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How to file

Not Required to File Form 990 or Form 990EZ, use the Form 990-N Electronic FilRgSystem
(e-Postcard).

s The Form 990-M electronic-filing system moved from Urban Institute’s website to IRS.gov in
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for Tax Pros

To electronically submit Form 990-N, Electronic Notice (e-Postcard) for Tax-Exempt Orgarizations

Topics February. All filers must register at IRS.gov prior to filing their next Form 930-M. This is a
one-time registration; you won't be asked to register again when filing next year.
o A7 Index ¢ Form 990-M must be completed and filed electronically. There is no paper form.
* Search for Charities ¢ Form 990-M filers may choose to file a complete Form 990 or Form 990-EZ instead.
* Calendar of Events ¢ Use the Form 990-M Electronic Filing System (e-Postcard) User Guide while registering ang
* Charity and Nonprofit filing.
Audits o Forfiling system and website issues, see How to File: Freguently Asked Questions. If site

issues are unresolved. call TE/GE Customer Accounts Services at 877-829-5500. A
representative will file your Form 990-N information.
Organizations should continue efforts to file, even if late.
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* Tax Exempt and Prior to filing your form, please review the following information:
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Electronic
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First Time Users Returning Users
If this is the first time you are using this online service, Log in below if you've previously registered through any of
we will need to verify your identity before we proceed. the following applications:
» GetTranscript
» |dentity Protection PIN (IP PIN)
« Online Payment Agreement (OPA)
« ePostcard
E Username
b L _l
] mask username
A5
Forgot Username
WARMNING! By accessing and using this government computer system, you are consenting to system monitoring for law enforcems
Il purposes. Unauthorized use of, or access to, this computer system may subject you to criminal prosecution and penalties.
IRS Privacy Policy | Security Code Terms and Conditions | Accessibility




Create a User and Password

¥HIRS

Step 1 of 4: Personal Information
All fiefds are required.

First Nama

— ' e Enter the Appropriate information.
- | s Select “SEND EMAIL
Email Address CONFIRMATION CODE” button.

& confirmation ¢ode will be sent to your email address.

CANCEL SEND EMAIL CONFIRMATION CODE >

What will we do with your information?

The IR.5 may use third party data to verify your identity. The thind party provides the IRS with information o generate questions used io halp
authenticate your identity. This action may create an enfry called a *soff inguin® on your credit repor, The soft inquiry will be listed a3 an IRS
INgquiry With the date of the request. Only you can eee tha IRS S0t INquiry. SOt INgUiNes 0o not affect your credit SCOME NG ars not repomnsd to
lenders, Learn more abhout soft inauines.
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Step 2 of 4: Verify ldentity

Do not close this browser window or you will have to restart the procesa.
= A confirmation code will be sent to your email address within the next 10 minute s

|', i « Chechk your spam folder if you don't receive an email.

« [Fyou don't receive a corfirmation code within 15 minutes, pl=ase selectcancel and request a new code.

Enter Confirmation EM/

Enter the Confirmation Code sent
by the IRS and select
“CONTINUE” button.

CANCEL CONTINUE >

IRS FPrivacy Policy | Accessibility




Step 3 of 4: Security Profile

All fields are required

User ID and Password
p— Enter a User 1D of your choize. The User (D

User ID cannot be an email address, SSM, or contain
| a space, or special character (I@E% &)

Password Paszword Rules:

| » Between & and 20 characters long.

» Must contain at least ene numerc and one
He-enter Password special character (1@FF0 &)L

= At least one upperase and at [zast one
lowerc ase letier.

= Matching password must be re-entered.

Primary Email
- |Ireque@90fn.cc>m
Secondary Email {optional)
|l.| nigue phrase which will be included In confirmation emalls sent by IRS Online S2rvices to you
Site Phrase
Create a site phrase that you will recognize when you login,
—— You must answer each question
before submitting to move on to

the form. Any fields that are not
properly filled out will not be

accepted.
— o ____________________________________________________________________________________________________________________________ga




Challenge Questions

Answer Rules
« The same answer cannot be used more than once,
« Theanswercan notbe a word or number that 1s part of the secret question

Question 1

Answer 1

Question 2

Answer 2

Question 3

Answer 3

Question 4

Answer 4

l
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User Profile Successfully Created

Your profile was successfully created. Be sure to write down yvour User ID for future reference. Please click the "Continue” butten to go
to your selected apolication

Mote: All future cormes pandence will ke via email.

CONTINUE »

RS Privacy Policy | Accessibility
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Electronically file your Form 990-N (e-Postcard) o | Sesunty Frafie | Lagau

e-Postcard Profile Manage Form 990-N Submissions

Before youcan create a Form 350-N (e-Posteand), you must Once your e-Postcard Profile is ereated you can use the Manage
create your sFostcard Profile Your ePostcand Profile allows you  Form 990-N Submissions pags 1o
foc

1 Create a Foom 3500

1. Designate your e-Posteard Profile as either a “Freparer” or 2. fiew the stalus of your existing Form 9908
“Exempl Crganization” submissionis)
2. Add ElNa 10 your e-Postcard Profile 3. Edit an in-progress Form S90-4

3. Remowe EIMs from your e-Fostcard Profile 4. Delsls an in-progress Form 990-N

More information on who must file a Form 990N,

Once cregled, you can update vour e-Posicard profite a any
time: Click the bton below 1o g8t staned

MANAGE EPOSTCARD PROFILE 2 MANAGE FORM 900 SUBMISSIONS ) 6—'—

Application Yersion Number: 1.0.1
Version Build Date: 2016-02-20 22:16

Select “MANAGE FORM 990-N SUBMISSIONS"” to create your 990-N. |__J

Supporl | Privacy Policy | Links | Requirements and Tips | FAQ
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Home | Secur ofik i
e-Postcard Profile e | Security Profile | Logad

e-Posteard Profile Sekcl EIN Qiga nlralisn Dedails Comiact Infommation Conlirmation

] | | )

Please select Exempt Organization or Preparer

Uesr Type

~Select One— T M= Select “Exempt Organization”

'i PREVIOUS CONTINUE ’
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e-Postcard Profile Ham | Secunty Profite | Logaul

a-Posicard Profile seject EIN Crganation Letails Contact imformation L oniwma on

e

You are logged in as: | Exempt Organization | | Edit user type

I [ aooEm | Enter Lodge’s EIN and select
“ADD EIN” button

Currently Associated EIN(s)

EIN Organization Hame Date Added Delete

Ne ElMs are currently agsociated with your D

DELETE EIM CREATE NEW FILING ’

When your Lodge’s EIN shows in
the “Currently Associated EIN(s)
menu, select the

“CREATE NEW FILING” button

Supporl | Privacy Policy

Links | Reguirements and Tips | FAD
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Select EIN HEDE'&EE.UDL;_ELE[IEHEM

e Postcard Profile Select EIN Organization Details Contact Information Confirmation

(S IR

Please select the EIN for which you want to file for

E-,ll, T

-Sel=cl EIMN- T

{  MANAGE E-POSTCARD PROFILE CONTINUE 7

Select your Lodge’s EIN from the
drop-down menu and select
“CONTINUE"” button.
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Organization Details

g-Postcard Profile Sd_mt EIN

ﬂiganlzaﬂun D_a_tal !_s

Homs | Security Profile | Lopout

Contact Information Confirmation

—_— 1

Electronic Notice-Form 990-N (e-Postcard)

Organization Information 1.
Far the tax year ending Z-u
December 31, 2015 2 3
Hag your organizatian farminatad or gone out of businesa ¥ 4"

—Selec.l Cine— | =

In Response to the questions:

December 31, 2015

Mo — unless your lodge is disbanding
Yes

= 6. Should have autofilled with the
information you've already provided.

Are your gross receipts normally 350,000 or less?
—-Select Cine— bl

Oirganization's legal name -Ling 1
SONS OF NORYUAY b

Drganization's legal name -Ling 2

Employer identfication Number (EIN]
237525640

=]

PREVIOUS




Contact Information

e-Postcard Profile Select EIN

Organization Details

Contact Information

Home | Serurity 3'rr~ﬁ|=~| oot

Confirmation

—_——— :

Electronic Notice-Form 990-N (e-Postcard)

Organization Address and Principal Officer Information

Organization’s legal name | SOMS OF NORWAY |

If your erganization conducts busineas using ancther name [DBA), enter other name:

¥ = required fisld

Organization:

DBA Name

DBE& Name - continuwed

ENTER ADDITIOMAL DBA MAMES

Country™
--Selact One-- LB

Number and Srest (or PO Box)®
City of Town®

State”
~Gelect Cne-- v

Zip Code
b

In Response to the questions:

1.
2.
3.

Lodge Name
N/A
Country — this will only affect Canadian
or Norwegian lodges that have an EIN
in the US

— 7. Address of the Lodge’s Treasurer




Grpanization's webaite address, If applicable

[y
Principal Officer- In Response to the questions in order:
Type of Mame: 1. Website —if the lodge has one
—~Select One— v D 2. “Person”
Persen Name" _ 3— 8. President’s Name followed by their
¥ address (or the Lodge, if the Lodge has a
Country*
P P permanent address)
Humber and Street (or PO Box)” . .
5 Select “Submit Filing” Button
City or Town*
crater
—-Select One-- |
£ip Code®

[ rrevous W oavoet rume 1 save ruvo I suomereume



e-Postcard Confirmation Warning!
Do you want to save the data and submit this filing to the IRS?

Once you submit the e-Postcard. you will no longer be able to edit the
information in the e-Postcard.

Click "Ok" to submit the e-Postcard to the IRS, otherwise click "Cancel”
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Confirmation

Horm | Securty Profils | Loges

e-Postcard Profile Select EIN Organizaticn Details Contact Inform ation Confirmation

YWour Form S50 e-Postcard) has been submitted to the IRS

« Organization Mame: SO8S OF MORMAY
s EIN: 237525640

= Tax Year 2015

* Tax Year Stard Dates 01-01-2015

= Tax Year End Date: 12-31-2015

« Submizszion 1D 106065530160610000952
= Filing Status Date: G3-01-2016

= Filing Status: Pending

You will receive a confirmation of your filing.
Note that the Filing Status is “Pending”

Select “MANAGE FORM 990-N SUBMISSIONS”
button.

Nete: Print a copy of this filing for your records. Onca you leave this paga, you will not be abie to do so

% MAMAGE FORM 920-N SUBMISSIONS
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Manage Form 990-N (e-Postcard)

Home | Securbty Profile | Logout

EIN Organization Name Tax Year End Date Created On Status Submission |ID Action
FLTEISEL0 | SONS OF NORWAY 2015 12312015 O3-M-2016 | Arcepted | 1006552016 0052
waa Prey FEQE 1 ¥ Mext won

CREATE NEW FILING ?

On the Manage Form 990-N (e-Postcard) page
you can monitor the Status of the form to see
when it is “Accepted” or “Declined”.




