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GuideStar

How to Claim Your GuideStar Profile
Go to guidestar.org and sign in or create an account
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Click on the “Update Nonprofit Profile” link on the home page.

[image: image2.png]Better data,
for better decisions,
for a better world

Search Guidestar for the most complete, up-to-date nonprofit data available.

Advanced Search

Upgrade Now (free)
‘Why Upgrade




Click “Get started now” button
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Join the 100,000+ nonprofits that have

La1  shared their stories. Update your

organization's profile for free today.




Enter your organization’s EIN number to request permission[image: image4.png]Update Nonprofit Profiles

Update a GuideStar Nonprofit Profile

You do not currently have permission to update a nonprofit profile.
Request Permission to Update a GuideStar Nonprofit Profile
Enter the nonprofit's employer identification number (EIN) in the box below and click Request Permission.

EIN:

Request Permission

(ex: 11-1111111)
Learn the process for updating Nonprofit Profiles on Guidestar




Complete the short application and receive access to your profile in up to 2 business days.
Sign in to Your Profile to Edit

Go to guidestar.org and sign in or create an account
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Click on the “Update Nonprofit Profile” link on the home page.
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When you are signed in, you should see your organization listed on the page. Click on your organization's name or "edit form”. You will be taken the form to update your organization's profile.
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Update an Existing GuideStar Nonprofit Profile

You can update the following Nonprofit Profile(s). Click on the nonprofit's name to update its profile. If you
are having trouble updating your Nonprofit Profile, please check the FAQs for some helpful tips.

Organization Name EIN Manage

Guidestar USA Inc 54-1774039 | e |
\ ® Assign Manag:k

* Benefits

* Donation Reporting





Board of Directors List
Once you are in the profile, you will see a task bar located to the left side of the page.
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To provide the Board of Directors list click on the “Bronze” header to expand the selection list. Then click Board Members to enter. Type in each board member and click “save”
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IRS Letter of Determination

To upload your IRS letter of determination click on the “Basic Information” link to expand the section. Then click “Letter of Determination”
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Click the “Add Letter of Determination” button.
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Follow the upload instructions on the pop-up screen [image: image12.png]Document Name *
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“Save”
IRS Form 990 
To upload your IRS Form 990 click on the “Additional Docs” link to expand the section. Then click “IRS Documents”[image: image13.png]Guidestar USA, nc.

Basicnformation
Amazonsanile
Bronze
Siver
Gold
Platinum
Board Leadersip Practices
Socal & Media Outresch
Demographics
Additional Docs <
Aot Report
45 Docurmerts <
Certtions
b Documents
Mot from theNonprof

Tell us a little more about your organization

‘Our work at GuideStar USA, Inc. (EIN: 54-1774039) s focused on...

one or many of the folowng ssues
save

Your profile is at the Platinum level

Congrats! And thanks for your hard work maintaining your profile.

You may update your profile at any

AR )
PLATINUM

MAIN ADDRESS #
Guidestar USA, Inc.

4801 Courthouse St, Ste 220
Williamsburg VA 23188

Update





Click the “Add a Form“ button[image: image14.png]DOCUMENTS

Upload your most recent 990 before it comes to GuideStar from the IRS.

Form 990, 990-EZ, 990-N, or 990-PF

YEAR

2009

2010

2011

2012

2013

2014

FILE
Guidestar_2009_990_PD.pdf
2010-541774039-078e4072-9.pdf

Guidestar PD 990 2011.pdf

2012 Guidestar 990 Public Disclosure (2).pdf

2013 GuideStar Form 990 - Publi

isclosure.pdf

2014 GuideStar Form 990 - Public Disclosure.pdf

Add a Form 990, 990-EZ, 990-N, or 990-PF [0 M,

ACTIONS,

Delete

Delete

Delete

Delete

Delete

Delete





Follow the upload instructions on the pop-up screen and click “Save”
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Annual Operating Budget 
To enter your annual operating budget click on the “Silver” link to expand the section. Then click “Revenue”
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Enter relevant information for all applicable fields 
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Demographic Information

To enter your demographic information click on the “Demographics” link to expand the section. Then click any section to get started
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Enter relevant information for all applicable fields 
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How many Board Members, Staff Members (total full- and part-time, including senior staff)
Senior Staff, and Volunteers does your organization have in total?

Board Full-time. Parttime Staff  Senior Staff  Volunteers
Members staff (ot pattme, ) (llme)
(Toalfulitime, el senir staf)
Inct senior s2af)
Touat 9 66 4 6

Board member sums do not add up

GENDER IDENTITY

How many Board Members, Staff Members (full and part-time) |, Senior Staff, and Volunteers
in your organization publicly self-identify as the following?

Board Full-time Part-time Staff  Senior Staff  Volunteers
Members Staff (fotalparttme,  ©) (fulltme)
Clotalfulltama. inc saniorstaff






Publish on your GuideStar Profile

To publish changes made to your GuideStar Profile click the “Confirm & Publish” link at the top of the page
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Check all relevant certification boxes and click the “Finish & Publish” button at the bottom of the screen
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Please confirm that allof the information is accurate and up to date and that you are authorized to update this information for your organization. We also ask that you agree to
the Terms of Service. At the end of this section, you will be prompted to submit your report to GuideStar for publication.

Program Terms

GuideStar has many partners throughout the nonprofit sector. We want to help you reach more donors and supporters through these channels. If, however, you would prefer
‘GuideStar not to share your information through our partners, you may opt out here.

When you have completed your profile updates, please confirm that you agree to our terms and conditions, then click “Finish and Publish” below.

In order to qualify for the Platinum Level, you must certify that your organization’s information is up to date and accurate.

I certify that the Platinum Required Fields for my organization are up to date and accurate.
 This organization has given me permission to update the information in their GuideStar Nonprofit Profile Form.
@ 1accept the Terms of Use.

Options for Sharing

 Yes, | want donors to be able to easily give to my organization through GuideStar partners like Network for Good and JustGive.
5600 milion and counting has been sent t charties through these channels.

@ Yes, | give GuideStar permission to add a Donate button to my GuideStar report page to enable 1o give to my organization through GuideStar.

() Do not update Level expiration date





Support

To get more information on GuideStar for Education, visit the GuideStar Support Center or email edu@guidestar.org.
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