
Instructions for IRS Data Retrieval or Tax Return Transcript 

 
If selected for verification, federal regulations require transferring your income tax information by using the 

IRS Data Retrieval Tool available on the FAFSA website at https://fafsa.ed.gov/ or by submitting Tax Return 

Transcripts to Elizabethtown College.  

 

If any of the following statements are applicable, you are NOT ELIGIBLE to use the IRS Data Retrieval Tool; 

therefore, you must submit a Tax Return Transcript to Elizabethtown College. 

 My tax filing status is Married Filing Separately 

 I filed an Amended Tax Return 

 I filed a Puerto Rican or foreign tax return 

 

IRS Data Retrieval Process  
The IRS Data Retrieval Tool is not available until two weeks after submitting your tax return electronically or 

up to eight weeks after submitting a paper tax return to the IRS.  

 

 

1. Go to https://fafsa.ed.gov/ 

 

2. Log in to the student’s FAFSA application 

 

3. Select “Make FAFSA Corrections” and navigate to the 

parent Financial Information tab 

 

4. Answer the questions to determine if you are eligible to 

use the IRS Data Retrieval Tool to transfer 2015 IRS 

tax information into the student’s FAFSA. 

 

5. If eligible, the parent will be asked to enter their FSA 

ID  

 

6. Follow the online instructions to complete the IRS Data 

Retrieval process: Check box to Transfer My Tax 

Information into the FAFSA and then click Transfer 

Now.  

 

7. Repeat process for Student Financial Information if the 

student filed a tax return for 2015.  

 

8. Submit your correction by going to the Sign and Submit 

tab. Agree, sign, and enter FSA IDs for student and 

parent of Dependent students, if applicable.  

 

 

 

 

 

https://fafsa.ed.gov/
https://fafsa.ed.gov/


How to Request a Tax Return Transcript Online 

 

1. Go to http://www.irs.gov/Individuals/Get-Transcript 

 
 

2. Click “Get Transcript by Mail.” 

3. Read and agree to the IRS terms. 

4. Follow prompts. 

5. After successfully validating your information, you may expect to receive the IRS Tax Return Transcript 

within 5-10 days from the time the online request was made.  

 

How to Request a Tax Return Transcript by Phone  
- Available from the IRS by calling 1-800-908-9946 

 

- Tax filers must follow prompts to enter their Social Security number and the numbers in their street 

address. Generally this will be numbers of the street address that was listed on the latest tax return filed. 

However, if an address change has been completed through the U.S. Postal Service, the IRS may have 

the updated address on file.  

 

- Select Option 2 for Tax Return Transcript request and enter the year you are requesting. 

 

- If successfully validated, you can expect to receive the IRS Tax Return Transcript at the address that 

was used in the telephone request, within 5-10 days from the time the IRS receives the request. 

 

 

            

Financial Aid Office    

          Elizabethtown College  

(717) 361-1404 

Questions? Contact us for more information.      finaid@etown.edu  

http://www.irs.gov/Individuals/Get-Transcript
mailto:finaid@etown.edu

