
To request the IRS Integration transcript, the applicant must complete these steps:  
1. Verify Information  
2. Select Documents 
3. Terms & Agreement 
4. Confirmation  
5. Approve Request 

Important 
The applicant and co-applicant steps are identical but are separated into two different 
processes. If an applicant and co-applicant file separately, within the applicant's user account, 
they complete the IRS Integration request once for themselves and then for the co-applicant. 
Get started 
If the applicant is eligible to use the IRS Integration, the New IRS Integration banner displays 
within the Application Summary. The applicant must have a U.S. address and an IRS.gov account 
to begin the process. Without an IRS.gov account, the request will go to the IRS, however FACTS 
will not receive return information. The applicant must ensure they have an IRS.gov account 
before submitting the authorization request. 
Expand/Collapse All 
IRS Integration banner 
How It Works page and options 

1. The applicant opens the correct application and lands on the Application Summary. 
2. The applicant clicks Request documents under Required Documents. 
3. The How It Works page displays and the applicant must check both 

acknowledgment boxes.  
o An error message displays if both acknowledgment box requirements are not 

selected. 
4. When ready, the applicant clicks Continue.  

IRS Integration Request steps 
Verify Information 
In the Verify Information step, the applicant must verify their Social Security Number, name, and 
address match their IRS profile. The application must match what is in the applicant's IRS 
account. The address fields on this information verification page allow them to enter a different 
address from their application, for example,  if they have moved.  
Expand/Collapse All 
Verify Information page 
Verify Information options 

1.  Verify the name, Social Security Number, and address. 
2. Click Continue. 

Select Documents 
Applicants may submit a request for the Y-1 and Y-2 1040 and W-2s. The applicant must select 
which documents to include in the request. The Select Documents page includes all eligible 
documents to request, and all checkboxes are selected by default. If Continue is clicked before 
selecting the document options, an error message displays. 
Example Select Documents  

1. Select the tax documents. 

https://www.nbshubhelp.com/FACTS_Management/FACTS_Financial_Aid_Management/Supporting_Documentation/IRS_Integration_Applicant_Process#Verify_Information
https://www.nbshubhelp.com/FACTS_Management/FACTS_Financial_Aid_Management/Supporting_Documentation/IRS_Integration_Applicant_Process#Select_Documents
https://www.nbshubhelp.com/FACTS_Management/FACTS_Financial_Aid_Management/Supporting_Documentation/IRS_Integration_Applicant_Process#Terms_.26_Agreement
https://www.nbshubhelp.com/FACTS_Management/FACTS_Financial_Aid_Management/Supporting_Documentation/IRS_Integration_Applicant_Process#Confirmation_and_submitted_request
https://www.nbshubhelp.com/FACTS_Management/FACTS_Financial_Aid_Management/Supporting_Documentation/IRS_Integration_Applicant_Process#Approve_request_email_and_IRS_authorizations
https://www.nbshubhelp.com/FACTS_Management/FACTS_Financial_Aid_Management/Supporting_Documentation/IRS_Integration_Overview#Eligibility


2. Click Continue.  
Terms & Agreement 
The Term & Agreement step allows the applicant to review the terms of the IRS Integration and 
agree to allow the IRS to share the IRS tax transcript with FACTS. The applicant must type their 
name to match the name on their application to submit the request. If the name does not 
match, a warning displays showing the signature must match the name before they can click the 
Submit Request button. 
Expand/Collapse All 
Example of the Terms & Agreement 
Signature match error example 

1. Type the name.  
2. Click Submit Request. 

Confirmation and submitted request 
Once the request is submitted, the system creates an order to send to Halcyon, who sends the 
request to the IRS on behalf of FACTS. Once the order is in a sent status, the IRS integration 
Submitting request message displays on the Application Summary page. 
Expand/Collapse All 
Confirmation page 
Submitting request message  
Approve request email and IRS authorizations 
Once the order is available, the applicant sees the IRS integration Waiting for your 
approval message on the Application Summary page. For the third step in the process, the 
applicant must approve the request once Halcyon has sent the order. The request will come 
from James McGowan or Elizabeth Bonnin, tax professionals authorized by the IRS to work on 
this integration. The applicant may access the email sent with the link to IRS.gov to approve the 
request, and the approved authorization is valid for three years. As the documents are received 
from the IRS, an email notice is sent to the applicant, and the tax year received displays on the 
Application Summary page.  
Expand/Collapse All 
IRS approval pending  
Email notice examples  
IRS Authorization example 

1. Applicant opens email from FACTS and clicks IRS.gov.  
OR 
Applicant logs into IRS.gov account. 

2. Clicks Authorizations. 
3. Select Power of Attorney and Tax Information Authorizations. 
4. Applicant approves request. 

Resubmission  
If the applicant does not see the request for approval in their IRS.gov account, they must edit 
their name, Social Security Number, and address to match and resubmit the request. After 
making any changes, the applicant must click Refresh Page. The resubmission steps are identical 
to the initial submission, and the IRS Integration Request page provides information on their last 
submission date.  

https://www.irs.gov/


Resubmit example 
1. The applicant opens the correct application and lands on the Application Summary. 
2. Click Review and Resubmit. 
3. Complete steps 1-4.  

Prior Year approval 
As the applicant prepares their application for the next school year, they may use the existing 
approval to request the IRS provide FACTS with their transcript. Throughout this process, the 
application cannot update taxpayer information because the existing authorization is valid for 
three years from the date of the initial authorization. Until this authorization expires, the 
applicant only needs to request updated documents using the current authorization, rather than 
submitting a new authorization request. Once the request is submitted, the applicant 
is navigated to the Request Sent page.  
Expand/Collapse All 
Prior Year approval example 
Submit Request page  
Submitting request message  

1. The applicant opens the correct application and lands on the Application Summary. 
2. Click Request documents. 
3. Select the documents to request.  
4. Click Submit Request.  

Issue with IRS records 
The IRS provides information about applicants when there are issues providing FACTS with their 
IRS transcripts.  
Expand/Collapse All 
No record on file for IRS 
IRS revoked authorization 
 

https://www.nbshubhelp.com/FACTS_Management/FACTS_Financial_Aid_Management/Supporting_Documentation/IRS_Integration_Applicant_Process#Overview

