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OFFICE OF ADMINISTRATION

Overview

Users will access the state portal to submit their charity renewal application. The
uPerform tutorials are divided in 3 parts. This document covers all parts. If you would
like to view the tutorials, we provide you the links for each one:

BCO - 10 Renewal Part 1
BCO - 10 Renewal Part 2
BCO - 10 Renewal Part 3

Trigger

Charities can submit their renewal application online prior to their expiration date.
Prerequisites

User must have the following:

Keystone Account (user and password),
valid credit card to use for payment,
valid email address,

financial documents already available in an electronic to upload them toour
system, and

access to IRS 990 information
If user does not have an IRS form 990, users can provide the PA BCO-23 form
which can be located on our website

Menu Path

O O O O e

e O

Use the following menu path(s) to begin this transaction:

e Please go to: https://www.charities.pa.gov/#/page/default
e Use your Keystone credentials to login the system
¢ Follow the instructions for renewal application

Helpful Hints

e Familiarize yourself with:

o Our PA BCO-10 form

o Solicitation of Funds for Charitable Purposes Act (10 P.S. § 162.1 et seq.) (Act 202
of 1990) and,

o BCO-10 Instructions:
https://www.dos.pa.gov/BusinessCharities/Charities/Resources/Documen
ts/BCO-10%20final%20instructions%201-2018.pdf
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https://www.copacustomhelp.state.pa.us/ucontent/860511920a914afa9977d4a5fae1db19_en-US/sim/html/sim_auto_playback.htm
https://www.copacustomhelp.state.pa.us/ucontent/3170623cb2174f3f9a3b41c6a1364830_en-US/sim/html/sim_auto_playback.htm
https://www.copacustomhelp.state.pa.us/ucontent/2db4f8c35559474692d8ae68366e8307_en-US/sim/html/sim_auto_playback.htm
https://www.dos.pa.gov/BusinessCharities/Charities/RegistrationForms/Documents/Registration%20Forms/bco23.pdf
https://www.charities.pa.gov/#/page/default
https://www.dos.pa.gov/BusinessCharities/Charities/Resources/Documents/BCO-10%20final%20instructions%201-2018.pdf
https://www.dos.pa.gov/BusinessCharities/Charities/Resources/Documents/BCO-10%20final%20instructions%201-2018.pdf
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1. Start the transaction directing your browser to our charities webpage:
https://www.charities.pa.gov/#/page/default.

DEPARTMENT OF STATE QHOME S SUPPORT

PRIVACY POLICY ~ SECURITY POLICY ~ AGENCIES  CONTACT US

2. To log in the system, select Login icon m
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3. Select User ID text boxI

DEPARTMENT OF STATE QHOME S SUPPORT

sign In for Existing Applicants & Registration

PRIVACYPOLICY  SECURITY POLICY  AGENCIES ~ CONTACTUS

4, As required, complete/review the following fields:

DEPARTMENT OF STATE HOME  ©SUPPORT

Sign In for Existing Applicants & Registration

PRIVACY POLICY ~ SECURITY POLICY ~ AGENCIES ~ CONTACTUS

Last published: 3/11/2020 BCO-10 Renewal Application.udc 3/39



o]

pennsylvania

OFFICE OF ADMINISTRATION

Work Instruction
BCO-10 Renewal Application

Field R/O/IC

Sign In for Existing Required
Applicants &
Registration

5. Select Password text box ‘

DEPARTMENT OF STATE

Description

Example:
jcpena

AGENCIES  CONTACT US

4/39

BCO-10 Renewal Application.udc
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6. As required, complete/review the following fields:

DEPARTMENT OF STATE

HOME S SUPPORT

Sign In for Existing Applicants & Registration

UseriD
mparker

N
6 f

PRIVACY POLICY ~ SECURITY POLICY ~ AGENCIES  CONTACTUS

Field R/O/C Description
User ID Required
Example:
*kkkk

Last published: 3/11/2020 BCO-10 Renewal Application.udc 5/39
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7. Select Login button .

DEPARTMENT OF STATE

8. Select the renew application iconis

Last published: 3/11/2020 BCO-10 Renewal Application.udc 6/39
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9. Select the drop down icon

10.  Select the correct category for your organization  Charitable Organizations

Select Category
L Charitable Organizations
Institution of Purely Public Charities
Mon-Renewal of Charitable Registration Statement (BCO-2)

Last published: 3/11/2020 BCO-10 Renewal Application.udc 7139
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11. Select the Ok icon I

12. Select the Fiscal year ended field

Last published: 3/11/2020 BCO-10 Renewal Application.udc 8/39
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13.  Asrequired, input the fiscal year ended in the required field:

Field R/OIC Description
Required
Example:
12/31/2019

Last published: 3/11/2020 BCO-10 Renewal Application.udc 9/39
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Save And Continue

14. Select control

FoxNumber 800 Number

Website

s msefgeporg

Organization Address

Principal Address Of Organization
Address 1

[ sosorss
United States. v
[ re

P Maiing addross, U iffcront rorm princspal sddress

M

| POBOX 195

[ s ]
Sute

Pennsyvanis

Type of gaaizabion e.g. on proli corparation, unincerporated assodation, otc.)

Address2

apcoss -
County
Cambertand ~

Address2

ZpCode city
17055 MECHANICSBURG

County

] Cumbedand vl

Organization Type Extablished State

Corporation ~ Pennsytvania

Date Establshed

10/25/2000 -

Plesse uplosd capies of organizstional documents such as charter,articles of Incorporation, constiulian or ather organizstionsl nstrument and by-laws.

15.

e
Pacti
About your organization

Select the correct radio button

;,I Enter
'::_::' Upload
() Not Applicable

regfstration, which permits the organization ko register withaut g a financial report. Check the section that describes the organization.Ifthe organization docs not meet any of the crteria

51682.7(s)(1) . . efol hen all o the contri
e, o it within the o ofthe organizots -
membes . other o7 o e with the prowisions of its

or position as ardinarily confermed on members f such org

Question 3 and 4 are required to be completed by initial registrants only

Date
A

 Has the arganizstion been granted IRS tax- cxempt status!

o modified?

g more than 525,

Last published: 3/11/2020
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16. If you selected "Upload" click on the "Browse" button Browse... |

= BN o A w0

Step 2 Questionnaire
Part]
About your organization

Charitable Organization Registration Statement (BCO-10) Renewal

Question - Part 1

1.0 you have any names and addresses of any offices, chapters, branches, suxsliacies, affiiates or other subordinate units located in Pes jons or other revenue raized in the Commonwealth?

Enter

®) Uplo:

Not Applicable

Please upload contactinformation:

16 f _Browse... |

ration, which permits the organization to r

Question 3and 4 are required to be completed by initial registrants only

3. Mas your organization solicited contributions from Pennsybv

Last published: 3/11/2020 BCO-10 Renewal Application.udc 11/39
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17.  Asrequired, complete/review the following fields:

/@ Chocse Fieto Upioad

4 s ThSPC » Windows(C) » BCCO » Charties » ScannedDocuments ,

Vo s edDocume »
Orgenize v New foldes
| O Name

o )
Date modified Sce
- cHR2BR \

@ OneDiive - Commanweath of Pennsyhania
1 This PC
2 30 Objects
W Destop
% Documents

= CHARS (osctelpp02d) E)
= Giobals (\oactclpp23) ()
= icpena (Noactelpp023\homedics) (H)

Curstoem Cg (il

1 =
Field R/O/C Description

Required Example:
CHR26664

Last published: 3/11/2020

BCO-10 Renewal Application.udc 12/39
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18.  To complete the upload process, please select Upload button .

CHR26564.paf

5162.7(s)(1) - Pe
B16270a}(2) - O

() s162.7(a)2) - 0
19. Select the correct radio button for your organization. membershipinan
or position as ordir
() s162.7(a)(3) - O
() s162.7(a)(a) - v

solicitor.

'::_.\.' Mot Applicable

Lave —_— v ma

CHR2BEEpof

by initial registrants onl

Question 3 and 4

!

Last published: 3/11/2020 BCO-10 Renewal Application.udc 13/39
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20. Select the correct radio button for your organization () Yes () No

[a—— Leom, —_— v > ma

Question 3 and 4 i by initial registrants onl

Last published: 3/11/2020 BCO-10 Renewal Application.udc 14/39
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21.

I ‘-\.I
L_JNo

Select the correct radio button for your organization \J Yes

L60MB

»
— B
PO—
==
2. Short form registration spplicability - Specified types of charitsble organizations described in §162.7(s) of the Act may file a short form registration, whi ization to regrsts hi g 8 financial report. CI st describes the organization. Ifthe organization does not meet any of the eriteria
‘below for short form registration, check “Not Applicable™
s162.16a)l: . ofa hen all o
s enbetip -
. S—— . - o sch s he g ot ot offc tohotdofice
xpitton s inarty confens o member st guchrpaations.
s162.70a)(4) nartered under Federal tions of volunteer fire \bulance sssociations, rescue ex or sfflistes, which are not exempt from regiatration, did not receive gross contributions in excess of $100,000 snd did not use s profiessionsl
Question 3and 4
Y S S ————
Yo e
A—— " " " - !
owe

stions totaling more than $25,000

the organisation been granted RS tax-exempt st

Yes (®)ko

everbeendenied,

22. Select the Save And Continue button

Save And Continue

i
Crmessapat 1s0mB — v
==
™ rother A bytaves or other inst and 500 such as the right to vole, o elect officers and directors, to hold office
‘or pasition as ordinarily conferred on members of such organizations.

usea professionat

Question 3 and 4 are required to be completed by initial registrants only

5. Has the organization been granted IRS tax-exerpt stotus?

2 ] ]
[Fue: pa.govilomuBeoll Laspih 5 \_fc] et ebb0- Te-al 28

Last published: 3/11/2020
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23. Click in the text box and write your response for question 7.

Last published: 3/11/2020 BCO-10 Renewal Application.udc 16/39
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24. Click in the text box and write your response to question 8.

Last published: 3/11/2020 BCO-10 Renewal Application.udc 17/39
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25. Select the correct radio button for your organization (O es (Mo

tend 1o campensate any persan, wha solicis c

26.  Select the correct radio button for your organization () Yes ([ ) No

26 —— v

Ves (lo

Last published: 3/11/2020 BCO-10 Renewal Application.udc 18/39
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27. Select the correct radio button for your organization _,,' Yes () No

vvvvvvv

Last published: 3/11/2020 BCO-10 Renewal Application.udc 19/39
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28. Select the correct radio button for your organization () Yes () No

29. As required, complete/review the following fields:

Question -Part 2
i in which contributions are solicted (e, direct mall, telephone, e, etc

o of e pec progna o which anrions e o il o i d o
I Ao

Address2

nnnnnn

Last published: 3/11/2020 BCO-10 Renewal Application.udc 20/39
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Field

Name

R/O/C Description

Required
Example:
JCP Enterprises

30. As required, complete/review the following fields:

mployees of the organization and professional solicitors

i.):.” S -
[ e ool g
Field R/O/C Description
Phone Number Required
Example:
(717) 783-1720
Last published: 3/11/2020 BCO-10 Renewal Application.udc 21/39
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31 As required, complete/review the following fields:

[ e ~ El
[ o I g | y
i i :
Field R/O/C Description
Address 1 Required
Example:

401 North Street

Last published: 3/11/2020 BCO-10 Renewal Application.udc 22/39
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32. As required, complete/review the following fields:

o |
32 O
= L —_ §

Field R/O/C Description

Address 2 Required
Example:
Suite 207

Last published: 3/11/2020 BCO-10 Renewal Application.udc 23/39
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33. As required, complete/review the following fields:

[ et o

g

33

l o | .
Field R/O/C Description
City Required
Example:
Harrisburg

Last published: 3/11/2020 BCO-10 Renewal Application.udc 24/39
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34. Select the drop down icon

Question -Part 2

Last published: 3/11/2020 BCO-10 Renewal Application.udc 25/39



‘e

A

pennsylvania

OFFICE OF ADMINISTRATION

Work Instruction
BCO-10 Renewal Application

35. Select the correct state from list

Pennzylvania

35 =]

Ilinois

Indiana

lowa

Kansas
Kentucky
Louisiana
Maine
Maryland
Maszachuzetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Mebraska
Mevada

MNew Hampshire
New Jersey
Mew Mexico
Mew York
Maorth Carolina
Maorth Dakota
Ohio
Clklahoma
Oregon
Pennsylvania
Puerto Rico
Rhode Island

South Carolina
qﬁll‘l’h nulrn+u

Last published: 3/11/2020

BCO-10 Renewal Application.udc
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36. As required, complete/review the zip code field:

36

Field R/O/C Description
Zip Code Required
Example:
17120

Last published: 3/11/2020 BCO-10 Renewal Application.udc 27/39
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37. Select the drop down icon

Question - Part 2

aA

esch ent

,,,,,,,,,

Harisburg

Last published: 3/11/2020 BCO-10 Renewal Application.udc 28/39
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38.

Select the county from list FEEETTTEET,

Adams
Allegheny
Armstrong
Beaver
Bedford
Berks
Blair
Bradford
Bucks
Butler
Cambria
Cameron
Carbon
Centre
Chester
Clarion
Clearfield
Clinton
Columbia

Crawford
Cumberland

Erie
Fayette
Forest

Franklin
Casldm e

38
Delawars

Last published: 3/11/2020

BCO-10 Renewal Application.udc
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39. As required, complete/review the following fields:

(o |
9 [~ EIl r——
¥— e | o
e Il
Field R/O/C Description
Date From Required
Example:
01/01/2019
Last published: 3/11/2020 BCO-10 Renewal Application.udc 30/39
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40. As required, complete/review the following fields:

l 0 | ] 40
Field R/O/C Description
Date To Required
Example:
06/30/2019

Last published: 3/11/2020 BCO-10 Renewal Application.udc 31/39
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41. If you need to add another fundraising counsel, select the add icon +Add

mpensated, or does the organization intenta compensate any person, wha salicis conkributions in Pennsybvania,including, but not limited to, emplayezs of the srganization and professionslsolicitors? (Do nat check “Ye™ i the arganizations only uses or intend bo only use a professional fundraising counsel

e -

42.  Select the correct radio button for your organization () ¥es () No

~
Hame Phane Number
Address Address2 iy
Country State 2ip Code County
| United States S| | Pennsyivania ) [ im0 Dauphin ™
Date From DateTo
( o o [ s .
Hame PhaneNumber
|
o Adsress2 A
try s Zp Cod E
[ aesom a | =2 | ]
o DateTo
| L e
“An
o e ambecsof any com v
42 —
M

Last published: 3/11/2020 BCO-10 Renewal Application.udc 32/39
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43. Select Save And Continue button .

Question -Part 2

e s
[ m
a1
Ve @
i et S— o
sbeg
bes
Address2
,,,,,,,,,
State
v | P ™ | ::::: Dauphin ™
Date
e s
e
Ve @ o
a3 e e
[ chariesbet g gouorm/Beot_Saspetuand= 1554055 it =jepens {1k ¢660 4857 ba7e-cITIsdeboeds |

Last published: 3/11/2020 BCO-10 Renewal Application.udc 33/39
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44, Select the correct radio button for your organization

_F,I Enter

'::_:' Upload
(__J) Not Applicable

Last published: 3/11/2020 BCO-10 Renewal Application.udc 34/39
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Charitable Organization Registration Statement (BCO-10) Renewal

45, Select the correct radio button for your organization

_,,' Enter
() Upload
{:_:I Mot Applicable

Last published: 3/11/2020 BCO-10 Renewal Application.udc 35/39
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Charitable Organization Registration Statement (BCO-10) Renewal

46. Select the correct radio button for your answer

_,,' Enter

'::_::l Upload

Last published: 3/11/2020 BCO-10 Renewal Application.udc 36/39
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47. Select the Browse... button  Browse... |-

@ﬂav»elu

Question - Parl 2 (Continues)

1. e e dossthe arganizaton sectta i a combined regi s slloits Pennay "
at e registeing charty's ehatt
recors,tusees andprincipal salried excutie stffaficers
Picos uplond il contactiformaton
a7 t _Brouse... |

48. Double click or select and open the correct file to upload it. = cHR26932 .
Choose File to Upload

8 Choose Fieto Uplosd

X
A 11> TNSPC » Windows (C) » BCCO » Chartes » ScannedDocuments » s =
Orgunize »  Newfoldes )
O tome
48 # Quick access ——
Doy - i
HOeter = American Red Cross
b L = cmasees "
Documents = RS0 2018 .
= Pctures X END OF VEAR AINANCIAL STATEMENTS
ScannedDocuments . Uniimited Grace Media
BallState University Foundation Ball State Universty Foundation
Charities Code Letters Tamaque:
Iotercessorsfor Amrica
ExemptLeters
Macch

@ Onedrve - Commonwesth of Peansyharia
5 b
3 30 Objects:
8 Desop
%) Documents
& Downloads

= CHARS (Noctelppo23) ()
= Globals (oactelpp023) (&)
= cpens (\osetepp023 homedi) (H)
= CHARS (oactcfppo2d) 5)

= USEDrve 0)

@ Network

] [Coomies ot

=

Last published: 3/11/2020 BCO-10 Renewal Application.udc 37/39
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49, To complete the upload process, select the Upload button _

eome

49

Last published: 3/11/2020 BCO-10 Renewal Application.udc 38/39
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Chanitablo Organization Registration Statement (BCO-10) Renewsl

===
50 (... |
http: charties beta.pa gov/Tormy/Beo 0 4 aspxltranid= 11594055&ed = jcpena__fc1 ddcd6- ebb0-43b7- biTe <271 54009028

50.  Select Save And Continue button .

Last published: 3/11/2020 BCO-10 Renewal Application.udc 39/39
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51. Start the transaction using the menu path or transaction code.

52. Select radio button of your preference

':x_:' Enter

'::_::' Upload

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 2/31
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53. As required, complete/review the following fields:

Field R/O/IC Description
First Name Required
Example:
Mathew

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 3/31
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54. As required, complete/review the following fields:

B & o ouws A m 0 Y

...... 1 4
Field R/O/IC Description
Last Name Required

Example:

Parker

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 4/31
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55. Select radio button of your preference

\_/ Enter

'::_::' Upload

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 5/31
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Chaitable Organtzation Registration Statement (BCO-10) Renewsl

Question - Part 2 (Continues)

56. As required, complete/review the following fields:
Field R/O/IC Description
First Name Required
Example:
Edward

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 6/31



A Work Instruction

pennsylvania |

OFFICE OF ADMINISTRATION

B & 0o o A ® o

et
~

57. As required, complete/review the following fields:
Field R/O/IC Description
Last Name Required
Example:
Pacini

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 7131
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Furst Name Last Nasme

58. Select radio button of your preference

':x_:' Enter

':x_::' Upload

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 8/31
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59. As required, complete/review the following fields:
Field R/O/IC Description
First Name Required
Example:
Mathew

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 9/31
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60. As required, complete/review the following fields:

Field R/O/IC Description
Last Name Required
Example:
Parker

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc
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_;' Enter
61.  Select radio button of your preference () upload

| ...........
= - v
[ 4 x
M —
62. As required, complete/review the following fields:
B =
[ - Park | [0 |
12— o |

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 11/31
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63. As required, complete/review the following fields:

o |
Mathew [;.M
7 }
Field R/O/C Description
Last Name Required
Example:
Pacini

13

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc
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':::' Enter
':x_,:' Upload
64.  Select the correct radio button '/ NotApplicable

Fiest Name Last Name

[ eowns (= i~
Pkt o

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 13/31
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Enter
Upload
65. Select the correct radio button Mot Applicable

diractons, trusts adoption to:

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 14/31
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.-" B ‘-\.I
(J Enter

'::=::I Upload
66.  Select the radio button ! MotApplicable |

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 15/31
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67.  Select the correct radio button () ves () no

G | [r= @
. i i
68. Select the correct radio button ' Yes | No
=
wwwww == e

16/31

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc
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69. Select Save And Continue button.

Fiest Name Last Name

(ot o @

1 o e
(Dt /o charies beta pa.govTorma/Beo10_5 asprtranid= 113 =y 6-ebb0 4507687 e- 271 3ed9628

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 17/31
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70.  Select the correct radio button () IRS920 () Other (IRS 930EZ/230N/990PF) () No

Eﬂi‘. ©tielp A m O

Orgarization RS detalls

71. Select the Browse... buttonm.

Orgarization RS detaits

et |

e Gain or (loss) | I

| O [
R [
'
[ e | |
[ RS SE— [ [
'

Last published: 3/11/2020 BCO-10 Renewal Part Il.udc 18/31
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72. Double-click or click and open the file to be attached™ IRs 990 2018

& Choose Fieto Uplosd

Fierame || ] [ Cuntom Fles °:pa)

o
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73. To complete the upload process, select Upload button .
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|Make sure you complete all the required fields for the IRS form 990. I

=
24

PR, |
S [

e Rentalincome or (loss) |

S— |

|
|
[
[
[
|
l i irsi kv |
I
l
|
I
|

|
l
[
l
|

74. Select the Federated campaigns text box and insert the amount
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===
) Real ) Personal
[
= | |
(e
— [ [
[[1120
6 Rental income or (loss) | |
[sonas
L) Securities ) Other
[ 3o | |
[ e it st s e [ |
I Tota Add s 111 [ swa — [ [
2 Yokt Wiogrn Sitoe Rensie | 598 e |
[ass
25 o
|
1 O —
dontne | |
[ Pat |
b Grade o rom gaming st | |

75. Select the Royalties text box and insert the amount
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===
| ‘ L) Reat i) Personal
— | |
| R— [ [
6 Rental income or (loss) | |
i ‘ L) Securities. ) Other
[ e it st s e [ |
I Tota Add s 111 [ swa T [ [
2 Yokt Wiogrn Sitoe Rensie | 3059 ik |
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38 Geoss income from gaming activitie

76. Select the Gross income from fundraising events text box and insert the amount
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 _some

Signature by
Are youfiling

77. Select the Net income or (loss) from sales of inventory text box and insert the amount
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O— | |

P— | |

SOR— | |
7e Gain or (loss) | |

78. Select the Gross rents-Real text box and insert the amount
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79. As required, complete/review the following fields:

Field R/O/IC Description
ii.) Other Required

Example:

0
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M sowe

80. Select the Other revenue text box and insert the amount
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81. As required, complete/review the following fields:

Field R/O/C Description
End of Year Required
Example:
394306
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82. If applies to your organization, select the Browse... button  prowse... |t0 attach
the financial statements.

Choose File to Upload

© Choose Fie to Upload
(e s o
O Neme

* cHR26932

# Quick access

33 . staTeveNTs

@ OneDiive - Commonweskth of Pennsyhania

5 ThispC

{

= CHARS (onctelppo2) €)
== Globals (\oactcfppd) (G
= iepena (onerlpp023 homesi) ()
= CHARS (\oactlppt23) ()

= USBOme )

& Network

] [ Cuntom Fles °:pa)

o
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83. Double-click or select and open the correct file EMD OF YEAR FINANCIAL STATEMENTS .

T sowe

VD OF YEAR FINANCIAL STATEMENTS e cam e 34

(o s B - .

84. To complete the upload process, select Upload button .
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85.  Select the correct option for your situation () Charity () Third Party Filer .
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86.

87.

Read the statement before clicking on the signature check box.

Signaturc of Other Authortred Offcer

The user must click on check box— “I verify that I have electronically signed gnd read
the statement below.
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88. As required, complete the Please type your name fields:
Field R/O/C Description
Signature Required Example:

Michael D. Johnson
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89. The user must click on check box [[]=| verify that | have electronically signed and submitted -

END OF YEAR FINANCIAL STATEMENTS.paf

=3

90. As required, complete/review the following fields:
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Field R/O/C Description

Signature Required

Example:
Angela DiMaggio

Stgnature of Chiet Fiscal Officer

‘Signature of Othes Authorieed Offices

55t cpen _ICToAR 0BT ST T e |

91. Select Save And Continue button .
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92. Select Add to Cart butto.

D OF YEAR FINANCIAL STATEMENTS ot [ 1]

Signature

93. As required, complete the check box to proceed to check out:

NOT BE COMPLETED.
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94, Select the Proceed to Payment butto.

Total: $100.00

& 9
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95. As required, complete card name fields:

Charities - Staging

o
E
s
(=}
>
H
2
®
(V)
3
x
9
E4
&

10

Field R/O/C Description

Cardholder Name  Required Example:
Mathew Parker
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96. As required, complete credit card number field:

Charities - Staging

o
E
s
o
g
3
]
®
)
]
o
9
@
g
o

PAIDOO00744148

TotslAmount:  USD 10000

1"

Field R/OIC Description
Credit Card Required Example:
Number 4111111111111111
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97. As required, complete expiration date field:

o
E
s
o
?
3
e
%
o
3
ol
3
H
ES
B
'

Field

Expiry Date
(MMYY)

Charities - Staging

Review Your Order

ount USD 100,00

Pay With Your Credit Card

Cardholder Name. Credit Card Number Expiry O

c ate ()
Mathew Parkes

|
J

R/O/C Description
Required Example:
1022

12
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98. As required, complete security code field:

Charities - Staging

o
E
s

(=}
>
H
2
®

(V)

3
x
9
E4

&

13

Field R/OI/C Description
Security Code Required Example:
1234
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99. As required, complete/review the following fields:

Charities - Staging

o
E
s

(=}
z
£
i3
5

(V)

3
o
9
]
z

&

Mathew Packes | [a111111111111111 | w02 |

14

Field R/OI/C Description

Email ReqUired Examp|e:
mparker40@hsofgcpa.org
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o
§
& L.GOV
>
)
z
H Charities - Staging
L]
i
Nh Review Your Order
@
°>L x_invoice_num
< PAIDO0O74148
Tl Amount:  USD 10000

Pay With Your Credit Card
Cardholder Name Credit Card Number ‘Expiry Date (MMYY)
Mathew Parker [ AR RRRERRLE] [1022

@B visa [ == [1

Security Code.

15

100. Select Pay With Your Credit Card button Pay With Your Credit Card |.
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101. You will see a payment confirmation screen

Thank you Yor your paymenf. :

16 iank you for your payment
four paymmenth aze pint b

Voo payment has been processed - please prnt this page for your recorde.

Stabn Dowioad

3

Pendiog Review =

A
lank you Tor your paymen
o

Yous payment has been processed - please print this page for your records.

102. To navegate to your dashboard select the Go to Dashboard button

i
7 ¥
i
e

02 Mot ecereet
ot ecereet
[———
Mot Recerest
[
[rre—
r—

[e——

Mot Hecereed
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103. Once you submitted the application you will be able to see it on your dashbaord
with an Application Number assigned to it

] AADDOT 351131 658123 IOSTORICAL SOCICTY OF TIE GR

Application Number Certitiate Mo, Entity Name Description Status Acbon.

IDSTORICAL SOCIETY OF TIE GREATIR CINTRAL FENNIYLVANIA AREA
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104. You can log out of the system by selecting the human icon-_

19 B3 — Oty

© 0o o0 o

105.  To logout select Logout icon [0
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