Foreign nationals need to provide immigration information and travel history so the Payroll Office can determine tax
status and comply with U.S. withholding and reporting requirements. Baylor University uses the Foreign National

Information System (FNIS) to collect this information.

Accessing FNIS

You will receive an e-mail from the Payroll Office giving you the website and your user name. If you do not receive

the e-mail, please send an e-mail to Payroll Office@baylor.edu with your name and Baylor ID and we will get you
entered into the system and send you the login information. Your login information will be sent to you in the e-mail.

Website login: https://fnis.thomsonreuters.com/baylor/

User ID: (Enter your user name)
Click on: Forgot your Password

THOMSON

reuers Foreign National Information System

A BAYLOR | rorosomes

user 0 | ]
Password | |

Login

© 2002-21 Thomson Reuters. Al rights reserved. | |

Enter your e-mail address and user name

THOMSON

reurers Foreign National Information System

;\ BAY LOR. | ryrcacics

User D (| ]

Password | |

Login

Forgot your password?

A temporary password has been sent to the email address you have
provided. Please log in with the temporary p d and change it to a
password of your choice as soon as possible.

© 2002-21 Thomson Reuters. All rights reserved. |
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THOMSON

REUTERS FOI"EigI"I National Information System

If you forget your password, type in your User ID and email address below,
we'll send your temporary password reset instructions.

Forgot your password?

Enter your email address

User ID

| |

A temporary password will be e-mailed to you. Passwords are case sensitive, enter it exactly as it is in the e-mail
(you can copy and paste), then enter the password you choose to usr.

Account Configuration

! You are required to change your password.

Change Password

Passwords must be at least 8 characters including one uppercase letter, one lowercase letter, one
special character (!@#£$%~&*()_+.) and one numeric character.

Current Password | | Mew Password | |

Confirm Mew Password | |

Change Password

=

 Log Out |

© 2002-21 Thomsaon Reuters, All rights reserved.

Please make a note of your user name and password for future logins, if you are applying for a new social security
card, you will login again to enter it when you get the new card/number.



We do not send the 1042-S form electronically, so please choose “I do not give consent”.

Consent to Receive IRS Forms and Reports Electronically

With the Foreign National Information System (FNIS) you can view and print immigration and taxation forms
that your host institution has made available. The IRS ruling IRS Reg. 31.6051 now requires that you, as the
recipient, give consent to receiving the form(s) electronically before they are uploaded. Please read the
Description of Services below and check the box if you would like to view your form(s).

Your forms and reports can be viewed on the internet with a PDF reader such as Adobe Reader. They can
be furnished in a paper format if you do not consent to receive it electronically.

You may withdraw consent at any time by checking the appropriate button below. This page can also be
accessed on the FNIS Welcome page using the Consent link. A withdrawal of consent does not remove a
form(s) from the website if this form(s) was furnished before the consent is withdrawn.

Your administrator will inform you of any conditions under which these forms will cease to be supplied
electronically.

IRS Form 1042-S

(O 1have read the above and hereby agree to give consent to my Institution to deliver the form 1042-5
over the Internet.
(® 1 do not give consent to my Institution to deliver the form 1042-S over the Internet.

All Other IRS Forms and Reports (Does not include 1042-S )

() 1have read the above and hereby agree to give consent to my Institution to deliver the IRS forms
and Reports over the Internet.
® Ido not give consent to my Institution to deliver the IRS forms and Reports over the Internet.

| Submit

After changing your password, you will be navigated to the main menu. Click on the Data Entry link to access Step
1 of the process.

Welcome to the Foreign National Information System

Welcome to the Foreign National Information System (FMIS)! Using FNIS, you
can enter data about yourself to send to your host institution, download and
print tax forms, and more,

r Data Entry
Send information about yourself to your host institution.

+ IRS Form
Consent
Consent to view and print tax forms,

The IRS ruling IRS Reg. 31.6051 now reguires that you, as the redpient,
give consent to receiving the form(s) electronically before they are
uploaded.

» Account Configuration
Configure your account and change your FNIS password.

u are ourenthy logoed inas BAYLOR_TEST.
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TN B Basx Information e o e e o el
Lis= this navigation bar to move guickly amang pages without sawing.
By holding your mouse pointer over a page number the title of the page will appear,
To save changes to 3 page, use the Save B Continue button st the bottom of the page,

Step 1: Basic Information

# [t is recommended that you dick on the Help buttons as you tab through these forms,

» Required fields are in Bold.

& Once you dick on the Save & Continue button, the current page is saved and can be returned
to for further editing at any time before you complete data entry.

Full Name | [Baylor = [Test I |
Title First Middle Last Past
Title
Maiden Mame | |!-ji,

Identification

(123456789 = Ifyoudoncthavea US. SSNorfTIN. &
Social Security Number have you applied for cne?
) Yes () Mo ® I have SSN or ITIN
| | =
Individual Taxparer [dentification
MNumber
|sE5123485 =
Institution-Assigned [D Number
Foreign .3 Institution Information
Taxpayer ID | [ P
| Biology

Student type | Gradiate Student Department 2t Institution

| Graduate Assistam
Ohooupation at Institution

Trainee type (ot 3 Trainee ~ ' |

Chooupation 2 at Institution

FU" Name (REQUIRED) — Enter your First, Middle and Last name(s) as indicated on your passport

u are owrenthy logged in as BAYLOR_TEST,

& 2002-21 Thomson Reuters, All rights reserved,

Identification (requiren)

Social Security Number (SSN) If you have a SSN, enter your 9-digit SSN as it appears on your U.S. Social Security card
(Including the dashes; xxx-xx-xxxx format).

Individual Taxpayer Identification Number (ITIN) if you do not have your SSN, enter the 9-digit ITIN provided to you
by the U.S. tax agency, the Internal Revenue Service (IRS). If you do not have one leave it blank. (A social security
number replaces a previous ITIN number, and if you are employed, you are required to get a SSN)

Applied for U.S. Social Security number or Individual Taxpayer Identification Number — If you have secured
employment at Baylor University and you selected “No”, you must apply for your SSN through the U.S. Social
Security Administration Office. Please be sure to make note of your login and password for FNIS, when you receive
your new social security number you will be required to login to FNIS again to enter it. Click here for information
on how to apply for your social security number:

How to apply for your Social Security Number



https://www.baylor.edu/globalengagement/index.php?id=962464

If you have more questions, please contact the Baylor Center for Global Engagement at ISSS_Support@baylor.edu
or visit the CGE Office located at Hankamer Academic Building Room H160, 1428 S. 5% St. Waco, Texas.

Foreign Taxpayer ID - Not required
Student Type — Select a student type. If you are not currently a student, select Not a Student.

Trainee Type — Select a trainee type only if your primary purpose in the U.S. is to acquire training. Otherwise, select
“Not a Trainee”.

Institution Information — Enter your Department at Baylor, and your Occupation at Baylor. If you are a student,
please indicate Undergraduate Student or Graduate Student

Be sure to click on the “Save” button in-between each step.

If you get this message, please review your information. If necessary, you can click on “Save with errors” to continue

Errors have been detected on this page.

* Please check the fields shaded in red below.

» Clicking on the "Save with Error Checking" button will check your entries for errors
or blank fields and bring you to the next page if no errors are found.

o Clicking the red "Save with Errors" button will save the data as it is and bring you
to the next page.

# If you are unsure of what information is being requested of you, it is OK to save
with errors.

Step 2: Individual Information
Enter all information that applies to you. Required fields are BOLD in FNIS. Help is available by clicking on the
Help button.
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Date of Birth (REQUIRED) Enter your date of birth, using this format: two-digit date, first three letters of the
month, four-digit Year (DD-MON-YYYY).

Marital Status (REQUIRED) — enter your marital status. If you select Single, Skip the Spouse questions.

Dependents (REQUIRED) Leave zeros unless any apply to you. (This section does not include your spouse as a
dependent)

Telephone and e-mail address (REQUIRED) - Enter your U.S. telephone number and your Baylor e-mail address
so you can receive FNIS notifications.

Date of First Visit to the U.S. (REQUIRED) - Enter the date of the first time you entered the U.S. using this format:
two-digit date, first three letters of the month, four-digit Year (DD-MON-YYYY). This may be different than the first
date you entered the U.S. to attend school.

(T
@I @D &) B0 Address Information @ o o B
Uiz this navigation bar to move guickhy among pages without sawing,

By heolding your mouse pointer over 3 page number the title of the page will appear,
To save changes 1o 2 page, use the Save & Continue button st the bottom of the page.

Step 3: Address Information

USA Local Address

Address Line 1 1234 S, Sth Street Apt 109
Address Line 2 |
Address Line 3 |
City [Waco

State |Texas v Zip TETOE =

Foreign Residence Address

)

Address Line | |
1

Address Line 2 |
Address Line 3 [
City I
I
I

Prowince!Region

Regional
Postal Code

Country I v
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U.S. Address and Foreign Residence Address (REQUIRED) — Enter your local address, including your apartment

number (if applicable) and your foreign address where you live outside of the U.S. Use as many address lines as you
need.

This address is where your 1042-S form (if applicable) will be mailed to at the end of the year. If you change

addresses, please be sure to notify us at Payroll Office@baylor.edu. Updating your address in BearWeb or Ignite will
not update the address in FNIS.
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Step 4: Additional information

Enter all information that applies to you. Required fields are BOLD in FNIS
¥=
icon.
=1
TN &P &) €D ) Addmonal Information 2 o R
Uss this nzvigation bar to move guickly among pages without saving,

By holding your mouse pointer over 3 page number the titke of the page will appear,
To save changes 1o 3 page, use the Sawe & Continuwe button st the bottom of the page,

Step 4: Additional Information

Country of =)
Passport/Citizenship | hd

Passport Number [ |

Passport Expiration | | DoMenryyy &
Date

Are you also a U.5. i )
citizen? () Wes () Mo @ Unknown

Country of Tax
Residence | >

=

Self-Employment Fill out this section only if you are self-employed.

Do you have an office
regularhy available toyouin () Yes @ Mo () Unknown )
the USA?

Other Information Are you the redipient of 2
foreign grant? (i.e. 2 non-

service scholarship or O ¥es O No @ Unknown =

fellowship)

Have you proven to the IRS
that you have a doser
conmection to a foreign
country than to the USA?

() Yes () Mo @ Unknown =

Have you submitted an
zpplication to become 2 US () Yes @ Mo () Unknown =
lawful permanent resident?

Are you engaged in 2 full-
time program? ® ves

Do you wish to caim treaty - - =
benefits  they are availsble? ® Yes O Mo O Unknown &

ou ane gumenthy logged in 2z BAYLOR_TEST.
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) Mo O Unkrown f=

. Help is available by clicking on the

Country of PASSPORT/CITIZENSHIP (REQUIRED) — Select the country that issued your passport.

Passport Number (REQUIRED) — Enter the passport number as it appears in your passport.

Passport Expiration Date (REQUIRED) — Enter the passport expiration date, using the format DD-MON-YYYY

U.S. Citizenship Status (REQUIRED) — Select yes or no. If you have dual citizenship with the U.S. and another country,

select Yes.

Country of TAX RESIDENCE (REQUIRED) -Select the country where you were a tax resident (paid taxes or liable to tax

based on that country’s tax law) immediately before entering the U.S. for this status.

Self-employment (REQUIRED) If you are not self-employed, select No. If you receive payments for services as a

contractor or are not an employee select the appropriate answer (refer to

Other Information (REQUIRED) — Refer to the help icon if needed.

help icon if needed).



It is vital for Step 5 to be completed with your immigration information.
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Use this nawvigation bar to move guickly among peges without saving.
By holding your mowse pointer over 2 page number the title of the page will zppear,
Tao save changes to 2 page, uss the Save & Continue button 2t the bottom of the page,

Step 5: Visa/Immigration Status History

Please list all visa activity that satisfies any of the following criteria:

= Vfisa immigration activity within the past three calendar years.
= F, 1, M or Q visa immigration activity since January 1, 1935,
® \isa immigration activity since January 1, 1985 for which you received treaty benefits,

When you are finished, dick the Continue button at the bottom of the page.

You have not yet entered any visa information. Click the Add New Record button
below to enter a record, or simply dick the Continue button at the bottom of the page if you
have no visa immigration history to enter. If you need assistance, contact your institution
administrator.

ou are owrenthy logoged in as BAYLOR_TEST.
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Click on Add New Record (If you have multiple entry and exit dates, click on Add New Record for each one.)

@I 6D €D ©) € ) Vis Hiory o e
Usz this navigation bar to move guickhy amang pages without sawving,.
By holding youwr mowse pointer over a page number the title of the page will appear.
To save changes to 2 page, use the Sawe B Continue button at the bottom of the page.

Create a New Visa Immigration Record

Visa information may not be saved unless the Immigration Status, 1 Subcategory, Primary Purpose
of Visit, Tax residence country before entering US and Date Fields are completed. Please complete
these fields and then dick the Save & Continue button at the bottom of the page.

Immigration Status [ w [
3 Subcategory (Mot Applicable ~ | &
Primary Purpose of 5
Visit | v

Tax residence country =
before entering US | ~

Treaty Benefit Taken == [nknown v | =
Vis2 Mumber | | =
First Day in U.S. in this ——————— fegh
Status | | DD-Mon-yyyy

Last Day in U.S. in this ——— a2 ]
Sratus | | DO-Mon-yYVY

¢ bogged in 35 BAYLOR_TEST.

© 2002-21 Thomson Reuters, All rights resedved,
Immigration Status (REQUIRED) — Select the appropriate immigration status.

J Subcategory (REQUIRED) — Defaults to Not Applicable, however, if you selected J-1 Exchange Visitor above, then
you have to select the appropriate subcategory as it appears on yur form DA-2019)

Primary Purpose of Visit (REQUIRED) — Select The appropriate primary purpose for this visit to the U.S. If you are a
current student, please select Studying in a Degree Program.

Tax Residence Country before entering the U.S. (REQUIRED) — Select the country where you were a tax resident
(paid taxes or liable to tax based on that country’s tax law) immediately before entering the U.S. for this visit.

Treaty Benefits Taken — Defaults to Unknown



e For your current immigration status, leave the default (Unknown).
e For previous immigration status, select Trainee, Researcher, Student or Teacher to specify the type of treaty
benefits or None if no treaty benefits were taken.
Visa Number — Enter the visa number as it appears in your passport (red letters and digits at the bottom right side of
visa sticker).

First Day in the U.S. in this Status (REQUIRED) — Enter the first date of entry into the U.S. for this status indicated by
the U.S. Customs and Border Patrol stamp in your passport or on your form I-20 or Form DS-2019 (DD-MON-YYYY)

Last Day in the U.S. in this Status (REQUIRED) — Enter the (future)end date for this status indicated on your form 1-94
or the program end date on your Form |-20 or Form DS-2019 (DD-MON-YYYY). The end date should show that you
are still currently in the U.S.

When complete, click on Save & Continue, then on Add New Record (if necessary) and then on Continue
g Navigation KT T K3 XA Ko R (o N

Lisz this nzvigation bar to mave guickly among pages without saving.

By holding wour mouse pointer over & page number the titke of the page will appear,

To save changes to 2 page, use the Save & Continue buetton 2t the bottom of the page,

Step 5: Visa/Immigration Status History

Please list all visa activity that satisfies any of the following criteria:

= \fisa immigration activity within the past three calendar years.
= F 1 Mor Q) visa immigration activity since January 1, 1985,
= Viza immigration activity since January 1, 1985 for which you received treaty benefits,

When you are finished, dick the Continue button at the bottom of the page.

Visa/ Immigration Activity
Visa Typellmmigration Status Start Date End Date
F-1 Student 01-Jan-2021 21-Dec-2021

To edit or delete 2 record, click on the Visa
Type/Immigration Status entry for that record,

ol 2 ogged inas BAYLOR_TEST.

Log Out | [ Continue >
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Please click as shown below and then send the e-mail confirmation to the Payroll Office:



Information Received

Your information has been received and you will be contacted by your school administrator within a
few business days.

Ele click here to create an email notifying your administrator at Baylor University that you have
jus submltbed your Foreign Mational Infarmation Form. Sending this email will ensure that your
information iz seen and checked for completeness by your administrator.
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This is to notify you that | have just submitted the Foreign National Information Form.

If you qualify to claim a tax treaty, the 8233 form will be e-mailed to you with instructions on how to
complete it (you must have a social security number to claim the treaty exemption).

If further actions are needed, you will be contacted by the Payroll Office. If you have questions, please
send an e-mail to Payroll Office@baylor.edu.
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