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From the HTI website
www.high12.org
Scroll to the bottom of the 

Home page
Under Quick Links
Click on:
Filing the Annual IRS 990-

N ePostcard Tax Return 
link
This will open the basic 

information page under 
the Everyone Tab; 990-N 
Filings
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Everyone; 990-N Filings 
Page
Click on the larger red 

HERE link as indicated
You will be taken to IRS 

website:
Annual Filing 

Requirements…
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 Top part of page provides 
information on:

 About filing
 Who must file
 Form 990-N filing due 

date
 Scroll to the bottom half 

of page
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 Bottom part of page:
 Ready to file?
 Click on the link:
 Form 990-N Electronic Filing 

System 
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 If you have not filed 
before you need to 
create a personal 
account with the IRS 
first.  Follow the steps 
from the Create 
Account.

 If you have an account 
enter your user name 
and click on Log In.

 If you forgot your user 
name click on the link 
and follow the steps.
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Enter Username
It is case sensitive 

(upper and lower case 
letters!).
Click on Log In.  
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Part of the security is 
picking an “image” when 
the username was created.  
Purpose is if it is not the 
picture you selected you 
may have been hacked.

Enter your password –
remember is it case 
sensitive (upper and lower 
case).

Click on Submit

 If you forgot your password 
click on the link and follow 
the steps. 8



 If your password is 
correct you will see a 
history of your login 
activity.
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The ePostcard Profile is 
where you add the EIN 
number(s) you will be 
filing for. All are kept in 
one place.

Manage Form 990-N 
Submissions is where 
you add and select the 
EIN(s) you will be filing 
for.
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To ADD an EIN
Click on Manage E-

Postcard Profile

To SELECT an EIN go 
to page 17.
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Key in the EIN number
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Click on Add EIN
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Click in the box to 
select the EIN you 
want to file for.
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Click on Create New 
Filing
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 When “manage” is clicked on 
this screen is displayed 
showing all filings made 
oldest to newest, tax year, 
date year ends, status and 
submission results.

 To create a new filing click on 
the button.

16



 Select one EIN 
from the drop 
down list.
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The Tax Year is pre-filled for 
you.
Is the organization going of 

business: yes or no
Are gross receipts over 

$50,000.00: yes or no
Organizations legal name is 

pre-filled for you.
The EIN is pre-filled for you.
Click on Continue.
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 This page you will have to 
enter (avoid ALL special characters such 

as but not limited to:  “ ‘ - , . % @ &):
 Club number and name
 Country – select United 

State from drop down
 Enter your mailing address
 City 
 State – select from drop 

down list
 Zip code 5 digits
 Next page shows 

information that was keyed.
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Principle Officer
The Principle Officer is who the IRS would 

contact for additional information if 
needed or to send notices to.  This is the 
person that is associated with the EIN on 
the HTI Group Exemption.
In most cases this is your information BUT 

if you are an association secretary filing 
for all clubs in your association then it 
would be the secretaries information OR 
designated EIN contact for the club filing 
for.
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 After the Principle 
Officers information is 
entered then click on the 
submit button.

 The confirmation 
warning will be displayed

 Click on OK to submit the 
filing.  

 Once submitted you can 
not go back!
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 Once OK is clicked 
you will see this 
page.

 Print this page and 
retain – it show what 
you filed for and is 
for your information.

 Filing status is 
PENDING at this 
point.
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 This is what the 
prior page looks like 
in print format.

 Again it is 
informational ONLY.

 The IRS will not 
accept this as ‘proof 
of filing.’

23



• When the prior page is 
closed this page will be 
displayed.

• It show the filing as 
PENDING.

• The Submission ID will 
take you back to the 
prior page.

• In 7 minutes (plus or 
minus) the Status should 
change to ACCEPTED 
(good) or REJECTED 
(shows the reason(s)).

• Refresh the page  
(backwards arrow on you 
brower).
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 After roughly 7 
minutes and you 
have refreshed the 
page, the STATUS 
should be updated 
to ACCEPTED.

 Click on the 
Submission ID link 
and the Acceptance 
document will be 
displayed.
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This is the 
ACCEPTANCE 
document and the 
ONLY proof of filing 
that the IRS will 
accept! 
Print and keep a copy 

in a safe place.
You can come back 

and print this a later 
date as it becomes 
part of your 
Username history.
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