
IRS Tax Transcript 
IMPORTANT: If possible, use the IRS data retrieval tool to bring in tax information from the IRS 
directly onto your FAFSA.  It’s one of the best ways to prevent errors and processing delays. 
You can sign back in to your FAFSA and make corrections to try to submit with the IRS data 
retrieval information if you didn’t try to use the tool initially. 

To request a Tax Return Transcript from the IRS 
Online Request: 
Option 1: Get Transcript Online and print it off 
 

1. Available on the IRS Web site at www.irs.gov 

2. Under the Tools heading on the IRS homepage click "Get Transcript" 

3. Two options are available, online or through the mail. To get transcripts online and print them you will have 

to set up an IRS account. To get the transcript through the mail you just have to enter your information 

requested. 

4. Click "Get Transcript ONLINE” 

5. You will be directed to set up an IRS online account. It will prompt for a first time user or a returning user. 

6. For a first time user, you will need the following information to set up your account: name, SSN, birthdate, 

current address, email, and tax filing status. Click yes if you have all that information. 

7. You need a financial account to register with the IRS. To verify your identity the IRS will require one of the 

following: Credit Card, Mortgage or Home Equity Loan, Home equity or Line of Credit, or an Auto Loan. It 

will ask that you provide a loan account number or a few numbers from a credit card. Click yes to continue 

if you have this information available. 

8. You need your mobile phone to register and your mobile phone must be able to receive a text message. 

Your name must be associated with your phone and be a US based phone. A pay as you go phone will not 

work. Click yes to continue. 

9. Enter your first and last name as it appears on your most recent tax return and an email address to send 

the confirmation code. You will need to go to your email and retrieve the code to enter it. You will have 15 

minutes to use the code. Enter the code and continue. 

10. Once the code is entered, fill in personal information and address information. Click continue once the 

information is entered. 

11. The next step is to verify a financial account number using one of the following: Credit card, Mortgage or 

Home Equity Loan, Home equity or Line of Credit, or an Auto Loan. Provide a loan account number or a 

few numbers from a credit card. If you don’t have one of these accounts you cannot continue. 

12. Finally, the IRS will need to verify your phone number and send you a text message to enter in a 6 digit 

activation code. Enter the code. Now, you will be able to create your user profile by creating a username 

and password, email, site phrase and site image.  It will tell you if it was successful in setting up your 

account once you submit the information. Click continue to get the screen where it will ask you for a reason 

you are requesting a transcript. 

13. The reason should be Higher Education/Student Aid. 

14. Now you will be able to select from Return Transcript, Record of Account Transcript, Account Transcript, or 

the Wage and Income Transcript and print off the appropriate year and transcript. A 2015 Tax Return 

Transcript for your 2016-2017 financial aid file. 

http://www.irs.gov/


Option 2: Get Transcript by Mail 
 

1. Available on the IRS Web site at www.irs.gov 

2. Under the Tools heading on the IRS homepage click "Get Transcript" 

3. Two options are available, online or through the mail. To get transcripts online and print them you will have 

to set up an IRS account. To get the transcript through the mail you just have to enter your information 

requested. 

4. Click “Get Transcript by MAIL” acknowledge the disclosure pop up box that appears by clicking "OK" 

5. Complete the required fields (SSN, DOB etc.) then click "Continue" 

6. In the Type of Transcript field, select "Return Transcript" and, in the Tax Year field, select the year you 

need for your file. 

7. Click "Continue" 

8. If successfully validated, tax filers can expect to receive a paper IRS Tax Return Transcript at the address 

included in their online request, within 5 to 10 business days from the time the online request was 

successfully transmitted to the IRS 

9. IRS Tax Return Transcripts requested online cannot be mailed to an address other than the address on file 

with the IRS. 

 

By Phone: 
 

1. Call the IRS at 1.800.908.9946. 
2. To continue in English press 1. 
3. Tax filer must follow prompts to enter their social security number and the numbers in their street address. 
4. Select “Option 2” by pressing 2, to request an IRS Tax Return Transcript and then enter the year desired. 
5. If successfully validated, tax filers can expect the transcript within 5 to 10 business days from the time the 

IRS receives the request. Cannot be mailed to an address other than the address on file with the IRS. 
 

Paper Request: 
 

1. Download a PDF for the 4506-T at http://www.irs.gov/pub/irs-pdf/f4506t.pdf 

2. Complete lines 1 – 4, following the instructions on page 2 of the form 

3. Line 5 provides tax filers with the option to have their IRS Tax Return Transcript or IRS Record of Account 

mailed directly to a third party by the IRS. Do not list Oakland Community College as a third party. You 

should have the Tax Return Transcript sent to your address. 

4. “6 Transcript requested" (Enter the tax form number here. See instructions on the form. Basically you are 

letting the IRS know whether this request is for a personal tax return/1040, or some other type, such as a 

business tax return. Financial aid files are verified with personal return tax transcripts—1040, 1040A, 

1040EZ, et.) 

5. "6a Return Transcript" -- This is the IRS Tax Return Transcript, which is the most common IRS document we 

request. Be sure to check box 6a if you are ordering your Tax Return Transcript with this form. 

6. 7 Verification of Non-filing" -- We also call this a non-filing status letter, so check box 7 if you are asked for 

a non-filing status letter or tax return transcript and didn’t file. 

7. On line 9, enter the appropriate date in 12/31/20xx format to receive IRS tax information for the tax year 

that is required for FAFSA® verification. [Enter the date as "12/31/2015" (for a 2015 Tax Return Transcript 

http://www.irs.gov/
http://www.irs.gov/pub/irs-pdf/f4506t.pdf


for your 2016-2017 financial aid file) OR "12/31/2014" (for a 2014 Tax Return Transcript for your 2015-2016 financial aid file), 

depending on which year you need.] 

8. The tax filer must sign and date the form and enter their telephone number. Sign the IRS Form 4506-T 

exactly as your name appeared on the original tax return. If you changed your name after submitting your 

tax return, also sign your current name 

9. Mail or fax the completed IRS Form 4506-T to the appropriate address (or FAX number) provided on page 2 

of the form 

10. In most cases, tax filers can expect to receive their IRS transcripts/letters within 10 business days from the 

time the IRS receives and processes the completed and signed 4506-T request 

11. NOTE: If any information does not match IRS records, the IRS will notify the tax filer that it was not able to 

provide the transcript. Please read through all instructions carefully. You can request a wage and income 

transcript, non-filing letter, and tax return transcript on the same form. One form per person. 

 

To request a Wage and Income Transcript from the IRS 
Online Request: 
 

1. Available on the IRS Web site at www.irs.gov 

2. Under the Tools heading on the IRS homepage click "Get Transcript" 

3. Two options are available, online or through the mail. To get transcripts online and print them you will have 

to set up an IRS account. You cannot get a wage and income transcript with the Get Transcript by Mail 

option. 

4. Click "Get Transcript ONLINE” 

5. You will be directed to set up an IRS online account. It will prompt for a first time user or a returning user. 

6. For a first time user, you will need the following information to set up your account: name, SSN, birthdate, 

current address, email, and tax filing status. Click yes if you have all that information. 

7. You need a financial account to register with the IRS. To verify your identity the IRS will require one of the 

following: Credit Card, Mortgage or Home Equity Loan, Home equity or Line of Credit, or an Auto Loan. It 

will ask that you provide a loan account number or a few numbers from a credit card. Click yes to continue 

if you have this information available. 

8. You need your mobile phone to register and your mobile phone must be able to receive a text message. 

Your name must be associated with your phone and be a US based phone. A pay as you go phone will not 

work. Click yes to continue. 

9. Enter your first and last name as it appears on your most recent tax return and an email address to send 

the confirmation code. You will need to go to your email and retrieve the code to enter it. You will have 15 

minutes to use the code. Enter the code and continue. 

10. Once the code is entered, fill in personal information and address information. Click continue once the 

information is entered. 

11. The next step is to verify a financial account number using one of the following: Credit card, Mortgage or 

Home Equity Loan, Home equity or Line of Credit, or an Auto Loan. Provide a loan account number or a 

few numbers from a credit card. If you don’t have one of these accounts you cannot continue. 

12. Finally, the IRS will need to verify your phone number and send you a text message to enter in a 6 digit 

activation code. Enter the code. Now, you will be able to create your user profile by creating a username 

http://www.irs.gov/


and password, email, site phrase and site image. It will tell you if it was successful in setting up your account once you 

submit the information. Click continue where you’re asked for a reason you are requesting a transcript. 

13. The reason should be Higher Education/Student Aid. 

14. Now you will be able to select from Return Transcript, Record of Account Transcript, Account Transcript, 

or the Wage and Income Transcript and print off the appropriate year and transcript. A 2015 Wage and 

Income Transcript for your 2016-2017 financial aid file. 

 

Paper Request: 
 

1. Download a PDF for the 4506-T at http://www.irs.gov/pub/irs-pdf/f4506t.pdf 

2. Complete lines 1 – 4, following the instructions on page 2 of the form. 

3. Line 5 provides tax filers with the option to have their IRS Tax Return Transcript or IRS Record of Account 

mailed directly to a third party by the IRS. Do not list Oakland Community College as a third party. You 

should have the Tax Return Transcript sent to your address and brought in with the rest of your 

documents. 

4. "8 Form W-2, Form 1099 series, Form 1098 series, or Form 5498 series transcript" –This is most often 

referred to as an IRS Wage & Income Transcript. Check box 8 if an IRS Wage & Income Transcript is 

being requested for your financial aid file. 

5. On line 9, enter the appropriate date in 12/31/20xx format to receive IRS tax information for the tax 

year that is required for FAFSA® verification. [Enter the date as "12/31/2015" (for a 2015 Wage and 

Income Transcript for your 2016-2017 financial aid file) OR "12/31/2014" (for a 2014 Wage and Income 

Transcript for your 2015-2016 financial aid file), depending on which year you need.] 

6. You must sign and date the form and enter your telephone number. Sign the IRS Form 4506-T exactly as 

your name appeared on the original tax return or last tax return on record. If you changed your name 

after submitting your tax return, also sign your current name. 

7. Mail or fax the completed IRS Form 4506-T to the appropriate address (or FAX number) provided on page 

2 of the form. 

8. In most cases, tax filers can expect to receive their IRS transcripts/letters within 10 business days from 

the time the IRS receives and processes the completed and signed 4506-T request. 

9. NOTE: If any information does not match IRS records, the IRS will notify the tax filer that it was not able 

to provide the transcript. Please read through all instructions carefully. You can request a wage and 

income transcript, non-filing letter, and tax return transcript on the same form. One form per person. 

 

 

http://www.irs.gov/pub/irs-pdf/f4506t.pdf
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