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The Registration Process 
Ø Organizations complete a registration only once. 
 
Ø There is no fee to submit a registration. 
 
Ø Obtain a login for the organization and add users to the account. 
 
Ø Complete the on-line registration form. 
 
Ø 2 officers of the organization must authenticate (electronically 
sign) the registration to complete and submit it to the Hawaii 
Attorney General’s office. 
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To get started and obtain a login, go to: 

Http://Efile.form990.org 
and click the “Register” button. 
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Please read the information regarding 
Nonprofit Organization and Paid Tax 
Preparer logins to determine which type of 
login you need to request then click “Next.” 
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If you are a 3rd party paid 
preparer that is preparing the 
registration on behalf of an 
organization, please obtain a 
“Paid  Tax Preparer” login.  As a 
“Preparer” you will be able to 
create and prepare registrations 
and annual reports on behalf of 
multiple organizations.  You will 
also receive the same system 
generated email notifications 
that the officers of the 
organization do regarding the 
status of the filings you have 
prepared. 
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In creating your login, please use an 
email address that is personal to you 
that only you are able to access.   
Please DO NOT use a general email 
address for your organization OR the 
email address of another person, 
including a 3rd party paid preparer. 

Each person with a login must 
indicate whether they are 
authorized to electronically sign 
(authenticate) filings on behalf 
of the organization.   
 
Please note: 2 officers of the 
organization must have 
logins to authenticate the 
registration before it will be 
submitted to the Hawaii 
Attorney General’s office. 

6 



The first person that creates the login for the 
organization will usually be designated as the 
“Primary Contact” for the organization.  The 
Primary Contact may create additional user logins 
for other officers and/or employees of the 
organization by clicking the “Manage User 
Accounts” link.  Each person with a user login 
must use their own personal email address in 
creating their login and user profile.  Please DO 
NOT use a general email address for the 
organization OR the email address of another 
person, including a 3rd party paid preparer. 

7 



Once a login for the organization has been created, each 
person for which a user login has been created will receive 
an email like this one that will be sent to the email address 
listed in the person’s login profile to activate their  login 
account.  
 
If you or any person for whom a login has been created 
does not receive the email, check the Spam filter. 
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Once you have activated your login you may 
login to the site and begin the registration. 
 
Please do not share your Password or allow 
another person to login using your Login ID.  
Each person that logs into the organization’s 
account must have their own user login. 9 



Click here to 
start the 
registration 
process. 
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Please use the 
organization’s most 
recently completed 
fiscal year to complete 
the registration. 
 
Once you enter the 
start date & end date 
will automatically 
populate. 11 



If the organization has already filed an a 990/990-EZ/990-N 
or other annual return with the IRS, select “Not filing an IRS 
Form.” 
 
If the organization wants to electronically file a Form 990 or 
990-EZ with the IRS and complete the Hawaii Registration at 
the same time, select either the Form 990 or 990-EZ. 
 
NOTE: You cannot complete the Form 8868 – Extension and 
the Hawaii Registration at the same time. 12 



Check 
“Yes”  
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Check the Hawaii Initial 
Registration (URS) box. 
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If you need to change 
anything, check the 
“Previous” button and 
make the corrections. 

Check the information to verify that 
you DO or DO NOT want to file a 
Form 990/990EZ with the IRS AND 
you are filing a “Hawaii Initial 
Registration (URS).” If the 
information is correct, check “Finish” 
button.   
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Click to start 
entering data. 
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Input the data 
and click “Save” 
then “Next.” Need to answer. 

Optional 

Note: If you skip entering information into a mandatory 
field and click “Save” or “Next”, an error message will 
appear.  You may check the  “Skip current page validation” 
box to move on, however, you will need to go back and fill 
in the information to be able to complete the registration 
process. 17 



The drop-down box 
under “Hawaii URS” 
allows you to navigate 
and go to any question/
screen in the registration 
process. 
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Enter phone numbers in 
a ###-###-#### format. 

Optional 
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Information may be 
manually entered or you 
may upload a PDF 
document with the 
information. 
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Note: If you answer “Yes” to questions 7 A-D, 
additional fields will appear for you to provide 
additional information for that question. 
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Information may be 
manually entered or you 
may upload a PDF 
document with the 
information. 
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Clicking “Enter 
methods of 
solicitation” or 
“Enter NTEE 
codes” will 
bring up 
additional 
screens where 
you may check 
the applicable 
boxes. 
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Clicking “Enter officers, 
etc.” will bring up 
additional screens (shown 
below) where you will 
insert information on each 
of the officers, directors, 
trustees, and executive 
staff officers. 
 
If you answer “Yes” to any 
box in Question 14, 
additional screens will 
come up for you to provide 
additional information 
regarding your answer. 
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For Question 15 a-f, when 
you click the “Enter” link, 
there will be additional 
screens (shown below) 
where you will insert 
information on each of the 
responsible parties. Once 
you have entered a party’s 
information, it will save on 
the list and you may select 
from that list or add a 
person to the list and select 
the newly added person in 
answering the subsequent 
subsections. 
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If you answer “Yes” to any 
box in Question 18, 
additional screens will 
come up for you to provide 
additional information 
regarding your answer. 
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For help on what 
information should be 
inserted for 
Questions 21 -22 
click the help buttons 
next to each item. 
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You may upload PDF documents with 
additional information on your 
organization here.  Please note that 
any documents submitted with your 
registration will be made available on 
the Hawaii Charities website for 
public viewing.   
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The names that will appear in the drop down box are the 
names of the people who have active logins to this account 
and whose profile indicates that the person is authorized to 
sign documents on behalf of the organization.  2 officers of 
the organization must electronically sign (authenticate) 
the registration in order to complete it and for the system 
to submit it to the Hawaii Attorney General. 
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Clicking “Quick Jump” you 
may: 
 
Ø “Verify Current Form” to 
display any errors or missing 
information in your registration,  
 
Ø “Generate and view a PDF 
Copy” of the filing, and  
 
Ø “Verify the Filing.”  
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The orange links on 
the left side of the 
page will take you 
directly to the page 
that requires 
additional 
information.  

32 



Click the orange “here” to 
generate the PDF.  Once 
you click, if you hit 
“refresh” it will tell you the 
status of making the PDF. 

This is what the PDF will look 
like and you may print and 
review it to make sure that all of 
the information is correct. 

33 



Once all required information has been 
inputted and there are no errors, select 
“Quick Jump” and “Verify Filing” to 
complete the registration and log off. 
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Click the orange “here” to to complete 
the registration and log off. 
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Once the registration has been marked as complete, the system will automatically send an email like 
this to the 2 officers selected to electronically sign (authenticate) the registration and the individual 
that prepared the registration. The email will be sent to the email address listed for each person in 
their user profile. 
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Each of the officers should click 
this link and log in to the 
registration site to start the 
authentication process. 



Once logged in, the 
officer should review 
the PDF copy of the 
filing to make sure 
that all of the 
information is correct.  
 
Once the officer 
verifies that the 
registration is 
complete, click “click 
here to Authenticate 
the Filing” to start the 
authentication 
process. If corrections need to 

be made to the 
registration, contact 
tech support. 37 



Please note, only the officer of the 
organization identified in the 
authentication screen should be 
completing the authentication.  
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Please note, by electronically signing (authenticating) this filing the 
person is certifying under penalties of unsworn falsification that the 
statements contained in the filing are true and correct to the best of 
their knowledge and that they are the person identified in the 
authentication screen. Under Hawaii’s laws, committing an unsworn 
falsification is a misdemeanor. 39 



After completing Step 2 of the Authentication 
process, the officer must close their browser 
to move on to the final step in the 
authentication process.  The system will then 
automatically send an email to the officer with 
a link to complete the authentication process. 
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This email will be sent to the 
email address listed in the 
officer’s user login profile.   
 
The officer must use the link 
provided in the email that 
takes you back to the 
registration site to login and 
complete the final step in the 
authentication process.  
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This is the final step in the 
authentication process.  

42 



After completing the 
authentication 
process the officer 
may click the “Return 
to Control Panel” to 
view the status of the 
registration. 
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If both officers have completed 
the authentication process the 
status will indicate that the 
registration is “Pending.”  If one 
officer still needs to complete 
the authentication process, the 
status will indicate “Awaiting 
Authentication.” 
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This is the final email that the registration system 
sends once the Registration has been received by 
the Hawaii Attorney General’s office.  The email is 
sent to the 2 officers that authenticated the 
Registration and the individual that prepared the 
filing. 


