
Directions for Requesting an IRS Tax Transcript 

1. We suggest that you 
print these
instructions prior to
clicking the link
below.

Link to request IRS
Tax Transcript:
https://www.irs.gov/
individuals/get-
transcript

Click on “Get
Transcript Online”

2. If you have an
account, log in.

If you do not have an
account, click
“Create Account”.

3. Information Page,
Click “Continue”
after reviewing.

https://www.irs.gov/individuals/get-transcript
https://www.irs.gov/individuals/get-transcript
https://www.irs.gov/individuals/get-transcript
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4. Make sure you have 

the requested 
information available 
prior to starting your 
tax transcript 
request. 

 
If you do not have 
the requested 
information, stop 
and obtain the 
requested 
information prior to 
proceedinsg.  
 
When you have 
obtained the 
requested 
information and are 
ready to proceed, 
click “Yes”. 

 

  
5. Be sure that you 

have at least one of 
the listed financial 
documents to verify 
your identity.  

 
Once you have at 
least one of the 
requested financial 
documents, click 
“Yes” to proceed.    

 
  

6. One more way is 
needed to verify 
your identity.   The 
easiest way to have a 
code texted to your 
cell phone.  

 
When you are ready 
click “Continue”. 
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7. Your name must 

match the name on 
our tax return.   

 
Enter an email 
address that you 
have access to and 
click “Send Code”. 
 
 

 
  

8. A verification code 
will be sent to your 
email.   You will need 
to get and enter the 
verification code 
before you can 
proceed. 

 
Click “Continue” 
after you enter the 
verification code to 
continue. 

 
9. The information 

provide on this page 
must match the 
information provided 
on your tax return.  

 
 
Your address must 
match the address 
provided on your tax 
return. 
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10. The information you 

enter must be for an 
account that is 
included on your 
credit report.    

 
 

You will need to 
complete this 
process before you 
can proceed with 
your tax transcript 
request.  

 
11. This is another step 

to verify your 
identity.   

 
Enter your cell phone 
number and click 
“Send Message” to 
proceed.  

 
12. Enter the 6-digit 

code and click 
“Continue” to 
activate your 
account.  
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13. Follow the 

instructions on the 
page to create your 
user profile.    

 
After you have 
provided all of the 
requested 
information, click 
“Continue” to 
proceed.  

 
14. You should received 

a message that you 
have successfully 
verified your identity 
and secured your 
profile.    

 
Click “Continue”. 

 
15. Securty Information.   
 

Review and click 
“Continue”. 
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16. In the “select a 

reason you need a 
transcript,” choose 
Federal Tax. 

 
You do not need to 
provide a “Customer 
File Number”. 
 
Click “Go” to 
proceed. 

 
17. Under the “Tax 

Return Transcript” 
box, click on the 
most recent year.    

 
Your tax return 
transcript will open.  
Check your pop-up 
blocker if your 
transcript does not 
open.   
 
 

 



Directions for Requesting an IRS Tax Transcript 
18. Sample Tax Return 

Transcript. 
 
 
• You are only 

required to submit 
the first page of your 
tax return transcript. 

• The highlighted 
sections are sections 
that you cannot 
blackout.  

• You may black out all 
financial information 
as indicated on the 
sample tax return 
transcript.  

 
 
  

If you have questions or need assistance, contact Employee Benefits at (813) 794-2253 or email 
mybenefits@pasco.k12.fl.us  

mailto:mybenefits@pasco.k12.fl.us

