
To file your Form 990-N, go to the IRS’ Form 990‐N website and scroll down to click Submit Form 990‐N (e‐
Postcard). 

SC PTA Steps to File IRS Form 990N 

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-postcard


You will need to create an account on Login.gov or ID.me to begin the filing process. 

https://Login.gov


Once you have created an account and logged in, you will see the screen below. Select Manage E‐Postcard 
Profile. 



On the screen that appears, select Edit User Type and use the dropdown menu to select Exempt Organization. Type in 
the EIN number of your PTA unit and click Add EIN. When your PTA unit is displayed under Currently Associated EIN(s), 
click on Create New Filing. 



Select the EIN you wish to file for (likely the only one available in the drop‐down list) and click Continue. 



The date for Tax Year Ending, organization’s name, and EIN will be auto‐filled. Use the drop‐down menu to select No for 
Has your organization terminated or gone out of business? And select Yes for Are your gross receipts normally $50,000 
or less? Note that “normally” refers to the previous 5 years so your PTA unit should have earned less than $50,000 for at 
least three of the last 5 years. Select Continue. 

Enter your unit’s Doing Business As (DBA) name (usually different from the legal name of South Carolina Congress of 
Parents and Teachers—e.g., Smithfield Elementary PTA). Fill in your unit’s mailing address (typically the school’s 
address). If your unit has a website, copy and paste the website address into the designated box. Under Principal 
Officer, use the drop‐down menu to select Person. Fill in your name and personal mailing address in the boxes 
provided. Then click Save Filing just in case a technical error occurs when you try to submit your form. This will save 
your work and take you back to the same page so you can click Submit Filing. On the pop‐up box that appears, click to 
confirm that you wish to submit your form. 







Once you have submitted your form, the screen below will appear.***CRITICAL STEP*** Make sure you click Print to 
print a copy of your filing. If you navigate away from this screen, you CANNOT get back to it to print later. 



Below is the filing confirmation that appears when you click Print. You should print a hard copy for your files and, if 
possible, create a pdf copy you can upload to Givebacks. If you are not able to print to pdf, you can always scan or take 
a photo of the hard copy to upload. 

You have successfully filed your IRS Form 990‐N…congratulations! Don’t forget to upload it to Givebacks under 
Compliance, Enter Submissions (Form 990s, Financials). 




