
 

IRS Tax Transcript Request Process 

Tax filers can request transcripts, free of charge for their 2013 tax return from the IRS in one of four ways. 
 
 

1. IRS Data Retrieval Tool (DRT): *Preferred Method* 

 See reverse page for step by step instructions. 
 

2. On Demand (Online): 

 On www.IRS.gov seleĐt ͞Get TƌaŶsĐƌipt of Youƌ Taǆ ReĐoƌds͟, and then seleĐt ͞Get TƌaŶsĐƌipt OŶliŶe.͟ 

 

 Create an account and then the IRS will ask for your name and email address. In order to 

proceed, they will email you a confirmation code that you must enter.  

 You will then be prompted for your social security number, date of birth, tax filing status, 

street address, and zip code. 

 You will then be asked a series of questions that apply ONLY to the person whose data was 

entered. These questions are to assist in confirming your identity. 

 Once you have passed the security questions, you will be on the page that allows you to choose the 

type of document you wish to print.  

 “eleĐt the ƌeasoŶ foƌ the ƌeƋuest as ͞Higheƌ EduĐatioŶ/“tudeŶt Aid͟ 

 It will theŶ pƌoŵpt Ǉou to seleĐt the ͞Return Transcƌipt͟ for 2013. 

 You can also choose to print the W-2 detail report (Wage& Income Transcript) that you 

provided to the IRS.  

*Please note that this will only pull the W-2 for the person whose data was entered. If 

another parent was on the tax return, and you Ŷeed that persoŶ’s W-2, you will have to start 

oǀer aŶd use that persoŶ’s iŶforŵatioŶ to log in. The same email address can be used for 

multiple accounts. 
 

3. Telephone Request: 

 Call the IRS directly at 1-800-908-9946. 

 Follow prompts to enter your social security number, and street address. 

 Select Option 2 for Tax Return Transcript, and enter year 2013.  

*You should receive a statement of confirmation such as ͞Please alloǁ 5-10 days to receive   

it. The transcript will be sent to the address they haǀe oŶ file for you.͟ 
 

4. Local IRS Office: 

 Contact/Visit your local IRS office. 

 On www.IRS.gov, select ͞CoŶtaĐt Youƌ LoĐal 
IR“ OffiĐe͟ in the bottom grey area on the 

main page. 
 

 

 

**Once you receive your tax return transcript by using  

Step 2, 3, or 4; please send it to the Financial Aid Office. **  

Mail to:  One University Place, Murfreesboro, NC 27855 or Fax to: (252)398-6513 

http://www.irs.gov/


 

Step by Step Instructions for IRS Data Retrieval Tool ---PREFERRED METHOD 

 
 

 Go on to the FAFSA website (www.FAFSA.gov).  Select to 

login, enter requested data.  

 On the 2014-15 FAF“A, seleĐt ͞Make FAFSA Corrections.͟  

 Enter your pin and password. 

 Then select the ͞Financial Information͟ tab.  

 

 

 

 

 After you select ͞AlƌeadǇ Coŵpleted͟ as Ǉouƌ filiŶg 
status, you must be able to aŶsweƌ ͞No͟ to the filtering 

questions regarding amended returns, foreign returns, 

and filing electronically within the last 3 weeks or by 

mail within the last 8 weeks. 

 You will then be required to enter the PIN of the person 

whose tax information you will be transfering.  

 Select ͞LiŶk to IR“͟.                                                
 You will then be notified that you are leaving the FAFSA 

website, select OK.  

 

 

 Once on the IRS website, enter all the information it 

asks.  * ENTER EVERYTHING EXACTLY THE WAY IT IS ON 

THE TAX RETURN, ESPECIALLY THE ADDRESS.* 

 If the IRS validates your identification, your IRS tax 

information will be displayed. “eleĐt ͞TƌaŶsfeƌ MǇ Tax 

IŶfoƌŵatioŶ IŶto the FAF“A͟, theŶ ͞“uďŵit.͟ 

 DO NOT STOP YET! 

 You will then be directed back to the FAFSA website.  

You must continue through the submission of the 

correction.  

 Follow the same steps for the student or parent, if 

needing to link their tax information. 

 

 

 

 Once you have transferred all the necessary tax 

iŶfoƌŵatioŶ, pƌoĐeed to ͞“igŶ & “uďŵit.͟ Both student 

and parent must enter their PIN and submit, if changes 

were made to both sections.  

 A ͞CoŶfiƌŵatioŶ Page͟ will sigŶifǇ the ĐoŵpletioŶ aŶd 
submission of your corrections; print this page for your 

records. 

 

 

 

 

Please note that once the FAFSA 

is submitted, it takes 3-5 

business days for the Federal 

Processor to report it to the 

school. 

http://www.fafsa.gov/

