How to complete the FNIS Questionnaire

1.

2.

You should have received the FNIS email from @nonresident.tax@emory.edu
Inviting you to complete the questionnaire. The email will contain your user
name, email address associated with your account and temporary password as
well as the link to the system.

https://fnis.thomsonreuters.com/Fnis/instlogin?instld=emory
Log in to the system. The Institution code is Emory
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The first time you sign in to your account, you will be prompted to change your
password. Enter the required information and select reset password.

. The first time you sign in, you will be prompted to consent to receive IRS forms

and reports electronically. Please consent (mark the top button in each line)
and then save changes. This will enable Emory to provide your tax documents
electronically. If you need to change at a later date, you can access the page by
Selecting “IRS Forms” and then “Consent” from the top menu


https://fnis.thomsonreuters.com/Fnis/instlogin?instld=emory
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4. Onceyou are in FNIS, you will be on the main welcome page. Select “Data

Entry” and “Basic Information” from the menu across the top.
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5. Start with the Basic Information section, Select “Edit” in the upper right hand
corner and complete required information (outlined in red) for section. You may

have to select “Edit” on each page as you complete.
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a. Your Name, Organization ID and email address have been automatically
filled in for you. Please make sure the information is correct.

b. Under “ldentifiers” — you will enter your 9-digit social security number if
you have it.



c. Ifyou do not have the number, you will then answer, Yes or No to the next
question. “If you do not have a U.S. SSN or ITIN, have you applied for
one?” Note that if you are working at Emory, you must apply for a SSN as
soon as possible. See https://isss.emory.edu/life-in-the-us/social-

security-numbers
d. Under Student /Trainee Type, click the down arrow and choose the one

that applies to you. Same for the Trainee Type.

e. Enteryour department information and occupation

f. Save Changes. If you have not entered information in a required field
(such as a social security number), you will get an error message. Select
“Save Anyway” and continue

A\ Errors have been detected on this page.

Required fields are missing information or contain invalid data. Please enter appropriate information where available.
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6. Once the page is complete, there will be a check mark as below. If information
is not complete the triangle will show.

DATAENTRY DATA ENTRY I
Basic Information |Zl Basic Information A
Individual Information IZI Individual Information ﬂ |
Address Information IZI Address Information n
Additional Information 2  addtional Information A
Immigration Status History (7]  Immigration Status History ﬂ
Confirmation [7) confirmation a
View Data View Data

Continue selecting each section to complete and then save your answers.


https://isss.emory.edu/life-in-the-us/social-security-numbers
https://isss.emory.edu/life-in-the-us/social-security-numbers

7. Individual Information Section
a. Date of Birth
Marital Status/Dependent questions
Telephone number (US number only)
email address (prepopulated)
Date first even entered USA - this could be a date in a prior calendar year
f. Claiming Personal Exemption - leave this at the default answer of Yes
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Address Information Section
a. Enteryour US local address
b. Enteryour foreign (non US) permanent or home address

9. Additional Information

a. Country of Passport/Citizenship

b. Passport number and expiration date

c. Country of Tax Residence — will be the country you lived in before coming
to the United States. For example, if you were born in country X but lived
in country Y before entering the U.S. , your tax residence will be country
Y.

d. If you do notunderstand a question, you will click the ? mark and get the
explanation. Most questions in this section can be left as “unknown”.

= ADDITIONAL INFORMATION
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- Self-Employment
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10. Immigration Status History, click on add new record and enter your immigration
record.

a. Each visit and visa to the United States will be a new record.



i. Example if you had a B visa and then an F visa, you would enter
them as a separate record.

ii. The dates on your B visa will be your entry and exit dates as shown
on your I-94. Here is the link to get your 1-94 history. 1-94/1-95
Website - Official Site for Travelers Visiting the United States

iii. For F-1 and J-1 visas -

1. the start dates will be the start date on your 1-20 or DS-2019
but could be the date you entered the U.S. if that is earlier.
Example: You arrived in the U.S. on August 11 but your
program start date is August 20. You would enter August 11
as the start date in FNIS.

2. The end date will be the program end date on either your I-
20 or DS-2019.

b. If you receive an extension to your original 1-20 or DS-2019 or change in status
(OPT/CPT), you would enter each as a separate record

c. Immigration data that needs to be entered:

i. Calendar 2019 through CURRENT (Today) - ALL Immigration activity (F, J, etc)
INCLUDING B1/B2 and WB/WT

ii. Prior to calendar year 2019 - ALL F or J visa activity or OTHER activity lasting
longer than 1 month.

11.You will then go to the confirmation section, view data to review your entries,
confirm your answer and submit.
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12.Once complete, the Tax office will review your information and notify you with
further instructions and forms to sign. Please allow 5 - 10 business days for a
response.


https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home

Tips

e Make sure to use an IBM compatible system when completing the
questionnaire. We recommend that you use Microsoft Edge to complete it as
other browsers (especially Chrome and Safari) do not work well with the
system

¢ Note thatif it says “Foreign” in FNIS it is referring to outside of the U.S.

e Save changes frequently - select “Save anyway” to save with errors or correct
error and save

e Ifyou are completing FNIS but you are not yet in the U.S., please don’t confirm
and submit your until after you have entered the U.S.



