
Page 1 of 14 

Screen Shots of 2020 Filing Process for the IRS 990N 
(For LMSCs that had less than $50,000 in revenue in 2019) 

Last Updated 5/11/2021 

 

 

You must first set up an account on the IRS web site. Begin here:  
https://sa.www4.irs.gov/epostcard/ 

 

See the IRS 990N User Guide for instructions on setting up your account: 
 https://www.irs.gov/pub/irs-pdf/p5248.pdf 
 

 

When you are ready to file, you will be asked for your LMSC’s tax ID number (EIN).  
All LMSC EINs are posted in the USMS Guide to Operations, Treasurer section: 
http://www.usms.org/admin/lmschb/gto_lmsc_EIN.pdf 
 
 

After entering the LMSC’s EIN number, proceed through the screens as shown on 
the following pages. 

 

 

 

 

 

 

 

https://sa.www4.irs.gov/epostcard/
https://www.irs.gov/pub/irs-pdf/p5248.pdf
http://www.usms.org/admin/lmschb/gto_lmsc_EIN.pdf
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To create a new account 
click here. 

If you have already 
created an account 
previously, enter your 
username here. And 
skip down to page 5. 
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Enter your information here 

You’ll be sent a confirmation code to 
the email provided; the code expires 
within 15 minutes.  
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XXXXXXXXXXXXX
 

Enter the confirmation code that was 
sent to the email address provided 
on the previous screen. 
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If this is your first time creating an 
account and logging in, select “Manage E-
POSTCARD PROFILE” and follow the steps 
on pages 6-9 to set up your new profile.  

If you have previously created 
an account and logged in, 
click “Manage FORM 990-N 
Submissions” and follow the 
steps on pages 10-11 
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New Account Setup Screen Shots 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Exempt Organization” from 
this list 
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New Account Setup Screen Shots 

 

 

 

 

 

 

 

 

 

 

 

New Account Setup Screen Shots 

Enter your LMSC’s tax ID (EIN) number. (Can 
be found here)  

Then select “Add EIN” 

https://www.usms.org/-/media/usms/pdfs/guide%20to%20operations%20-%20gto/treasurer/gto_lmsc_ein.pdf
https://www.usms.org/-/media/usms/pdfs/guide%20to%20operations%20-%20gto/treasurer/gto_lmsc_ein.pdf
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XXXXXXXXXXXX 

Your EIN will then appear under the 
“Currently Associated EIN(s) section. 
Select “CREATE NEW FILING” 
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New Account Setup Screen Shots 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select your EIN from the drop-down 
list and select continue. Skip down to 
page  

XXXXXXXXXXXX 
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Logged in with a previous account Screen Shots 

 
 

 

 

 

  

XXXXXXXXXXXX XXXXXXXXXXXX 

Select “Create New Filing”  

Select your EIN from the drop-down 
menu and select “Continue”  
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Filing your Electronic Form 990-N 

 

 

 

XXXXXXXXXXXX 

Verify that this is your LMSC’s 
tax ID (EIN) number (Can be 
found here) 

https://www.usms.org/-/media/usms/pdfs/guide%20to%20operations%20-%20gto/treasurer/gto_lmsc_ein.pdf
https://www.usms.org/-/media/usms/pdfs/guide%20to%20operations%20-%20gto/treasurer/gto_lmsc_ein.pdf
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Enter the name of your LMSC 
here, usually in the format of 
“___ Masters Swimming 
Committee.”   

NOTE that the text boxes are 
limited to 35 CHARACTERS each, 
so for a long LMSC name you 
will need to put part of it on the 
second line as shown here. 

NO periods, slashes, etc., in any 
text fields! The only allowable 
characters are letters, numbers, 
and hyphens. Everything else 
will cause a rejection!!! 
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Once complete, select 
“SUBMIT FILING” 

The principal officer is usually 
listed as the LMSC chair or 
treasurer, or whoever is located at 
the LMSC’s mailing address 

NO periods, slashes, etc., in any 
text fields! The only allowable 
characters are letters, numbers, 
and hyphens. Everything else will 
cause a rejection!!! 
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XXXXXXXXXXXXXXXXXXXX 

XXXXXXXX 

Take a screen shot of this page, or select “Print” to save a copy 
of the filing to your records, and send to the USMS Volunteer 
Services team via email volunteer@usmastersswimming.org for 
our records. 

mailto:volunteer@usmastersswimming.org

