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It is strongly recommended that students opt to use the IRS Data Retrieval option during the initial FAFSA or when 
corrections are made to a 2018-2019 FAFSA application. This option will streamline the processing of the financial 
aid application and will take the place of an official IRS Tax Transcript for students selected for verification. 

Students and/or parents may not have completed their taxes or submitted them electronically when they 
completed the FAFSA.  In these cases, students and/or parents will be able to use the IRS Data Retrieval process 
approximately three weeks after tax returns are e-filed or eight weeks after paper returns are mailed to the IRS.  

Instructions to use IRS Data Retrieval 

 Go to www.fafsa.gov 

 Choose 2018-2019 FAFSA, login using your FSA ID 
 Under “Returning User” Select “Make a Correction”. 
 Navigate to the income section for the student and/or parent(s) (if a dependent student). 
 Mark “Already Completed” when asked about the status of your 2016 federal tax return. 
 In the parent and/or student section of the FAFSA, follow the instructions and answer the questions 

regarding: 
o Married Filing Separately 
o Head of Household [a tax designation for some unmarried individuals] 
o Filed an amended tax return 
o Filed a Puerto Rican or foreign tax return 
o Filed taxes electronically in the last 3 weeks (or by mail in the last 8 weeks) 

If student and/or parent (if a dependent student) answer “No” to all of the questions above, they may be 
eligible to use the IRS Data Retrieval Tool. (Cannot answer no to all questions?  See more information in 
“Exceptions” below). 

 Another log in for the IRS will appear.  Enter the student and/or parent (if a dependent student) FSA ID 
and password. If you or your parent have not yet created an FSA ID and password, click on “Create an FSA 
ID” and follow the prompts. 

 A screen will appear to enter the name and the address of the taxpayer. 
o Use the official U.S. Postal Service address for the home listed on the tax return. 

 After reviewing the IRS information, go to the bottom of the screen and choose "Transfer Now". 
 Remember to sign and submit the FAFSA transaction after income data has been retrieved! 

According to the IRS:  
 Electronically filed tax return information will be available online from the IRS site in 2-3 weeks after the 

return has been filed.  

 Data from paper tax returns will be available in 6-8 weeks.  

EXCEPTIONS 

Unfortunately, the Data Retrieval Process cannot be used in the following circumstances, and the applicant will 
have to request a Tax Return Transcript from the IRS:  
* When a paper FAFSA is completed 
* Filed “Married Filing Separately” return 
* Filed “Amended” return  
* Filed “Foreign” return 
* Marital status changed after December 31 
* Applicant has made changes to IRS Data Retrieval information on FAFSA 

If you are amongst those who are ineligible to use or elect not to use the IRS Data Retrieval option and 

you are selected for verification, then you will need to request an IRS Tax Return Transcript.  



Tax Return Transcript Request Instructions, 2018-2019 

Tax filers can request a transcript of their 2016 tax return, free of charge, from the IRS by one of the 
following methods: 

Telephone Request 

Available from the IRS by calling 1-800-908-9946 

 You will need to enter your Social Security number (SSN), information about your street address, the
tax year requested, and the type of transcript requested.

 At the prompt, select number 2 for tax return transcript.

 Transcripts arrive in 5 to 10 calendar days at the address the IRS has on file for you.

 Submit the tax return transcript to Moraine Park; make sure to include the student’s name and N
number on the transcript.

Request Transcript by Mail  
Available from the IRS at www.irs.gov/Individuals/Get-Transcript 

 To use Get Transcript by Mail, you need your Social Security number (SSN) or your Individual
Tax Identification Number (ITIN), date of birth, and address from your latest tax return. Follow
the prompts to request your tax return transcript for 2015.

 Transcripts arrive in 5 to 10 calendar days at the address the IRS has on file for you.

 Submit the tax return transcript to Moraine Park; make sure to include the student’s name
and N number on the transcript.

Paper Request Form – IRS Form 4506T-EZ 
Available via download at www.irs.gov/ or at www.morainepark.edu/financialaid/ 

 Complete lines 1 – 4, following the instructions on page 2 of the form.
 Line 3: enter the tax filer's street address and zip or postal code. Use the address currently on file

with the IRS.
 Line 5 provides tax filers with the option to have their IRS Tax Return Transcript mailed directly to a

third party by the IRS. Do not have your Tax Return Transcript sent directly to Moraine Park.
 Line 6: in the Tax Year field, enter "2016".
 The tax filer must sign and date the form and enter their telephone number. Only one signature is

required when requesting a joint tax return transcript.
 Mail or fax the completed IRS Form 4506T-EZ to the address (or FAX number) provided on page 2 of

Form 4506T-EZ.
 If the 4506T-EZ information is successfully validated, tax filers can expect to receive a paper IRS Tax

Return Transcript at the address provided on their request within 5 to 10 days.
 Submit the tax return transcript to Moraine Park; make sure to include the student’s name and N

number on the transcript.

You may still go to www.fafsa.gov and choose to import your tax data directly from the IRS. This is the 
fastest option.  (See instructions on reverse side of this document). 

Please visit morainepark.edu/financial-aid/, email financialaid@morainepark.edu, or call Student 
Services at 920-924-3207 if you have further questions. 

https://www.irs.gov/Individuals/Individual-Taxpayer-Identification-Number-ITIN
mailto:financialaid@morainepark.edu



Accessibility Report



		Filename: 

		1819 Tax transcript and IRSDRT instructions.pdf






		Report created by: 

		


		Organization: 

		





[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 2


		Passed manually: 0


		Failed manually: 0


		Skipped: 0


		Passed: 30


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Needs manual check		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Needs manual check		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Passed		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
