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Completing the Form I-9 and other employment
forms on the Student Employment Job Board.

1 Navigate to the Student Employment Job Board

2 Students will see a list of Employment Eligibility forms and details from the
Dashboard. Each form will display the current status of each form. These forms
will become available once a supervisor has submitted a hire request.

Completing Section 1 of the Form I-9

https://bu.studentemployment.ngwebsolutions.com/cmx_content.aspx?cpid=9
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3 Click "Form I-9"

4 Read the instructions provided.
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Alert!

The Form I-9 is comprised of 2 sections.

The student completes section 1.

Section 2 is completed by the hiring supervisor or authorized representative.

Students are required to present identification documentation in person to the
party assisting in completing section 2.

5 Select the "Location" you'll bring your required documentation for review and
processing.
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6 Click "Click Here" to proceed to the form.

7 Page 1: Input your information in the required fields.
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Note related to the Social Security Number Field:

International students may not have a social security number. It is acceptable to
leave this field blank. You may start working and receive payment. We encourage
student without social security numbers to review the information on the Student
Employment Website, as this information will be necessary later for tax purposes.

8 Select the appropriate Citizenship Status.

If you are a US Citizen Or Permanent Resident

https://www.bu.edu/seo/international/obtain-ssn/
https://www.bu.edu/seo/international/obtain-ssn/
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9 Click the "1.   A citizen of the United States" field and proceed to the signature field
(Step 15)

Or

Click the "3.   A lawful permanent resident" field and enter your USCIS or
A-Number in the corresponding field, then proceed to the signature field (Step 15)

If you are an International Student on a Visa
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10 Click the "4.   A noncitizen authorized to work until (exp. date, if any)" field.

11 For the Work Expiration Date, enter the END DATE of your Program (as indicated
on the 1st page of your I-20)
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12 After entering the work end date, You may enter your most recent I-94 number if
the "Form I-94 Admission Number" field.

13 Here is an example of the section completed successfully.

Signing and submitting Section 1 of the Form I-9



Made with Scribe - https://scribehow.com 9

14 Once the employee information and Citizenship status are entered, click the "(click
to sign)" field

15 Type in your name.

Note: You must enter your name exactly as it is displayed below each field. The
Form I-9 is a federal document. As such, the legal name on file with the university
will be required to complete this document.
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16 Click the "Sign Electronically" button.

17 Once the signature is captured proceed to the bottom of the page and Click "Next"
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18 Page 2: This page provides a list of acceptable documents to bring to your hiring
supervisor or First Point Advisor for the completion of Section 2.

19 After reviewing the list, scroll to the bottom, click "Next," and advance to the next
page.
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20 Page 3: Preparer and/or Translator Certification.

If you complete this document WITHOUT external assistance or a translator check
mark "I did not use a preparer or translator."

If external assistance was needed to complete or translate this document, select
the second option and provide the required information.
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21 Once the selection is complete, click "Next" to proceed to the last page.

22 Page 4: Reverification (To be completed by Student Employment, if necessary)

Scroll to the bottom of this page and click "Submit Form"
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23 Confirm the submission by clicking "Yes"

A new confirmation window will display, you may close that window and return to
the job dashboard.

Completing the FERPA Non-Disclosure Agreement

24 Click on "FERPA Non-Disclosure Agreement."
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25 Read the disclosure agreement and confirm your acknowledgement by click the
checkbox.

26 Then click on the "Click to sign" field. An electronic signature window will apprear.
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27 Type in your name as it appears.

28 Click "Sign Electronically." and close the confirmation message window
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29 Once your electronic signature is captured, click "Submit Form"

Completing the Confidentiality Policy form
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30 Click the "Student Employment Confidentiality Policy" link

31 Read the disclosure agreement and confirm your acknowledgement by click the
checkbox.
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32 Click the "Submit Form" button.

Form submission and status update

33 After successfully submit each required form, you may return to the Job
Dashboard to confirm completion.

Once all Employment Eligibility Forms are complete, your hire request can
advance to the final stage.
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Note: The I-9 Status will not change to "Complete" until you have met with your
supervisor or First Point Advisor at Student Employment to complete section 2 of
the document.


