
File990 Step by Step 

Instructions



Filing reminders
 You will receive a filing reminder email every month 

when your 990N is due.

 Click on the link in the filing reminder (next slide) to 

start your return. 

 If you believe you need to file, but haven’t received a 

reminder, you can go to file990.org and create a free 

account. You will need to input your EIN number, but 

everything else will work the same way.





Click on the Get Started 

button to access your filing

 When you click get started, we pull all your information 

from the IRS. You will not need to know your EIN, fiscal 

year end, etc. 

 Clicking on the button in our reminder email is the 

easiest way to create and file your return. 

 If you create your own account, you will just need to 

know your EIN to create the filing.





Getting Started
 Select 990N for filing type

 Create a name for your filing

 Select the year your would like to file (this will be the 

chapter’s fiscal year, which is not necessarily the 

calendar year).



Review your information
 The next page will allow you to review all the 

information pulled from the IRS before you submit.

 You can see this page on the next slide.





Almost Finished
 Click on Continue and you will be taken to a payment 

page.

 Your filing is free, but you will still need to fill out the 

billing page information, shown on next slide.

 Enter the coupon code APOFILINGS.  





Next click on submit, then 

click on submit to IRS
On this page (next slide) you will fill out the filing officer information and 

submit the form to the IRS electronically.





You’re finished!
You will receive an email within 24 hours letting you know if the return has 

been accepted.


