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PROCEDURE 

1. Start the transaction using the menu path or transaction code. 
BCCO - Charities - Work - Microsoft Edge 

2. Select Login link label . 
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

User ID Required 
Example: 
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Password Required 
Example: 
*****
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BCCO - Charities - Work - Microsoft Edge 

5. Select LOGIN button . 
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BCCO - Charities - Work - Microsoft Edge 
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6. Select Initial Registrations list item 
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. 
BCCO - Charities - Work - Microsoft Edge 
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7. Select Initial Registrations list item 
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. 
BCCO - Charities - Work - Microsoft Edge 

8. Select Next button . 
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BCCO - Charities - Work - Microsoft Edge 

9. Please select the Registration Below combo box 

. 

10. Select control . 
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BCCO - Charities - Work - Microsoft Edge 

11. Select the  button. 
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BCCO - Charities - Work - Microsoft Edge 

12. Select Yes radio button . 
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BCCO - Charities - Work - Microsoft Edge 

13. Select the  button. 
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BCCO - Charities - Work - Microsoft Edge 

14. Please select one from the below forms combo box 

. 
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BCCO - Charities - Work - Microsoft Edge 

15. Select the  option. 
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BCCO - Charities - Work - Microsoft Edge 

16. Select  button. 
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BCCO - Charities - Work - Microsoft Edge 

17. Select  button. 
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BCCO - Charities - Work - Microsoft Edge 

18. Select the option that best describe your organization.

. 
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BCCO - Charities - Work - Microsoft Edge 

19. Select  button. 
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Legal Name, Fiscal 
Year and FEIN

Required 
Example: 
Salvatore's Charitable Group
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

MM/dd/yyyy Required 
Example: 
06/30/2019
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

99-9999999 Required 
Example: 
98-7666666
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BCCO - Charities - Work - Microsoft Edge 

23. Select  button. 
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BCCO - Charities - Work - Microsoft Edge 

24. Select  button. 
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

MM/dd/yyyy Required 
Example: 
06/05/2010
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Organization 
Contact Details

Required 
Example: 
Salvatore Salti-alto
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Contact's Email Required 
Example: 
jcpena@pa.gov
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

(999) 999-9999 Required 
Example: 
7177177831720
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

(999) 999-9999 Required 
Example: 
(717) 783-1722
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

(999) 999-9999 Required 
Example: 
(800) 732-0999
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Organization 
Address

Required 
Example: 
401 North
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Address 2 Required 
Example: 
Room 207
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Zip Code Required 
Example: 
17120
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BCCO - Charities - Work - Microsoft Edge 

34. Select the correct radio button  for question 5. 
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BCCO - Charities - Work - Microsoft Edge 

35. Select the correct radio button  for question 6. 
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BCCO - Charities - Work - Microsoft Edge 

36. Select the correct radio button  for question 7. 
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BCCO - Charities - Work - Microsoft Edge 

37. Select radio button  corresponding to your tax return. 
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BCCO - Charities - Work - Microsoft Edge 

38. Click the down arrow menu options

. 

39. Select the correct IRS form . 
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BCCO - Charities - Work - Microsoft Edge 

40. Select  button to browse your computer and attach a file. 
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Open 

41. Select ScannedDocuments (pinned) tree item . 
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Open 

42. To attach a file, double-click on the name of the document . 
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BCCO - Charities - Work - Microsoft Edge 

43. To complete the attachment, select  button. 
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BCCO - Charities - Work - Microsoft Edge 

44. Complete all the fields for the financial information. All fields should have a 

number, which can be zero (0) . 
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BCCO - Charities - Work - Microsoft Edge 

45. Select the check box to acknowledge the legal statement for the application . 
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BCCO - Charities - Work - Microsoft Edge 

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

Field R/O/C Description

Please type your 
name.

Required 
Example: 
Salvatore Salti-alto
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BCCO - Charities - Work - Microsoft Edge 

47. Select the  button. 
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BCCO - Charities - Work - Microsoft Edge 

48. Select Continue button . 
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BCCO - Charities - Work - Microsoft Edge 

49. Upon review of your application you can select the  button. Note: 
this button is located at the top and buttom of the application 
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BCCO - Charities - Work - Microsoft Edge 

50. To pay for your application, first, please select the check box of the application 
you want to pay . 
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BCCO - Charities - Work - Microsoft Edge 

51. To go to the payment page, select  button. 
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Charities - Staging: Payment - Work - Microsoft Edge 

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

Field R/O/C Description

Cardholder Name Required 
Example: 
Salvatore Salti-alto
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Charities - Staging: Payment - Work - Microsoft Edge 

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

Field R/O/C Description

Credit Card 
Number

Required 
Example: 
4111111111111111
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Charities - Staging: Payment - Work - Microsoft Edge 

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

Field R/O/C Description

Expiry Date 
(MMYY)

Required 
Example: 
1023
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Charities - Staging: Payment - Work - Microsoft Edge 

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

Field R/O/C Description

Security Code Required 
Example: 
9999
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Charities - Staging: Payment - Work - Microsoft Edge 

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

Field R/O/C Description

Email Required 
Example: 
jcpena@pa.gov
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Charities - Staging: Payment - Work - Microsoft Edge 

57. Select Pay With Your Credit Card button . 
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BCCO - Charities - Work - Microsoft Edge 
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58. Drag 
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 to 
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. 
BCCO - Charities - Work - Microsoft Edge 

59. After receiving your confirmation page, you can select the 
 button. 
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BCCO - Charities - Work - Microsoft Edge 

60. You will be able to verify that the application is on your dashboard and has been 

submitted . 


