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Filing Electronically…. Convenient

• Electronic filing for LM-3 and LM-4 filers is now easier and more convenient than ever. Since 2004, Form LM-
2 filers (unions with $250,000 or more in annual receipts) have been required to file their annual report 
electronically. Electronic filing has been and still is an option for Form LM-3 and LM-4 filers. Until recently 
however, electronic filers had to use cumbersome third party software, and purchase expensive digital 
signatures to file their annual report. We at the Office of Labor-Management Standards heard many 
complaints regarding the costs and difficulties of this system, and relatively few LM-3 and -4 filers used it.

• OLMS has replaced this system with a free, secure, web-based electronic filing system called the Electronic 
Forms System (EFS), which requires no digital signature purchase and only a web browser and Internet 
connection to use. It has been available to LM-2 filers since October 1, 2010, and to LM-3 and -4 filers since 
May 1, 2011. With many LM-3 and -4 reports due before the end of March, this is the perfect time to 
register for and use EFS to file your annual report.

• EFS is ideal if you are a smaller union with a computer and Internet access. The system features built-in, 
context-sensitive help, eliminating the need to flip through paper instructions. Key information from the 
previous year’s form is pre-filled into your EFS form. EFS has built-in math functions so you needn’t worry 
about rounding or math errors. Before you file with EFS, a verification step identifies all incomplete entries 
and errors. Once you transmit the form, it is received and posted on-line the same day, which greatly 
reduces the chances of late filing. You can easily save a copy of the report electronically for your 
records. EFS will save you time, paper and money.



Preparing to file…











EFS SYSTEM ACCESS

 User Registration

Every person who needs to prepare, review, or sign the LM 
Forms will need to register for an EFS user account and 
password to access the system.

 Union Registration

A union representative will register to obtain a unique Private 
Identification Number (PIN) for the union.

Two separate processes are required to assure a union’s secure access 

to the EFS:

User Registration is the first step in gaining access to EFS.



REGISTRATION HOME PAGE

Left-click on the “click here” hyperlink to continue to 

the User Registration page.



USER REGISTRATION



USER REGISTRATION – COMPLETING THE FORM

Select “Yes” If you are an 

officer responsible for 

signing the form.

Select “No” if you are not an officer 

responsible for signing the form, 

BUT are responsible for reviewing 

or preparing the report.

If you prepare, review, or sign the LM Report Form, you will need to 

register and establish a User ID and password.



USER REGISTRATION – COMPLETING THE FORM

Enter the following information:

 First Name

 Middle Initial
 Last Name

Enter your complete title (i.e. Secretary-Treasurer, Accountant)



USER REGISTRATION – COMPLETING THE FORM

Enter your telephone number with area code.  (i.e. 

555-555-5555)

Enter the email address to which a confirmation can be 

sent.



Create a User ID that you can easily remember.  Your User ID can be a maximum of 30 

characters and can include letters, number, and symbols.  

 It must be 8-15 characters.

 It must include at least one CAPITAL letter.
 It must include at least one number.

 It may include special characters.

USER REGISTRATION – COMPLETING THE FORM

When creating your password, keep in mind these requirements:



USER REGISTRATION – COMPLETING THE FORM

For additional security, you will be asked to select one of the 

security questions and provide an appropriate response.



USER REGISTRATION – COMPLETING THE FORM

When you have completed the registration form, click on the button 

at the bottom of the page



USER REGISTRATION – COMPLETING THE FORM

If you have entered all 

required fields, a 

registration 

confirmation will 

display on the screen.

In addition, an email 

confirmation will be 

sent to the email 

address you provided 

on your registration 

form.



Each reporting union must obtain a PIN to gain access to the EFS

OBTAINING A PIN FOR YOUR UNION

 A PIN is a Private Identification Number assigned to a union, and 
known ONLY by those who need to access the union’s information 
through EFS. 

 A union should select one representative to obtain the unique PIN.

 Only one PIN will be assigned to each filing union. 

 The union representative assigned to obtain the PIN will then 
distribute this PIN to any individuals who prepare, review, or sign 
the LM forms.

 The union will need to obtain a new PIN every year to maintain 
authorized access to its LM forms.

 There is no charge associated with obtaining a PIN.



OBTAINING A PIN FOR YOUR UNION

Left-click on the “Click here” hyperlink to continue to the Union 

Registration page.



OBTAINING A PIN FOR YOUR UNION

 Enter your User ID from the User Registration Process.

 Enter your User Password.

 Enter the File Number of your labor organization.



IMPORTANT!

ONLY ONE REPRESENTATIVE FROM THE 

UNION WILL OBTAIN THE PIN



OBTAINING A PIN FOR YOUR UNION



If you have 

successfully 

submitted your 

Union PIN 

Registration form, a 

Union PIN 

Registration 

Confirmation will 

display on the screen.

The PIN will be 

sent to the email 

address provided 

by the union 

representative.

OBTAINING A PIN FOR YOUR UNION



In addition, a letter will be mailed to the 

address(es) on record for the union notifying 

the union officials of any activities relating to 
obtaining or updating a PIN. 

This is another security measure to prevent 

unauthorized access to the forms.













































If you experience difficulty with determining what to enter, 

please contact Assistant State Secretary Treasurer, Ellen Pulver.

Via email (best): ellen.pulver@nrlca.org

Via cell: (608) 617-4704


