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Completing the Form I-9 Section 2 for 
Student Employment 
This guide provides step-by-step instructions on how to complete Section 2 of the Form I-9 for 

student employment. It explains how to access the form, verify documentation based on 

citizenship status, and certifying the form. It also provides tips and alerts to ensure that the 

process is done correctly. Following this guide will ensure that the Form I-9 is completed 

accurately and allows the hiring process to proceed smoothly. 

Accessing Section 2 of Form I-9 

1. Navigate to Student Employment Job Board section for On-Campus Supervisors. 

 

2. Under Employer Tools, select ‘Student Form I-9, Section 2 Pending’. 

 

 

Tip! Supervisors tagged to complete section 2 of the Form I-9 for a student will also 

receive an email notifying them that their student has completed section 1 of the Form I-9. The 

email will say who initiated the I-9 and provide a direct link to Section 2. 

https://bu.studentemployment.ngwebsolutions.com/cmx_content.aspx?cpid=7
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3. The Dynamic Forms User Portal will load. Click the button labeled, “Forms I need to sign 

now” to access your queue. 

 

 

4. Locate the appropriate student I-9 and under the ‘Action’ column, select Complete 

Form. (The name of the student employee who started the form will display in the 

‘Description’ column.)  

 

5. The instructions for Section 1 will display. These are the same instructions the student 

was shown before completing Section 1. Scroll down and verify that the user completing 

the Form I-9 is the Authorized Representative shown.  

a. The Authorized Representative must be the user completing the form. It is not 

possible to edit the name and email of the Authorized Representative. 



Completing Form I-9 Section 2 

3 
April 2025 

 

 

6. Click ‘Next’ to proceed to Form I-9. 

 

7. The Form I-9 will display with the information entered by the student employee. Confirm 

the citizenship status entered with the student and verify that they brought the 

necessary documentation before completing Section 2. 
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Documents 

The documents necessary to complete section 2 will depend on the citizenship status selection.  

Documents must demonstrate both identity and eligibility to work in the U.S. The official list of 

acceptable documents can be found here: https://www.uscis.gov/i-9-central/form-i-9-

acceptable-documents  

 

• For U.S. Citizens and Permanent Residents, common examples of documents include: 

o U.S. Passport, or 

o U.S. Permanent Resident Card/Green Card (Form I-551), or 

o Driver’s License AND Social Security Card, or 

o Driver’s License AND Birth Certificate, or 

o BU Terrier Card AND Social Security Card, or 

o BU Terrier Card AND Birth Certificate, or 

• For international students on an F-1 visa, the student should present the following 3 

documents: Passport AND Form I-94 AND Form I20 

o Students should print out a copy of their I-94 from the DHS website 

• International students on a J-1 visa or other immigration status can be directed to BU 

ISSO. 

 

[Instructions continue on the next page.] 

  

 All documentation must be original, valid, and viewed in person. 

Viewing copies, scans, facsimiles, digital images on devices or viewing documents over Video 

Conferencing application is NOT ACCEPTABLE. 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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Completing Section 2 

Enter the information on the student’s documents to complete Section 2 of Form I-9. Use the 

examples in the screenshots below for reference. 

U.S. PASSPORT EXAMPLE 

U.S. Passports verify both identity and work authorization, so info is entered under List A. 

 

 

 

  

 Be sure to enter 

the expiration date in 

MM/DD/YYYY format. 

Passports normally 

display the date in 

DD MM YYYY format. 
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GREEN CARD EXAMPLE 

Permanent Resident Cards verify both identity and work authorization, so info is entered under 

List A. 

 

 

   

 

  

 Note that the Document Number for a Permanent Resident Card is found on the BACK 

of the card – the last 13 characters on the first line of text (3 letters followed by 10 digits). 
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LIST B & C EXAMPLES 

The List B document verifies identity (a photo ID), and the List C document verifies work 

authorization. Most of these documents should have some form of document number, though 

not all of them will have an expiration date.  These identifiers may appear in a variety of 

locations on the documents. 

 

Example using driver’s license and social security card: 

 

Example using BU Terrier Card and birth certificate: 

 

 

  

 List B and C documents may be used only if the student employee indicated that they 

are a U.S. citizen or permanent resident. If the student employee is an international student, 

List B and C documents can NOT be used, even if they have both types of documents.  
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INTERNATIONAL STUDENT (F-1 VISA) EXAMPLE 

The documents to complete the I-9 for international students work together to simultaneously 

verify identity and work authorization, so their information should be entered under List A. 

 

Note the following: 

▪ Passport Expiration Date: Most passports display dates in DD-MM-YYYY format, but all 

date entries on Form I-9 should be entered in MM/DD/YYYY format. 

▪ Form I-94 Document Number: This is the 11-character Admission (I-94) Record Number 

shown at the top of the I-94, containing both letters and numbers. 

▪ Form I-94 Expiration Date: I-94s for both F-1 students should have an “Admit Until Date” 

of “D/S” which refers to “duration of study”.  However, due to a system limitation it’s not 

possible to input a non-date format for this field. Until such time as this can be corrected, 

add the note as shown to the Additional Information field. 

▪ Form I-20 Document Number: This is the 11-character SEVIS ID displayed on the top-left 

of the I-20, starting with the letter N. 

▪ Form I-20 Expiration Date: This is the PROGRAM END DATE displayed in the Program of 

Study section of the I-20. 

 

 

 There is generally no need to use the ‘Attach File’ features on the Form I-9. 
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Certifying and Submitting the Form I-9 

1. Enter the student’s First Day of Employment. 

 

2. Enter the Last Name, First Name, and Title of Employer, using commas to separate each 

value. Abbreviations may be used if needed for the job title. 

 

3. Click into the highlighted field labeled ‘(click to sign)’ to sign electronically.  

 

4. Electronically Sign: A pop-up with information about the electronic signature, including 

a link to Disclosure/Consent information will display. The user’s first and last name will 

be automatically displayed. Type the first and last name into each field and then click 

‘Sign Electronically’ to attach the e-signature to the form. 
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5. Once the e-signature has been input, the field for ‘Today’s Date’ will auto-populate. 

a. The fields for ‘Employer’s Business or Organization Name’ and ‘Employer's 

Business or Organization Address, City or Town, State, ZIP Code’ will also be auto-

populated on the form and cannot be edited. 

 

6. Click ‘Next’. The subsequent three screens will show the additional pages of Form I-9. Do 

not enter anything on these pages; simply scroll to the bottom and click ‘Next’.  
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7. On the fourth and final page, scroll to the bottom and click ‘Submit Form’. 

 

 

8. A confirmation pop-up will display. Click ‘Yes’ to confirm the submission. 

 

9. Once the Form I-9 is completed, the hiring process may proceed as long as the student 

has met all employment form requirements.  


