
Glacier Quick Guide 
 

You will receive an email similar to the one below. Please read and follow the directions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Website from link in email 

 

Copy login information from email 

 



Create your own login information

 

Login using the information you just created 

 

 

Select Create/Update Record

 



Determining Relationship  

You may only select one option. If you fail to select a box or select the wrong box then Glacier will not 
generate the correct tax forms and you will have to do this entire process over. 

What does each type mean in terms of receiving payment from UMass? 
• Faculty/Staff - Does not apply/Do not select 
• Post Doc. or Clinical Resident or Visiting Scholar - Does not apply/Do not select 
• Graduate Teaching or Research Assistants - Does not apply/Do not select 
• Student Worker - Does not apply/Do not select  
• Student - For Foreign Nationals being paid Scholarship/Fellowship earnings. This is an award made to 
assist students in the pursuit of their studies or research, with no requirement for service, performance, 
or pursuit of additional training.  
• Guest Speaker - ALL Honorarium payments 
• Consultant - Providing service as an independent contractor 
• Artist/Performer - Performer 
• Industrial Royalty Recipient - Royalty  
• Copyright Royalty Recipient - Royalty  
• Other - Prizes or awards 
 

 



Note that at any time you can click the Online Help button in the lower right corner for assistance. Do 
not contact Sean Martin or the department who is paying you since legally we are not allowed to 
provide assistance 

 

 

Type of Income 

Choose the type of payments that will be received (What you see on this page depends on the selection 
from previous page)  

• Compensation/Wages - Does not apply/Do not select 
• Honoraria or Guest Speaker Fee – Lecturer, guest chef, etc…. ALL Honorarium payments  
• Consulting Fee – service fee  
• Industrial Royalty – royalty fee  
• Copyright Royalty – royalty fee  
• Prize – a prize  
• No Income includes courtesy appointments and visiting scholars without salary 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Personal Information 

If you do not have an ITIN or SSN and do not wish to apply for one you still must select “I would like to 
apply for an ITIN”. Glacier does not have a I do not wish to apply option (the results will still be correct 
by selecting this options) 

Campus – Amherst AP 

 

 

 

 

 

 

 

 

 

 



US Mailing Address 

If you have a US Address please fill in here otherwise select I do not live in the USA 

 

Foreign Address 

 

 

 



Citizenship & Tax Residence 

Do not select the United States even if you know you qualify as a resident alien for tax. Glacier will 
determine this in coming steps for you. Selecting it now will only mess up your results as this is asking 
about your main tax residence 

 

Immigration Status 

Only select UMass if your visa is sponsored by UMass, otherwise select the appropriate choice 

ESTA (Electronic System for Travel Authorization) is not an immigration status. ESTA is the program in 
which you apply for a visa waiver, visa waiver is an immigration status 

Note: J-1 visa holders must select the appropriate sub-category of the J-1 to ensure the proper tax forms 
will generate. The sub-category can be found on your DS-2019 form 

 

 

 

 

 



Time Spent in the USA 

Enter the arrival date into the US for this current visa and the expiration date/departure date (prior visa 
information will be entered later). This visit means your arrival for the purpose listed on the I-20, DS-
2019, etc. It does not mean the most current arrival in the US or your first ever arrival in the US. 

Permission to stay date expires: This is the date your visa expires. This date is from your I-94, etc. Do not 
use the date on the “US Visa” stamp in the passport nor the expiration date of the passport itself.  
 
Departure date: The date you plan leave the US for good (at least relating to this visa). If you are unsure, 
make an approximation 

 

Immigration Status (cont.) 

Select appropriate choice 

 

 

 

 

 

 

 

 

 



If a change did occur the following page will appear, if not you will not see this page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Days Present in the USA 

Never enter 0 in the “days not present” box 

Days present is from the arrival date, or January 1 of the current year, through today 

Enter ALL prior visits to the USA under ANY visa type if this isn’t the first time coming to the USA 

Years do not need to be entered in chronological order, but there cannot be a ‘blank’ row between two 
lines with information 

Use the drop down boxes to select year and immigration status 

If you have more visits than the space allowed, click the ONLINE HELP button in the lower right hand 
corner and contact Glacier. They will be able to assist you to determine which visits have the most tax 
impact. 

 

 

 

 

 

 

 



Tax Residency Summary 

If Glacier determines you are a Resident Alien for tax purposes they will let you know on the page after 
this one 

 

Tax Treaty Review 

 

Treaty Verification 

Review the information and accept or decline based on the information provided 

 

 

 

 

 

 



Tax Treaty Exemption Info (IF accepting a treaty) 

Complete the following info as it does have an impact on the treaty you are accepting 

 

Tax Summary Report 

Summary of your information as determined by Glacier 

PLEASE note that the required forms/documents listed here are not a complete list of required 
documents to become a UMass vendor. These documents are required per the IRS for payment backup. 
Please contact the department paying you for a complete list of required documents 

 



View & Print Forms 

Review for accuracy, print and submit if correct 

DO NOT PRINT DOUBLE SIDED – The IRS will not accept double sided forms  

AFTER PRINTING THE FORMS YOU MUST CLICK NEXT OR THE INFORMATION YOU ENTERED WILL NOT 
BE SUBMITTTED!!!!! 

If you do not have a W8 BEN listed in the forms and were not notified you are a Resident Alien, please 
go back and verify the information entered is correct. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Submitting Forms – IMPORTANT 

You MUST submit ALL of your forms to the department who is paying you. As noted above the forms 
listed in Glacier are just for the IRS side of things and additional forms will be required to meet the 
Immigration requirements as well as University requirements. While you may send your forms to the 
address listed in the Glacier summary, it is HIGHLY suggested you only send them to the department 
paying you to ensure they have all of the required forms and send them to the correct places once 
everything is in their hands. Sending things piece by piece to various locations only increases the risk 
that something gets misplaced or forgot about since they are waiting on additional paperwork.  

Click Next, your information still isn’t saved 

 

SAVING – If you do not hit exit then you did not save your information!!!!!!! 

 

You can log back into Glacier after your information has 
been saved but it must be saved first 
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