Instructions for Ordering a Tax Return Transcript or Using
the Data Retrieval Tool on the FAFSA

If selected for verification, federal regulations require transferring your income tax information by using the
IRS Data Retrieval Tool available on the FAFSA website at https://fafsa.ed.gov/ or by submitting Tax Return
Transcripts to Elizabethtown College.

How to Request a Tax Return Transcript Online:

1. Go to https://www.irs.gov/individuals/get-transcript
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2. Click “Get Transcript Online.”

Get Transcript

ONLINE

What You Need

To register and use this service, you need:

+ your SSN, date of birth, filing status and
mailing address from latest tax retumn,

+ access fo your email account,

+ your credit card number or account number
from an auto loan, mortgage, home equity
loan or home equity line of credit, and

+ a mobile phone with your name on the
account.

What You Get

« “View, print or download your transcript

« Transcript tvpes available online
« lUsemame and password to return later


https://fafsa.ed.gov/
https://www.irs.gov/individuals/get-transcript

3. Click Get Started under First Time Users.

4. Read the registration information and click Continue.
5. Confirm that you have the required personal information available and click Yes.
Please have the following information and materials to complete registration:
s Full Mame
= Email
= Birthdate

Social Security Mumber (38N} or Individual Tax Identification Mumber (ITIN)
s Tax filing status
» Current address

Do you have this information available?

CIED

6. Confirm that you have the account number from a financial account listed on your credit report and click
Yes.

¥HIRS

You need a financial account to register

To verify your identity, we will need a number from ONE of your financial accounts. We can use any of the following

» CreditCard OR

= Mortgage or Home Equity Loan OR
s Home Equity Line of Credit OR

= Auto Loan

You will only need to provide the loan account number or a few digits from a credit card number. We only use this information to verify
your identity. You will not be charged any money and are not sharing any account balances or other financial information with us.

A soft inquiry will show up on your credit report to let you know that the IRS accessed your credit report information. This will not increase
or decrease your credit score and lenders will not be able to see this

If you have placed a credit secunty freeze with Equifax, you must contact Equifax to have the freeze temporarily removed before
continuing. Once registration is complete, you may contact Equifax to resume the freeze

Do you have this financial information available? (If you don't have the account infermation on hand. you should answer No'.)

CIECD

7. Confirm that you have a mobile phone number and click Yes.

8. Enter your First Name and Last Name as they appear on your most recent tax return. Then enter your e-
mail address and click Send Code.



9. The IRS will e-mail you an 8-digit code.

10. Enter your personal information and address information and click Continue.
11. Enter the account number for one of the choices listed and click Continue.
12. Enter your mobile phone number and click Send Message.

13. The IRS will text you a 6- digit code. Enter the code and click Continue.

14. Create your User Profile by entering a username and password. Then enter a phrase and select an image that
you will recognize. Then click Continue.

15. After your user profile is created click Continue.
16. Read the Security Announcement and click Continue.
17. Select Higher Education/Student Aid from the drop down list and click Go.

18. In the Return Transcript box, click the year for the tax return transcript you want to download.
Get Transcript

Select a reason you need a transcript: | Higher Education/Student Aid ¥

You selected: Higher Education/Student Aid
We suggest you download: Return Transcript

Below are the transcnpts and years available

Retumn Transcript Record of Account Transcript Glossary

U9 Return Transcript

i Tax Return Transcripts show most line
2014 2014 items from your tax return (Form 1040,
Y 10404 or 1040EZ) as &t was orignally
2013 =013 filed, inc ludi
forms and s

accompanying
5. This transcript
2012 y changes you, your
representative or the IRS made after
you filed your return. In many cases, a
Return Transcript will meet the

Account Transcript Wage & Income Transcript b
requirements of lending institutions
= offering mortgages and student loans
2014 2014 Record of Account Transcript

Record of Account Transcripts
2013 2013 combine the information from tax
account and tax return transcripts.

Account Transcript

Show All £3 Show Al E3 Tax Account Transcripts provide any
adjustments either you or we made
after you filed your return. This
transcript shows basic data, including
marial status, type of return fied
adjusted gross income and taxable
income

19. Congratulations! Your tax return transcript will appear in a new window.



-ZmMoOC-H®

How to Request a Tax Return Transcript by Phone
- Available from the IRS by calling 1-800-908-9946

- Tax filers must follow prompts to enter their Social Security number and the numbers in their street
address.

- Select Option 2 for Tax Return Transcript request and enter the year you are requesting.

- If successfully validated, you can expect to receive the IRS Tax Return Transcript at the address that
was used in the telephone request, within 5-10 days from the time the IRS receives the request.

How to use the IRS Data Retrieval Tool on the FAFSA:

If any of the following statements are applicable, you are NOT ELIGIBLE to use the IRS Data Retrieval Tool;
therefore, you must submit a Tax Return Transcript to Elizabethtown College.

e My tax filing status is Married Filing Separately

e | filed an Amended Tax Return

o | filed a Puerto Rican or foreign tax return

IRS Data Retrieval Process

The IRS Data Retrieval Tool is not available until two weeks after submitting your tax return electronically or
up to eight weeks after submitting a paper tax return to the IRS.

L. Go o htps:fafsacd gou

Welcome,

2013-2014 2012-2013

Original Application

Current Application Status: Processed Successfully Submitted: 02/25/2013
Congratulations, your FAFSA was successfully Processed: 02/26/2013 .
processed 2. Log in to the student’s FAFSA
What Happens Next Latest Correction application
e Your FAFSA information was made available TEEEEE—— Submitted: 02/28/2013 pp
to the school(s) you listed on your FAFSA. | VIEW PROCESSED Submmed.By Student
e Your school(s) will use your FAFSA INFORMATION Processed: 02/28/2013
information to determine the aid you may be (PDF VERSION) 5
eligible to receive. 5

e Your school(s) will contact you if they need
more information or to discuss your financial i VIEW PROCESSED 3
i award ) INFORMATION
e Ifyou have questions about your financial aid (HTML VERSION)
K: tact hool e b : H
pecEi st shet) 3. Select “Make FAFSA Corrections” if
you have already submitted your

( b FAFSA. Then navigate to the
o IMake FAFSA Corrections to make a change, add a school, or transfer IRS data - - -
N0 Your FAFSA Financial Information tab



https://fafsa.ed.gov/

4.

Click on the “Financial Information” tab. Select “Already Completed” for the tax return filing status and
answer the eligibility questions.

FederalStudent Ald sz Lol

the AMERICAN MIND'® Free Application for Federal Student Aid

[searcH |

[

Student School Dependency Pacont Financial Sign & Confumation
Demographics Scolection Status Demographics Information Subemit

Student Tax Information [ Help and HMints )

Didd you file your taxes

= olectronically in the last 3
@ & Applcation was successiully saved woeks (OF try mall i the last
11 weeks)?
For 2015, Nave you COMPIeted your IRS INCOME tax raturn or INoer tax return? If you fled your taxes

QIGCironically wiihin the last
ree weeks, or by mad within
e last cloven Weaks. salect

Already completed [+ |

-“~ZMOC-H®

For 2015, what is your tax filing status according 1o your tax return? You. 0iherwine, select No.
Married-Filed Joint Return £2)
— It yOou MGY yOour Laxes wilhan
wither Of those Beneframes, then
[22) Todetermine if you can use the IRS Data Retrieval Tool to transter your tax your tax return infor PN
retun information from the IRS IMo your FAFSA. answer the following MIGNE NCL D Svaitabie Wom the
Qquestion(s) IRS. You can attempt 1O use the
S0 r. I
DOWOVEr, If YOU are NOt Ao 10
?
D2 you fle a Form 1040X amended tax mburm transfer your tax return
Yes @ No Information into your FAFSA at
Dig you Nié @ Puerto Rcan of 10reign tax return? s UM, YOu CAN Iry A0KN In &
Yos ¥ No WOok Of tWO OF you Can
Marcally snter your tax reburm
D you Mle your taxes slectronic sty in e ast 3 weesks (O by sl in the st 11 information
weoks)?

Yes % No

he IRS nto s FAFSA row vou fled your laoes can affect wheiher your tax

( Based on your response, we recommend that you transter your informaton from N ~
retum information s avallable to transfer

Enter your FSA 1D ang clck Link To IRS

What is your (tne stucent's) FSA 1ID?

FSA 1D Usemame of Ventea E-man EQoraot Usermame
AJQress EQroct Passworg

FSA ID Password

e =

LPREVIOUS] |NEXT >

NEED HELP? CLEAR ALL DATA | VIEW FAFSA SUMMARY £XaT

If you are eligible to use the IRS Data Retrieval Tool, you can now click on the LINK TO IRS button. If
you are not eligible to use the IRS Data Retrieval Tool, follow the instructions above to order a tax
return transcript by phone, online at IRS.gov, or by mail.

Click “OK” to leave the FAFSA website and enter the IRS Data Retrieval Tool website.

Click “OK” to accept the IRS Data Retrieval Tool terms of use.



8. Enter the requested information and click “Submit.” Remember to enter your address exactly as it
appeared when you filed your taxes.

\'f" - Return to FAFSA | Log Out | Help
¥ IRS gov

Espainol
Get My Federal Income Tax Information

See our Privacy Motics regarding our request for your personal information.
Enter the following information from your 2015 Federal Income Tax Return. @ Required fieids *
First Hame * |Dependem

Last Mame * |D=I.a

Social Security Number * e m—

Date of Birth * [01 s [01 4 [1994

Filing Status * © Single -

Address - Must match your 2015 Federal Income Tax Return, ©

Street Address [

P.O. Box (Reguired if enterad on your tax retum) (7]

Apt Number (Required if entered on your bax retum) |

Country * United States -

City. Town or Post Office * |

Statef) S Territory * Select One -

ZIP Code *

Select the bution below o ext the RS sysiem and
returm i your FAFSA.

By submiting this infermation, you carifty that you are the person
identified. Use of tis sysiem to ccess ancther person’s nfermaton
may resul in il and crminal penalties

Return lo FAFSA Submit

9. Review the information that the IRS has retrieved from your tax return. Check the box to “Transfer My
Tax Information into the FAFSA” and click “Transfer Now.” Your IRS data will be transferred to your
FAFSA and you will be returned to the FAFSA website.

g@ ]Rq Return to FAFSA | Log Qut | Help
[ {

Espariol

Student 2015 Federal Income Tax Information

The information below is your

tan information that will help you answer some of he questions on the FAFSA,

My Tax Information

Tan Year 2015

Wame(s) Dependent Data

Social Security Mumber v o N

Filing Status Single Quesfion 34 on the FAFSA
Type of Tax Return Filed 1040EZ Question 33 on the FAFSA
Adjusted Gross Income $5,750 Question 36 on the FAFSA
Income Eamed From Work @ $20.125 Question 39 on the FAFSA
Incoma Tax $7,025 Cuestion 37 on the FAFSA
IR3 Exemplions 5 Question 38 on the FAFSA

- Prind this page for your records before choosing an oplion below
Transler My Tax Information into the FAFSA 0
4| The tax information provided above will populate the answers fo the appropriate FAFSA questions | TransferNow | ©
Aher the FAFSA s populated your IRS session will end and you will return bo your FAFSA
Check this box if you are choosing to transter your informeation
Do Not Transfer My Tax Information and Return to the FAFSA ©
By clicking the “Do Mot Transfar button, yau ane choasing nol 1o transter your tax information

electronically. Your IRS session will end and you will return to your FAFSA. 0
You may sfill use this tax information to input the data inta your FAFSA

IRS Privacy Policy



10. Do not update any answers that say “Transferred from the IRS” or we may require you to supply additional
documentation. Answer the additional questions and click “Next.”

F?deral Student PROUD SPONSOR of FAFSA

FICE &f fhe W5, DEPARTMIMT &f COUCATION tas AMERICAN MIND® Free Application for Federal Student Aid
a [ SEARCH
Help
Student School Dependency Parent Financial Sign & Confirmation
Damographics Seleciion Status Demographics  Information Subemit

r ™
Student Financial Information Help and Hints

Student’s Type of 2015 -
Tax Form Usad

m You have successiully ransléermed your 2015 IRS tax infommation.

#s not pre-filled, you mist
i %
What was your adjusied gross income fior 20157 This amount is found on IRS Form Salaet el IO Lio: Fadusn

1040A&-lne 21 or 1040EZ-line 4
hal fised il Tile Tior
5 3,750 00  Transferred from the IRS e

Your ncome eamed from working (wages, salanes, tips, e ) in 2015 was transferred
from the IRS. This amount is found on IRS Form 10&804-line T or 1040ET-Ene 1

5 Ceestion 33
Your RS tax infonmation has been sulcessfully ransfemed inbo this
i [ |
T FAFSA Questions that were populated with tax information will be L RS bata
markoed with “Transferred from the IRS" 8l fool and iranafer
U ) bt infoemation from the .
IRS inio your FAFSA, the
D answer o this guashon will
be pre-Niked and identified
= WWhat income tax return did you flle for 20157 as “Transtarred from the
Transferred from the IRS I
N IRS 10404 of 104DEZ [=] If e AnEwer 1o I GUESton

IRS 1040
IRS 10404 or 1040EZ

& 8 & B

5 20,125 0D & figreign tax retum
A tax retum for a ULS
termitory oF & F resl
Cemewous) (TP oot oy
{InClwdng Puero Rico, g
NEED HELP? CLEAR ALL DATA | VIEW FAFSA SUMMARY =l N y,

NOTE: If you are a Dependent student using the IRS Data Retrieval Tool for both the student and parent, you
will have to complete this process twice, once under the Student Financial Information Section (blue
tab) and once under the Parent Financial Information section (purple tab) before submitting the FAFSA
using both FSA IDs.



11. Continue to the “Sign & Submit” tab. Follow all of the instructions carefully to submit your FAFSA
correction.

Sign With an FSA ID 4 Help and Hints A

Parant Signature . Sign WeR an FSa 1D Terms of Agresmant - Parsot

In oeded 1o Subimil yousr FAFSA,
Rl ptinar g/ ol other's Sooipl Segunty Mumber WO ATl sl i:'ulmh' e

ats n ﬂ Terms of AQreement nd salect
Apgres

Morge=s

Foiiver siStepgmother's last name

Mother s/ Slepmothers date of bath

READ BEFORE PROCEEDHNG

¥ migning this agplicafion slecironically using your Pederal Student Aid BIF, -
ussIname and passacrd. and/or any other credential. VoAU, THE PARCNT. cartify

that all of the information you prowided is true and complete o the Dest of your
knowiedge and you agres. If asked E

1. 10 provide infonmaton that will verify the scoursdy of ¥our complebed form
2. 1o providge U.S. or stals income Lax forms that you Sled or are requined to Sle.

You alss cerily hal you understand that the Secretlary of Eduealion has the aulhority
1o werily formabon feponed On your appic atian with the Intermal Revenue Serice
Brd othad Mederal REenc e

1, the parend. sgres to the ferms oullined sbowve
» Agres ' Disagres

What is your (ihe Mothers/Stepmaihers) FSA ID7
FEa 1D Usernams oF Verifes E-mail

A e
FEa |
» FE4 D Passwornd Eoigl Lisarname
Ecsool Fasasoid
e
Student Signatune - Sign VWith an F5a 10
READ BEFORE PROCEEDING
By signing this applcation slecironcally using your Federsl Student Aia SIN, -
username and password, andior any other gcreadential. VO THE STUDENT. carbify
theat yoan =

1 wvill wss Pedersl arddicr atate shadent insncisl axd onfy o pay the cost of
mitending an netfution of highsr sducategn,

2. mre not in defeult on s federsl shudent losn or have made satetetory
srrangerments 1o repay it

3 g O D Modey Dack on & federal student Qrant or Rayve Mmede SetEstediory
BITBOQErTEnTE 10 feDEy it
il Ty pEUl SLRhool i you delaull of & Tedansl STuUSEnl Meam, and

1, the student. agres to the tenms outiined above
- Agies W Disagies

What | your (1he studant's) FSa 107

FEL 1D Usaifukmae of Verifed E-mail
Addireee

» FEa ID Password

SLIRMIT PAY FAFSA NOW

 —

< PREVIOUS

Remember to print or save the confirmation page for your records.

Financial Aid Office
Elizabethtown College
(717) 361-1404

Questions? Contact us for more information. finaid@etown.edu



mailto:finaid@etown.edu

How to Use the IRS Data Retrieval Tool on the FAFSA

The IRS Data Retrieval Tool (IRS DRT) allows students and parents who filed a U.S tax return with the Internal Revenue
Service (IRS) to access the IRS tax return information needed to complete the Free Application for Federal Student
Aid (FAFSA®) form and to transfer the data directly into their FAFSA form.

Visit studentaid.gov to learn more about the Data Retrieval Tool and FAFSA.

Go to https://studentaid.gov/h/apply-for-aid/fafsa

Select Start Here for new users or
Log In as a returning user

Use the following steps at the Parent Financials and Student Financials tab:
FAFSA

O Edt W Reet FAFSA X View FAFSA Summary + Save © Hep

Student Tax Filing Status
Student . Depandancy Parent Farent Student
Demographics Sechool Selection Status Demographics Financials Financials —

@ o @ o
\

Answer the required 3 questions about your tax return and then select the “Link to IRS” icon.

For 2018, have you completed your IRS income tax return or another tax return? o
v
What income tax return did you file for 20187 o
v
For 2018, what is your tax filing status according o your tax resurn? o
v
.o
(33) IRS Data Retrieval Tool
Applying is faster and easier if you transfer your tax return infoermation into this FAFSA with the IRS Data Retrieval
Teol (IRS DRT)

UNKTORS &

£2010 fafsa gov. All rights reserved


https://studentaid.gov/help-center/answers/article/what-is-irs-drt
https://studentaid.gov/h/apply-for-aid/fafsa

You will be notified that you are leaving FAFSA on the Web in order to use the IRS Data Retrieval Tool:
Click “Proceed to IRS Site”

Student Leaving FAFSA

Student Dependency Parent Parent Student
Demographics Schod Selection Status Demographics Financials Financials

o © o /]

STUDENT INFORMATION

Sign & Submit Confirmation

Leaving FAFSA on the Web

You have entered answers to One or more income gquestions, FAFSA on the Web will delete these
responses and replace them with informartion contained in your tax return when you transfer
your IR5 tax informarion into this FAFSA,

You are now leaving FAFSA on the Web and will be transferred to the IRE Web site to access your
IR5 tax information. Your FAFSA information will be saved.

Your saved FAFSA will automatically open either when you transfer your information from the IRS
or choose to return to FAFSA on the Web from the IRS Web site. If you do not mansfer your
information or choose not to return to FAFSA on the Web from the IRS Web site, you will have to
log in to open your saved FAFSA,

For your protection, your tax return information will not display on the [RS Web site or on

the FAF34A.
SKIF IRs DRT E PROCEED TO IRS SITE @

tite Last Updated: Sunday, Decemibar 135, 2018 Download Adabe Beader

22010 fafza.gov. All rights reserved.

You are now leaving this page. Click OK to continue to the IRS Data Retrieval Tool website:

| You are now leaving this page. Click "0OK" to continue l

or click "Cancel” to stay on this page. Your FAFSA
| information will be saved if you choose to continue. |




Click OK

Return fo FAFSA | Help | Logout@ | Espafiol

THIS U.S. GOVERNMENT SYSTEM IS FOR AUTHORIZED USE
ONLY!

THIS U.S. GOVERNMENT SYSTEM 1S FOR AUTHORIZED USE ONLY! Use of this system constitutes consent to monitoring, interception,
recording, reading. copying or capturing by authorized personnel of all activities. There is no right to privacy in this system. Unauthorized use of
this system is prohibited and subject to criminal and civil penalties, including all penalties applicable to willful unauthorized access (UNAX) or
inspection of taxpayer records (under 18 U.S.C. 1030 and 26 U.S.C. 7213A and 26 U.S.C. 7431).

Enter your name and address exactly as it appears on the Tax Return:

24
\&’m IRS Retum to FAFSA | Help | Logout@ | Espafiol

Get My Federal Income Tax Information

See our Privacy Notice regarding our request for your personal information
Enter the following information from your 2018 Federal Income Tax Return. (2)
All fields are required unless marked otherwise

First Name

Last Name

Click Submit

By submitting this information, you certify that you are the person identified. Use of this system to access another person's information may
result in civil and criminal penalties.

SUBMIT

Select the button below to exit the IRS system and return to your FAFSA.

l CANCEL l




Check the box to Transfer My Information into the FAFSA form.

Then click Transfer Now.

Retum to FAFS. Help | Logout @ | Espafcl

2018 Federal Income Tax Information

Biased on the information you provided, the Intemal Revenue Senvice (IRS) located your income tax return. With your permission
below, the IRS will securely transfer your 1ax information 1o ihe U.S, Depanment of Education (ED) to populate any applicable FAFSAT
queslions.

Fer your protection, the IRS will not display your tax information and will further encrypt any tax infarmation transferred uging he IRS
DRT, therefore, ED is unablé 1o display your 1ax information of your FAFSA form

The: data retrievied Iom your 1ax retum s limited to the Rerns ISed Delow &5 you reported to the IRS

Tax Year Type of Betum Filed Untaxed Portion of IFA Distributions &
Pensions/Annuities
Name(s) Adjusted Grass Income
Tax-exempt Interest Income
Social Security Number Income Eamed from Work
IRA Deductions and Payments
Filing Status Income Tax
Status of Amenden Retums Recstved
IRS Exgmplions Educalion Credits

Refer to your tax records if you have a question aboul the values you reported.

Transfer My Tax Information into the FAFSA Form (7)
The tax infsrmation provided 1o 13752 gov will pepulaie Ihe Bnswers bo e m @
appropriale FAFSA questions. Afer the FAFSA questions are populated,
your IRS session will end, and you will return 1o your FAFSA form. Check
This box IT you are choosing 1o ransfer your information
Do Mot Transfer My Tax Information and Return to the FAFSA Form (7

By clicking the “Do Not Transfer button, you are choosing not 1o transfer DO NOT TRANSFER )
your 1ax information esectronically. Your IRS session will end, and you will
redurn 1o your FAFSA form

For your privacy, the tax information you transfer from the IRS into your FAFSA form won’t be visible to you.
Instead, you will see “Transferred from the IRS” in the appropriate fields.

Student Dependency Parent Parent Student
Demographics School Selection Status Demographics Financials Financials

STUDENT INFORMATION

(> Youhave successfully transferred your 2018 IRS tax information.

Sign & Submit Confirmation

Your IRS tax information has been successfully transferred into this FAFSA. Questions that
were populated with tax information will be marked with “Transferred from the IRS.” For
your protection, IRS tax return information is not displayed on the FAFSA,

What was your adjusted gross income for 20187 e

Transferred from the IRS
G l—nE.‘ll:-'-lk




Complete the IRS Data Retrieval Tool process by submitting your FAFSA on the Sign & Submit tab:

Signature Status

Student Dependency Parent Parent Student )
Dermnographics Schaal Selection Status Dermographics Financials Financials Dot Confirmation

You have provided all necessary signatures, Click Submit My FAFSA Now to submit your
FAFSA.

Student Signed With FSA ID )

Read the Agreement of Terms and click Agree.

Then click NEXT

O Exit T Reset FAFSA X View FAFSA Surmmary » Save © Help

Agreement of Termr

Student Dependency Parent Farent Student X
Demographics School Sekction Status Dernographics Financials Financials Sign & Submit Cartfrmation

STUDENT INFORMATION

READ BEFORE PROCEEDING

By signing this application electronically using your FS3A ID {(username and password) and/'or any other
credential or by signing a signamre page and mailing it to us, YOU, THE STUDENT, certify that you:

-

will uze federal and/or state student financial aid only 1o pay the cost of atending an institution of higher
education,
. are not in defaulr on a federzl student loan or have made satisfactory arrangements 1o repay it

2

3. do not owe money back on a federal student grant or have made satisfactory arrangements wo repay it
4, will notify your school if you defsult on a federal student loan, and

5. will not receive a Federal Pell Grant from more than one school for the same period of dme.

I, the student, agree o the terms curlined above. o

@ Agres O Disagres

Sitw Last Updated: Sunday, December 13, 2018 Dewmnload Adobs Beader

E2010 fafza.gov, All rights resarved,

Repeat this process for the Parent signature (if required) and then click Submit My FAFSA Now.

Signamure Status: Signed Electronically

& PREVIOUS SUBMIT MY FAFSA NOW ©




