
 
Beneficial Ownership Information Instructions 

 
1. On your computer or device, go to https://www.fincen.gov/boi and select 

“File a report using the BOI E-Filing System” selection. 

 
 

2. To start filing your report, select “Get Started” or “File BOIR” 

https://www.fincen.gov/boi


 
 

3. You will have the option to File your BOIR via PDF or File Online. In this case, 
I chose to File Online BOIR by Selecting “Prepare & Submit BOIR”. Also, once 
you select to file online, you’ll need to Agree that you’re entering a US 
Government information system.  

 



 
 

4. Select the type of filing of Initial Report to file your BOI for the first time and 
Next. The date prepared will auto-fill.  

 
 
5. If you have not previously requested a FinCEN ID, you can do so when filing 

by selecting “Request to receive FinCEN ID”. Otherwise, go to Step 5 to 



enter your Reporting Company Legal name. If your company is doing 
business under a trade name or DBA, enter that information is Step 6 and 
select Next. Please Note: If you have more than one trade name or DBA, 
select Add Alternate Name to open an additional field.  

 
 

6. Enter your Form of Identification by selecting an option in the Tax 
identification type dropdown box and the address information below. 



 

 
 
 

7. Select “Existing Reporting Company” and it will gray out the Company 
Applicant fields. This option is for companies created prior to January 1, 
2024. Select Next.  



 

 
 

8. You will be directed to Part III – Beneficial Owner Information. If the 
Beneficial Owner is a minor, select Parent/Guardian information instead of 
minor child. Otherwise, enter your FinCEN ID if you obtained one prior to 
filling out the BOI form. Do not include the dashes “-“ as the system will 
auto-populate this for you. 



 
9. This will close the section as you’ve already self-reported your information 

and uploaded a government issued document to prove your identity. If the 
system states, you’re missing information when trying to submit and you’ve 
entered your FinCEN ID, go back to the previous screen, remove your 
FinCEN ID and manually enter the information. Once your information has 
been entered, select Add Beneficial Owner to attach to your report. The 
system will try to auto-add a 2nd beneficial owner, select remove 2nd 
Beneficial Owner, if not applicable. 
If you don’t have a FinCEN ID, enter your information in the next step 
below. 

 
 

10. {If you obtained a FinCEN ID prior to this application, skip this step} If you’re 
an exempt entity, select “Exempt Entity”. Otherwise, enter your Legal Name 
and DOB and residential address and upload a form of identification. Once 
your information has been entered, select Add Beneficial Owner to attach 
to your report. The system will try to auto-add a 2nd beneficial owner, select 
remove 2nd Beneficial Owner, if not applicable. 



 

 
 

11. On the next screen, enter your email address, confirm your email address, 
First Name/Last Name and Agree that you are authorized to file this BOIR 
on behalf of the reporting company. Also confirm that you are a human by 
selecting the I am a human box. Submit the BOIR. 



 

 
 

12. Once it has been successfully submitted, you will receive a confirmation 
status and have the option to download below. You’re have completed the 
process! 



 
 
 
 
 


