
 

  

 

   
 

 

TAX INFORMATION SUBMISSION INSTRUCTIONS 
 
Federal regulations require some financial aid applicants to submit IRS tax information using either the 
FAFSA’s integrated IRS Data Retrieval tool or by requesting a Tax Return Transcript from the IRS.  2021 tax 
information is required for the 2023-24 academic year. Tax returns must have been submitted to and 
processed by the IRS before applicants can use the IRS Data Retrieval Tool or request the Tax Return 
Transcript. 
 

• Do NOT submit the federal Tax Account Transcript.  
• Do NOT submit any element of a state tax return. 
• If you have filed an amended tax return, are a victim of identity theft, or are having difficulty 

with either of the submission options, please contact the Financial Aid Office for assistance at 
financialaid@calpoly.edu.  

 
Option 1: Utilize the IRS Data Retrieval Tool (recommended) 
 

• Navigate to the FAFSA website at studentaid.gov/h/apply-for-aid/fafsa. 
• In the Returning User area click on log in. 
• Indicate if you are the student, a parent or a preparer     

                 
 
 

https://studentaid.gov/h/apply-for-aid/fafsa


   
 

• If you’re the student, click “Log In to Continue”.  

     
 

• Enter your login information and password and click “Log In”. 

• You may need to complete the Two-Step Verification to continue. 

   
 

• If you’re a parent click “I am a parent....”.     If you’re a preparer, click “I am a preparer....” 

 
• Enter the required student information: First name, last name, DOB, SSN. 



   
 

• Click “Continue” 

                     

          
 

• Click on “Make Corrections” next to Make Corrections to My FAFSA Form. 
 
                  



   
 

 
• You will be prompted to enter a Save Key. This allows you to return and make corrections/revisions to 

the FAFSA. 
• Navigate to the “Financial Information” tab. This takes you to the Parent or Student Financial section. 

If parental tax data was requested, be sure you are in the Parent Financials tab.  
• Update your filing status if applicable. Change from “Will file” to “Already completed” if applicable. 
• Enter the required student information: First name, last name, DOB, SSN. 
• Answer the three questions to determine if you are eligible for the IRS Data Retrieval Tool (DRT). 

 
 

                        
 
 

 

 

 

• If you are eligible to use the DRT, the box at the bottom will state, “RECOMMENDED.  IRS 
Data Retrieval Tool.   Applying is faster and easier if you transfer your tax return information 
into this FAFSA form with the IRS Data Retrieval Tool (DRT)!” 

 
 

• If updating parental information, select which parent is providing information on the F AFSA from the 
drop-down box, then enter your Save Key.          
 



   
 

•        Click “Proceed to the IRS” to leave the FAFSA website and continue to the IRS website. 

                        
• Click “Proceed to the IRS” to leave the FAFSA website and continue to the IRS website.    
• Click “OK” to leave the FAFSA website and continue to the IRS website.          

•   
• Choose “OK” to acknowledge “The U.S. Government System is for Authorized Use Only”. 



   
 

                       
 

• Review and enter required information in the fields displayed on the Get My Federal Income Tax 
Information. All information must exactly match what was used on the tax returns.  Click 
“Submit.”  

                         
• Verify information displayed is accurate and click on the “Transfer Now” button. 

    
• On the IRS Info screen, it should show ‘You have successfully transferred your 2021 IRS 

Tax Information in the message box, and  ‘Transferred from the IRS’ in the tax 



   
 

information box. 
• Click “Continue” at the bottom of the page 

                      
• Click “Continue” at the bottom of the page when finished. 

• You have the option print the confirmation page for your records.  

 

• Enter the information on the Income fields 

• Click “Continue” at the bottom of the page when finished. 

        
 

• On the Simplified Path Determination screen, it should show ‘Transferred from the IRS’. 

• Click “Continue” at the bottom of the page.



   
 

 
 

• On the Additional IRS Info screen, it should show ‘Transferred from the IRS’. 

• Click “Continue” at the bottom of the page. 

 
 
 
Sign & Submit the FAFSA Update 

• On the Sign & Submit page,  enter the Save Key. 
• Click on “Agree” to “Terms of Agreement” 
• Click on “Submit My FAFSA Now.” 

 
 
 

• For parent update:  On the Sign & Submit page, click on the correct parent that is signing the FAFSA 
update:  Parent 1 or Parent 2.  If only student information is being updated, a parent signature may not 
be required. 

• Enter the Save Key. 
• Click on “Agree” to “Terms of Agreement – Parent”. 
• Click on “Submit My FAFSA Now.” 

 



   
 

 
Updated FAFSAs are usually received by Cal Poly within 3-5 business days. If the IRS Data Retrieval was 
successful, the Tax Transcript checklist item will be removed from the To-Do list within 4 business days. 
If the IRS Data Retrieval item has not been removed from your To-Do list 5 business days after 
submitting the change to your FAFSA, you may try to update again and/or contact the FAFSA help line to 
verify that the update was successfully transmitted:  800-433-3243. 



   
 

 
Option 2: Request a Tax Return Transcript from the IRS 

 
If you are not eligible to use the IRS Data Retrieval on the FAFSA, a Tax Return Transcript should be 
requested or downloaded and printed from the IRS Web site at www.irs.gov. You may also use the 
shortcut link to take you to the 2nd step: http://www.irs.gov/Individuals/ Get-Transcript. 

 
• Go to www.irs.gov 

 

    
 
 

• Click on “Get Your Tax Record”. 
• Determine which option you want to use:  Request Online or Request by Mail. 

 
 

https://www.irs.gov/
https://www.irs.gov/individuals/get-transcript
https://www.irs.gov/individuals/get-transcript
https://www.irs.gov/


   
 

   
 
 

   
 
 
 



   
 

   
 
 
 
 

For “Request Online” 
 

• Click “Get Transcript Online” 
• On Sign In or Create a New Account screen, if you already have an existing IRS account, 

you can sign in to your existing IRS account with ID.me or with an existing IRS 
username: click on the method you wish to sign in with.      

• Follow the steps to sign in to your existing IRS account. 
 

• If you do not already have an IRS account, click on “Create an account”.  
• Follow all of the steps to create an IRS account. 

 
• Once you have logged-in and created your account (entered personal info, answered the 

security questions), enter the required information in the fields provided (SSN, DOB, filing 
status, mailing address, email address, personal account number, cell phone number). 

• In the Return Transcript choices, click on the 2021 tax year:   2023-2024 FAFSA uses 2021 tax year 
data. 

• Be sure to unblock pop-ups from your browser. You may click on “Allow once” or under 
“Options for this site” you may click on “Always allow”. This appears differently on different 
browsers. 

• Print the transcript that pops up on your screen. It will say Tax Return Transcript in the header. 
 
 
 



   
 

For “Request by Mail”: 
 

• Click “OK” to agree to “This U.S. Government System is for Authorized use Only!” 
 

                             
 

• Complete the required information.  Information must match the information on the 
tax return. 

• Click “Continue”. 
 

              
 
 

• In Select Transcript Type, click on Return Transcript 
• In Select Tax Year, click 2021.  2023-2024 FAFSA uses 2021 tax year data. 
• Click “Continue”. 

 



   
 

                
 

• After you have clicked “CONTINUE”, you should receive a confirmation that your request 
has been accepted. The Tax Return Transcript will be mailed to the address used on your 
tax return and should be received in 5-10 business days. You can print this page for your 
records. 

• Click “Exit” to log out of the IRS website. 
 

                            

 

If you have trouble with the website, contact the IRS at: 800-829-1040. 
 
Submit all pages of the report(s) to the Cal Poly Financial Aid Office. For the fastest processing, 
upload the Tax Return Transcript as an attachment within the 2021 Tax Information Adobe Sign 
form linked on the student’s To-Do List. You may also email the document to financialaid@calpoly.edu 
or fax it to the office at 805-756-7243. Include student’s name and Cal Poly Empl ID on all documents 
(found on the Personal Info tab of the student’s My Cal Poly portal). 

 
**PLEASE NOTE: Mailed transcripts are printed double-sided and we need the complete transcript 

mailto:financialaid@calpoly.edu


   
 

for review. When sending sensitive information electronically, we highly encourage the use of file 
encryption.  We cannot process incomplete submissions. 
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