
 

 

FILING THE QUADRENNIAL REPORT 

All statutorily exempt organizations must file a quadrennial informational report (once every four years).  

To access your exemption account and file the quadrennial report, visit My Alabama Taxes at 

myalabamataxes.alabama.gov. 

 

CREATING A NEW PROFILE IN MY ALABAMA TAXES 

 

1. Log in to My Alabama Taxes using the following information found on your EXM Filing Info letter. 

a. 10-digit Account Number (may include alpha and numeric characters) 

b. Sign-On ID 

c. Access Code 

d. Your email address (This is required in order to receive confirmation emails and authentication 

code messages.) 

 

 

 

 

 

 

 

 

 

 

 

 

https://myalabamataxes.alabama.gov/


2. Click “Create a My Alabama Taxes account." This will take you to the New My Alabama Taxes User 

page. 

 

 

 

 

 

 

 

 

 

 

 



3. Validate the account by entering the required “Who Are You?” information. Tax Type is Exempt - Sales. 

4. Click “Next.” 

 

 

 

 

 

 

 

 

 

 

 

 



5. Enter the required “Create a MAT Username and Password” information. 

6. Click “Next.” 

 

 

 

 

 

 

 

 

 

 

 

 



7. Enter the required “Contact Information.” 

8. Click “Submit.” 

 

 

 

 

 

 

 

 

 

 

 

 



9. Click “Print Confirmation” if you wish to have a hard copy. 

10. Click “Done” to close the confirmation window. 

 

 

 

 

 

 

 

 

 

 

  



11. Once the confirmation email is received, go back to the My Alabama Taxes logon page, then enter the 

username and password.  

12. You will be asked to choose a two-step verification method: Authentication App, Text Message, or 

Email. Select only one authentication method. 

 

 

 

 

 

 

 

 

 

 

 

 

 



AUTHENTICATION APP  

a. Scan the QR code or manually enter the code. 
b. Click “Save.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TEXT MESSAGE 

a. Enter phone number. 

b. Click “Save.” 

 

 

EMAIL 

a. Enter email address. 

b. Click “Save.” 

 

 

 

 

 



THE WINDOW YOU SEE WILL VARY DEPENDING ON THE AUTHENTICATION METHOD YOU CHOOSE.  

IN THE EXAMPLE BELOW,  THE TEXT METHOD WAS CHOSEN. 

 

13. Enter the security code. 

14. Click “Confirm.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ADDING THE “EXEMPT - SALES” TO A PROFILE THAT ALREADY EXIST IN MY ALABAMA TAXES 

1. Enter your username and password. 

2. Click “Sign In.” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



3. Click  “Other Actions…” tab. 
 

4. Click “Add access to an existing account.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

5. Enter the required “Locate account” information. 

 

6. Click “Submit.” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Click “Print Confirmation” if you wish to have a hard copy. 

8. Click “Done” to close the confirmation window. 

• When the confirmation window closes, you will be on your My Alabama Taxes profile main screen. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



9. Locate your “Exempt - Sales” Account. 

 

10. Click on “File or View returns and periods.” 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

  



FILING THE QUADRENNIAL REPORT 

 

 

11. Locate “List of Returns.” 

 

12. Click on “File Now” to begin filing the quadrennial report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



13. Enter the Fiscal Year accounting period. 

14. Enter the “NTEE Code” by clicking on the link. 

15. Select whether the entity is “For Profit” or “Non-Profit.” 

16. For Entities Required to File Form 990 with IRS:  

• Revenue and Expenses (Provide Revenue reported on Line 12, and Expenses reported on Line 18 of 

the most recent Form 990 filed with the IRS.) 

17. For Entities NOT Required to File Form 990 with IRS:  

• Revenue and Expenses (Figures should be calculated based on the entity’s most recent accounting 

year.) 

 

 

 

 

 

 

 



18. Required for ALL Entities: 

• General Sales Purchases: Enter purchases made at General tax rate (4 percent). 

• Automotive Purchases made from October 1, 2020, through September 30, 2021. Enter any 

purchases made at the Automotive tax rate (2 percent). (If no purchases qualified for the 

automotive tax rate, enter “0.”) 

• Farm/Manufacturing Machinery Purchases made from October 1, 2020, through September 30, 

2021. Enter any purchases made at the Farm/Manufacturing Machinery tax rate (1.5 percent). (If 

no purchases qualified for the Farm/Manufacturing Machinery tax rate, enter “0.”) 

• Total Alabama Lodgings/Accommodations Purchases made from October 1, 2020, through 

September 30, 2021. Enter the amount of exempt purchases of Alabama 

Lodgings/Accommodations. (If no purchases of Alabama Lodgings/Accommodations were made, 

enter “0.”) 

• Total Purchases made from October 1, 2020, through September 30, 2021. Enter all purchases 

made during the period regardless of the tax rate. 

19. Click “Submit”. 

 

 

 

 

 

 

 



20. Enter your password at the confirmation prompt. 

 

21. Click “OK.” 

 

 

 

 

 

 

 

 

 

 

 

 



22. Click “Print Confirmation” and/or “Print Return” if you wish to have a hard copy. 

23. Click “Done” to close the confirmation window. 

 

 

 

  


