
                                    990 N FILING INSTRUCTIONS 

To file the 990N, you will need to first set up a user ID and password with the IRS.  Start the process 
here: 

https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%253D&TYPE=33554433&REAL
MOID=06-000ca231-ad53-16bc-8663-
483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-
m5OrA%2b7FvbGU%2bgLgvTS4wrt26VgObWqx%2b78E5Bj5nDRoJHeUNEeLTNGiERDz%2bh%2fE&TARGE
T=-SM-http%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f 

Click Get Started under First Time User 

 

Supply the requested information: 

 

https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%253D&TYPE=33554433&REALMOID=06-000ca231-ad53-16bc-8663-483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-m5OrA%2b7FvbGU%2bgLgvTS4wrt26VgObWqx%2b78E5Bj5nDRoJHeUNEeLTNGiERDz%2bh%2fE&TARGET=-SM-http%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f
https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%253D&TYPE=33554433&REALMOID=06-000ca231-ad53-16bc-8663-483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-m5OrA%2b7FvbGU%2bgLgvTS4wrt26VgObWqx%2b78E5Bj5nDRoJHeUNEeLTNGiERDz%2bh%2fE&TARGET=-SM-http%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f
https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%253D&TYPE=33554433&REALMOID=06-000ca231-ad53-16bc-8663-483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-m5OrA%2b7FvbGU%2bgLgvTS4wrt26VgObWqx%2b78E5Bj5nDRoJHeUNEeLTNGiERDz%2bh%2fE&TARGET=-SM-http%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f
https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%253D&TYPE=33554433&REALMOID=06-000ca231-ad53-16bc-8663-483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-m5OrA%2b7FvbGU%2bgLgvTS4wrt26VgObWqx%2b78E5Bj5nDRoJHeUNEeLTNGiERDz%2bh%2fE&TARGET=-SM-http%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f
https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%253D&TYPE=33554433&REALMOID=06-000ca231-ad53-16bc-8663-483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-m5OrA%2b7FvbGU%2bgLgvTS4wrt26VgObWqx%2b78E5Bj5nDRoJHeUNEeLTNGiERDz%2bh%2fE&TARGET=-SM-http%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f
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The IRS will email a confirmation code – enter it on the next screen to continue.  Do not enter the dash, 
it will appear automatically 

 

Complete the security profile. Make note of your user ID and password as you will need it to access the 
site in the future. 
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You also need to create an e-Postcard Profile before you can file the 990N.  Click on Manage E-Postcard 
Profile

 

Select Exempt Organization 
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Enter you Chapter EIN and click “add EIN”.  You should then see your EIN listed under “Currently 
Associated EIN”.  Click on Create New Filing 

 

You should then see your organization information.  You will need to answer the two questions – Has 
your organization terminated and are your gross receipts normally less than $50k.  Then hit continue 
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Now enter your chapter’s organization and principal officer information.  The name that appears in the 
IRS database will be the beginning of your name as submitted when obtaining your EIN number.  If you 
conduct business under another name (for example: AANN-chapter name) enter that in the DBA name 
fields. 

Enter the organization address as the national office address in Chicago as noted below 
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Enter the principal officer’s name and address (this would usually be the president).  Once that is 
complete you can hit Submit filing.  If you want to save the filing and finish it later you can use the save 
filing button.  The 990N will not be complete until you hit Submit. 

 

 

Once you submit you will be taken to a screen summarizing your submission.  Please save a copy of this 
for your records.  Once a copy is saved click on “Manage From 990-N Submissions” 
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You will need to either wait for the status of the submission or come back later to view the status.  If 
waiting, skip to next step. If you decide to close and go back later, just return to the same website 
(noted at beginning of this document) and sign in as a returning user using the user ID and password you 
created.  Once on the site click on Manage Form 990-N Submissions 
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On the next screen click on “get updated status” in the action column and the status should now say 
“accepted”.  Click on the submission ID number 

 

Send a copy of this confirmation showing a filing status of accepted to the national office for your 
compliance reporting. 

 

 


