WSTU
Local West Suburban Teachers Union IFT/AFT/AFL-CIO
7 500 Oakmont Lane
PO. Box 390

\/ Westmont, IL 60559-0390

Phone: 630/468-4098
Fax: 630/468-4088

Instructions for Filing
the Form 990N e-Postcard

On the next several pages, you will find step-by-step instructions for
filing the IRS Form 990N e-Postcard. Please note the following:

« Ignore Figures 5, 10, and 12 in the packet.

. In Figure 11, you are not asked the amount of receipts. Just check
“yes” where it asks if receipts are less than $50,000.

. In Figure 14, use the “president’s” name as the principal officer.

. Ifyour council closes its books in May, this form must be filed be-
fore October 15.

. Ifyour council closes its books in June, this form must be filed be-
fore November 15.

Contact Sandy Erickson, Local 571 treasurer, if you have any questions
or concerns. Sandy can be reached at 630/816-0152 or sandraerick-
sonl@mac.com.

iou34071afl/cio



IRS Form 990-N e-Postcard Quick Start

Chapter 1: Steps for filing an e-Postcard

To file an e-Postcard you must perform the following step:

1. Register with the epostcard.form990.org website as either an Exempt Organization or Preparer.
- Register as an exempt organization if you will only be completing the 990-N for your
organization.

- Register as a preparer if you expect to help multiple organizations. For example, a preparer
can be a paid preparer, such as a CPA, or a volunteer aiding exempt organizations at a local
library. By registering as a Preparer, you can use your login to register as many organizations as
you wish.

2. Respond to the activation email sent during the registration process.

3. Complete and submit the e-Postcard for an exempt organization.
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Chapter 2: Getting Started

The e-Postcard website is designed to display in Microsoft Internet Explorer for Windows, Version 5.5 or
higher, or Mozilla Firefox at a screen resolution of 1024 x 768 pixels.

Important! You will be required to enter an email address during the registration process. You must
make sure that your email filters will allow email from epostcard@urban.org to be received.

Registration information needed

To register with the epostcard.form990.org website you will need the following information:

1. Are youregistering as an Exempt Organization or are you registering as a Preparer.

2. If registering as an exempt organization, you will need the Employer Identification Number (EIN) for
the exempt organization.

Important! The exempt organization submitting an e-Postcard filing must be registered with the IRS.

See the Annual Electronic Filing Requirement for Small Exempt Organizations — e-Postcard (Form 990-

N) website for further information on qualifying as an organization that can submit an e-Postcard filing.
You need the EIN used when registering the organization with the IRS.

3. Preparers need to provide a Login ID.
Note: Login IDs are automaticaily generated for exempt organizations.
4. Preparers need to provide a business name,

Note: The organization name is used for an exempt organization. It is the name for the EIN as registered
with the IRS.

5. Password
6. Your first and last name
7. Your email address

Note: The email address is used to activate the registration and to communicate status information about
filings. It is not transmitted to the IRS.

8. Daytime telephone

e-Postcard information needed

Important! The exempt organization’s fiscal year for the year they are filing must be over before filing
an e-Postcard. The IRS determines the filing year using the beginning date of the fiscal period. If your
fiscal period begins February 1, 2007, you will not be able to file for the 2007 filing year until February 1,
2008.

1. Employer Identification Number (EIN) for the exempt organization filing the e-Postcard.
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Note: The EIN is automatically determined for an exempt organization registration. A preparer must
provide an EIN for the e-Postcard they are filing,

2. Isthe exempt organization terminatad or going out of business (Yes or No)?
$50,000
3. Are the exempt organization’s gross receipts normaliy—ﬁ?ﬁz,ﬂﬂﬂ-nr less (Yes or Neo)?

5. One or more other (DBA — doing business as) names used by the organization.
6. Organization's malling address

7. Organization’s website address {if the organization has a website)

8. Principal ONicer’s name and address,

Note: For certain exempt organtzations, this name may be a business name,



Chapter 3: Accessing the website

The e-Postcard Front-End application is accessed at the http://eposteard.form990.org URL. Upon
accessing the URL, the Home web page is displayed. Figure 1 shows the web page.

-tcard

file your electronic IRS Form 290-N

File your electronic Form 990-N (e-Postecard). I
| Click here for more information on who must file Form 990-N (e-Postcard) i

STEP 1: Regjster as a New User ;": o Q’ufﬁkﬁqi’nd}"* SE e

P i ) 3 ) ) Register as a New User
To file Form 930-N (e-Pastcard), you must register and abiain e login ID. Click the link ahove o Undate User Recon

T

i t a login ID. If Iready h login ID, go 1o Step 2. f
equest a login you already have a lagin ID, go 1o Step Create New s-Posicard :!fé
| STEP 2: Create your Form 990-N (e-Posteard) Edil/View Exisling e-Postcard i3
1 b
Once you have a login ID, you can access 1he system and create your e-Postcard. Click the link Technical Suppart il
above 10 begin the process. Frequently Asked Questions 1

4

e R T
o T

STEP 3: Submit your Form 990-N (e-Postcard) Privacy Policy

Once you compleie your e-Postcard, click the "Submit Filing to IRS" button.

Requirements and tips for using this webslte.

!l
I
il Questions or problems regarding this web site should be directed to Tech Support
’il Cancerned about your privacy? Please visw our ptivacy policy.

This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilta Firefox with a screen resolution of 1024 X 768.
| Last madified: December 13, 2007.

S
ok % = [T
i i 1

Figure 1. Home web page

o Ll s

The normal steps in submitting an e-Postcard filing to the IRS are:
1. To register as a new user.
2. Create a new e-Postcard filing and
3. Submit the filing,

The following chapters explain these steps.
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Chapter 4: Registering with the website

Click Step 1: Register as a New User

Figure 2 shows the Request Login ID (page 1) web page.

31tequml Login 1D - er_rmuh. Intetnet Explorer,

e-Postcard

il Institute file your electranic [RS Form 990-

[y =1

You need a login ID and password to elecironically file your organization’s IRS Form 990-N (e-Posicard).

Exempt Organizations: If you are filing for your organization or assisting someone who is filing far their organization, you will
| need the organization's employer identificetion number (EIN). The system will aulomatically generale your Ingin ID based on

| the organization’s EIN. The login ID will be the EIN (without the dash) plus a two digit number {i.e. 01,02, 03, eic). For
example, if the EIN for your arganization is 00-1234567 , then the first login ID for your organization will be DD123456701. Once
I you have created and activaled the first Ingin 1D for your organization, subsequent login IDs will have the same farmal, but will
! end in 02,03, elc.

| Preparers: If you are a professional preparer or you will be helping mare than one organization file the e-Postcard, you anly
need to requesi ons "Preparer” login ID Your preparer login ID allaws you 1o submil Form 390-N (e-Postcards) on behalfl of
multiple exempt organizations.

Once you have completed the login ID request process, you will receive an smail containing an aclivalion link Click on the
link {0 activate (and use) your login ID.

Questions or problems ragarding this web site should be directed to Tech Suppor

| Concerned about your privacy? Please view our privacy policy.

This website is hesi viewed with Microsofl Internet Explorer 5.5+ ar Mozilla Firefox with a screen resolution of 1024 X 768
Last modified: December 13, 2007

e T o A S
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Figure 2. Request Login ID (page 1) web page

Click the Next>> button.

e-Postcard Quick Start Guide



Figure 3 shows the Request Login ID (page 2) web page.

:b "’qul t luqm D trmnlt Intt'rnu! FNpIm-or

¥ Uiban
| Institute

Please select Exempt Org or  (for a definition of the two lagin ID types, refumn to the previous page.) B
Preparer: i
Login ID Type: Exempt Organization ; i

Organization EIN l o -I |

‘| Questions or problems regarding this web site should be directed to Tech Suppon,

Concemed about your privacy? Please view our privacy policy.

| This wehsile is best viewed with Microsoft Intemet Explarer 5.5+ or Mazilla Firefox with a screen resolution of 1024 X 768.
| Last madified: December 13, 2007

T BT P R -] ol g el

Figure 3. Request Login ID (page2) web page
Select if you are registering as an Exempt Organization or as a Preparer.
If you are registering as an Exempt Organization, enter your EIN.

Click the Next>> button.
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Figure 4 shows the Request Login ID (page 3) web page for an Exempt Organization.

2 o

eé-Postcard

Tite your elecirenic IRS Farm 990N

Please enter the following information and then click the ‘Next' button (All fields are required )

Login ID Type: Exempt Organization

Login ID: 11900002501

Organization Name: ~ SUPPORTING ORGANIZATION INC |
Password: = = NOTE: Password must be between B and 15 characlers and is
case sensative.

Verify Password:

First Name:

Email Address:
! Verify Email Address:

Daytime Phone: | ) o

.
Last Name: |

[

[

Questions or prohlems regarding this web site should be direcled 1o Tech Suppon
Concemed about your privacy? Please view our privacy policy.
This website is hest viewed with Microsoft Internet Explorer 5.5+ ar Mozilla Firefox with a screen resolution of 1024 X 768.

Last modilied: December 13, 2007.

FRT

Figure 4. Request Login ID web page for an Exempt Organization
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Figure 5 shows the web page for a Preparer.

e-Postcard

file your electroiic IRS Form 990-N

| Institute

Please enter the following information and then click the ‘Next button (All fields e required.)
3

Lagin ID Type: Preparer \

[}

|

I Login ID: | . ___\__._|NOTE: Login ID must be between §/and 15 characters and
CANNOT contain ahy spaces.

i Preparer Business I _ _ NOTE: If ¥ou do not have a business name,

1 Name: enter your first and last name.

‘. Password: l . == NOTE: Password must bg/batween B and 15 characters and is f
case sensative. |

f Verify Passwaord: |

| Firsl Name: ] '

Last Name: | o

4 Email Address: | ) -

! Verify Email I

[ Address:

Daytims Phone:

Lasl modified: December 13, 2007

. When all data is
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Figure 6 shows the Request Login ID — Success web page.

The following login ID was successfully created:
Logln ID: 11900002501
Name: Penn Oak

Email: testuser25@urbantest.com
i Organization: SUPPORTING ORGANIZATION INC

Activating Your Login ID.
'| You will receive an email containing a link that will allow you to activale your login ID and create your s-Postcard.

! IMPORTANT: [f the email accounl above has a spam filter, please ensure that the filter allows emails fom
epostcard@urban.org.

Close yaur browser now and activate your login 1D through the link in the activation email.

|} Questions or prablems regarding this web site should be directed to Tech Support

I Concerned aboul your privacy? Please view aur privacy policy.

| This website is best viewed with Microsoft Intemet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 76B.
Last modiflied: December 13, 2007,

i e

Figure 6. Request Login ID (page 4) web page

Close your web browser and wait for the activation email to arrive.
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Figure 7 shows a sample of the Activation Email.

The fplloving is your e-Postcard login ID:

B
«{ Login ID: 11900002501 P

Name: Penn Oak G
Organization: SUPPORTING ORGANIZATION INC Login Type: Exempt Org "

Click the link below to activate your login ID. (Note if your ewmail program toes nat
display the web pege @3 a link, copy the whole link end paste it intp your hrowser.)

INPORTANT: You should close any open brovser windows before you click this link. ﬁ

£ heep://ecard, form390, org//frmidminloginictivate . agp 2A=0019507m48203 2 hRm

Contact technical support if wvou have any questions

e-Ppatcard Technical Support Teem
email: epostcardfurben.ory
Phone (toll free): B888-887-0082 (hours: B8:00 AM to B:00 PM Eastern Time)

R G W T A e T S A e

Figure 7. e-Postcard Login 1D Activation Notice

Click the link in the email to return to efile.form990.org and activate your Login ID.

Important! Some email user interfaces can be configured to turn off links in the email. You should have
links enabled to easily return to the website to activate your Login ID. Alternatively, you may cut and
paste the link into your web browser. The link must be sent exactly as provided.
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When you click on the link in the e-Postcard Login ID activation notice email, you are sent to the
Activate Login ID web page. Figure 8 shows the web page.

Activate Lagin 1D = Mi

7 ..I‘t e

.
eé-Postcard §
file your electronic IRS Farm 990-N - i

han
Institute

Il the information halow Is correct, enter your password and click the Next button. If the Information Is not correct,

contact :
|
User Name: Penn Oak !
Login ID: 11900002501 |
Login Type: Exempt Org
Org Name: SUPPORTING ORGANIZATION INC

Password: I» )

Note: Your password Is case sensitive.

Questions or problems regarding this web site should be directed to Jech Subpont
Concerned aboul your privacy? Please view our privacy policy.
This website is bes! viewed with Micrasoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768.
Last modified: December 13, 2007,

BT

T s s i B

Figure 8. Activate Login ID web page
Enter the password you entered during the registration process.

Click the Next>> button.
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The Activate Login ID (Success) web page is displayed. Figure 9 shows the web page.

Institute
(RN A BE AL -2 Lo

Login Information:

‘[ Congratulations, your login ID has been activated.
i

Login ID: 11900002501
Password: Form990
Name: Penn Oak
| Organization: SUPPORTING ORGANIZATION INC
| Email: testuser2a@urbantesi,com
I If you choose to print this page, please make sura that you keep it in a secure location that t be d by
others.
|

< i Gidale Vaur Form 9

IS Rl 1o Fiomé Pags

Questians or problems regarding 1his web sile should be drrecied to Tech Suppon

Concerned about your privacy? Please view our privacy policy.

|| This website is best viewed with Microsofl Internel Explorer 5.5+ or Mozilla Firefox with a screen resolulion of 1024 X 768.
| Last modified: December 13, 2007.

I ST S SR 2000 S e e e e

Figure 9. Activate Login ID (Success) web page

Click the Create your Form 990-N (e-Postcard) Now button to create a new e-Postcard filing.
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Chapter 5: Entering a new e-Postcard filing

When you click Create your Form 990-N (e-Postcard) Now button on the Activate Login ID (Success)

web page, you start entering the e-Postcard information.

If you are a Preparer, the web page shown in Figure 10 is displayed.

aF{n

e

Electronic Notice - Form 290N (e-Postcard)
organlzatlon Infdrmatign

Enter the EIN of the organization for which you want totreate a filing ] o

- SubmiiEIN

e-Postcard

il yorn electronic IRS Form 9920-N

Questions ar problems regarding this website should be directed to Tech Support.
Concerned about your privacy? PiEase view our Privacy Policy,
website last modified an: Qetbber 239, 2007,
This website is bast viewed with Microsoft Jnternst Explorer 5.5+ or Mozilla Firefox 1.0+ with a screen resoll
| You are currently ggind):'liaasoh Internat Explorer 6 in 1680 X 1050 resolution,

n of 1024 ¥ 768,

O R o A T L 53

By

1ES

_Figure 10. Create a new e-Postcard filing — Preparer EIN entry

N
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If you are a preparer, enter the EIN for the organization that is filing the e-Postcard and click the Submit
EIN button. You are then taken to the web page shown in Figure 11 or Figure 12.

If you are registered as an exempt organization, you are taken directly to the page shown in Figure 11 or
Figure 12.

e-Post_card

! Insmute file your electronic IRS Foror 920-N

E 900G

i’ Electronic Notice - Form 990-N (e-Postcard)
i Organization Informatlon

»

For the tak year period beginning {5) ﬁ“l?z‘““"'_‘ and ending {3) . A0
Has your organization terminated or gone out of@ b
business?

Arz your grass receipts narmally $25,000 or lzss?

@

~

Qrganization's legal name ~ Line 1

Organization's legal name - Line 2

2

Employer identification number (E1N)

i Concai i’

Click tha '@ Hnage noxt to any field Far helpfinstructians,

| Questions or problems regarding this website should be directed to Tech Support.

Concerned about your privacy? Please view our Privacy Policy.

Website |ast modified on: October 237, 2007. ) .

| This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefax 1.0+ with a screen resolution of 1024 X 768. |
You are currently using Microsoft Internet Explorer 6 in 1680 X 1050 resolution. i

e L B

Figure 11. Create a new e-Postcard filing ~ exempt organizations other than 509(a)(3) Supporting
Organizations

Important! The exempt organization’s fiscal year for the year they are filing must be over before filing
an e-Postcard. The IRS determines the filing year using the beginning date of the fiscal period. If your
fiscal period begins February 1, 2007, you will not be able to file for the 2007 filing year until February 1,
2008. The system uses the exempt organization’s information registered with the IRS to determine your
fiscal year. You need to contact the IRS if the fiscal year is different.
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[ _'r_ll'ulm‘]‘;l!l-l‘{{ Pastcard) Onlinge - Orgamization Information - Microsalt Tnternel Ex
VTR

L/ S8ednas
-Postcard
H Institute fife your electronic IRS Form 920-N B8

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

A For the tax year peried baginning {3) [{12806 | and ending (1273172008
I| © Has your organization terminated or gong\gut of (%)
business?

1RS recards indicate that your organization is a -
supporting organization, 1f your aorganization i1s not a s
supporting organization, call Customner Arcount Service (F
at B77-029-5500, otherwise answer the following
| guestion:

Ara your gross receipts narmally $5,0C0 or less?

@ = I:!

Do you support only religious organizations?

1

I| © Organization's legal name - Line 1 L6} Isuppﬂﬂﬂ@qm]zaﬂa” e a1
| Organization's legal name - Line 2 @l = ST A
1| ® Empluyer identification number (E1N) @ h 1-9000025

|

’ Clivk the 38 image next ve anyficld for helpfinkrections.

I Qusstions or prablems regarting this website should be directed to Tech Support.

Concerned about your priyécy? Please view our Privacy Policy,
Website last modified op! October 23", 2007.

This website is best vigwed with Microsoft Internet Explorer S.5+ or Mozilla Firefox 1.0+ with a sereen resolutio
You are currently usip Microsoft Internet Explorer 6 in 1660 X 1050 resolution.

|
|

Figure 42. Create a new e-Postcard filing — 509(a)(3) Supporting Organizat%sﬂ-

Enter the requested information and click the Next Page button.
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The second page of the e-Postcard entry is displayed. Figures 13 and 14 show this web page.

i Urhan
I Institute
i .
! Electronic Notice - Form 990-N {(e-Postcard)
| Organlzation Address and Principal Officer Infarmatlon
AR EI T
!r Save Elvanges before jumping Yo anather sage. t 3 Ma% 1
| 1l
t Organization's legal name: SUPPORTING ORGANIZATION INC :J
4
¢ If your organization conducts business using 1E
another name (dba), enter other name:
| DBA name ® N _
DBA name - continued ® [ i
! |
Organization's mailing address; =
Country o
Number and strest {or PO Box) - Line 1 ‘;
B :
Number and styset (or PO Box) - Line 2 ',Q
e
City or town £
tate =
2p code
£ Organization's website address, if applicable @I
Ll ]
| — . N

R e T

Figure 13. Organization Address and Principal Officer Information (Edit Filing (page 2)) web page
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Number and street {or PO Box) - Line 2 @I

i
l City or town @I

State O _
Zip code ® [_‘_‘_

E Organization's website address, if applicable

& Principa!l Officer:
Type of name

O o

Person Name (O] I
Country ®

| Uniled Stotes

Number and strast (or PQ Box) - Line 1

Numbar and street {or PO Box) - Line 2

City or town

State

2Zip code

£lick Lhe @ inage next to any field for belp/instrurtons,

e

1
bl
§
)
il
3

Iy

You ara r.mentl} umu Mcmsnrt intermat Erpl:mer Gin 1680 X 1050 re:uluhan.

Questions or problems regarding this website should be directed to Tech Support.
Concerned about your privacy? Please view our Privacy Policy.
Website last modified on: October 239, 2007, )
This website Is best viewed with Microsoft Internet Explorer 5.5+ or Mozila Firefox 1,0+ with a screen resolution of 1024 X 768,

e B R

Figure 14. Edit Filing (page 2) web page (continued)

Enter the requested information and click the Submit Filing To IRS button.
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The Form 990-N (e-Postcard) Submitted web page is displayed. Figure 15 shows this web page.

H Urban e-Postcard "

# Institute file your electionic IRS Form 990-N

SUPPORTING ORGANIZATION INC
118000025

2006 IRS Form 990-N (e-Posteard)
1/122006 - 12/31/2006

Congratulations, your Form 920-N (e-Postcard) has been submitted io the IRS.

Once the IRS receives and pracesses your e-Posticard (usvally within 30 minutes), you will receive an email indicaling whether your
e-Postcard was accepled or rejected. If accepled, you are done for the yeer. If rejected, the e-filing receipt email will contain
instruclions on how to comect the problem.

.  Lobi] L oo Tty Sinkis Pads

Concemed aboul your privacy? Please view our privagy policy.
This website is best viewed wilh Microsoft Inlernet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768
Laet modified: December 13, 2007.

e ST £ N Y PR T O E R

Figure 15. Form 990-N (e-Postcard) Submitted web page

This completes your filing process.
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At this point, the e-Postcard filing has been queued for transmission to the IRS. This process usually takes
ten to fifteen minutes. You are sent an email notifying you of the results of this transmission. Figure 16
shows a sample accepted email.

orm 990-N E-filing Receipt - IRS Status: Accepted - Message (Flain TEHI)

a
L [N i

i AR e2

| &~
_'EEE

v-n0f

Organization: SUPPORTING ORGANIZATION INC
EIN: 11-9000025

Submission Type: Form S590-N

Year: 2007

Sukmission ID: 7800582006046b000129
e-File Postmark: 2/15/2008 11:27:46 AM
Accepted Date: 2/15/2008

The IRS hes accepted the e-Postcard described above.
your records.

Thank you for filing.

Pleage save this receipt for

e-Postcard technical support
Phone: BEB-B887-00H4 (toll free)
email:ePostcardfurban.org

Hours: B:00 AN to 8:00 pm Eastern

SUPPORTING ORGANIZATION INC
655 Bradford St
Nixon, NV BS9424

LT L e AT L

FHEP G LT

Figure 16. Form 990-N e-Filing Accepted email
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