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Chapter 1 ð Online Charitable Registration 
 
 
 
A. Creating an Account 

First time user will need to create an account: 
 

a. Enter e-mail address (this will be your user name)  
b. Create a password ð there are no requirements. 
c. Re-enter password again 

in Confirm password 
field box.  

d. Type in first and last 
name in First and Last 
name fields box 

e. Enter phone number in 
field box with a valid 10 
digit number. 

f. From the drop-down list 
choose what your 
relationship is to the 
organization. 
If ôotherõ is chosen, enter 
data into Other text field. 

g. If you would NOT like to 
receive an informational 
nonprofit  
e-newsletter from the 
Ohio Attorney General's 
Office (OAG), uncheck 
the pre-checked box. 

h. Click the Create button to initiate the create account process. 
 
 
 
 
 

Notes: 
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I.  Step 1: Employer Identification Number (EIN)  
 
 
 
 

 
 
 
 
 
 
 
Also known as a Federal Tax 
Identification Number, an EIN is a nine-digit number assigned by the Internal Revenue 
Service and is used to identify tax accounts. In order to get an EIN, or further EIN-related 
information, call the Internal Revenue Service at (800) 829-4933 or go to http://www.irs.gov. 
 
 
 

II.  Step 2: Create Account 
 
a. Choose Yes or No  option 

button to answer if the 
organization has a parent 
organization which files a 
federal tax return with the IRS 
on behalf of the chapter. 

b. Click the Next button.  
 
If Yes, click the Next button and proceed to i. 
If No , click the Next button and proceed to Step 3.  
 
 
 
 
 
 
 

Notes: 
 

 

 

 

http://www.irs.gov/
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i. If Yes option is chosen enter the Parent Organization EIN information in EIN field. 
ii. Click the Next button. 
iii. Parent Organization confirmation screen displays. 

1. Click Yes to confirm this is the correct parent organization. 
OR  
Click No  if incorrect parent organization, confirm you have the correct EIN. If there is still an 
issue, contact the parent organization or our office. 

2. Create Account screen appears with message that Parent Organization is responsible for 
completing the annual reporting requirements on your organization behalf. Should the parent 
organization no longer file on your behalf, than your organization will be responsible for 
completion of the annual filing. 

 
 
 
 
 
 

 
 
 
 

 

YES 
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III.  Step 3: Create Account [No Parent Organization] 

If the No  option is chosen from 
step 2.a. of the Create Account 
process, then begin entering 
information about your particular 
organization. 
 
a. Organization section: 

i. Enter the Organization 
Name into Name field. 

ii. Enter all DBA(s), if 
applicable in DBA field. 

iii. Select the Type of 
Organization from 
dropdown list. 

b. Business Location section: 
i. Choose the Country, if 

other than United States, 
from the dropdown list. 

ii. Enter the Address into 
the Address line 1 field. 
If additional info needed, 
then use Address line 2 
field (this is optional). 

iii. Enter the City into the 
City field. 

iv. Choose the State from 
the State dropdown list. 

v. Choose the County from 
the County dropdown 
list. 

vi. Enter the Zip Code into 
Zip  Code field. 

c. Mailing Address section: 
i. Follow steps from part b, i. ð vi., to enter a mailing address that is different from the 

Business Location section. 
OR 
Check the box next to Use Business Location to indicate the same address as Business 
Location and Mailing Address are the same. 

d. Click the Next button. 
 
 
 
 
 

 All fields with a red asterisk (* ) indicate required field and must be entered. 
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IV.  Step 4: Create Account 
 
a. Select the Yes or No  option button 

to indicate: 
If the organization intends to or has 
solicited charitable contributions 
from the general public on its own 
behalf within the past 3 years.  

b. Select the Yes or No  option button 
to indicate: 
If the organization hired a 
professional solicitor, fundraising 
counsel, and/or commercial co-
venture within the past 3 years. 

c. Enter date in Date of formation, 
incorporation, agreement or 
constitution. (MM/DD/YYYY, e.g. 
11/01/2010). You can also click on 
the calendar icon to choose a date 
from the pop-up calendar. 

d. Select the Yes or No  option button to indicate: 
If the organization intends to or in the past 3 years had revenue exceeding $25,000. 

e. Click the Next button.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Notes: 
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V. Step 5: Create Account 
 
a. Screen displays all information that 

has been entered so far in the Create 
Account process.  

b. Review each Step, if any Step is 
incorrect or missing information, 
Click the Edit  button within that 
step and correct or enter 
information.  

c. Click the Submit button. 
 
 
 

VI.  Finish: Create Account 
 

a. Confirmation page displays message 
thanking you for creating an 
account.  

b. To finish the process, check your e-
mail account for a Welcome 
Message from AGO. 

i. If unable to find, check your 
bulk/junk folder. 

c. Click on the Login link in e-mail. 
 
 

 
 
 
 














































