
1

Hawaii Charity Annual 
Financial Report 

Guide

October 2021
773970.2



2

Hawaii Charity Annual Financial Report
Registered organizations that file an Internal Revenue Service (IRS) Form 990/990-EZ/990-PF must 
complete and electronically submit a “Hawaii Annual Charity Transmittal Form (V2)” (Annual Transmittal) 
and attach a PDF copy of the filed IRS Form 990/990-EZ/990-PF. 

The annual financial report for organizations that file an IRS Form 990/990-EZ/990-PF are due to the 
Department within 10 business days of when the organization files its IRS Form 990/990-EZ/990-PF with the 
IRS.  Unless otherwise instructed, do not submit the annual financial report for the current fiscal year until 
the Form 990/990-EZ/990-PF has been filed with the IRS. 

Registered charitable organizations that have an audited financial statement because the organization was 
required to obtain one by another governmental agency or a third party, must also submit a copy of an 
audited financial statement as part of the organization’s annual financial report.

Charities are also required to pay an annual fee through the State of Hawaii Payment portal.
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IRS Form 990 or 990-EZ Filing Options

Option 1: Form 990 may be completed on the efile.form990.org 
site and transmitted with the Annual Transmittal to Hawaii at the 
same time that the electronic data is transmitted to the IRS.

Option 2: Form 990 may be completed on the efile.form990.org 
site or through any other system, uploaded as a PDF file, and then 
transmitted with the Annual Transmittal.

Option 3: Form 990, if done by hand, can be converted to PDF 
format and uploaded. Then transmitted with the Annual 
Transmittal.
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Completing the Annual Transmittal Process
Your Login ID –Your Login ID is your organization’s EIN without the dash, followed by a 
two digit number (i.e. 01, 02, etc.).

Create a New Filing.   Organizations have three options for creating and submitting a 
Hawaii Charity Annual Financial Report.  These options are based on whether your 
organization has already filed or needs to file Form 990 with the IRS.

Complete the Hawaii Charity Annual Financial Report by inputting the information 
requested on each screen in the electronic filing process.

Electronically “Sign” or Authenticate the filing.

Transmittal and Fee Payment.   When the filing has been accepted, you will receive an 
courtesy email.  This email will contain a link that will take you to the Hawaii Attorney 
General’s website https://ag.ehawaii.gov/charity/fein.html to pay your organization’s 
Annual Fees.

https://ag.ehawaii.gov/charity/fein.html


5

To get started go to:

Http://Efile.form990.org
and click the “Login” button.
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Do not share your Password or allow another 
person to login using your Login ID.                   
Each person must log in with their own Login ID.
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To create a new Annual Transmittal, 
select “Create a New Filing.”

If the organization has already 
started a Annual Transmittal for 
a particular fiscal year, check the 
Control Panel and select to edit 
the Transmittal.
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Once the start date is 
entered, the end date will 
automatically populate, but 
it can be manually changed.

The first annual financial report that your organization must submit to the Hawaii Attorney 
General’s office is for the fiscal year following the fiscal year that the organization used to 
complete its Registration.  

Example:  The organization completed the Registration using its fiscal information for the period 
of 1/1/2018-12/31/2018.  The first annual financial report that the organization will need to file 
with the Hawaii Attorney General’s office is for the period of 1/1/2019 – 12/31/2019.
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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 an Annual Transmittal at the same time, 
select either the Form 990 or 990-EZ.

NOTE: You cannot complete the Form 8868 – Extension and an 
Annual Transmittal at the same time. 9
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Select 
“Yes”
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Check the Hawaii Annual 
Transmittal Form (V2) box.

Nonprofit users:  If you are unable to 
check the Hawaii Annual Charity 
Transmittal Form (V2) box, select 
“Cancel,” locate the existing filing in the 
Control Panel and edit or delete it.

Paid Preparers:  If you are unable check 
the box, check your Control Panel for 
the Transmittal.  If it’s not there, 
contact Tech Support to move the 
Transmittal to your paid preparer 
account.
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If you need to change 
anything, check the 
“Previous” button and 
make the corrections.

Check that the organization is filing a 
Hawaii Annual Charity Transmittal Form. 

Check if the organization also selected to 
file a Form 990/990-EZ with the IRS. 

If the information is correct, select “Finish.” 
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Click to start 
completing the 
Transmittal.
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Note: If you skip entering information into a mandatory field and select “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 Annual Financial Report 
process.

Follow the prompts for the 
permissible characters for 
each line.  

Impermissible characters and 
extra spaces will result in    
error messages.
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If the organization answers 
“Yes” to Questions 5A-5D, it 
must select the appropriate link 
and select “Add a New Record.” 

If the organization answers “No” 
to Questions 5A-5D, go to the 
next slide for Question 6. 

For Questions 5A-5D, enter a 
detailed explanation and upload 
any documents.  Select “Save & 
Return”.  Go to the next slide for 
Question 6.
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If the organization’s tax exempt 
status has ever been DENIED, 
REVOKED or MODIFIED,  select 
“Yes” and follow the link to     
enter details about the event(s).

Once Questions 5 & 6 are   
complete, select “Next” to  
continue.
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This is an optional field.  If the 
organization chooses to name an 
agent for service of process, it 
should select to “Enter Details” 
and enter it on the next screen.

The organization must answer 
whether it received or made any such 
loans.  

If the organization answers “No,”
select Next.

If the organization answers “Yes,”
follow the “Enter Loans” link to 
provide details on each loan.
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Select “Add a New Record” to report each 
loan. 

Enter the details of the loan.  If you need 
additional space to explain the loan, 
upload a separate PDF below.

Select “Save & Return.”  To add         
another loan select “Add a New Record.”  
To Return back, select “Return.”
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Select “YES” if the organization has filed a 
Form 990, Form 990-EZ, or Form 990-PF.  

Select “NO” if the organization files a 
Form 990-N or has failed to file or does 
not file any 990 forms.  

You will be directed to complete the    
Special Hawaii Transmittal and will need 
to use a different filing guide. 
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Total Revenue: 

Form 990: Part I, Line 12

Form 990EZ: Part I, Line 9

Program Service Expenses: 

Form 990: Part IX, Line 25, Column B

Form 990EZ: Part III, Line 32

Fundraising Expenses:

Form 990: Part IX, Line 25, Column D

Total Expenses: 

Form 990: Part IX, Line 25, Column A

Form 990EZ: Part I, Line 17
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Amend the default Attachment   
Description to describe the upload.

Upload a PDF of the filed Form 990, Form 990EZ or Form 
990PF and all attached Schedules (except Schedule B).
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Upload a PDF of the Audit Report covering the 
same fiscal period as the Hawaii Annual 
Transmittal.

Audit Reports will NOT be made public on the 
Hawaii Charities website.

If the organization is required to complete an 
Audit Report but has not completed it, contact 
our office before completing the Annual 
Transmittal.
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The authorized signer must be either an OFFICER or an 
appointed AGENT of the charitable organization.

If the authorized signer is NOT an OFFICER of the 
charitable organization, the signer must submit written 
delegation signed by an OFFICER to the Hawaii Dept. of 
the Attorney General. 

The pull down menu will list the following: 

• Individuals who have active Nonprofit Accounts with the   
authority to sign on behalf of the organization;

• Paid Preparer account used to complete the Annual   
Report.  (Paid Preparers, if your name is listed twice, sign 
in to your Nonprofit Account and change the signature 
setting to “No.”  Sign back in to your Paid Preparer 
account to authenticate.)
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Use the Quick Jump menu to:

“Verify Current Form” to display 
any errors or missing information in 
your annual report.

“Generate and View PDFs” to get a 
PDF copy of the unsigned report.

 “Verify Filing” to ensure there are 
no incomplete fields or errors before 
signing the report.



25

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.

Click the orange “here” to generate the 
PDF. To download the PDF go to 
Control Panel, find the appropriate 
Transmittal and click on the magnifying 
glass icon. On the Check Filing Status 
screen look for the HI State Annual 
Transmittal link.



26

The orange links on the left 
side of the page will take 
you directly to the page 
that requires additional 
information. 
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Select “Verify Filing” from the Quick Jump 
menu, and select the orange “here” to mark 
the Annual Transmittal as complete.  

Identifying a registered agent is not 
mandatory to complete the Transmittal.
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The selected Authenticator should 
follow this link to sign into the 
efile.form990.org site to review the 
Annual Transmittal.

After marking the Transmittal as 
complete, this email will go to the 
email address associated with the 
user account selected to 
authenticate the filing.
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The Authenticator should review the 
Annual Transmittal PDF for errors. 

To approve the Annual 
Transmittal, the Authenticator 
should select “Click Here to 
Authenticate this Filing” to start 
the authentication process.

If the Annual Transmittal needs to be 
amended, the organization will need 
to contact Tech Support to put the 
Annual Transmittal in “Edit Mode.” 
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This email address must belong to the 
individual who is authenticating/signing 
the Annual Transmittal.  

The email address must be personally 
identifiable and not generic.

ONLY the individual named here 
should sign the Annual Transmittal.   
If you are not that individual, do not 
continue with the authentication 
process.  
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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.
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After completing Step 2 of the Authentication process, the 
Authenticator must close their browser.  The system will send 
an email to the Authenticator with a link to complete the 
authentication process.
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After signing the Annual Transmittal, 
the Authenticator will receive this 
email.  

The Authenticator must follow this 
link to log back into the efile site to 
complete the final step in the 
authentication process.
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This is the final step in the 
authentication process. 
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The Authenticator can 
return to the Control 
Panel to view the status 
of the Annual Transmittal.
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If authentication was NOT completed, the status of 
the Annual Transmittal will remain “Awaiting 
Authentication.”

If authentication was completed, the status of the 
Transmittal will change to “Pending.”  

The status will change to “Transmitted” when it is 
sent to the AG’s Office for review.
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Annual Fee:

•Only available for payment on the 
Hawaii Charities page the day after the 
Annual Transmittal has been accepted by 
the Attorney General’s Office.

•The status of the Annual Transmittal on 
the efile site should change from 
“Transmitted” to “Accepted.”

•The organization will receive this 
courtesy email the day after the 
Transmittal has been accepted.

If the organization did not receive this courtesy 
email, it should check the status of the filing on the 
efile site and search the inbox for emails from 
support@form990.org or atg.charities@hawaii.gov. 

mailto:support@form990.org
mailto:atg.charities@hawaii.gov
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Follow the link in the courtesy email or go to 
https://ag.ehawaii.gov/charity/fein.html to 
pay the annual fee.  Late fees of $20 per day 
up to $1000 per Annual Transmittal may be  
assessed if annual fees are not timely paid.

Save a copy of your receipt. The Attorney 
General’s Office will not be able to provide 
you with one.

https://ag.ehawaii.gov/charity/fein.html
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