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AGENDA
 OVERVIEW OF PROCESS

 DEFINITIONS

 IDENTIFICATION NUMBER (SSN or ITIN)

 WHAT IS MY TAX STATUS?

 HOW DO I KNOW WHICH FORMS TO COMPLETE?

 WHAT TO EXPECT FROM THE PAYROLL OFFICE AT YEAR 
END 

 RESOURCES AND QUESTIONS



OVERVIEW

You receive payments from UM for a job and/or fellowship/scholarship 

Receive an email from UM Payroll department requesting your data for 

processing the taxes on your payments. In that email you will log into a 

website called Foreign National Information (FNIS) to enter this 

information

Your payments will be taxed correctly according to the information 

entered via FNIS. If appropriate you will submit paperwork to the UM 

Payroll department

The payments you receive in the current calendar will be taxed per the 

information you entered in FNIS. These payments are reported on a 

Form 1042-S and/or a Form W-2
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OVERVIEW

In January and February of 2023 you will receive emails from the UM 

Payroll department stating that your Forms 1042-S and/or W-2 are 

ready to be downloaded 

You will use these forms to file your United States income tax return 

(Form 1040-NR). This return is due April 15, 2023. 

In February, you will also receive an email from the UM International 

Center with a link to a website (Glacier Tax Prep) to enter your 

information and file your United States income tax return

Filing a tax return is required by all F-1 and J-1 international 

students even if you did not work.                              
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DEFINITIONS

 ALIEN CERTIFICATE – U of M form used by Payroll 
to determine tax status for non-US citizens

 This may be requested by the UM Payroll department 
if there are questions regarding your status after you 
enter your information in the Foreign National 
Information (FNIS) website.



Alien Certificate
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THE UNIVERSITY OF MICHIGAN - PAYROLL OFFICE

ALIEN CERTIFICATE    AC

If you are not a citizen of the United States, you must complete this Alien Certificate. Return the completed Alien Certificate to:  

Payroll Office, G395 Wolverine Tower, 3003 S. State St, Ann Arbor, MI  48109-1279 or via fax (734)647-3983.

PLEASE PRINT

SECTION I – To be completed by all non-residents (even those who do not enter the U.S.) 

Name: _______________________________________________________________________________________________________________________       _______________________

Last First Middle Social Security Number

I certify that I am a resident of the country of _________________________________________________________________________________________                  ________________________

Date of birth __________________________

Month        Day Year UMID

SECTION II – Complete this section only if you have entered the United States. 

Include your original date of entry, date of Visa change if any, and any time you were gone from the U.S. for 365 days or more.

I entered the United States on on a(n) I left the U.S. on I was a (check one)

_______________________________ ________ ______________________________ Student Non-Student

Month    Day   Year Visa Type Month   Day   Year

_______________________________ ________ ______________________________ Student Non-Student

Month    Day   Year Visa Type Month   Day   Year

If Resident Alien, check reason: 1. Lawful Permanent Resident Test (Green Card Test)

2. Substantial Presence Test

I certify that my type of VISA is: F1 J1         J2           Other (specify) ___________________________

If you are eligible to claim a tax treaty exemption as a teacher/researcher, you must file a Form 8233 with the proper attachment for your country of residence.  If you are eligible to claim a tax treaty exemption

as a student, you must file a Form 8233 with the proper attachment for your country of permanent residence.  If you are eligible to claim a tax treaty exemption as fellowship/scholarship, you must file a Form W8-BEN. 

All forms are available on the Payroll website at http://payroll.umich.edu/formreq.html. 

SECTION III - I CERTIFY THAT TO THE BEST OF MY KNOWLEDGE ALL OF THE INFORMATION I HAVE PROVIDED ABOVE IS TRUE, CORRECT AND COMPLETE.

Date: ________________________                          Your signature: _________________________________________

e

http://payroll.umich.edu/formreq.html
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DEFINITIONS

 TAX TREATY – Agreement between two countries to 
avoid taxing the same income in each country

 FORM 8233 – Federal form that is used to request 
a tax treaty exemption for wages 

 The Form 8233 will be completed if you are  
employed and you are from a tax treaty country 
when you enter your information in FNIS
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Box checked 

for student, 

teacher or 

researcher. Not 

independent 

contractor.

All highlighted 

fields must be 

completed for the 

Form 8233 to be 

valid.

APPENDIX III – Page 2
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DEFINITIONS

 FORM W8-BEN – Federal form that is used to 
request a tax treaty exemption for scholarship or 
fellowship

 The Form W8-BEN will be completed if you are  
receiving fellowship/scholarship payments and 
you are from a tax treaty country when you enter 
your information in FNIS
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NAME OF Non-resident Alien Individual’s country of residence

APPENDIX III – Page 4

0%

Student at the University of Michigan

Scholarship/Fellowship



DEFINITIONS CONTINUED

 WITHHOLDING – Tax that is deducted from any 

payments made to you

 FEDERAL FORM W-4 – Form used to calculate your 

Federal withholding
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Federal Form W-4
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NRA must claim a filing status Single in Step 1 (c)

Must have SSN

Do not  submit

without this

number
Fill in name

and address

using local

address



Federal Form W-4
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Nonresident Alien (NRA)Make sure to 

sign

and date

Must state Nonresident alien (NRA) below Step 4 (c) 



US Tax Forms 

 All forms, Form 8233 and attachment, Form 

W-8BEN and W-4 and will be produced by 

the Foreign National Information (FNIS) 

website after you have entered your 

information.
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DEFINITIONS CONTINUED

 FORM 1042-S – Reports income received and tax withheld for a 

calendar year on 

 wage payments made to employees who claimed tax treaty 

benefits 

 payments of fellowship/scholarship income

 available to be downloaded in FNIS in February

 FORM W-2 – Reports income received and tax withheld for a 

calendar year on

 wage payments made to employees not covered by a tax 

treaty

 wage payments to employees who claimed tax treaty 

benefits who also earned  more income than your countries 

tax treaty 

 available to be downloaded in Wolverine Access in January
15
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IDENTIFICATION NUMBER 

(SSN or ITIN)

 Social Security Number (SSN) – Nine digit number 
issued by U.S. government that is required if you are 
an employee.  Must have SSN before submitting Form 
8233 or W8-BEN. Must go to the Social Security office 
to apply.

 Individual Taxpayer Identification Number (ITIN) – Nine 
digit number issued by U.S. government if you are not 
eligible for a SSN. An ITIN or SSN is required before 
submitting Form W8-BEN. If you are from a tax treaty 
country you can apply for an ITIN up until October 15th

for tax treaty benefits.  If you are not from a tax treaty 
country you can apply until November 5th.  
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IDENTIFICATION NUMBER 

(SSN or ITIN)

 If you receive an Individual Taxpayer Identification 
Number (ITIN) and later receive a Social Security 
Number (SSN) stop using your ITIN and use only your 
SSN going forward. 
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WHAT IS MY TAX STATUS?

If this is your first year in the United States your tax 
status is a nonresident alien

If this is not your first year in the United States, your tax 
status is determined by the information you enter in 
FNIS or if requested on your Alien Certificate form 

Anyone who is NOT a US citizen should complete their 
information in FNIS 

Tax status is not the same as immigration status, you 
may be a nonresident alien for immigration purposes 
but a resident alien for tax purposes.



19

WHAT IS MY TAX STATUS?

 Typically any student 

(F-1/J-1 Visa) who 

stays for more than 5  

calendar years

When will my tax status change?



20

WHAT IS MY TAX STATUS?

In the future you should update your information in FNIS 

again if any of the following apply:

1. You change visa/immigration status (example: from 

F-1 to J-1)

2. You leave the United States for a year or more and 

then return to the United States

3. You become a permanent resident (receive a green 

card)
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HOW DO I KNOW WHICH 

FORMS TO COMPLETE?

The forms you should complete is determined by your 
primary purpose for coming to the United States.

 One or more of the following categories could apply 
to you:

 STUDENT WITH EMPLOYMENT

 STUDENT WITH SCHOLARSHIP/FELLOWSHIP
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HOW DO I KNOW WHICH 

FORMS TO COMPLETE?
 FIRST QUESTION:

ARE YOU A STUDENT 

WHO WILL BE 

EMPLOYED ?

(blue packet)

ARE YOU A STUDENT  

RECEIVING A 

SCHOLARSHIP OR 

FELLOWSHIP?

(yellow packet) 
Packets available on International 

Center and Payroll website’s
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 ANSWER – STUDENT EMPLOYMENT

You will need the blue packet of forms

 Cover Sheet/Checklist

 List of Treaty Countries

 Form 8233 (2 pages)

 Form 8233 attachment

 Form W4

HOW DO I KNOW WHICH

FORMS TO COMPLETE?



Student Employment

 Yes
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You are a Student here with a job?

Receive an email from UM Payroll office 

to enter your information in FNIS 



Email From UM Payroll
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Student Employment

 Yes
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Do you have a Social Security 

Number?

NO

You will have to go to the 

Social Security office 

located at 3971 S. 

Research Park Dr. in Ann 

Arbor to apply for a social 

security number. Please 

complete your paperwork 

after you receive this 

number.

YES

Go to next step.



Student Employment
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Enter your information in the FNIS website. 

Link included in email you received from UM 

Payroll office  

If you have received a payment, obtained 

your SSN and have not received an email to 

enter your information in FNIS email 

tax.payroll@umich.edu for your login data

mailto:tax.payroll@umich.edu


Student Employment
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After entering your information you will receive an email 

from the UM Payroll office notifying you that either 

corrections are needed to your information or your 

information was approved. 

 1) If corrections are needed we ask that you go in 

to the FNIS website and update and correct 

information and this will be reviewed again

 2) If approved you will print and sign all applicable 

forms and submit to the UM Payroll office   





Student Employment
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YES

The forms to submit to UM 

Payroll office are the Federal 

Form W-4, Form 8233 and 

attachment. 

NO

The form to submit to UM 

Payroll office is the

Federal Form W-4

Am I a resident of a treaty country? 



Tax Treaty Countries          

Students with Wages
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Student Employment

 Yes

31

After entering your information in FNIS please email, mail or fax any 

documents to the Payroll office as soon as possible.

If you are not a resident of a treaty country you will send the Payroll office:

1) Immigration Status Data from FNIS

2) If you are a J-1 visa holder, a copy of your DS-2019 

3) Form Federal W-4

If you are a resident of a treaty country you will send the Payroll Office:

1) Immigration Status Data from FNIS

2) If you are a J-1 visa holder, your DS-2019 

3) Form Federal W-4

4) Form 8233 and attachment.



Student Employment

 Yes

32

If you are from a tax treaty country, in February of next year you 

will receive an email to download your Form 1042-S, and 

possibly also a Form W-2 in January.  

If you are not from a treaty country, you will receive an email to 

download your Form  W-2 in January.  

The 1042-S and W-2 forms summarize your income received for 

the year. 

You will use these forms to file your United States income tax 

return (Form 1040-NR). Use the tax software ‘Glacier Tax Prep’ 

that can be found on the International Center’s website to enter 

your information and print your forms. The income tax return is 

due April 15th 2023.
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HOW DO I KNOW WHICH

FORMS TO COMPLETE?

 ANSWER:  SCHOLARSHIP/FELLOWSHIP
You will need the yellow packet of forms

 Cover Sheet/Checklist

 List of Treaty Countries

 W8-BEN



Scholarship/Fellowship

 Yes
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Are you receiving a Scholarship or 

Fellowship?

Receive an email from UM Payroll 

office to enter you information in FNIS

If you have received your first payment 

and have not received an email to 

enter your information in FNIS email 

tax.payroll@umich.edu for your login 

data

mailto:tax.payroll@umich.edu


Email from UM Payroll

35



Scholarship/Fellowship
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 Enter your information in the FNIS website. Link 

included in email you received from UM Payroll office  





Scholarship/Fellowship
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After entering your information you will receive an email 

from the UM Payroll office notifying you that either 

corrections are needed to your information or your 

information was approved. 

 1) If corrections are needed we ask that you go in 

to the FNIS website and update and correct 

information and this will be reviewed again

 2) If approved you will print and sign all applicable 

forms and submit to the UM Payroll office   





Scholarship/Fellowship

 Yes
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Am I a resident of a treaty country?

NO

If you do not have a SSN 

apply for an ITIN through 

the Payroll office by Nov. 

5th 

YES                                       

If you are from a tax treaty 

country and you do not have 

a SSN apply for an ITIN 

through the Payroll office by 

Oct 15th.                                      



Tax Treaty Countries

Fellowship/Scholarship Payments

39



Scholarship/Fellowship

 Yes
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You will apply for an ITIN by completing the Form W-7.

You must make an appointment with the payroll office and 

complete the Form W-7 there. If you are from a tax treaty 

country you can bring your Form W-8 BEN at this time. All 

applicants bring your passport, Visa, I-94 and I-20 or DS-2019  

to the appointment. 

Contact the Payroll Tax staff, Tanesha McLaughlin, Le’Tia

Johnson and Doug Machowicz at tax.payroll@umich.edu to 

make an appointment to submit paperwork. 

mailto:tax.payroll@umich.edu


Scholarship/Fellowship

 Yes
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After entering your information in FNIS please email, mail or fax any 

documents to the Payroll office as soon as possible.

If you are not a resident of a treaty country you will send the Payroll 

office:

1) Immigration Status Data from FNIS

2) and if you want to apply for an ITIN make appointment with the payroll 

office to complete ITIN (Form W-7) application by Nov 5th. 

If you are a resident of a treaty country you will send the Payroll Office:

1) Immigration Status Data from FNIS 

2) If you are a J-1 visa holder, a copy of your DS-2019 

3) Form W-8BEN

and if you need an ITIN

4) Make appointment with the payroll office to complete ITIN (Form W-7) 

application by Oct 15th. 



Scholarship/Fellowship

 Yes
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All recipients of scholarship/fellowship payments, whether  

you are from a tax treaty country or not will receive an email  

in February of next year to download your Form 1042-S.

The 1042-S form

summarizes your income received for the year.

You will use this form to file your United States income tax 

return (Form 1040-NR). Use the tax software ‘Glacier Tax 

Prep’ that can be found on the International Center’s website 

to enter your information and print your forms. The income 

tax return is due April 15th 2023.



Payroll Website 
www.payroll.umich.edu
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Payroll Website 

www.payroll.umich.edu
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WHAT TO EXPECT FROM 

PAYROLL AT YEAR END
 Tax Form 1042-S – This form is 

for:                                                    
- a person receiving wages and 
claiming a tax treaty                        
- a person receiving scholarship 
income whether or not claiming a 
treaty      

If you have both wages and 
received scholarship income you 
will get two 1042S forms at year 
end.                 

The 1042S form is available online 
in early February. (you will be 
notified by email when available) 



WHAT TO EXPECT FROM 

PAYROLL (cont’d)
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 Tax Form W2 – This form is for wages not covered 

by a treaty.  It is available online in mid-January (you 

will be notified by email when available). 

Renew Form 8233 each year – An email 
notice will be sent in November for 2010 
renewal.  We MUST have the 2010 form in 
our office by December 15 to be effective 
January 1st.    

 Tax Form W2 – This form is for:                                                     
- a person receiving wages that are not covered by a tax treaty.  
- a person receiving wages and claiming a tax treaty who has  
earned more income than your countries tax treaty limit. (you will 
receive both a 1042-S form and W2 form)                                                                     
The form is available online in mid-January (you will be notified by 
email when available) 

 Renew Form 8233 each year – An email notice will be sent in 
November for 2023 renewal.   Enter this information in FNIS and 
submit your 2023 Form 8233 to the UM Payroll office by 
December 15th. The 2023 form MUST be received by the UM 
Payroll office by December 15th 2022 to be effective January 1st.    
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RESOURCES

 Payroll Tax Area email tax.payroll@umich.edu

 Leslie Brown – Payroll Manager

leslibro@umich.edu (734) 647-3964

 Kim Hassan– Payroll Tax Supervisor

khassan@umich.edu (734) 936-3512

 Tanesha McLaughlin – Payroll Tax Specialist

tanesmcl@umich.edu (734) 764-1485  

 Le’Tia Johnson  – Payroll Tax Specialist

letiaw@umich.edu (734) 763-2661  

 Douglas Machowicz – Payroll Tax Specialist

douglam@umich.edu (734) 763-6106  

 email FNIS questions to uom.taxnav@umich.edu

 www.payroll.umich.edu or email questions to tax.payroll@umich.edu

 www.irs.gov

mailto:tax.payroll@umich.edu
mailto:aultj@umich.edu
mailto:jhaney@umich.edu
mailto:tanesmcl@umich.edu
mailto:ashlbrow@umich.edu
mailto:alstorey@umich.edu
mailto:payroll@umich.edu
http://www.payroll.umich.edu/
mailto:payroll@umich.edu
http://www.irs.gov/

