created” page will appear. Select CONTINUE.

User Profile Successfully Created

Your profile was successfully created. Pleass write down your Usemame for future reference

CONTINUE >

STEP 5
Select CONTINUE on the “Online Services” page.

Your login history

For your security, we will show you your recent legin activity every time you login.

CONTINUVE >
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CREATE AN ELECTRONIC FORM SUBMISSION
STEP 6
Select MANAGE E-POSTCARD PROFILE to create a new Form 990-N electronic filing submission.

Electronically file your Form 990-N (e-Postcard) Home | Sacurdy Profie | Logou
e-Postcard Profile Manage Form 990-N Submissions
Bedose you can create & Form 990-N (e-Pastcaed) you mast Once your e-Posicard Profle & crested. you can use the Narags

oreate your &-Postcard Profie. Your e-Posteard Profils allows you  Form 990-N Submissions pags to
fo:
1. Create a Form 956N
1. Designate your ¢ Postcard Profile as ether 2 “Preparer” or 2. View the status of your existing Form 990-N submession(s)
“Expmpt Organization” 3. E@ an in-progress Feem 390-N
2. Add EWs 1o your 6-Postcard Profil 4 Dolete 3n in-progress Form 090N
3 Remove EINs from your e-Postcard Profile

More infoemation on who must file s Form 990-N.

Daca craatad, you Can wpdate pour a-Fosicand profila M any tme.
Click the button balow to gat started

NANAGE E-POSTCARD PROMLE MANAGE TOMM 396-4 SUBM S 20N

STEP 7

From the drop down shown below, select either Exempt Organization or Preparer in the “User Type”
field.

+ Exempt Organization: Select if you are only completing 990-N for your organization.
* Preparer: Select if you expect to help multiple organizations.

*  Example: a preparer can be a paid preparer, such as a CPA, volunteer or someone aiding
exempt organizations at a local library. By selecting Preparer, you can use your login to
add as many organizations as you wish.

e-Posteard Profile horne | sty Profile | Logeut

a-Poswcard Prafile Salect EIN Diganizaten Details Contact Information Coamlirmation

Pleags selact Exempl Organization or Préparer

FREWOUS COMTINLIE

After selecting the user type, select CONTINUE.
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STEP 8

Enter an EIN for the organization you're filing for, then click ADD EIN. You may also delete EINs
already associated with your profile. To continue, select CREATE NEW FILING.

e-Postcard Profile Home | Sscuriy Profle | Logeut

& Posicasd Profile febect FIN Crganization Deisis Contact Infomsation Confirmation

h

Vou g i = Exmmpr g o o s

Currently Associatsd EIN(s)
EW Organizatian Name Dantg Added Delate

M ElNg drs currsatly asseciabad with you 1D

STEP 9

Select the EIN you wish to file for from the drop down menu. Once you have selected the EIN, select
CONTINUE.

a-Pesicand Profile Diganization Desils Contact infonmaion Comfimeton

____—

Please select the EIN for which you want to file for

MARAGE F-POSTCARD PROFILF
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STEP 10

Complete the “"Organization Details™ page. If you dont understand the request, click the question

mark icon for an explanation. When you have completed each line, select CONTINUE.

Organization Details Hore [ Secure Profie | Loaoul

w-Posicard Prodile Salect EBN Oirganization Detsils Conlact infenmatisn Comnfmatoe

Electronic Notice-Form $90-N (e-Postcard)

Crganization Information

Fiar M tax year enning

i pisat 7 ANEANAON ETminaled of DOne oul o Dusness

E"::’

A pid DIORE TECHTE faivra iy B50 000 o leas?
™

STEP 11

Complete the “Contact Information™ page. If you don't understand the request, click the question mark

icon for an explanation. When you have completed each line, select one of the following:

* SAVE FILING: Select if you are missing any requested information. This will allow you to return

fo complete it later.

* SUBMIT FILING: Select when you are sure all required information has been input.

NOTE WHEN REGISTERING OR FILING: Text fields cannot exceed 35 characters and must contain
only numeric, alpha or hyphen characters unless noted otherwise. Periods, slashes, etc. will cause

registration or filing errors.

Also, enter website addresses using “www” — not http://www.

i

Contact Information

& Posicard Prodis Sadact EIN Orgasdzamion Deisdls Contacs Inbsrmaticn Condimasn

Electronic Notice-Form 880-N {e-Fostcard)

Organization Address and Principal Officer Information

L E—

If your ceganization condudts business usisg ancthar name (DEA), anler othar nama:
= = raquirad ficld

Organization:

D&, Mama

Page 8 of 10



STEP 12
The filing “"Confirmation” will display the filing status as “Pending.”

Click on the word PRINT in the bottom paragraph to print a copy for your records. Once you leave the
page, you won't be able to print this filing.

Select MANAGE FORM 990-N SUBMISSIONS to view or submit additional filings.

Confirmation Lo s, L Laasad

w-Posscard Prodile Selact EIN Organization Decails  Comtact Information Confinmation

Vour Form 330-N{e-Pesicand) has bean submitied 1o the K3

+ Digenicotion Home: 000000
© BN XOC00000K

» Tan Vear XECCC00E

+ Tex Your Slan Dete: JOOCCKKNK
o Tax Your End Dae: 3000000
+ Submisaion 0 ODOOKEI00

« Filing Status Date: D000

+ Filing Ssatiia: Penifing

Mote: Print & copy of this filing for your records. Once you leave ihes page, you wil not be able (o do so

MARAGE FORM 990N SUBMIS SIONS

MANAGING FORM 990-N SUBMISSIONS
STEP 13

On the "Manage Form 990-N Submission” page, your submission will show the status of "Pending.”

+ After seven minutes, refresh the page (F5 key for Windows; Command-R for Mac) and the
GET UPDATED STATUS button will be visible.

» Select GET UPDATED STATUS to see if your submission was accepted or rejected.

« If your submission was rejected, select the submission ID hyperlink for additional details.
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TECHNICAL ASSISTANCE

If technical issues prevent you from registering or filing with the Form 990-N electronic filing system,
try the suggestions below. If the problem still exists after trying all the suggestions, contact IRS
Customer Account Services at 877-829-5500 (a toll-free number).

Take the following steps to prevent problems during the registration and filing processes:

- Close multiple browsers when registering.

Errors may occur if you have additional internet browsers open during the registration process.
Please close other internet browser windows.

- Do not use a smart phone to register or file your Form 990-N.

- Use correct text characters when registering and filing.

Ensure that you use only letters, numbers or a hyphen when entering text fields. This character
limit does not apply to password fields. When choosing a password on the “Security Profile”
page, ensure that you only use letters, numbers, ! or #.

= Check your spam or junk email folders.

When registering or requesting a user-identification reminder, check your spam or junk email
folders for a response. The email may have been filtered out by your email program.

- If the suggestions above don’t resolve the issue, sign out of the filing system (if logged
in}, close all programs and shut down your computer. Wait a minute, restart your
computer and try again.

This step is required before calling the Customer Account Services line (877-829-5500) for
technical help.
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