


Requirements for Use of the Online Portal

The application works best with Google Chrome or Internet Explorer.  You may have difficulty completing the online filing process with other browsers.  You may also have greater difficulty using the portal with a phone or tablet than a PC.

We only accept credit or debit cards for online filing at this time.  We do not accept American Express.  It is also not possible to use the online filing application if you intend to pay by check.

If possible, please do not attach encrypted, password protected, or secure documents.

Certain types of reports cannot be filed online at this time, including the following:
Split-interest trusts (CT-12S filers) 
Amended reports
Reports for organizations with pending registrations 
Short -year reports unless you first contact an Annual Report Specialist at 971-673-1880

If your report is one of these types, please submit your report on paper, using the forms available at this link:   https://www.doj.state.or.us/charitable-activities/annual-reporting-for-charities/file-your-annual-report/


Electronic Signature Requirements

An officer or director must sign this report.  If you are a paid preparer, there are two options for obtaining an appropriate signature:  1)  you can click the “Save” button and then instruct an officer/director for the organization to login under his/her name to review the information being submitted.  That individual can then click “Submit” and proceed to payment; or 2) you can obtain a written statement to be retained in your records from the listed officer/director of the organization that states:  “I declare that I am an officer/director of the organization.  I have reviewed the information provided in this return, including any attachments, and to the best of my knowledge, it is true, correct, and complete” and that authorizes the preparer to enter the officer/director’s signature on the form. 

Navigating the Form and Submitting Your Report

If you are not able to complete the form in one session, you may come back to it later, but you will lose any work that you did not save.  Save your work often, especially before exiting or proceeding with submission.  

To navigate through the questions, click on the plus sign next to the question and the field will expand.  To close, click the negative sign. 
Answer all questions, do not leave any blank.

Adding the names of Individuals: For an Oregon corporation, there must be a minimum of three directors listed in the List of Officers/Directors section.   If you have difficulties adding directors, please review browser requirements and use a PC rather than a tablet or handheld device.  For an organization outside Oregon, you are not required to enter all directors; you can just list your officers and three highest paid individuals.  Do not enter more than 25 individuals.

Please call an Annual Report Specialist at 971-673-1880 if you believe you have entered the individual, but the entry is not appearing on the form.

When entering the financial information, you must tab through all lines for the fees to calculate correctly. You can also click on the “Calculate Balance” button.

If you filed an IRS form and/or had an audit prepared, please include the documents as attachments.  If possible, please include attachments that are not secured or encrypted.

With the exception of the current contact person, all information requested in the online form is for that fiscal period only.  Do not include current director information if those directors were not on the board for that fiscal period.

For additional information about how to respond to particular questions on the form, please refer to the instructions that appear as a link in in the upper right corner of each year’s report form.  

Once you have submitted the report and continue to payment, you will receive an
Email which includes an attachment of your completed CT-12/CT-12F report.
Once you complete your payment, you will receive a second email with a
[bookmark: _GoBack]Confirmation number for that payment.  At that point, if you return to the Annual Report Portal, it might still appear that action needs to be taken to complete filing of the report, but please do not take any additional action until our office has had an opportunity to review your submission.  The review period takes at least one day and may take up to 10 days if filing is done during peak times in mid-May or mid-November.  After this office has had an opportunity to review your submission, you will receive an email either confirming that your annual filing has been accepted, or notifying you of any missing information or documentation required before we can approve the filing.  Please wait at least 10 days after payment before contacting our office regarding the status of your filing.  Thank you for your patience.

If you have other unanswered questions, please contact an Annual Report Specialist by phone at 971-673-1880 or by email to charitable.activities@doj.state.or.us 
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