
Instructions for Obtaining a Tax Transcript Using the 

IRS Website 

 

These are instructions that will guide you on how to obtain your tax transcript using the IRS 

website. 

 

In order to be able to use the IRS website to obtain your tax transcript, you must meet these 

qualifications: 

 

➢ Do you have a cell phone in your own name? (If no, you will not be able to proceed) 

➢ Do you have a credit card in your name? (if no, you can proceed, however you will need 

to contact Action Financial Services to obtain your student loan ‘DEBT ID NUMBER’ from 

one of your loan disbursements.  If you need to obtain this number, please contact us at 

888-253-4239 for assistance.  

To begin, please proceed to the IRS website here: 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

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


1. After clicking the link to the IRS website, click ‘Get Transcript Online’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Click ‘Create Account’ 

 

 

 

3. Click ‘Continue’ 

 

 

 

 

 

 



4. Click ‘Yes’ 

 

 

5. Click ‘Yes’

 



6. Click ‘Continue’ 

 

 

 

7. Enter your first name, last name, email address, then click ‘Send Code’ 

 

 

 

 

 

 



8. Retrieve the code that was emailed to you, enter that code here, then click ‘Continue’ 

 

 

 

 

 

9. Enter your mobile phone number and click ‘Send Message’ 

 

 



 

 

10.  Enter all information then click ‘Continue’ 

 



 

 

11.  To verify your financial account number, you can use a credit card, student loan 

account number, auto loan account number, mortgage or home equity loan account 

number, or home equity line of credit account number.  Please contact Action 

Financial Services at 888-253-4239 to obtain your student loan account number.  This 

number will also be needed for step Enter this information then click ‘Continue’. 

 

 

 



 

12.  Create a username and password, enter your email, choose a site phrase, and choose 

a site image and press ‘Continue’. 

 

 

 

 

 

 



13.  If you have successfully finished the registration process you will see the following 

message. 

 

 

 

14.  Click ‘Continue 

 

 

 

 

 

 

 

 

 

 



15.   Enter the same student loan account number you received from Action Financial 

Services in step 11.  Click ‘Go’.  Click the most recent year under ‘Return Transcript’ 

 

 

 

 

 

 

 

 



16.  Clicking on the year you want to download will open a new webpage with a preview 

of the transcript.  Save the tax transcript as a PDF file to your computer by clicking the 

download option, or the print option and selecting PDF as the file type. 

 

 

 

 

 


