
GLACIER
STEP-BY-STEP GUIDE
Non-Resident Alien Tax Compliance System
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WHAT IS GLACIER?
GLACIER is a secure online tax compliance system that foreign individuals use to provide 
immigrant and tax data to Oklahoma State University. GLACIER helps determine tax 
residency, withholding rates, and federal income tax treaty eligibility; it also manages 
paperwork, prepares tax forms and required statements. Foreign nationals receiving 
payments from the University are required to have a GLACIER record.

A foreign national is an individual who is not a citizen of the United States (US), and for US 
federal income tax purposes, is classified by the Internal Revenue Service (IRS) as either 
resident or nonresident aliens.
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WHO SHOULD USE THIS GUIDE?
All foreign nationals who are:

 Student Employees
 Graduate Assistants
 Interns
 Hourly Employees

3



You should have received an e-mail from support@online-tax.com 
Subject: Payments from Oklahoma State University
(see below example)

Dear [Employee],

The Internal Revenue Service (IRS), the U.S. government tax authority, requires Oklahoma State University to collect information from all non-U.S. citizens and non-permanent resident 
aliens to determine the appropriate rate of tax withholding and reporting for any payments that may be made to such individuals.

You have received this email because you may receive payments from Oklahoma State University. For your convenience, Oklahoma State University allows you to provide the required 
information and complete the necessary forms via the Internet from any web-accessed computer using the GLACIER Online Tax Compliance System. The information and forms must be 
provided prior to any payment so that the correct tax withholding and reporting decisions are made; failure to do so may result in the maximum rate of tax withholding and/or delayed 
payment. Information provided to GLACIER is transmitted and stored securely and will only be used by Oklahoma State University for purposes of tax withholding and reporting.

You must access GLACIER and provide the requested information within 10 days of receiving this message. If you do not provide the requested information within 10 days, the maximum 
amount of U.S. tax will be withheld from any payments made to you.

To login to GLACIER, follow the steps below:

Click on the following web link: http://www.online-tax.net; if the link does not automatically open, simply open your Internet Browser (preferably Internet Explorer) and enter the 
website address http://www.online-tax.net.

Click on the GLACIER logo to enter the website.

At the login screen, enter your temporary access information from below; you will be required to select a new UserID and Password at the time of first access to GLACIER.

UserID: 
Password: 

If you have any questions or need additional information about why you have been asked to use GLACIER, please contact me.

Thank you and have a great day.

Trisha lyonsi
Oklahoma State University
tax@okstate.edu or
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Note: This email might be directed to your spam/junk folder. Be sure to check there if you don't see it in your inbox.

mailto:support@online-tax.com
http://www.online-tax.net/
http://www.online-tax.net/
mailto:tax@okstate.edu


STEP 1:
Click on the GLACIER web link.
Make note of the temporary User ID and Password provided in the email. You will need them to log in to the Glacier system in step 3.

Dear [Employee],

The Internal Revenue Service (IRS), the U.S. government tax authority, requires Oklahoma State University to collect information from all non-U.S. citizens and non-permanent resident 
aliens to determine the appropriate rate of tax withholding and reporting for any payments that may be made to such individuals.

You have received this email because you may receive payments from Oklahoma State University. For your convenience, Oklahoma State University allows you to provide the required 
information and complete the necessary forms via the Internet from any web-accessed computer using the GLACIER Online Tax Compliance System. The information and forms must be 
provided prior to any payment so that the correct tax withholding and reporting decisions are made; failure to do so may result in the maximum rate of tax withholding and/or delayed 
payment. Information provided to GLACIER is transmitted and stored securely and will only be used by Oklahoma State University for purposes of tax withholding and reporting.

You must access GLACIER and provide the requested information within 10 days of receiving this message. If you do not provide the requested information within 10 days, the maximum 
amount of U.S. tax will be withheld from any payments made to you.

To login to GLACIER, follow the steps below:

Click on the following web link: http://www.online-tax.net; if the link does not automatically open, simply open your Internet Browser (preferably Internet Explorer) and enter the 
website address http://www.online-tax.net.

Click on the GLACIER logo to enter the website.

At the login screen, enter your temporary access information from below; you will be required to select a new UserID and Password at the time of first access to GLACIER.

UserID: 
Password: 

If you have any questions or need additional information about why you have been asked to use GLACIER, please contact me.

Thank you and have a great day.

Trisha lyonsi
Oklahoma State University
tax@okstate.edu or 
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Note: This email might be directed to your spam/junk folder. Be sure to check there if you don't see it in your inbox.

http://www.online-tax.net/
http://www.online-tax.net/
mailto:tax@okstate.edu


STEP 2:
Click on the Glacier image or “Login Now” link.
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STEP 3:
Use the temporary User ID and Password from the support@online-tax.com e-mail to log in.
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STEP 4:
You will be prompted to set up a new User ID and Password.
• The User ID must be 8-30 alphanumeric characters.
• The Password must be 8-20 alphanumeric characters.
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STEP 5:
Log in using your new User ID and Password.
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STEP 6:
The User Agreement must be accepted by clicking the “I Accept” button. Checking the box allows us to provide your tax documents 
electronically. We strongly recommend keeping this box checked.
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STEP 7:
Select “Create/Update/View my Individual Record”. Then click Next at the bottom of the screen.
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STEP 8:
Choose your employment type. Then click Next.

If you are working an hourly job, select
“Student Hourly Employee”
(For example, dining services.)
If you have an assistantship select
“Graduate Teaching Asst or Graduate Research Asst.”
You should not select any other options. 
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STEP 9:
Choose the type of payments that you will receive.
Check the box next to “Salary or Wages”, and then click Next.
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STEP 10:
Personal Information
Enter your Personal Information:
Name, e-mail address, SSN/ITIN, OSU ID (Banner ID). Then click Next.

If you have applied for a Social Security 
Number (SSN) then select that option. 
Make sure to add the SSN to your record 
after receiving it and notify your 
department.

Please verify the name on this screen matches your 
name as it appears on your passport.
• Do not enter a nickname.
• Only edit your name to match your passport.

If you have a Social Security Number 
(SSN), enter the number. Verify the 
number is correct. 

Verify that your OSU ID is correct and update if it is not. 

Do not enter any information related to an 
ITIN or Foreign Tax Identification number. 
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STEP 11:
For Your Information
If you indicated on the previous screen that you recently applied for a Social Security Number (SSN), then you will see this message. 
Click next to continue.

15

Note: Not everyone will see this screen.



STEP 12:
U.S. Address
Enter the US address where you currently live. Then click Next.

Enter your Stillwater address. If you do not 
have a Stillwater address you may enter 
your department or the International 
Students and Scholars address.
• Do not enter an out-of-town address.
• You do not need to enter a phone 

number.
• Do not check the box that says “I do 

not currently live in the U.S.”
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STEP 13:
Permanent Foreign Address
Enter your permanent foreign address. Then click Next.

Enter your permanent address used prior 
to arriving in the United States. This is an 
address outside the United States that is 
your permanent address.
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Country of Citizenship – This should be the country you are a citizen of.  If you hold dual citizenship, then it is the 
country whose immigration documents you used when entering the country. 
 
Country of Tax Residence – This is the country that you considered your permanent home just prior to arriving in 
the United States.  It may or may not be the same as your country of citizenship. 

STEP 14:
Country of Citizenship / Tax Residence
Select your country of Citizenship/Tax Residency from the dropdowns. Then click Next.
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STEP 15:
Immigration Status
Enter your Sponsoring Institution and U.S. Immigration Status. Then click Next.

Note: If you are an OSU student, you will 
select Oklahoma State University as your 
sponsoring institution.

Select the immigration status you used when arriving in the U.S.
This should be listed on your I-94 as “Class of Admission”.
(Examples of student status can include F-1 student, J1 Student, etc.) 

19



STEP 16:
Time Spent in the U.S.
Enter your Original Date of Entry, Date Permission To Stay, and your Departure Date.
Then click Next.

Original(or anticipated) Date of Entry to the U.S.:
•This is the date you first came to the US with your current immigration status.
•If this is your first time, enter your recent arrival date.
•Transfer students: Enter the date you arrived to attend your previous school.
•You can find this date on your I-94 document.
Date Permission to Stay in the U.S. Expires:
•This is the program end date listed on your I-20 or DS-2019 form.
Estimated or Actual Date of Final Departure from the U.S.:
•It should be the same date you entered for "Permission to Stay" expiration.
•Both dates come from the program end date on your I-20/DS-2019 form.
Immigration Document Extension?
If your I-20/DS-2019 is extended, please notify Tax & Compliance Services at tax@okstate.edu. They will update your Glacier 
record with the new dates. They will also inform Payroll Services to avoid any issues with your pay.
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Please see the notes below before entering these dates.

mailto:tax@okstate.edu


STEP 17:
Immigration Status
If you have not changed your immigration status since arriving in the United States, then select the first option “I have not changed 
my immigration status.” 
If you entered the United States and then filed a change of status in the United States through USCIS without leaving the United States, then select the 
second option “After entering the U.S. for this visit, I changed my immigration status.” (For example, if you entered under the F-2 status and then filed a 
change of status through USCIS without leaving the U.S. and received an approval you would select this option. However, if you exited the U.S. and re-
entered the country under another status do not select this option.)
Then click Next.

*This screen can be confusing if you have had status changes. So, if you are unsure how to answer this question, you can reach out to Glacier Support 
at Support@online-tax.net or OSU Tax & Compliance Services at tax@okstate.edu.
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STEP 18:
Immigration Status
If you indicated on the previous screen that your immigration status has changed since you entered the U.S. for your current visit, 
this screen will appear.  Enter your previous immigration information here.
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Note: Not everyone will see this screen.



STEP 19:
Days Present In the U.S.
If you just arrived in the U.S. for this visit, then you will leave this box blank.
If you have left the U.S. since your arrival date of your current status, enter the number of days you were outside the U.S.
Note: Do not enter “0” in the ‘days not present’ box.
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STEP 20:
Days Present In the U.S.
If you have previously visited the US under any visa type, click the button “I have previously visited the U.S.” and use the dropdowns 
to indicate year, immigration status and number of days you were present.

Please answer if you have ever visited the U.S. for 
ANY reason in prior years. You may wish to refer to 
your I-94 travel history if you do not remember each 
visit.  You can access your I-94 travel history at 
www.cbp.gov.  

Include all visits going back to 1986. If you run out 
of space, you can upload a supplemental list with 
your tax summary report to your UKG portal. 
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http://www.cbp.gov/


STEP 21:
Tax Residency Status Summary
Please review this screen for accuracy.  Then click Next. 
Note: If you need to make any changes to your Tax Residency Status Summary page, click the Back button and make the necessary adjustments.
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STEP 22:
Tax Withholding and Tax Treaty Exemption Review 
Click Next to continue.
Glacier will check to see if there is an existing tax treaty between the U.S. and your country of tax residency. 
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For more information regarding OSU’s facilitation of tax treaties, see “Can OSU Facilitate a Tax Treaty?” on our website.

https://adminfinance.okstate.edu/tax/international_tax-tax-treaty-information.html 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadminfinance.okstate.edu%2Ftax%2Finternational_tax-tax-treaty-information.html&data=05%7C02%7Ckathie.melton%40okstate.edu%7C686379eca9444654e67c08dc95e92d9a%7C2a69c91de8494e34a230cdf8b27e1964%7C0%7C0%7C638550075921971350%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=AaUTIY7kc9KTJ%2Ft%2BNdo7wlBw3m0aT%2FrAelGvxljvdA0%3D&reserved=0
https://adminfinance.okstate.edu/tax/international_tax-tax-treaty-information.html


STEP 23:
The Tax Treaty Exemption Verification screen will vary depending on your provided information. 
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Note: Make sure to add your SSN once it becomes available. After 
adding your SSN, Glacier may or may not generate tax treaty 
documents. 

To learn about the tax treaty process at OSU, visit 
https://adminfinance.okstate.edu/tax/international_tax-tax-treaty-
information.html. 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadminfinance.okstate.edu%2Ftax%2Finternational_tax-tax-treaty-information.html&data=05%7C02%7Ckathie.melton%40okstate.edu%7C686379eca9444654e67c08dc95e92d9a%7C2a69c91de8494e34a230cdf8b27e1964%7C0%7C0%7C638550075921982519%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=YKGd7EkIlaBYyQ0OMXTY47CiEK6%2BZxt45m4Y9fWt2So%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadminfinance.okstate.edu%2Ftax%2Finternational_tax-tax-treaty-information.html&data=05%7C02%7Ckathie.melton%40okstate.edu%7C686379eca9444654e67c08dc95e92d9a%7C2a69c91de8494e34a230cdf8b27e1964%7C0%7C0%7C638550075921982519%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=YKGd7EkIlaBYyQ0OMXTY47CiEK6%2BZxt45m4Y9fWt2So%3D&reserved=0


STEP 24:
Tax Summary Report
This is a summary of your tax residency. Click next to continue.
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STEP 25:
View and Print Forms
Click the “PREVIEW Forms” button to download a PREVIEW Copy of your forms. Review your forms for accuracy. 
If the forms are correct, then click on the “CERTIFY and SIGN Forms” button. (Do not select until you have reviewed all forms.)
When finished click Next.
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Note: You will be required to upload an electronic copy of the 
signed and dated Tax Summary Report and any additional tax 
forms to your UKG portal.

Important: All forms must be signed and dated for acceptance.



STEP 26:
Review and Sign Your Forms
Carefully review the downloaded forms for accuracy. The specific forms generated will vary based on the information provided. The 
most common forms include the Tax Summary Report, Form W-4, State Tax Form, and a Tax Information page.
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STEP 26: (continued)
Review and Sign Your Forms
Carefully review the downloaded forms for accuracy. The specific forms generated will vary based on the information provided. The 
most common forms include the Tax Summary Report, Form W-4, State Tax Form, and a Tax Information page.
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Ensure your electronic signature is displayed at the bottom of the form 
along with the date.

You will be required to upload electronic copies of the signed and dated 
forms to your UKG portal:

• Tax Summary Report

• W-4 Employee’s Withholding Certificate

• State Tax Form

• Any other forms generated by Glacier



STEP 26: (continued)
Review and Sign Your Forms
Carefully review the downloaded forms for accuracy. The specific forms generated will vary based on the information provided. The 
most common forms include the Tax Summary Report, Form W-4, State Tax Form, and a Tax Information page.
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The State Tax Form (Employee’s State Withholding Allowance Certificate) is not prefilled with your information. You 
must fill out this form, sign it, and date it manually. 
Personal Information: Copy information from the pre-filled Form W-4, Employee’s Withholding Certificate, 
provided by Glacier.
• Name: Enter your full name.
• Social Security Number: Enter your SSN (leave blank if you don’t have an SSN).
• Address: Enter your local Oklahoma address.
• Filing Status: Enter “Single” for your filing status (regardless of your actual marital status).
Box 1 (Allowance for Yourself): Enter a “1” for yourself.
Box 2 (Allowance for Your Spouse): For nonresident aliens, it is recommended to leave this blank.
Box 3 (Allowance for Dependent Children): For nonresident aliens, it is recommended to leave this blank.
Box 4 (Additional Allowances): For nonresident aliens, it is recommended to leave this blank.
Box 5 (Total Number of Allowances): Enter the total number of allowances you’re claiming, which is the sum of 
the allowances from Boxes 1, 2, 3, and 4.
Box 6 (Additional Taxes Withheld): If you want extra taxes to be withheld from each paycheck, enter the amount 
here. If not, leave this blank.
Boxes 7, 8, and 9: It is recommended to leave these boxes blank unless specific instructions apply to you.
Signature and Date: Your form is not valid without your signature and date.

Employees are responsible for entering accurate information. Oklahoma State University is not responsible for any 
taxes owed or fines that might be incurred due to inaccurate information. If you have questions about your tax filing 
obligations, please consult with a tax professional.



STEP 26: (continued)
Review and Sign Your Forms
Carefully review the downloaded forms for accuracy. The specific forms generated will vary based on the information provided. The 
most common forms include the Tax Summary Report, Form W-4, State Tax Form, and a Tax Information page.
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DO NOT UPLOAD THIS PAGE TO YOUR UKG PORTAL

For Your Information Only

Keep This Document For Your Files.

ONCE YOU HAVE FINISHED REVIEWING AND SIGNING YOUR 
FORMS, RETURN TO GLACIER AND CLICK “NEXT”.



STEP 27:
Finishing and Saving Your Individual Record
Review the information on the screen and click Next. 
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STEP 28:
Exiting GLACIER
Click Exit to save your tax data and exit the system.
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Next return to UKG and complete part 2 of 3 of your New 
Hires Checklist.

Login to your UKG portal here.

When prompted to upload your Tax Summary Report from 
Glacier, be sure to choose the file that contains all signed 
and dated forms you downloaded from Glacier. This includes 
the Tax Summary Report itself and any additional tax 
documents.

Refer to the Employee Guide for International Students and J1 Exchange
Visitor for additional instructions.

Note: Once you have completed part 2 of the onboarding process in UKG, Tax and 
Compliance Services will be notified by UKG to start the next step of the work 
permit approval process. Tax and Compliance Services will contact you via email 
if they have any questions about your GLACIER record. When your work permit is 
approved, or rejected, you will be notified via an email from UKG.

REQUIRED FOR WORK PERMIT APPROVAL

https://secure6.saashr.com/ta/6182890.login?NoRedirect=1
https://hr.okstate.edu/site-files/hrim/new-hires-checklist-guide-for-intl-stu-and-j1-v1.pdf
https://hr.okstate.edu/site-files/hrim/new-hires-checklist-guide-for-intl-stu-and-j1-v1.pdf


GLACIER
Arctic International LLC
International Tax Consulting

support@online-tax.net
ALL GLACIER Support questions must be sent via email

Support Center
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The Glacier Support Center is available if you have a question about accessing Glacier, inputting data, 
understanding a resulting calculation, or anything else that may arise. Each Glacier screen contains Online Help 
and a direct link to the Glacier Support Center. The Glacier Support Center provides quick responses and 
accurate problem resolution.

mailto:support@online-tax.net


Trisha Iyonsi
Oklahoma State University
Tax & Compliance Services

tax@okstate.edu
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GLACIER Administrator

For more information, visit our website at tax.okstate.edu

mailto:tax@okstate.edu
https://adminfinance.okstate.edu/tax/
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