
                              

Foreign National information (FNIS) Guide 

International faculty, staff, and students who will receive compensation through the BU Payroll Office are 

requested to provide their information through the Foreign National Information System (FNIS) website 

and submit the following documents to determine their U.S. tax residency status and any applicable tax 

exemptions.   

Through FNIS, international employees and students can access, retrieve, and elect to receive their 1042-

S form(s) electronically. 

Foreign national non-employee recipients of prize/award, honoraria, & subject payments are not 

requested to provide their information through FNIS.  Documents are collected through the requesting 

department and attached to the disbursement request.   

Documents to Submit:  

1. copy of Passport Identification Page(s) 

2. copy of U.S. Visa Stamp 

3. copy of Form I-20, Form DS-2019, or H-1B Approval or Form I-797 Approval Notice 

4. copy of Employment Authorization Document (EAD) card, if applicable (F-1 Optional 

Practical Training, J-2 work authorization, work authorization based on pending legal 

permanent residence application, etc.) 

 
To log into the Foreign National Information System (FNIS) website, you will receive an email from the 

Payroll Office with your FNIS username, a request to change your password (for first-time users), and 

instruction to provide your information by answering the questions in FNIS.  Once you have provided your 

information, please make a copy of the Immigration Status Data page by clicking the View Data button on 

the Step 6: Confirmation page and sign it.   Submit copies of the documents mentioned above and the 

Immigration Status Data page to your assigned FNIS Administrator via secure message Datamotion.  

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 



To log into FNIS, go to https://fnis.thomsonreuters.com/bu/ by using your FNIS username.  
 

 
 
If this is your first time accessing FNIS, please click the “Forgot Your Password?” link to create your 

password.  You will receive a temporary password to access and will be required to change your password. 

 

 

https://fnis.thomsonreuters.com/bu/


Please review the Consent to Receive IRS Forms and Reports Electronically, which allows you to access 

and retrieve forms, and elect to receive your 1042-S forms and other forms like tax treaty documents 

electronically through FNIS. 

 

 

 

 

 



Step 1: Basic Information  

Click on Data Entry to enter your basic information.  Required fields are in bold and require information.  

Use the Help buttons for more information about the required fields. 

Required fields:  First Name, Last Name, Social Security Number, Institution-Assigned ID Number (BUID 

No.), Department at Institution, and Occupation at Institution 

 

 

 

 

 

 

 

 

 

 



Step 2: Individual Information 

For non-residents for tax purposes, click Single as marital status, regardless of actual marital status.   

Complete the Dependents section only if 1) you are a national of American Samoa, the Northern Mariana 

Islands or the U.S. Virgin Islands, or if you are a tax resident of Canada, Mexico, Republic of Korea (South 

Korea) or India. 2) conditions apply to you.  

Required fields:  Date of Birth, Marital Status, Telephone No., and Email Address (pre-populated using 

your BU email). 

 

 

 



Step 3: Address Information 

Provide your current U.S. address (i.e., house no./apartment no., Street, City, State, and ZIP code) and 

permanent foreign address (house no./apartment no., Street, City, Province/Region, Regional Postal 

Code, and Country). 

Required fields: U.S. Local Address and Foreign Residence Address 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4: Additional Information 

Provide your information for Country of Passport/Citizenship, Passport Number, Passport Expiration Date, 

U.S. Citizenship, and Other Information (as applicable). 

Your Country of Tax Residence determines the tax treaty that applies to reduce or exempt taxes on your 

U.S. income. 

Click “No” for Self-Employment. 

Required fields:  Country of Passport/Citizenship, Passport Number, Passport Expiration Date, U.S. 

Citizenship, Country of Tax Residence, and Other Information (as applicable). 

 

 

 

 

       

 

 

 

 



 

Step 5: Visa/Immigration Status History (Required) 

Provide all your U.S. immigration activity (i.e., Visa Status, J-1 Sub-category (if on J-1), Primary Purpose of 

Visit, First Day in the U.S.A., and Last Day in the U.S.A.)  including immigration history for all F, J, M, or Q 

visas you have had from January 1, 1985.   

For your most recent travel to the U.S., use this date as the First Day in the U.S.A. and use the end date 

from your current Form I-20, Form DS-2019, Form I-797 Approval Notice, or EAD card as the Last Day in 

the U.S.A. 

Click on “Add New Record” to enter your immigration activity. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 6: Confirmation  

When you are ready to submit your FNIS information, and before exiting the program, please make a copy 

of the Immigration Status Data page by clicking the View Data button on the Step 6: Confirmation page 

and sign it.   

By confirming the information you submitted in FNIS, you are authorizing Boston University Payroll Office 

to access your I-94 travel history through the Department of Homeland Security website if needed to 

complete the review of your records. 

Submit copies of your documents and the Immigration Status Data page to your assigned FNIS 

Administrator via secure message Datamotion.  Click here for information on Datamotion.   

If you have any questions, please contact nrapay@bu.edu or an FNIS Administrator, or schedule a Teams 
or Zoom meeting during our Virtual Office Hours for Foreign Nationals.    

Virtual Office Hours for Foreign Nationals 

*Monday (9:00 a.m. - 11:00 a.m. and 2:00 p.m.- 4:30 p.m.) 

*Tuesday (10:00 a.m. - 1:00 p.m.) 

*Friday (10:00 a.m. - 12:00 p.m. and 2:00 p.m. - 4:00 p.m.) 

 

https://www.bu.edu/tech/services/cccs/email/datamotion/using/
mailto:nrapay@bu.edu
https://calendly.com/bunrapay/15min?month=2021-07
https://calendly.com/bunrapay/15min?month=2021-07


 


