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(This is a sample of what the certificate looks like)
A.  EIN Number (right)
B.  Organization name (left)
C.  Contact Person (left)
D.  If do not have a copy of the original, 

contact the 990 consultant.  She will work 
with you to help you obtain a copy.

EIN Certificate



Web address is located in manual (which will 
bring you to the Tax Exempt Organization 
Search page)

● Select Annual Filings & Forms on left tool bar
● NOTE:  if you use the online form of the 

Manual, you can click a link on the 990 page 
of the Manual and it will take you directly to 
the website for filing.

 

 990 Website
www.irs.gov/app/ePostcard

Tax Exempt Organization Search
Annual Filing & Forms (left tool bar)



Scroll down to the middle of the page
Look for a series of Links under “ Review these 

pages for Form 990...”
Select Link “Annual electronic notice 

(e-Postcard) for small exempt 
organizations”

Annual Filing & Forms Link
Annual electronic notice (e-Postcard) for small 
exempt organizations (middle of the page)



 
About Filing Section

You can download a Users Guide, which 
gives step by step instructions

     

Annual electronic notice (e-Postcard) 
link

About Filing section
Users Guide



  

 

Users Guide

Step by Step Instructions:
 

How to register/create a login (first time 
users)

Create an Online Submission

The Users Guide will give step by step 
instructions on: 

● How to register or create a login
● How to create an online submission



    Submitting Form 990-N
      A.  Located toward bottom of page
      B.  Right before the “Ready to File?” section
      C.  Select Form 990-N Electronic Filing 

System link

Submitting Form 990-N (e-Postcard) Section
 Form 990-N Electronic Filing System 
(e-Postcard) 

Annual electronic notice (e-Postcard) 
link



Once link is selected, you will encounter a page that looks 
like this.

If filing for the first time, you need to create a profile:
Sign up (at bottom): Select “Create Account”

● Choose one to create an account with:
1.Login.gov (blue button)
2.ID.me  (green button)

● Create a user name & password (minimum of 8 
characters with symbols, number & capitals)

● NOTE:  If you already have an ID.me account, 
there is no need to create a new one.

     
Once account is created, log in (top section)

Form 990-N Electronic Filing System 
(e-Postcard) 



Logging in to Your Account
Select Which Option is Preferred to Receive the 

Two-Factor Identification Code

This is a two-factor verification:

You will be asked to enter a phone number to receive 
either texts or phone calls.  Depending on what is 
selected, you will either receive a text or a phone 
call with a 6-digit code to complete the sign-in 
process.



If you are filing for the very first time or adding an EIN to 
your profile (i.e. you are now filing all the 990s in your 
county), 

    Select the Manage e-Postcard Profile link (on bottom 
left)

***Note:  If you have previously filed, you will select 
“Manage Form 990 N Submissions” (on bottom right) 
but we will address this later in the presentation.

      

Electronically File Form 990-N



Drop down menu:
select “Exempt Organization”

Manage E-Postcard Profile



Add any new EINs to your profile
a.  if filing for the first time
b.  if filing multiple 990s, then must 
     enter all EINs

Manage E-Postcard Profile



 Below, it will list all currently associated EINs. 
 If you are no longer associated with that EIN 

(someone else is filing), then you can delete it 
from your profile

 Once all EINs have been added to profile, you can 
select “Create New Filing” link at bottom of page
 

Create New Filing



Electronically Filing 990 
A.  If you have previously filed 
B.  Select “Manage Form 990 Submissions” 

link

Electronically File Form 990-N



The Manage Form 990 Submissions link will allow you to
 Create a new filing
 View status of submission (whether approved, pending, 

or declined)
 Edit a 990 filing (BEFORE it has been completed & 

submitted)---maybe you began but were unable to 
complete at that time

 Delete a 990 (BEFORE it has been completed & 
submitted)

Manage Form 990 Submissions

Create a new Form 990
 View status of online submissions
Edit an in-progress Form 990 
Delete an in-progress Form 990



Select the EIN you want to file from the drop-down 
menu

***Note: If you do not see the EIN in the drop-down 
menu, you will need to go back to the Manage 
Profile page and add the correct EIN

Create New Filing



Three questions that need to be answered:
 For the tax year ending ---remember that when you file 

in May the year you enter is for the PREVIOUS 
calendar year (ex: in May, 2024 you will enter year 2023)

 Has your organization terminated or gone out of 
business?

a.  “No” for any active organizations
b.  “Yes” if the organization had disbanded during the 
      past calendar year (YES, you still need to file a    
      990 for the final time, even though the 

organization has disbanded)
 Are your gross receipts normally $50,000 or less?---”yes” 

(for most clubs, counties, and possibly districts) “no” if 
it’s more

Organization Details



Contact Information---Most rejections are data entry 
errors (misspellings, info put in wrong location) 

● Organization’s Legal Name---Texas Extension Education 
Association (DO NOT put anything else here)

● DBA (Doing Business As) Name---Name of your club or 
county association (MUST be listed EXACTLY as on 
EIN certificate)

● Directly below DBA Name---contact person & address 
(This one MUST be listed EXACTLY as on EIN 
certificate)

● Note:  Below this section there is a place to list Name of 
Principal Officer (the current president/county chair’s 
name) & contact info (This is the information that you 
submitted on the EIN & Presidents form for the 
current year.)

● Submit Filing

Contact Information



Principal Officer Information

Principal Officer Information:
● (This is the information that you submitted on the 

EIN & Presidents form for the current year---
enter EXACTLY as on EIN & Presidents form)



Select print a copy on this page (bottom 
left)

Confirmation page



This is what the printed copy will look like. 
 You can print this page OR
 Save to a file on your computer:

● Control P (for print),
● Select “Save as PDF” as the printer option
● Name the file whatever you choose to name it
● Select which folder to place it in
● Select “Print”
● Print a paper copy for your records and a copy 

for the 990 Consultant, if you choose to mail it 
rather than email it

 IMPORTANT:  If you do not print or save this, you 
will not be able to access this info later  

990 E-Postcard



Once the form has been submitted, you return to the 
Manage Form 990 N Postcard page

 Initially, it will say “Pending” for the status
 Check back in about 7-10 minutes & refresh the 

page or log back in (It should change to say 
“Accepted” or “Rejected”.)

 Once that occurs, it will give a submission ID 
number link...select link.  NOTE: you may have to 
select the submission ID link in order to see the 
status.

 If rejected, the link should give further details.

Manage Form 990-N



This page does not give a print option
To print:
● Control P to print page 
● Select “Print to PDF” as the printer option, and 

save to your computer.
● Print a paper copy for your records, and a copy for 

the 990 Consultant, if you choose to mail it.
● Email or mail a copy of the confirmation and a 

copy of the filing to the 990 Consultant. 

ID Submission page



  

 

Conclusion
Must be filed BY May 15
Double check for misspellings, etc before 
submission

Choose 1 person to file ALL EINs for 
county

Only TEEA members should manage the 
990 filing or EIN requests

Contact 990 Consultant for EIN certificate



  

 

Resources

https://myteea.org
TEEA Manual Appendix B
www.irs.gov/app/ePostcard

IRS Form 990-N Electronic Filing System 
User Guide

 


