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Chapter 10 Online Charitable Registration

A. Creating an Account
First time user will need to create an account:

a. Enter email address (this will be your unsene)
b. Createa password there are no requirements.
c. Re-enterpassword again

in Conﬁrm password Services = Services for charities = Charitable registration = Login

field box. CHARITABLE REGISTRATION
d' Type Ir_] flrst and IaSt If you already have an account, sign-in here.

name in First and Last Emal:

name fields box Passwort:
e. Enter phone number in Fresuoranels

field box with a valid 10

dlglt number First Time Users, you will need to create an account!

f. From the dropdown list
choosewhat your
relationship is to the
organization. T
| f O6otherd is chgsen, enter
data intdOther text field.

g. If you wouldNOT like to

E-mail:
Passwaord:

Confirm password:

Your phone number: ( ),

X _ X What is your relationship to your  gglact. -
receivaninformational organization(s)?
. Other (please specify): ,—
nonprofit

I would like to receive an informational nonprofit e-newsletter from the Ohio Attorney General’s Office

e-newsletter from the
Ohio Attorney General's (Crears |
Office (OAG),uncheck
the prechecked box.
h. Click theCreatebutton toinitiate thecreate accouprocess

B e o i b i T e b, A AR, Aot SRR, e A o

o Ao e e i nn PSSR N A b 3 A ot it

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

Senices = Services for charities = Charitable registration = Create account
CErocRESS |y 20 )
CREATE ACCOUNT

|
*Required 1

* Employer Identification Number

PPy

Senvices = Senices for charities = Charitable registration = Create account

(EIN): Example: 12-3456788 .
CREATE ACCOUNT
| BAcK || NExT
- . *Required
Bt T TP S SO U S

~
Is this the correct EIN number: 00-1234567?

| YEs
e e WL gt s e

{ U
B ot b b A A B B 8

e o shme A et A A

[

Also known as a Federal Tax
Identification Number, an EIN is a nidgit number assigned by the Internal Revenue
Service and is used to identify tax accounts. In order to get an EIN, or furthela&dN

information, call the Internal Revenue Service at (868982@r go thittp://www.irs.gov.

. Step 2: Create Account

Senices = Senvices for charities = Charitable registration = Create account
@IS~ P )
CREATE ACCOUNT

a. ChooseYesor No option

button to answer if the
organization has a parent
organization whichlés a

federal tax return with the IRS

on behalf of the chapter.
Click theNext button.

* Required

* Does this organization have a

parentorganization which filesa = Yes © No &
federal tax return with the IRS on
behalf of this chapter?
et M A AR et A o A ko g . -

If Yes click theNext button and proceed to i.
If No, click theNext button and proceed to Step 3.

Notes:
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I. If Yesoptionischoserenterthe ParenOrganization EIN information in EIN field.
ii. Click theNext button.
iii. Parent Organization confirmation screen displays.
1. Click Yesto confirm this is the correct parent organization.
OR
Click No if incorrect parent organization, confirm you have the chiMclf 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. Shoelat the par
organization no longer file on your behalf, than your organization will be redponsible
completion of the annual ffi¢}

YES

Senices = SeMges for charities = Charitable registration = Create account

60% )l

PROGRESS

CREATE A

*Required

Parent Orgamzatlon
* EIN: Example: 12-345675

Senvices > Senices for charities > Charitable registration > To do list > Add organization

s s

(Froeress S )

ADD ORGANIZATION

Back Parent Organization

Name: Charity E

" Business location
Address line 1: 5323 Rover Lane
Address line 2: '
City: Columbus

State: Ohio

ZIP code: 45623
County: Delaware

Country: United States

Mailing address
Address line 1: 5323 Rover Lang

WL

Address line 2:
City: Columbus
State: Ohio

2IP code: 45623

County: Delaware
ADD ORGANIZATION Country: United States

‘The parent organization is responsible for completing the annual reporting requirements Is this the correct parent organization?
on your behalf.

i s At o 800

Fhould the parent organization no longer file on your behalf, your organization will be
responsible for completion of the annual filings.

In ten seconds you will be taken to the To-Do list for Charity E, for which you had
originally logged in
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[I. Step 3: Create AccourfiNo Parent Organization]
If the No optionis choserfirom
StepZ.a.Of the Create AC([:J nt Services = Senvices for charities = Charitable registration = Create account
process, #n begin entering CREATE ACCOUNT
informationabout your particular
organization

* Required

Tell us about your organization.

. . . Organization
a. Organization section: e
. Enter the Organization Doing business as (i
Nameinto Name field. applicale)
ii. Enter allDBA(s) if TS | Salact... - €
appllcable IDBA field. Business location ©
iii. Selectthe Type of < County’  United States .
Organ|zat|0rir0m * Address line 1:
dropdown “St' Address line 2:

b. BusinessLocation section:

i. Choosethe Country, if .
other than United States, ———

from the dropdown list. ol [Selectaside... -
ii. Enter theAddress into
the Addressline 1field.

If additional info needed, M

[[Juse business location

*City:

*ZIP code:

ailing address ©

then uséAddress line 2 *County:  United States
field (this is optional  Address line 1:

iii. Enterthe C|ty intothe Address line 2;
City field. “City

iv. Choosethe State from
the Statedropdown list.
v. Choosethe County from

*State:  Qalect. -

TCounty’  Select a state...

a4
W&.Mi v S S P AP TP S S R P PO S P Y e SR

*ZIP code:
the County dropdown
list.
. ) _ - -
vi. Enter theZip Code into | Back || Neoxr |
Zip Codefield. e A A p e AN A

c. Mailing Addresssection:
i. Follow steps from part bdvi., to enter a mailing addrésat is different from the
Business Location section.
OR
Check the box next tdse Businesd_ocation to indicate the same addresBuasness
Location andMailing Addressare the same
d. Click theNext button.

¥ All fields with ared asterisk*() indicaterequired field and must be entered.
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Step 4: Create Account

a.

Senices = Senvices for charities = Charitable registration = Create account j
Selectthe Yesor NO optionbutton  Crroeres: m— - ],
to indicate: CREATE ACCOUNT f
If the organizatiomtends to or has -reurs
soliciteccharitable contributions  +oees e srganizatonmenaio - }
from the general public on its own ot seneral pusic on = ;
behalfwithin the past 3 years organizafion done £o within the d
. past 3 years? H
Selectthe Yesor No option button - oes te srgarizstion imenao S
to indicate: e ;
If the organization hireal e 5
. - . .. the past 3 years?
professional solicitor, fundraising - ous orermanon, » ]
coursel, and/or commercial co . neton: 1
venturewithin the past 3 years "hg’j:g;:zg(fg:gﬁ‘sgf‘g;?ggg ©ves ONo © H
Enter datein Date offormation, . .uiaion nas amusi esence ]
incorporation, agreement or R }
constitution(MM/DD/YYYY, e.g. .
11/01/2010).You can also click on j
the calendar icon t0 ChOOSE @ AATE-. st oo v s oo et it i g on

from the popup calendar.

SelecttheYesor No option button tandicate:

If the organizatiointends to or in the past 3 years feagnue exceeding $25,000.
Click theNext button.
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V. Step 5: Create Account

a. Screen displays all information that
has been enteteso far in the Create
Accountprocess

b. Revieweach 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 gikays message
thanking you for creating an
account.

b. To finish the processheckyour e
mailaccountor aWelcome
Message from AGO.

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

c. Click ontheLogin link in email.
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