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Please follow these steps to file a 990-N e-Postcard: 

Visit http://www.irs.gov. Select “Charities & Nonprofits” in the blue box at the top right side of the page. 

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

Go to “Annual Filing and Forms” (from the center column), then click on “Finding Filing Forms.” 

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

Click on the “Annual electronic notice (e-Postcard) for small exempt organizations” to find instructions for 
the annual electronic filing requirement for small tax-exempt organizations, including FAQs and a list of 
information you will need when filing.  

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 
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From this page, scroll down to the “Submitting Form 99-N (e-Postcard)” heading and click on the “Submit 
Form 990-N (e-Postcard)” link to begin your filing.  

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

Next, you will “Sign In or Create a New Account.” These instructions have changed from previous years 
due to updates the IRS has made to their filing system that are designed to protect individual’s privacy. 

If you choose the option to “Sign in with an existing IRS username”, this will be the last tax filing season you 
can do so. The IRS instructs you to create a new account as soon as possible with either LOGIN.GOV or 
ID.me. If you do not have an existing IRS username, you will create a new account with LOGIN.GOV or ID.me 
in order to proceed with filing for the 2022 tax year. 

 

Option 1 A & B. If you personally have not filed an e-Postcard on the IRS Site previously (and do not have, or 
cannot remember, your existing IRS username), you will select from one of two options to “Create a new 
account”. Click on either LOGIN.GOV or ID.me to create an account.  
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Option 1A: LOGIN.GOV 

To create a LOGIN.GOV account, follow these steps. Click on this box: 

 

Scroll down and click on “Create an account”. Answer these questions and click on the box accepting the rules 
of use. 

 

You will then receive an e-mail to the address you provided to confirm your e-mail address. A link will be 
included in the e-mail allowing you to continue to create your account. The next step is to create a strong 
password. 

 

You will then choose from a list of Authentication methods to provide multi-factor authentication for your 
account. Choosing two methods is recommended. Choosing one method will work. Text message is a viable 
option for most users. 

 

If you choose text message, you’ll see the screen below. Enter your cell phone number, select “Text message”, 
and click “Send code”. You’ll then receive a text message and one-time code on your cell phone. Enter that 
number in the box provided and click “Submit”. 
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You’ll see this screen, with the option to add another method or “Skip for now”. If you “Skip”, you’ll see the 
screen on the right. You can click on “Agree and continue”, or add a second authentication method. 

               

At this point, you will return to the IRS e-Postcard filing site, where you can manage your e-Postcard Profile. 

This is the end of Option 1A: GO TO PAGE 7 FOR INSTRUCTIONS TO FILE YOUR E-POSTCARD. 

 

Option 1B: ID.me 

To create an ID.me account, follow these steps. Click on this box: 

 

Then click on “Create an ID.me account” and enter your e-mail address and a password you create. Click 
“Sign in” then “Continue” on the next screen. You’ll be asked to confirm your e-mail address on an e-mail that 
you will receive. 
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You’ll then choose a multi-factor authentication. Text Message is a viable option for most users. If you choose 
this option, you’ll enter your phone number and click on “Text me” and “Continue”. You’ll receive a text 
message with a 6-digit code. Enter that in the next screen and click “Continue”. Your account is now secure. 

          

You’ll be asked for permission to share your e-mail, and first and last name with the IRS. Click “Allow” to be 
returned to the IRS e-Postcard filing site. 

 

This is the end of Option 1B: GO TO PAGE 7 FOR INSTRUCTIONS TO FILE YOUR E-POSTCARD. 
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Option 2. If you have filed an e-Postcard on the IRS Site previously and have an IRS username that you can 
remember, you can select “Sign in with an existing IRS username”. NOTE: this will be the last tax filing season 
that this option will work. In future tax filing seasons, you will need to create a new account with either 
LOGIN.GOV or ID.me. (See instructions on p. 2-5.)    

As a returning user to this site, follow these instructions to Log In – Enter the Username you created the first 
time you set up your profile, then click Login. (If you forgot your Username, click on the link underneath the 
Login button and follow the instructions provided.)          

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

After you login, you’ll be asked to verify your Site Image and Site Phrase, then enter your password. (If you 
forgot your Password, click on the link underneath the Password box.) 

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

Once you are logged into the system, you will see a Login History/Online Security reminder, then click 
Continue.  

*THIS IS THE END OF OPTION 2. YOU ARE READY FOR THE INSTRUCTIONS ON P. 8.* 
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*At this point, Option 1 A and B, and Option 2 should be following the same 
instructions.* 

Once you have logged into your account, select “MANAGE E-POSTCARD PROFILE” under “e-Postcard 
Profile” heading.  

 

On the next screen, click on “Edit user type”. Select from one of two options: “Exempt Organization” or 
“Preparer”. Select “Exempt Organization” if you are the volunteer listed as the contact for the exempt 
organization. Select “Preparer” if you are filing on behalf of an exempt organization. 

Then, add the EIN for which you are filing an e-Postcard.  

 

 

If you receive an error message as shown below for an EIN you have entered, stop! For some reason, 
the IRS is not recognizing this EIN as federally tax-exempt. Please contact the County Extension Office 
for further instructions. The County 4-H Extension Educator can work with the State 4-H Office to talk 
about options for filing. Do NOT initially call the IRS as instructed on the IRS site. 
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Otherwise, if the EIN is recognized by the IRS, then the name of the group with the EIN will appear in 
the “Currently Associated EIN(s)” section. Most likely the Organization Name will appear as “Trustees 
of Purdue University” – that is because the 4-H organization is part of the Purdue University Group 
Exemption Number. 

You now have the option to add additional EINs for which you want to file an e-Postcard, or proceed 
with filing an e-Postcard for the group that is listed. 

When you are ready, you can “Create New Filing” for the organization listed. Or, if the organization has 
dissolved or ceased to operate in the last year, you have the option to “Delete EIN”. 

 

 Follow the directions provided to file the e-Postcard. 

o Select which profile you are filing for and press continue.  

 

o Answer the Organization Information questions on the e-Postcard page. 

 For the tax year ending (December 31, 2022 should be automatically populated) 

 Has the organization terminated or gone out of business? (Yes or No) 
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 Are your gross receipts normally $50,000 or less? (Yes or No) 

 

On the next page you will be able to identify a DBA name. Often, the organization’s legal name will be listed as 
“Trustees of Purdue University.” A “DBA (Doing Business As) Name” for the organization may be entered here 
(which would be the actual 4-H Club or 4-H Affiliate name). This step is optional. 

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

Enter the organization’s mailing address, city, state, zip code (Please use the Extension Office address). 

 

NOTE: Using periods 

may cause the 

address to be 

unrecognized. (e.g., 

use P O Box instead 

of P.O. Box) 

Organization’s legal name 

– Line 2 – will likely be 

left blank. 

The tax reporting year for 

4‐H entities is January 1 

to December 31. 
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--------------------------------------------------------------------------------------------------------------------------------------------------- 

Enter the name and address of the organization’s Principal Officer (4-H Club Volunteer). (Again, please use 
the Extension Office address.) 

 

Submit the filing 

(1) Submit your Form 990-N (e-Postcard)  

a. Click “Submit Filing” button, then “OK” (when you are ready to submit). 

 

b. You’ll have the chance to save your information and then submit the e-Postcard to the IRS. 
Save (or print) as an electronic PDF file. 

(2) Print and/or save an electronic copy of this notification in your 4-H organization’s tax 
records and also provide a copy of the notification to the County Extension Office. 

 

 

Type of Name – select 

“Person”. 
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When you click on the “Print” button from the previous screen, you’ll receive a copy of your e-Postcard that you 
can print and/or save. It will look something like this: 

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

Another possible screen you will see when attempting to file is shown below. 

 

This is an IRS website system error, nothing you have done incorrectly. Try to file at a later time when the 
system is working again. Sometimes you can retry immediately; sometimes it takes longer for the system to 
work again. 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

You are almost done…but not quite: 

Was your filing successful? PLEASE VERIFY! 

Log back into your profile on the IRS site and select “Manage Form 990-N Submissions.” 
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You will then be able to see the status of your filing. The status will be either approved, rejected, pending, or 
failed. Click on the link under the “Submission ID” heading for additional information about your filing status. 
Print this information for your records and provide a copy to the Extension Office. 

 

 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

Examples of Failed and Pending Status notifications are shown below. A “Failed” status typically means 
something was wrong with the IRS filing website and the site was unable to process the filing request. Attempt 
to complete the filing again. A “Pending” status means that the filing has yet to be processed by the site. 
Typically, this takes just a few minutes. Click on “Get Updated Status” to refresh the status. 
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--------------------------------------------------------------------------------------------------------------------------------------------------- 

An example of an Accepted Status notification is shown below. An “Accepted” status means that the 
organization has successfully filed an e-Postcard for the most recent tax year. Congratulations! Print a copy 
of the screen and keep this file with your group’s financial records; also share a copy with the 
Extension Office. 

 

An example of a Rejected Status notification is shown below. A “Rejected” status means that for some reason 
the filing was unable to be completed successfully. Clicking on the “Submission ID” link shown in the previous 
screenshot will reveal more information about the filing (as shown in the “Rejection Category” column below).  
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Common reasons for rejection of a filing include: 

 Although the organization has completed all of the steps necessary to be included under the Purdue 
Group Exemption Number (5924), its record has not yet been listed or recognized by the IRS under the 
Purdue GEN.  

 The IRS cannot determine the organization’s fiscal year.  
 Failure by the organization to file an e-Postcard annually. If no successful filing has been completed on 

behalf of the EIN in the past three (3) years, the federal tax-exempt status associated with the EIN will 
be revoked by the IRS. 
 

What do you do if your filing is rejected? If your 4-H organization is NOT able to successfully file a 990-N, 
please follow these steps: 

 Do NOT initially call the IRS as the instructions provided by the IRS in the rejection notice recommend. 
 Print the notification that you receive indicating the IRS has rejected the e-Postcard filing or that it does 

not recognize the 4-H organization’s EIN or its tax filing year.  
 Keep a copy of this printed notification in your 4-H organization’s tax records and also provide a copy of 

the filing notice to the County Extension Office for review by the 4-H Educator. The County Educator 
will contact the State 4-H Office for further assistance. 

 There will likely be some follow-up instructions provided to the 4-H organization representative so that 
this person can contact the IRS to find a resolution to the 4-H organization’s inability to file successfully. 

 

Documentation: All organizations must keep documentation from the IRS in their files for a minimum of seven 
(7) years – including confirmation of successful filing and documentation of unsuccessful attempts to file the 
990-N.  

 

Want to check on an organization’s filing history? 

The Exempt Organizations Select Check tool allows users to search for and select an exempt organization 
and check certain information about its federal tax status and filings. Three different searches may be 
conducted through this tool: 

 Organizations eligible to receive tax-deductible charitable contributions 
 Organizations that have had their federal tax-exempt status automatically revoked 
 Organizations that have filed a Form 990-N (e-Postcard), including their filing history. 

The Select Check tool is available at: https://apps.irs.gov/app/eos/. 

 

Questions: If you have questions regarding these procedures, please first contact the County Extension Office 
for assistance. Please do NOT initially contact the IRS.  

THANK YOU for completing this process! 


