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Objectives

After this training, you will:

Know the terminology and process 
for filing your echelon’s 990-N.

Be able to use the IRS’s tax filing 
platform.

Understand why your echelon 
must file its 990-N.
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Step 1: Get online

1. Open your Internet Browser. Google Chrome or Internet 

Explorer are the best options. Avoid Mozilla Firefox. Do 

not use AOL’s browser, it is not compatible.

2. Go to the filing website: 

https://sa.www4.irs.gov/epostcard/

Tip: If you wish to learn more about Small Exempt Organizations’ tax filing, visit: 

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-

for-small-exempt-organizations-form-990-n-e-postcard
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Step 2: Begin as a First Time User. Click 

"Get Started."
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Step 3: Confirm your email address.
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Step 3 Continued

 The IRS must be sure that you are a real person with a real email address. This step 

does not mean you have chosen a Username or password. It is solely to check if your 

email address is active.

 Enter your first and last name. This has nothing to do with your Post. You are 

registering as an individual user, so you need to enter your name.

 If you filed in previous years, be sure to use the same name. (e.g. if your name is Benjamin, 

but you entered Ben last year. You enter Ben this year.)

 Enter your email address. You MUST use an email address that you can access now AND 

next year.

 The IRS notes: "A confirmation code will be sent to your email address. You will need to 

get the code and enter it on the next screen." 
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Step 4: Keep the IRS website open, but open 

a new window or tab to check your email.
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Step 5: Copy the 8-digit confirmation code and 

enter it on the IRS website. Must do within 15 

minutes!
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This is NOT your password.

This is a temporary code used as a safety measure. 

The IRS must be sure you are a person with an 

authentic email address. Once you have entered 

this code into the IRS website, you will not need it 

again.



After entering the confirmation code, you are 

taken to the next page to create your User 

Profile.
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After entering the confirmation code, you are 

taken to the next page to create your User 

Profile.
 As the person filing the taxes, you are the User.

 When completing your profile, remember that it is YOUR user profile. 

Information you enter is unique to you. When another Post member 

takes on this job, s/he will create their own user profile. 

 We do suggest that you create a Username that can be passed on to 

the next person such as JWVPost33. But you don’t have to pass it on. 

Again, the next person can register as a new user and still be able to 

file the 990-N for the Post. 
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Step 6: Enter the Username you have 

chosen and create a Password.
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Step 7: Create a short Site Phrase and 

choose a Site Image.
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Step 7: Create a short Site Phrase and 

choose a Site Image.
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The Site Phrase is a security measure. 

If you log on to the website to check the status of your filing, or to file 

next year, and you DON'T see your Site Phrase, then exit the website 

immediately. The Site Phrase should always appear on the page when you 

first log-on.

Given that, be sure to choose a phrase you'll remember (and write it 

down for safe keeping)!



Step 7: Create a short Site Phrase and 

choose a Site Image.
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The Site Image is another security measure. 

If you log on to the website and DON'T see your Site 

Image, then exit the website immediately. The Site 

Image should always appear on the page when you 

first log-on.

Choose an image you'll remember (and write down 

a description of it for safe keeping)!



Step 8: Choose 4 Challenge Questions 

and Answers. Record for safe-keeping!

15



8. Options for Challenge Question 1
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8. Options for Challenge Question 2
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8. Options for Challenge Question 3
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8. Options for Challenge Question 4
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Congrats! User Profile created! 

Unless...

 If, when you click "Submit," you are taken to the top of the 

page again, then something you entered was incorrect. The 

website will prompt you in red wherever the mistake is. Fix it 

and then submit again.

 If, when you click "Submit," you are taken to a blank page or 

error page, then something went wrong on the IRS's platform. 

Unfortunately, you will need to close the website and repeat 

the process. That means getting a new confirmation code. Be 

patient and try again.
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The User Profile you created is referred to as a 

"Security Profile.“ You can always make changes 

to it by clicking on “Security Profile” in the 

right corner. 
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Step 9: Create your e-Postcard Profile. 

Click "Manage e-Postcard Profile."
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Elements of the e-Postcard Filing
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Control Panel: Use these 

links to return to the home 

page, visit your Security 

Profile, or Log out of the 

system. 

Status Bar: As you complete 

each section of the e-

Postcard, the status bar will 

fill-in until 100% is reached. 

Task: Each task to complete 

the e-Postcard will occur in 

the Task area. 



9a. Select who is preparing the 990-N. If you 

are the JWV member/patron filing for your Post, 

choose “Exempt Organization.”
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9b. Enter your echelon’s EIN. Click “Add EIN” 

and then it should appear in the lower list. 

Click “Create New Filing.”
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Step 10: Select your echelon EIN to file 

the 990-N.
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Step 11: Confirm your echelon’s information.
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If you are unsure about any of the 

questions, click the “?” to the right and an 

info box will appear.
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Is your organization still operating?

Is your gross income $50k or less?



Step 12: Confirm Contact Info. If your Post registered 

its EIN under its formal name, you may wish to add its 

shortened name as a “DBA.” 
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For example: 

Elin-Unger-

Waldor-

Meranus-

Ferdinand Post 

273 might add 

the DBA: JWV 

Post 273.



12. Confirm Contact Info. If your Post has a 

mailing address, enter into the “Organization” 

section. If not, use your mailing address. As the 

person filing, you are the “Principal Officer.” 

Enter your info there.
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Step 13: Review your submission and then 

print.
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Step 14: A new page will open with your 990-N 

receipt. You will NOT receive this confirmation 

via email. PRINT NOW.
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To check the status of your filing, make 

changes to your security profile, etc.

Return to the website and log-in with the Username and password you chose. 

Then click on “Manage Form 990-N Submissions” to review any of your 

submissions.
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Contact Information

Finance Board Report Questions:

Finance Board Co-Chairs PNC Joe Zoldan and DC Erwin Burtnick

membership@jwv.org

Finance Board Report and 990-N Submission Questions:

Membership Coordinator Mara Sherman

msherman@jwv.org

To get in touch with your Department/Council echelon:

Membership Assistant Lauren Hellendall

lhellendall@jwv.org
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