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Step-by-Step Guide to Glacier 
Software for International Students 
 

Preparation for your tax return:  

It is important to create an account with Glacier as soon as you receive an email asking you 
to do so, even though this might be long before you have to report taxes for the first time. 
You might actually see that email shortly after you first come to Stetson. By following the 
steps to setting this up  you will apply to be eligible for a tax treaty (if your home country 
entered into one with the U.S.) and avoid having to pay for withholding. There are two 
scenarios going from here:  

1. You are new to Stetson and do not have a tax number (ITIN or SSN) 
2. You have a tax number 

If you do not have a tax number Albert Aguiire’s team will reach out to you, probably in 
February, and help you apply for a tax number and submit your taxes with glacier in a 
workshop. You will not need the step-by-step guide below. 

If you do have an ITIN or SSN you will need to submit your taxes yourself using the step-by-
step guide below. You are welcome to see me if you have any questions about it.  

Before you do your tax return download your most recent I-94 (how to download your most 
recent I -94) and have your bank information ready: Account type (checking or savings), 
account number and routing number, name of bank.  
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Prepare your tax return with Glacier 

 

Starting in February and before the deadline April (usually around April 15) you go to your 
glacier account. This is what you will see:  

 

Fill in username and password and click next. After that you will be prompted to add the 
access code you should have received via email. 

On the next page, click “accept the user agreement” (bottom of the screen) 
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You will have multiple choices on the next page.

 

Choose “Complete my US tax return using Glacier Tax Prep” (green). Click on next. 

The information verification page opens. Make sure the information entered is correct and 
confirm by clicking “yes” on the bottom of the page or click “no” if anything needs to be 
edited. 

 

Click “next” 

On the next page you will be prompted to add your US address (you will have to do that 
multiple times during the process) and your home address 
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Next this window will open:  

 

You will be prompted to agree to the user agreement of GPT 
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Next glacier will determine your US Tax Residency Status. The US tax system considers 
every F-1 student to be a non-resident alien, unless you have lived in the US for five years or 
more. Click on Step One: 

 

First you will have to put all your personal information in again, and click next. 
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For the next window you will need your printed or downloaded I-94. That is the electronic 
record of all your arrivals and departures the government keeps.  

See separate step-by-step instructions on how to get your I-94. 

You will have to copy all the information from the I-94 to the next page. 

 

Column one: Date of Arrival: put in the very 
first time you entered the States with the F-
1 visa. (That might have been before you 
attended Stetson.) 

Column two: estimated or actual date of 
Exit from US: find the first time you left the 
U.S. on your I-94. Continue this for all 
arrivals and departures. 

Use the correct option for your 
immigration status. With the last entry date click the field that indicates you are still in the 
U.S. Scroll down and click next.  

Example: You have travelled to the US three times, first arrival was in summer 2023 (August 
1, 2023) then you went home for Christmas (Dec 15, 2023) and returned for the spring 
semester in January 2024 (Jan 5, 2024) you left in May again (May 05 2024) and returned for 
your sophomore year in August 2024 (August 10, 2024) You have stayed here since then. 
You would enter  

 

EXAMPLE: 

Date of Arrival 
 

estimated or actual 
date of Exit from US 

still 
in 
the 
US 

 

August 1, 2023 Dec 15, 2023  F-1 
student 
or 
OPT/CPT 

Jan 5, 2024 May 05 2024  F-1 
August 10, 2024  X  

   



7 
 

In the row with the last arrival, you check the box in column 3 (still in the US). Column 4 has 
a drop-down menu from which you choose “F-1 or OPT” in every row you fill out.  

Make sure you do not copy the example but your own arrival and departure dates into the 
form. 

The next page summarizes the information you have submitted so far. 

 

          If everything is correct, click next. 
 

The next screen will display the result of your residency status, most likely “nonresident” 
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If the result is not nonresident but a resident alien for US tax purposes, (for example if you 
have lived in the US for five years or more) you cannot continue. The glacier software is 
only set up for non-resident aliens. You still have to submit your taxes!

 

 

 

 

 

Once your non-resident status is determined you will go to step two.  

You should have received at least one of the forms listed on the page: 

• W-2 form if you worked and got paid anywhere (for on campus employment you can 
find it on my Stetson -> employee dashboard -> taxes, if you have an employer 
different from Stetson they should have provided you with the form by the end of 
January, otherwise you need to contact them), and  

• 1042-S form that is scholarship related 
• any I-1099 NEC form or other forms listed you might have received.  

The window that opens looks like this: 
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According to your type of form you click Add Form in the same row. The forms that open 
vary. You will need to fill out the yellow fields by copying the information from the form that 
your employer issued. If you have multiple forms you need to add and fill out all forms. 

Here is an example of how the W-2 form will look like: 
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The two rows on the bottom relate to State taxes (as opposed to federal taxes). If you were 
in Florida the previous year, you should pick Florida from the dropdown menu. The prefilled 
number 0 in the other boxes is correct, since Florida does not have an income tax.  

Below this there is another text box : choose “University or College” and then 

Don’t forget to save the information below ! 

 

 

 

If your country has a tax treaty with the U.S. the system will recognize that and ask 
questions about how you want to take advantage of the treaty. 

Most likely you will want to take advantage of the maximum amount of exemption. 

State if you have been/will be taxed in your home country for the money you 
earned/received in the US. (Arrow #2, this is for you to know, if in doubt do not check it!) 
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This is the last step in part 2 of the tax return. You will get a summary of your total income in 
the U.S. If you paid for books, e.g. out of your own funds, you can claim that as a tax 
reduction, but make sure you have invoices to prove the expense. For  

Now is the time to check for typos, especially zeros added or missing. 

If you have nothing to edit, click Go To Step Three. 

 

In STEP THREE you will have to enter your US and home address again, most likely on two 
separate screens. If your address at home has a floor or apartment number enter it “under 
foreign street address two”. 

 

Next you will be asked for your tax id number (same as social security number). If you don’t 
have one yet you will need to click “I do not have …” BUT you will not be able to complete 
the tax return! See “Preparation” page 1 of this step-by-step guide. 
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Click next. 

 

On the next page you will have to enter your marital status 

 

Clicking on “next” again will bring you to the page “Information About The Institution that 
Sponsored Your Immigration Status”. It should self-populate, otherwise copy the following 
information if you visited Stetson the previous year. (Otherwise, you need to call your 
former school.) 
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Name of Designated School Official: Susanne Koerbel 
Telephone Number of Designated School Official: 386-822-8165 
Name of Academic Institution: Stetson University 
Street Address one: 421 N Woodland Blvd 
Street Address Two: Leave the field open 
City: Deland 
State, choose Florida from the dropdown menu 
Zip Code: 32723 
 

 

“Additional Information” is required on the next page. The questions on this sheet only 
apply to the (previous) year you are submitting your taxes for. Here is some help with the 
questions: 

Did you make any contributions to US charity means did you donate any money? If you 
cannot remember, just click no, that only means it will not be deducted from your taxable 
income.  

Estimated Federal Tax Payments are voluntary payments you make in expectation of 
future taxes you might have to pay. The withholding charge some students have seen on 
their student accounts does not qualify as it is mandated. Unless you have made voluntary 
payments to the IRS (as opposed to mandated) to cover future taxes the answer is no.  

Digital assets/Virtual Currency only relevant if you have received anything of value as a 
reward, award or payment for property or services, that is digital only or any cryptocurrency 
like bitcoin, otherwise the answer is no 

Relationship to U.S. answer the three questions by clicking yes or no 

Have you ever filed a tax return for a year (prior to the year you are filing for now) If you 
have ever filed a tax return in the US before click yes, otherwise no. If you don’t know try to 
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remember doing this process (Glacier) at Stetson, the year before or see if you have any 
documents indicating that you did or did you receive a refund from or had to make a 
payment to the IRS before. Those would be indicators that you did. If the answer is yes, 
select a year and a form number. In case you did this at Stetson before the form number is 
most likely 1040NR 

Income tax Treaty Issues 

This is asking if you have taken advantage of the tax treaty by choosing to be exempt in any 
previous year. 

 

Click “next” on the bottom of the page to get to “Additional Information” page 
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Click Next 

 

Dependents would be anybody in the U.S.  on an F2 visa (a spouse, child etc) 

 

 

On the next page you will see if you get a refund or not.  

Hopefully it will look like this:  
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If you have a checking account with a US bank you can ask for direct deposit and don’t risk 
a check in the mail getting lost. Make sure you click the right account type (checking vs. 
savings) otherwise you will not receive the money. If you have a debit card it is an indication 
that it is a checking account. If you want to make sure, ask your bank.  

Enter your routing number and account number. Be mindful about the routing number, 
some institutions have two, depending on the transaction. If in doubt, ask the institution 
which one to use for a direct deposit. You want to be sure you receive the money in your 
account, not someone else’s.  

 

You cannot submit your tax return through Glacier (online) but instead have to print 
and mail it to the IRS. 

 

 

The printout will have instructions on page 1 on how to assemble your package and where 
to send it. You might be confused by the mention of ‘Schedule OI” and the other forms 
mentioned but they are already in the printout. Consider mailing your tax return via certified 
mail, so you have proof, and keep a copy for your files. 
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Congratulations! You did your tax return! 
 

 


