
Coordinator Guide 

How to Login

As an IRS Coordinator, your Coordinator account in 
CPEdge has already been created for you.  You do not 
have to register for an IRS Coordinator account.  To 
login to your IRS Coordinator account in CPEdge, you 
will enter the following three credentials under the 
CPEdge Login page: 

•	 Username:  FirstName.LastName

Note: Your username is your IRS email address only. 
For example: brianna.anderson@irs.gov 

•	 Password: password 

•	 Organization ID: IRSMain 

Note: Only Coordinators use this organization ID. This 
is what distinguishes you as a Coordinator. Learners 
leave this blank when logging into their homeroom). 

How to Run Reports

As a coordinator, you can run reports on the courses 
your professionals have completed. CPEdge has ad hoc 
reports that you can customize and save. Once run, the 
reports can be exported to Microsoft® Excel. 

•	 To view the list of courses your staff have 
completed, use the Course Completion Report. 

•	 Click the Preview icon under the Action column on 
the Course Completion Report. 

Note: Once the report is displayed, you can export it to 
Excel by clicking the Export drop-down menu button. 
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