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1. Gotowww.dkg.org. There are 5 scrolling pictures at the top of the page. The second picture is the link to the IRS Form 990

Filing Link. Click on the pic\ture. It will take you to the Form 990-N (e-Postcard) page.\
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Do not forget to file your 990 form - You have until November 15th!
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2. Scroll down the page to the Ready to File? Section. Click on Form 990-N Electronic Filing System (e-Postcard).
J
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Ready to file?
After you have read the information above and the User Guide, use the Form 990-N Electronic Filing
System (e-Postcard) page to start the process

Search for Form 990-N filings
To search for organizations that have filed Form 990-N and to view their filings, see Exempot

f O

Organizations Select Check. You can also download the entire database of Form 990-N filings
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3. After clicking on the link shown above, you will see the
page shown. Click on the link indicated to create a new
username and password. Click on Get Started to begin.

RS

First Time Users

If this is the first time you are using this online service,
we will need to verify your identity before we proceed.

™ D

Returning Users

Log in below if you've previously registered through any
of the following applications:

Get Transcript

Identity Protection PIN (IP PIN)
Online Payment Agreement (OPA)
ePostcard

Usermname
Mask Username

Eorgot Usemame
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4. Your First Name should be your
chapter name. Your Last Name
should be Chapter.

Let's Get Started!

For example, if you are a member of

Alpha Beta Chapter, your First Name It sounds like you have all the necessary information available and can begin.
is Alpha Beta and your Last Name is
Chapter‘ First Name (as it appears on your most recent tax return)

Be sure to enter an Email Address that
you have access to. A confirmation
code will be sent to your email
address. You will enter the code on Email Address
the next screen.

Last Name (as it appears on your most recent tax return)

After entering your first and last name
and email address, click on Send

Code. SEND CODE )

A confirmation code will be sent to your email address. You will need to get the code and enter it on the next screen.

IRS Privacy Policy | Security Code Terms and Conditions | Accessibility

5. The email you will receive will look similar to the one shown below. | have X’d out the code | received because you will receive
your own code. Be sure and notice that the code will expire in 15 minutes so enter it or copy and paste in on the next screen as
soon as you get it.

E@‘_ Reply rE@_ Reply All Qf, Forward
RS.online services@irs.gov diaase @hotmail.com £:40 PM

Your IRS Online Services Email Confirmation Code “

Your confirmation code is: XXXX-XXXX

Thi=z code will expire in 15 minutes. Enter it into the Email Confirmation
Code field as =soon a=z possible to access your reguested service.

Thi=z iz an automated email. Please do not reply.

The IBRS will never initiate contact through email asking taxpavers for
perzonal or financial information.

6. After entering the code, click Continue. (Sorry, | didn’t get a screen shot of that screen!)

7. On the next screen, you will create your User Profile.
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Create Your User Profile

We've been able to confimn your identity. Now you will create a user profile. This is the last step in the process.

Create a Username and Password

Username
Password a space, or a special character (I@#$%"&*).
Password Rules:

Re-enter Password « Between 8 and 20 characters long.
= Must contain at least one numeric and one
special character (1@#5%4&*).
- At least one uppercase and at least one
lowercase letter.
= Matching password must be re-entered.

Primary Email

Choose a Site Phrase

Create a phrase that you will recognize when you login

Choose a Site Image

Select an image that you will recognize when you login

Challenge Questions

Answer Rules
« The same answer cannot be used more than once.
= The answer can not be a word or number that is part of the secret question.

Question 1

Answer 1

Question 2

Answer 2

Question 3

Answer 3

Question 4

Answer 4

Cooce ] comme
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8. Creating your User Profile:

Username & Password
Be sure and follow the directions given in

Ent f hoice. Thi
usei’;:m“ji’.{?u”ﬂfb‘; ;ﬁihg;gitem‘;m the box for the characters that can and
e e Euell eihess, B o il cannot be used for your Username and

Password.

Suggestion for your Username:
Use okchaptername. If your chapter
name is Alpha Beta your username would
be okalphabeta.

Your password must contain several upper
and lowercase letters, numbers, and
other characters. Read the Password
Rules.

VERY IMPORTANT: Be sure and write down
your Username and Password. You will
receive an email indicating that you
created a profile on the IRS site but it will
NOT contain the username and password.

Primary Email
The email address you entered when you

registered should be in this box. If your
email address changes or another person
is responsible for the ePostcard in the
future, the email can be edited here.

Choose a Site Phrase
Create a phrase you will recognize.

Choose a Site Image
There are several images to choose from.

Click on the green arrows to scroll
through them and choose one you like.

Challenge Questions

Follow the directions. Click on the down
arrow and choose a question and answer
it. You must complete all 4 questions and
answers.

NOTE: It would probably be a good idea to
print this page before you click continue.
You would have a copy of your username
and the other items you selected on this

page.

After you complete all the required items
and print the page, click Continue .

After you create your profile, you will
receive another email confirming that
your profile was created.



NEW USER Instructions

Page 4

YIRS

9. On the next screen, click on e-Postcard Profile

Manage E-Postcard Profile.

Before you can create a Form 980-N (e-Postcard). you must
create your e-Postcard Profile. Your e-Postcard Profile allows you
to

1. Designate your e-Postcard Profile as either a “Preparer” or
“Exempt Organization”

2. Add EINs to your e-Postcard Profile

3. Remove EINs from your e-Postcard Profile

More information on who must file a Form 9%0-N

Once created, you can update your e-Postcard profile at any
ine. Click the button below to get started.

MANAGE E-POSTCARD PROFILE >

Version Build Date: 2016-06-06 14:13

Electronically file your Form 990-N (e-Postcard)

Hnme‘ Security Profile | Logout

Manage Form 990-N Submissions

Once your e-Postcard Profile is created, you can use the Manage
Form 990-N Submissions page to:

1. Create a Form 980-N

2. View the status of your existing Form 990-N
submission(s)

3. Edit an in-progress Form 990-N

4. Delete an in-progress Form 990-N

Application Version Number: 1.2.0

¥IRS

e-POStcal'd PeriIE Home | Security Profile | Logout

e-Postcard Profile Select EIN Contact Information Confirmation

Organization Details

Please select Exempt Organization or Preparer

User Type
—-Select One-—- v

< PREVIOUS CONTINUE »

10. On the next screen, click
on the down arrow on
User Type and select
Exempt Organization.

Click Continue.

YIRS

11. On the next screen, enter )
e-Postcard Profile

your chapter’s EIN (Employer
Identification Number). The
chapter’s EIN can be found
on your Form 18. Your EIN
should be 2 numbers
followed by a hyphen and 7
numbers. After entering
your EIN, click Add EIN.

e-Postcard Profile Select EIN

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

EIN

XX

If you are ready to create your

ePostcard for this year, click on Currently Associated EIN(s)

Create New Filing. \ =

No EINs are currently associated with your ID

Organization Name

DELETE EIN CREATE NEWFILING  *

Organization Details

Home | Security Profile | Logout

Contact Information Confirmation

Date Added Delete
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12. On the next screen, click on the
down arrow on EIN and select
the EIN your entered previously.
Click Continue.

13. The Organization Details will be
on the next screen.

For the tax year ending should be
June 30, 2017. If it does not say this,
contact Diane and logout. DO NOT
complete the ePostcard.

Answer the 2 questions:

* Has your organization terminated
or gone out of business? Most
chapters will answer NO.

* Are your gross receipts normally
$50,000 or less? Most chapters will
answer YES.

The EIN for your chapter should be in
the EIN box.

Click Continue.

@RS
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Select EIN Home | Security Profile | Logout

e-Postcard Profile Select EIN Organization Details Contact Information

Please select the EIN for which you wal

EIN
—Select EIN--

< MANAGE E-POSTCARD PROFILE CONTINUE ?

YIRS

Organization Details

e-Postcard Profile Select EIN Organization Details Contact Information

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

Organization Information

For the tax year ending
June 30, 2017 @

Has your organization terminated or gone out of business?

No Mk

Are your gross receipts normally $50,000 or less?

Yes M

Organization's legal name -Line 1

DELTA KAPPA GAMMA SOCIETY o

Organization's legal name -Line 2

Employer ldentification Number (EIN)
XXXXXXXXX e

< PREVIOUS CANCEL FILING CONTINUE »

Confirmation

Home | Security Profile | Logout

Confirmation
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14. The Contact Information is on the next
screen.

Organization:
DBA Name is “Doing Business As.”

Your chapter name should be entered in the
DBA Name box. Also, include OK to indicate
which state you are from.

Example: If your chapter name is Alpha Beta,
you should enter

OK Alpha Beta Chapter in the DBA Name box.

Choose US - United States in the Country box.

The Number and Street (or PO Box), City or
Town, State, and Zip Code can be the address
of the chapter president, treasurer, or another
designee. (Usually the treasurer since the
treasurer is the person completing the form.)

If your chapter has a website, enter the address
in the Organizations’ website address box.
(NOT required.)

Principal Officer
Choose Person in the Type of Name box.

The Person Name, Country, Number and Street
(of PO Box), City or Town, State, and Zip Code
can be the chapter president, treasurer or
another designee. It can be the same
information listed in the Organization Section.
This is usually the treasurer since the treasurer
is the person completing the form.

Click Submit Filing.

15. Confirmation
After submitting the Contact Information, your
Confirmation screen will appear.

Your chapter’s EIN should be on the form. The
details about your filing (tax year, start and
ending date, filing date, etc.) will be on the
screen.

PRINT a copy of this page. You will NOT get an
email confirming that you filed. Keep a copy of
this page in your chapter’s records. If you can,
send a copy to Diane or email her and tell her

you filed.

After printing, Logout.

YIRS

Contact Information

e-Postcard Profile Select EIN Organization Details

Page 6

Home | Security Profile | Logout

Contact Information Confirmation

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

Organization Address and Principal Officer Information

Organization’s legal name: | DELTA KAPPA GAMMA SOCIETY ‘

If your organization conducts business using another name (DBA), enter other name:

* = required field
Organization:

DBA Name

DBA Name - continued

ENTER ADDITIONAL DBA NAMES

Country*

US - United States M

Number and Street (or PO Box)*

City or Town*

State*

Zip Code*

Organization's website address, if applicable

Principal Officer:

Type of Name*

Person M

Person Name*

Country”

Number and Street (or PO Box)”

City or Town*

State*

Zip Code”

?

{ PREVIOUS CANCEL FILING SAVE FILING SUBMIT FILING ?

Confirmation

e-Postcard Profile Select EIN Organization Details

Home | Security Profile | Logout

Confirmation

Your Form 990-N(e-Postcard) has been submitted to the IRS

« Organization Name: DELTA KAPPA GAMMA SOCIETY
EIN: XXXXXXX

« Tax Year: 2016

« Tax Year Start Date: 07-01-2016

« Tax Year End Date: 06-30-2017

« Submission ID: 10065520171881304636

= Filing Status Date: 07-07-2017

« Filing Status: Pending

Note: Print a copy of this filing for your records. Once you leave this page, you will not be able to do so

{ MANAGE FORM 990-N SUBMISSIONS



