
  Sprintax User Guide 
 
 
This guide only provides general information on how to navigate through the 
Sprintax software. 

 
This guide does not provide ANY tax advice or guidance. UCF Global employees 
are not tax professionals and cannot provide tax guidance. 

 
Please note: the screenshots provided in this manual are for example purposes only.  
You are responsible for entering your own information and answering the questions 
based on your individual situation. You should not copy the examples in this manual.  

 
If you have any tax questions, please consult with Sprintax by using the ‘Ask Stacy’ 
feature referenced below, or you can email Sprintax at hello@sprintax.com. We 
have also provided additional resources below to help you better navigate through 
the software.  

 
If you need any additional information, please contact us at UCFTAX@ucf.edu.  

 
We appreciate your understanding.  

 

Sprintax Video Tutorial: 
https://www.youtube.com/user/Sprintax/videos 

 
Additional Videos: 
https://www.youtube.com/user/Sprintax/videos  

 
Frequently Asked Questions: 
https://www.sprintax.com/faq.html 

 
Ask Stacy: 
https://www.sprintax.com/meet-stacy.html?pg=143  
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Getting Started 

• Log on to myUCF. 
• Click on the “Student Self Service” link. 
• Click on the “International Students” link. 
• Click on the “Sprintax” link (this will take you directly to the Sprintax website). 
• If you have used Sprintax previously, please log in. 
• If you have not used Sprintax, you will need to first create an account by clicking 

‘Create My Account’ 
o Once you have created your account, you’ll see the screen below.  
o Select your visa type. 

 

 

 

 



 

• Click on ‘Get Started’. 

 

 

• Select the year you are completing your tax return for. 



• If you need to file or adjust a prior tax year, select the applicable tax year you 
will need to file or adjust. 

 

• Complete the questions as it relates to your situation. 
• “When was your first visit to the US?” 

o Enter the first time that you ever visited the US on any visa status.  
• “Please provide details below of all your visits to the US starting from”  

o Your I94 travel history is a good resource to capture your entries and 
exists in the US (https://i94.cbp.dhs.gov/I94/#/recent-search).  

o You can also use the entry and exit stamps found in your passport. 
o If you need to add more entries, click on “+ Add Visit”. 
o Please note: Typically, if you have been in the US for more than 5 years 

under a F-1/J-1 student visa or J-1 scholar for more than 2 years, you may 
be considered a Resident Alien for tax purposes. Sprintax will notify you 
that you cannot use this software. You can then use any other tax 
preparation software of your choice. 

https://i94.cbp.dhs.gov/I94/#/recent-search


 

• Enter your current visa and citizenship information. 
• “Approximate date you permanently left / intend to permanently leave the US”  

o This is the program end date of your I-20 or DS-2019. 
• “Have you changed your visa during the year?” 

o This question only applies if you had a change of status/or changed your 
visa type. If you received a new visa under the same visa status select 
“No”. 

 

 

 



 

• Enter your information. 
• “Did you have US income (wages, scholarships, or other payments)?” 

o Answer “Yes” if you had scholarship income or employment wage.  
o Answer “No” if you did not have any type of US income. 

 If you do not have any type of US income, please advance to 
section in this guide  called “Sprintax User Guide for Individuals 
with no US income” as the majority of the next screen shots will not 
apply to you. 

• “Are you a full-time student or scholar in a US educational institution?” 
o Answer “Yes”. 

• “Are you a degree candidate in a US educational institution?” 
o Answer “Yes” if you are in a degree seeking program.  
o Answer “No” If you are not in a degree seeking program. 

• “Are you OPT/CPT program participant?” 
o If you did not participate in OPT/CPT answer “No”. 



• “At any time, did you receive, sell, send, exchange, or otherwise acquire any 
financial interest in any virtual currency?” 

o Answer according to your situation 
 
 

 

 
• Enter your address, passport information, and phone number. 
• Make sure to select the address of where you would like to receive 

correspondence about your tax return from the IRS as well as your refund check 
if applicable. 

 



 

 

• “Can you be claimed as a dependent on someone else's US tax return?” 
o Answer according to your situation 

• “Were you married on the last day?”  
o Was your marital status married or single?  

 If married, select “Yes”.  
 If single, select “No”. 



 

• Select the tax document(s) and quantity that apply to you.  
• Click on “+ Add Document” to add additional documents if applicable  

Please note: You may receive multiple copies of the same document. For example, you 
may receive copy A, B, C, D and E of a 1042-S or a W-2. These multiple copies only 
count as ONE document quantity. 

• Only international students who engaged in employment will receive a W-2. 
• International students who were employed and received treaty benefits will 

receive the 1042-S Form in addition to the W-2 Form or in lieu of the W-2 Form. 
• International students who received a non-qualified scholarship award and who 

are considered non-resident aliens for tax purposes will also receive a 1042-S 
Form. 

• If you receive a 1098-T Form from UCF, this is not needed for nonresident alien 
individuals; please retain this form for your records. Some international students 
may not receive a 1098-T Form if not applicable.   



 

• If you have a W-2, please follow the directions below or upload a scan or a photo 
of your W-2. If you don’t have a W-2, please advance to the next applicable 
screen shot. 

• “Select Employer Type”  
o Make your selection according to your employer.  

 If you were employed by UCF, select College, University, or other 
Education. 

• Complete all the boxes with the information exactly as it appears on your W-2 
from your employer. If your W-2 is blank in certain boxes, leave it blank on the 
software fields as well. 

• Part 15 may be blank on your W-2; however, you will still need to select the state 
in which you performed your employment. 

• “Did you work remotely for that employer during the period you were outside the 
US during?” 

o Answer according to your situation 



• “Did you earn income working remotely for this employer by providing the 
services in a state different than the state you originally engaged employment 
with it?” 

o Answer according to your situation 
 

 

 

 



 

• If you have a 1042-S, please follow the directions below or upload a scan or a 
photo of your 1042-S. If you don’t have a 1042-S, please advance to the next 
applicable screen shot. 

• “Type of Entity” 
o Make your selection according to your 1042-S issuer.  

 If issued by UCF, select College, University, or other Education. 
• Complete all the boxes with the information exactly as it appears on your 1042-S. 

If your 1042-S is blank in certain boxes, leave it blank on the software fields as 
well. 

• Part 17c may be blank on your 1042-S; however, you will still need to select the 
state based on your 1042-S Issuers’ address. 

Please note: If you have additional tax document(s) (for example 1099), please follow 
the Sprintax instructions for reporting this information. 

 



 

 

 

• The purpose of this question is to reverify that you have reported all your US 
income.  

• If you have additional sources of US income that have not been reported, please 
select “Yes”.  



 

Section: Other taxes and payments 
• Answer the questions according to your situation.  

o This does not include the taxes that have been withheld on your income 
documents. Please hover over “estimated tax payments” for further 
clarification. 

o Florida does not have state taxes. Other states may have different 
regulations. 

Section: Previous US Tax Returns 
• “Have you filed a US federal tax return before?” 

o If you selected “Yes” and are unsure of your prior year return type, please 
hover over the blue section “Don’t keep a copy”  

• “Have you filed a state tax return before?” 
o Florida does not have state taxes. Other states may have different 

regulations. 



 

• If you are eligible for a tax treaty, you will receive a tax treaty verification screen. 
If you are not eligible for a tax treaty, please advance to the next applicable 
screen shot. 

• “For each tax treaty exemption, please identify if you have claimed this 
exemption in previous tax years (prior to the current tax year you are filling for), 
and how many months did you claim it for.”  



 

• Answer according to your situation.  
o If you are unsure, hover over “qualified student loan”. 

 



 

Section: Charitable contributions 
• Answer according to your situation.  

o If you made charitable contributions, please make sure you have 
supporting documents or receipts in case you are audited by the IRS.  

Section: Health Insurance payments 
• Please read the descriptions of each 1095 form and answer according to your 

situation. 



 

• Enter the required information exactly as it appears on your Form DS-2019 or I-
20. 

• You can use UCF Global’s phone number (407) 823-2337. 
 
 
 
 

 



 

• You need to provide details on where you were for the entire year. 
• Enter where you were physically present starting from January 1st through 

December 31st.  
o Please hover over “Example” for further clarification. 

 



 

• If you need to report state taxes, you may receive a different screen. Please 
contact Sprintax if you need assistance with completing state taxes.  

• Please note: Florida does not have state taxes. 



 

• “Do you have a VITA volunteer helping you to prepare your tax return?” 
o Answer “No” this question. 
o Please note: UCF Global employees are not VITA volunteers. 

• Let's review the numbers 
o This is your federal income and tax summary.  
o Please note: The screen shot is an example. Your summary will be 

tailored to your individual tax situation. 
o Please review your summary and if you believe any of your information is 

incorrect you can make your corrections by going back to the previous 
screens in the Sprintax software. 



 

• Select how you would like to receive your refund, if applicable, and enter the 
requested information. 

• If you owe money, you will receive instructions on how to pay the IRS.  

 

 



 

• Read through the Post-Filing Service offered by Sprintax and make your 
selection. 

• UCF Global does not have a recommendation about this service. 
 

 

 



 

 

• Read through the CPT/OPT Aid Service offered by Sprintax and make your 
selection. 

• UCF Global does not have a recommendation about this service. 

 



 

• Enter the Access Code provided by UCF Global and select validate.  
o This access code is case sensitive. Please copy/paste the access code. 

• This access code will only cover your federal tax return. If you have any 
dependents or have requested additional Sprintax services, the code will not 
cover these service fees. 



 

• Select ‘Generate Packs’ 



 

• Please read through all of the Sprintax instructions very carefully.  
• If you are eligible to e-file your tax return, Sprintax will provide instructions on 

how to proceed. 
• If you are Mailing your returns: 

o Gather all of the required documents as stated in the instructions. 
o Sign the required forms as stated in the instructions. 
o Mail all of the required documents to the IRS at the address given in the 

instructions. 
 We recommend you mail your tax return using certified mail in 

order to a have tracking number. 

 



Sprintax User Guide for Individuals with no US income  

 

• Since you indicated you had no US income, you will receive a pop up (shown 
above). Click “OK” to proceed. 

 



 

• Enter your address, passport information, and phone number. 
• Make sure to select the address of where you would like to receive 

correspondence from the IRS. 



 



 

• Enter the required information exactly as it appears on your Form DS-2019 or I-
20. 

• You can use UCF Global’s phone number (407) 823-2337. 

 

 

 



• Enter the Access Code provided by UCF Global and select validate.
o This access code is case sensitive. Please copy/paste the access code.

• This access code will only cover your 8843 form. If you have any dependents or
have requested additional Sprintax services, the code will not cover these service
fees.



• Select ‘Generate Packs’
• Please read through all of the Sprintax instructions very carefully.

o Gather all of the required documents as stated in the instructions.
o Sign the required forms as stated in the instructions.
o Mail all of the required documents to the IRS at the address given in the

instructions.
 We recommend you mail your tax return via certified mail in order

to a have tracking number.


