Instructions for completing International TAX FORMS

International tax forms are now completed by students through the Foreign National Information System
(FNIS). Please follow the instructions below to file your forms with the Student Employment Office.

Access your FNIS account by clicking on the link found in your first email notice. You will find your user
ID and password in this email as well.
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You will be asked to change your password, and,
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Account Configuration

You are required Lo change your password the first time you se FNIS.
Please use the form below to oreate a new password.

Change Fassward

Note: the “Current Password” is the
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bt ot feast & characters in fength.
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paste that again. Then, create a new
password and click “Change Password.”

Consent to Receive IRS Forms and Reports
Electronically

With the Farelgn National Information System (FNIS) you can view and print Immigration and taation forms
that your host institution hes made svailable. The TRS ruling IRS Reg. 31,6051 now requires that you, & the
recipient, give consent to receiving the form(s) electrondcally before they are uploaded. Please read the
Description of Services below and chedk the box if you would ke to view your form(s).

Your forms and reports can be viewed on the internst with a POF reader such as Adobe Reader. They can be
Furnished In a paper format If you do not consent to receive it electranscally.

You may withdraw consent at any time by checking the appropriate button below, This page can ako be
accessed on the FNIS Welcome page using the Consent link, A withdrawal of consent daes not remave 8
form(s} from the website if this form(s) was fumished before the consent is withdrawn.

Your administratos will Inform you of any conditions under which these forms will cease to be supplied
electranically,

IRS Form 1042-S

9 1 have read the above and hereby agree to give consent to my Institution to deliver the form 1042-5
owver the Internet.

1 dfo not give consent ta my Institution te delfver the farm 1042-5 over the Internet.

T have read the above and herebry agree to give consent ta my Institition to deliver the TRS forms
and Reparts aver the Intemel.
1 do not give consent to my Institution to deliver the IRS forms and Reports over the Intemet.




Once you submit the Consent page you will see the FNIS Welcome page. Click on “Data Entry” to enter
the FNIS system.
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Welcome to the Windstar Foreign National Information System

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

Bout yourself to your host institution.
View and Print
View and print tax forms for submission to the IRS.

Consent
Consent to view and print tax forms.

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.

» Account Configuration
Configure your account and change your FNIS password.
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Please complete and/or review the information in the fields in bold print in the next 6 pages/steps.
Note: the numbers in the upper right corner of the form tell you the current page/step.
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= Clicking the red "Save with Errors” button will save the data as it Is and bring
you 1o the ned page.
« IF you are unsure of what information is being requested of you, It is O to save

with erors.
Full Name: I FIRsT I [iasT (%]
Tee  First Midde Last Fost
Teie
Marden Name L)
1dentification _ .’ I you do not have a LS, SSN or TTIN, t’
= harve you appled for one?
Sodal Security Number
Yes Mo @ §have S5N of TN
[ &
Indvidual Taepenyer identfication
Humber
e | L]
Tnstitution-Assigned 1D Number Pyl system
[ & | L]
Fnanciiscoounts payatie system Student system

]

VA IMMIgraton status system




% ®icomen v Bselec

[= K
@ETEIITIIN €D € ) €D roooamomson (EXEY e |

By hokfing yosar Mouse porter wer 3 page TUMb the it of B page 1 2ppe.

Torsirve changss 1o 2 page, inaie by of the page.

Step 4: Additional Information

Coungry of r =
FassportCzenshy | T

Passport Number

Passport B

Expiration Date s

Are you abo a

WS, chtiren? Yes Mo @ Unimown

Country of Tax

Residence -
D o have an office reguisry avalable
19yDU I the USA? Yes Ko # Unknown

Other Are you the recpient of 8 foregn grant?

Informstion (. 3 non-service scholrship of Ko % Unknown
Harve yous proven to the RS that you
hirve a cerser connection to a fanegn e Na % Unknown
country than i the LISA?
Hare you subrmitted an Jppleation (o
become a US bwdul pefmanent residentz e O N0 ® Unknawn
Are you engaged In a hul-tme program? Yes Mo % Unknown
g;yr'mwn.mmmf o S

= LAST FIRST

7]

U ]

Copyright £ 2003-13 Windstar Technologes, nc, Al nghts rrserved

Use this navigaton bar to move quickly among pages without saving.
By hokding your mouse ponter over a page number the tike of the page wil appear.
To save changes to a page, use the Save & Continue button at the bottom of the page.

Step 3: Address Information

I - K
(BYSYEY S|

Addressline1 |

Address Line 2

Address Line 3
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State ¥ Zip

Foreign Residence Address :

‘Address Line 1
Address Line 2
Address Line 3
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When you reach Step 5 please click “Add New Record” to enter your Visa information.
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Step 5: Visa/Immigration Status History
Please st all visa activity that satisfies any of the following criteria:

= Visa immigration activity within the past three calendar years.

= F, 1, Mor Q visa Immigration activity since January 1, 1985,

= Visa immigration activity since January 1, 1985 for which you received treaty benefits.

When you are finished, dick the Continue button at the bottom af 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
to enter. If you need assistance, contact your institution administrator,
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Create a New Visa Immigration Record

Visa information may not be saved wnless the Immigration Status, 1 Subcategary, Primary Purpase of
isit, Tax residence country before entering US and Date Fields are comgleted, Please complete these
fields and then dick the Save & Continue button at the bottom of the page.
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Once you “Save & Continue” your Visa Immigration Record, you will receive a summary page. If you
need to make corrections you can go back and edit. When you are satisfied this information is correct
click “Continue.”
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Step 5: Visa/Immigration Status History
Please st all visa activity that satisfies any of the following criteria:

= Visa immigration adivity within the past three calendar ymv.
= F, J, M or Q visa immigration activity since January 1, 1985
= Wish immigration actihvity since January 1, ]NSMMMIMBWMH’IB

When you are finished, dick the Continue button st the bottom of the page.
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Step 6: Confirmation

You have reached the final page. If you would lie to exit this form to contimss al ancther time you
information will be saved, To view a summary of your entries cick on the View Data button below,
This may be prirted out, signed and returned to your Administrator's office once you hve receted
confirmation from the administrator that the data is complete.

If you would like to submit this form please read the following statements;

T hereby authorize Rhode Island School of Design to release this to Windstar
Inc., P.O. Box B00; 1400 Providence Hwy.; Sulte 3250, Norwood, MA 02062-0800 for the following
purpose; lwmlwﬂw:mlu‘wlmnﬂ]&wl Tax Nevigator system.

[ heseby certify under penalty of perjury that all of the above information is true, complete and correct. T
understand that if my status changes fram that which I have indicated on this form 1 must submit a new
fiorm to the appropriate Department.

If you agree to thise staternents and would like to email this information to your institution, click the
Finish button bedow. You will not be able to make any more changes without permission from the
adminestrator at your institution,

Cunfirmation

) The I hrve enterexd bs correct and [ wish to submit it to my host site,
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Congratulations! If you get to this page you have completed your forms successfully!

The Student Employment Office will be monitoring the FNIS system for any new and updated forms
filed.

PLEASE DO NOT CREATE AN EMAIL NOTIFYING THE ADMINISTRATOR THAT YOU HAVE SUBMITTED YOUR
FOREIGN NATIONAL INFORMATION FORM.
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Information Received

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

Please cick here to create an emall notifying your administrator at Rhode Island School of Design that

you have just submitted your Foreign National Information Form. Sending this email will ensure that
your infoemation is seen and checked for compheteness by your administrator,
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Thank you! If you have any questions or concerns please contact The Student Employment Office at

FNIS@risd.edu or (401)454-6634.
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