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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 the Section 2 of the Form I-9

1 Navigate to Student Employment Job Board

https://bu.studentemployment.ngwebsolutions.com/
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2 Click "Student Form I-9, Section 2 Pending"

Tip!

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

Students must supply acceptable identifying documentation to the user
completing section 2 in person.
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3 Locate the appropriate student I-9 and click "Complete Form"

4 The user will have access to the information the student enters.

Confirm the citizenship status entered with the student.
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5 Scroll down to complete section 2 of the form.

NOTE: Documentation necessary to complete section 2 will depend on the
citizenship status selection.

Click here to view a list of Acceptable Documents.

Alert!

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

Viewing copies, scans, facsimiles digital images on devices or viewing documents
over Video Conferencing application is NOT ACCEPTABLE.

If the student happens to be a U.S. Citizen

6 List A Example

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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7 List B and C Example

Tip!

Other commonly used acceptable combination of documentation for a US
DOMESTIC students may be:

List B - Driver's License + List C Birth Certificate

OR

List B - BUID + List C Birth Certificate

OR

List B - BUID + List C - Social Security Card

If the student happens to be a non-citizen on an F-1 Visa
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8 List A Example

Alert!

International students must supply both Identification and work eligibly
documentation.

List A options will fulfill these requirements comprehensively.

The options available in list B and C will NOT capture all the data required.

If the student happens to be a non-citizen on an J-1 Visa
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9 List A Example

Alert!

International students must supply both Identification and work eligibly
documentation.

List A options will fulfill these requirements comprehensively.

The options available in list B and C will NOT capture all the data required.

Certifying the Form I-9



Made with Scribe - https://scribehow.com 8

10 Enter the "Last Name, First Name and Title of Employer." Then click the "click o
sign' field.

11 Enter your name exactly as displays and click "Sign Electronically."
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12 Enter the "First Day of Employment"

13 Once secction 2 is complete, click "Next."
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14 On next page, scroll to bottom and click "Next."

15 On next page, scroll to bottom and click "Next."
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16 On 4th and final page, scroll to bottom and click "Submit Form."

17 Click "Yes" to confirm your submission
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18 Once the Form I-9 is completed, you may proceed with the hiring process as long
as the student met all employment form requirements.


