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The Hawaii Charity Registration System was 
created by the nonprofit National Center for 
Charitable Statistics at the Urban Institute.  It 
extends the Institute's 990 Online system, 
which was created to help  nonprofit 
organizations complete their IRS 990s, 990-
EZs, and state forms.



The Registration Process

• Completing the Hawaii Registration Form is a lot like purchasing an 
item from Amazon or other e-Commerce sites, but you only need to 
do it once.

• Get Your Login ID – First you must set up an account for yourself

• Complete the Registration Form - Like selecting your books at 
Amazon.

• Verify the Form – The system makes sure that all the dollar 
amounts add up and are consistent, and that all required fields are 
completed -- like viewing the list of items you’re purchasing from 
Amazon.

• Electronically “Sign” the Form (Authenticate) and then Mark the 
Form as Complete – Like verifying that you really want to place the 
order and then pressing Submit

• When the form has been accepted, you will receive an email.



Coming Soon: 
The Annual Filing Process

• Each year, registered charities must electronically submit their 
IRS Form 990, 990-EZ or -- for organizations that complete 
neither -- a simple Hawaii Charity Transmittal Form.

• Charities must also pay an annual fee through the State of 
Hawaii's payment portal.

• This system should be available on or around March 15.  
Registered charities will be notified  by e-mail when it 
becomes available.



Detailed information for Hawaii charities is available on the 
Hawaii Charity Electronic Filing page: 
https://efile.form990.org/frmNPParticipatingStateSCOHI.asp



First Step: Get Your Login ID



Remember: To ensure security, 
passwords are “cAsE-Sensitive”



CPA or tax professional? Register as a Paid 
Preparer and use 990 Online for all your 

registration forms and annual filings



VERY Important!
You MUST 
have a valid 
email or we 
can’t 
complete the 
form!

Just like paper 
forms, electronic 
forms must be 
“signed.” Your 
answers here 
tell us if you are 
authorized to 
sign the form.



You are almost done getting your Login ID…
but you must respond to the e-mail we send you



You should receive an 
Activation Email like this from 
efileTechSupport@
urban.org almost 
instantaneously.  If you don't 
see the email in your inbox, 
check your email Spam filter.
To activate your account, 
simply close your browser 
window and click on the link in 
the email.Gmail spam filter



To complete your 
Hawaii Registration, 

your organization must 
have 2 Authorized 

Officials (i.e., directors, 
officers, etc) with Login 

IDs who will 
electronically “sign” the 

form.

After you have 
obtained your Login ID, 
add other users to your 

account.  

From the homepage at 
the Quick Menu you 
can select “Update 

User Record.”

The PRIMARY USER of an account can add other users.  
The primary user of the account is generally the person 

who registers the first account in our system.



Then from the Manage 
Users page, Select the 

Add User Button



Then enter the 
new user’s 

information and 
select the next 

button

In order to activate 
their account, they 

will need to 
respond to the 
email they will 

receive from our 
system.



Step 2: Use the “Create Filing” Wizard 
to create your Registration Form

To begin creating your 
Registration form, sign in first 

by clicking on Log In

Then select "Create New 
Filing" from the Quick Menu



Create Filing Wizard – Page 1

Important!  Please enter your 
most recently completed fiscal 
year, if you are completing the 
Hawaii Registration Form.



Make a mistake? We can usually 
catch it.

If there’s an error, you will see an Error Message in red:



Create Filing Wizard – Page 2

If you are only creating your 
Hawaii Registration Form, 
choose No.



Create Filing Wizard – Page 2

If you answered No, 
your screen should 
look like this.



Create Filing Wizard – Page 3: 
Specify the states where you file



Create Filing Wizard – Page 4: Make 
sure you have the documents you need 

to get started

You will not need the financial report to complete your initial registration.  You will 
need it in several months when you file your Hawaii Annual Financial Report.

Note that e-Filing in Hawaii is mandatory.  If you need to convert a paper document to a PDF, there 
are numerous free services available on the web. See the FAQs for details.



Congratulations, you 
are finished with the 
Create Filing Wizard 

and are ready to begin 
completing your Hawaii 

Registration form. 

By clicking on the Finish 
button, you will be 

directed to the Control 
Panel where you may 
begin completing your 
registration by clicking 

on the Pencil Icon. 



The Control Panel

Hawaii filing 
has been 
created.

Click on the 
“pencil” to 
start editing. 



The Control Panel

You can get back 
to the Control 
Panel anytime 

from the 
homepage at the 
Quick Menu by 
selecting the 

Control Panel link



Filing Status Page

The Filing Status page lets you know if your return has been 
completed, transmitted to Hawaii, and accepted.

Click on the 
“pencil” again 

to begin



The Hawaii 
Registration 
Form is the 
same form 

Uniform 
Registration 
Form (URS)
accepted in 

more than 35 
states.



Questions 
like “Has the 

name 
changed?” 

must be 
answered; 
others (like 

“Other 
names” are 
optional.)

Navigation 
Buttons are 

at the top and 
bottom of 

each screen.



Phone 
Numbers 
should be 
entered in 
nnn-nnn-

nnnn format.



Popup 
calendars 
help you 

enter correct 
dates…or 

you can enter 
a date by 

hand.



You can upload PDF files 
to our system for sections 

with lengthy lists.  This 
option is available for Line 

4 and Lines 7f & 7g.

To upload a PDF file, select 
“Other Attachments” from 

the Quick Jump menu



Uploading PDF files 
is a 2-Step Process

The first step is to 
upload the file to our 

system.

The second step is 
linking the 

attachment to a 
question.

This is a 2-Step Process because an attachment can be 
used in multiple forms for multiple states.



To begin 
uploading a 

PDF file, 
select the link 

for Upload 
New 

Attachment



Then select 
the Add a 

New Record 
Button



From the drop-down 
menu select “Initial 

registration documents,” 
and add a description of 
the type of file that you 

are uploading

Then select the link for 
“Attach a File”



Select the 
“Browse” button 
and the file from 
your computer 
that you would 
like to upload.

Then select the 
“Submit” button



Next select the 
“Save & Return” 

button



Then Select the 
“Return” button



From the drop-
down menu select 

the file that you 
would like to 

attach

Your PDF file will 
now be attached 
to your Hawaii 

registration



Some fields 
may let you 
select more 

than one 
option.

For example, 
click on 
“Enter 

methods…” 
to select all 

your 
fundraising 
methods.

The next 
screen shows 
your options.



If you skip a 
required field 
and then try 

to navigate to 
another page, 

an error 
appears.



By Selecting 
the question 
mark  button

a pop-up Help 
Menu will 
provide 

instructions for 
completing 

fields.



To add 
officers, 

select the 
Add a New 

Record 
Button



Grey fields 
are 

automatically 
calculated by 
our system



Two different 
Board members 

must be selected.

They both will 
need to 

authenticate the 
return.

They need to be 
registered with our 
system, in order 
for you to select 

them here.



Verification

Select Verify 
This Form 

from the Quick 
Jump menu to 

begin the 
Verification 

Process



When you 
verify your 

return, errors 
will be listed 
that you will 

need to 
correct before 
you mark the 

return as 
complete.

You can click 
on error to 

jump to that 
part of the 

return

Verification - Step 2



When your 
return verifies 

without 
errors, you 
can mark it 
as complete 

from the 
Quick Jump 

menu.

Verification – Step 3



You can 
select to file 
your return 

electronically 
or by mail.

Then you can 
Mark your 
return as 
complete.

Verification – Step 4



You can view 
a final PDF 
copy of your 
return here.

You can begin 
the 

authentication 
process by 

selecting this 
link.

Authentication



Please make 
sure that your 

e-mail 
address is 

correct.

Authentication – Step 2



Select Sign 
Filing if you 

agree with the 
Declaration

Authentication – Step 3



You should receive 
an e-mail like this 

from 
efiletechsupport@

urban.org.

Select this link to 
complete the 
authentication 

process.

Authentication – Step 4



Select the 
Certify button 
to complete 

the 
authentication 

process.

Authentication – Step 5

Congratulations! Once you complete the authentication process, you have 
completed the electronic filing process.  You should receive an e-mail 

confirmation that you return has been transmitted within 24 hours.


