
Massachusetts Attorney General’s Office 

Public Charities Online Filing Portal 

Instructions 
 

 

 

Table of Contents 
 

Links to Access ............................................................................................................................... 1 

How to Sign Up for The Portal ....................................................................................................... 1 

When to Submit an Initial Charity Registration ............................................................................. 2 

How to Submit an Initial Charity Registration ............................................................................... 2 

How to Create an Annual Form PC Filing...................................................................................... 3 

Completing the Annual Form PC Filing in Multiple Sittings ......................................................... 4 

How to Share a Draft of Form PC .................................................................................................. 6 

How to Electronically Sign the Annual Form PC Filing/Schedule A2 .......................................... 7 

How to Submit a Payment for a Charity’s Registration/Annual Form PC Filing/Schedule A2 ..... 8 

How to Submit Charity-Related Documents ................................................................................ 10 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1 

 

 

 

 

 

Links to Access 
 

• Charity Initial Registration Form 

• Charity Portal (Annual Form PC Filing & Schedule A2 Access) 

 

How to Sign Up for The Portal 
 

1. From the Portal website, click on the ‘Not a member?’ text. 

 

 
 

2. Enter the requested fields: first name, last name, and email.  

 

Note: If you are signing up via a link through email (i.e. if you have been assigned as a reviewer 

for a filing), you must use the same email address you received the link through to sign up. 

Failure to do so will result in not having access to review that filing.  

 

https://masscharities.my.site.com/CharityRegistration/s/
https://masscharities.my.site.com/CharityPortal/s/
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3. Go to your email inbox and look for the email from Salesforce. 

4. Click on the link provided in the email. 

5. Change your password.  

 

When to Submit an Initial Charity Registration 
 

If the charity has never registered with the AGO (and does not have an Attorney General 

Account Number), gather the required information: 

1. The Registration eForm requires basic information about the charity, such as address, 

contact information, type of organization (e.g., nonprofit corporation), and IRS tax 

exempt status. 

2. In addition, you will also need electronic copies (pdf, doc, docx) of the following 

attachments: 

a) Organization’s charter, articles of organization, agreement of association, 

instrument of trust, or written statement of purpose, whichever is applicable. 

b) List of the current officers/directors and their addresses.  

c) Organization’s y-laws. 

d) IRS letter designating the organization’s 501(c) status if the organization has 

received one.  

 

How to Submit an Initial Charity Registration 
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1. Use the link provided to navigate to the Registration eForm. Right now, this initial 

Registration eForm is not accessible from the Portal.  

• Note: you will not have to sign into your Portal account to complete this step. 

Please provide  accurate emails on the Registration, as these are the emails 

through which the AGO will contact the charity regarding the status of its 

registration.  

2. Fill out the information in the Registration eForm. This is a short form and must be done 

in one sitting. Unlike the annual Form PC, you are not able to save & exit the form.  

3. Once submitted, wait! The AGO will review the registration and notify you regarding 

whether the registration has been accepted.   

4. You will be required to make a payment (excluding those with VCO status) after the 

AGO accepts the charity’s registration and issues an Attorney General Account Number. 

You will receive an email from the AGO notifying you of the next steps, including 

whether you will need to submit a Schedule A2 if it is the charity’s first fiscal year 

operating in Massachusetts and the charity plans to solicit.  

 

How to Create an Annual Form PC Filing 
 

1. Navigate to the Portal website. 

2. Sign in using your email and password. If you have not made an account yet, please refer 

to the ‘How to Sign Up’ section. 

3. Click on the ‘Manage Form PC’ button. 

4. Type in the Attorney General Account Number or Employer Identification Number into 

the search bar. Click the ‘Search Charity’ button to return the results. 

 
 

5. Using the dropdown, select the correct charity. Click on ‘Get Form-PC Filings’ button. 
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6. Scroll down to the ‘Create a new Form PC’ section. 

7. Use the dropdown to select the fiscal year you wish to file for. Note: only the last five 

years are available for filing. Once you have selected a year, click ‘Submit.’ 

 

 
 

8. A new page will load, and you are able to fill out the Form PC. 

 

Completing the Annual Form PC Filing in Multiple Sittings 
 

1. Complete the steps to create a Form PC. 

2. Once information has been filled out and you wish to close the Form, use the ‘Save and 

Close’ button located at the bottom of the page. The page will reload and you will be 

brought to the Portal home page.  
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3. When you are ready to complete more of the Form PC, return to the Portal page.  

4. Click on ‘Manage Form PC’ button. 

5. Type in either the Attorney General Account Number or Employer Identification Number 

of the charity you have started the Form PC for. Click ‘Search Charity.’  

6. Scroll down the page to the ‘Your Active Filings’ section. Your draft Form PC filings 

should be displayed with the Filing Year and a Filing Status of ‘In-Progress.’  

• Note: only the user who is signed in & started this filing will be able to see this.  

 
 

7. Click on the downward facing arrow on the right of the row. To continue working on the 

Form PC, click ‘Edit.’ This will open up the Form PC. (To simply view the information 

you have input so far, click ‘View’ and print to PDF if you wish to share a draft with 

others).  
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How to Share a Draft of Form PC  
 

Note: Only the individual who created the Form PC record will be able to perform this task.  

 

1. Log into the portal. Click on ‘Manage Form PC’ and scope down to the AG Number of 

the form that you wish to share the draft of.  

2. Scroll to ‘Your Active Filings’ where you will see the in-progress filing.  

 
 

3. Use the arrow on the right side of the row and select ‘View.’ This will open a new tab 

with a printable view of the Form PC. 

 

 
 

4. Use the ‘Print This Page’ button to either save as a PDF and share electronically or to 

print the Form PC draft and share physically.  
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How to Electronically Sign the Annual Form PC Filing/Schedule A2 
 

1. If the Annual Form PC Filing/Schedule A2 preparer is an Authorized Signatory for the 

charity, then the preparer can input their signature on the final tab “Form Submission.” 

2. If additional signatures are required, the preparer will enter names and email addresses in 

the Reviewer’s Data tab. 

3. If you are a Reviewer/Authorized Signatory (and non-preparer), you should navigate to 

your email inbox and search for the email titled ‘Annual Filing/Schedule A2 Filing for 

[Charity Name] Is Waiting for Your Review.’ 

4. Click on the link provided to you in the email. This will bring you to the Portal. 

5. If you do not have a Portal account, create one now. Refer to ‘How to Sign Up’ 

instructions. If you do have a Portal account, log in. 

6. Click ‘Manage Form PC’ or ‘Manage Schedule A2’ button.  

 

 
7. Type in either the Attorney General Account Number or Employer Identification Number 

of the charity for which you must review the filing. Click ‘Search Charity.’ 

8. Scroll down to the ‘Submitted Filings for Your Review and Signature’ section. 
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9. Click on the arrow all the way to the right of the record you would like to open in the 

‘Click to review’ column. Select ‘View. 

10. A new page will open where you can view the Form PC draft as well as the attachments 

included in the Form PC.  

 

 
 

11. Review the data & documents and record your review decision of either ‘Accepted’ or 

‘Needs Corrections.’ If it needs corrections, communicate with the eFiler offline what 

needs to be corrected, as they will not be notified at this time.   

 

 
 

How to Submit a Payment for a Charity’s Registration/Annual Form PC 
Filing/Schedule A2 
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Note: when completing a Form PC or Schedule A2, you must make a payment before the AGO 

can review the charity’s filing. You will receive an email notifying you that the filing has been 

approved by all signatories and is pending payment before official submission. For the 

registration, you are not required to make a payment until after the AGO’s review.  

 

1. Navigate to the Portal and sign in. 

2. Scroll to the ‘Payments’ section and click on ‘Make Payments.’ 

 
 

3. Type in the AG Account Number for the charity for which you would like to make a 

payment.  

 
 

4. If any payments are owed, they will be shown under ‘List of Pending Payments.’ This 

will include Form PC, Schedule A2, and Registration fees.  
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5. Click on the ‘Pay’ button, and you will be redirected to the payment processing site.  

 
 

6. Fill out the billing and card information. Double check to ensure accuracy and click 

‘Submit Payment.’ 

7. You will receive an electronic receipt from payment processor nCourt to confirm that the 

payment was submitted. If this is a Form PC/Schedule A2 payment, you will also be 

notified by the AGO that the charity’s filing was submitted successfully.  

 

How to Submit Charity-Related Documents 
 

Note: The Initial Charity Registration Form and Annual PC Filing will require you to attach 

some documents within the forms. This additional Upload Documents feature applies to the 

instances where you need to submit a charity document to the AGO, but you are not submitting 

an Annual Filing at that time (e.g., updated by-laws, instrument of trust, articles of organization). 

 

1. Navigate to the Portal and sign in. 

2. Scroll down to the Upload Documents section and click on ‘Upload Documents.’ 
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3. Enter the Attorney General Account Number you wish to upload documents for.  

4. Select the document type from the dropdown. If none apply to the document, please 

select ‘Other Optional Attachment.’ 

 

 
 

5. Use the ‘Upload Files’ button to select the document from your files that you are looking 

to upload.  

 
 

6. Once your file has uploaded, you will see this popup. Press ‘Done’ and your file will be 

successfully submitted, as noted by the message.  
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