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Select Connect with Us Using Secure Messaging 

NOTE: If this is your first time using secure messaging, you will need to say Yes to accept
the terms of Secure Messaging - IRS Secure Messaging Terms of Service and Rules of 
Conduct. 

https://www.irs.gov/help/irs-secure-messaging-terms-of-service-and-rules-of-conduct
https://www.irs.gov/help/irs-secure-messaging-terms-of-service-and-rules-of-conduct


1. Enter your Entity’s EIN. Do not include dashes (-).
2. Click Next. 



1. Enter your Entity’s Name. 
2. Click Next. 



1. Which Clean Energy Topic are you contacting us 
about?

2. Select the option that best describes your entity. 



1. Select Welcome Message to open the message. 



INITIATE REPLY
The Welcome Message will depend on which selection you chose on 
the Which Clean Energy Topic are you contacting us about 
question in Guided Help.
1. Click on Reply in the top right of the message box to reply to your 

Welcome Message 



ENTER REPSONSE AND INITIATE ATTACHMENT

1. Enter Reply to welcome message in the message 
body

2. Click Attach File 



CHOOSE FILE
1. Select document to be attached
2. Click Open

The file upload window should close, and you can see the attachment in 
secure messaging.
* NOTE – There are restrictions on acceptable file formats when attaching 
files. 



SEND MESSAGE
1. Click Send

* NOTE – The attachment is displayed at the top of the message with the 
name and file type, providing confirmation of the attachment. The Attach 
File (1) at the top of the window indicates the number of files attached. 



SEND SUCCESS

A Success! Confirmation window appears.

1. Click Back to Inbox, to return to your inbox. 



Select Sign in to view your Secure Message



VIEW YOUR INBOX
Once you have signed in, your Secure Message Inbox will open. (If 
you do not have a message, hit Refresh in your web browser.) 

1. Click on the new message to open it 



VIEW YOUR MESSAGE
You can view the message you received from the IRS employee.
1. Click on Reply in the top right of the message box 



REPLY
1. Enter your response 
2. Click Send 

NOTE: Use the paperclip icon to attach a file. File size can be up to 1 
GB.   



MESSAGE SENT
A Success! confirmation window appears.

1. Click Back to Inbox 
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