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Completing the Form I-9 
and other Employment Forms 
Before you can begin work in an on-campus job, you must complete certain employment eligibility forms. Use 

this guide for step-by-step instructions on how to access and submit these forms.  
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 If you’ve worked at BU before, you may already have some of the forms on file. Still, before 

starting work in a new on-campus job, it’s important to double check the status of your forms. 
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Completing Section 1 of Form I-9 

 

1. Get started by navigating to the following link: 

https://www.formi9.com/formi9verify/integration/buseo/buseosection1.aspx  

 

2. An initial page of instructions will load. (See below for a screenshot.) Read carefully, as this will explain 

how to complete both steps in the I-9 process. Note the external links to additional information, which 

can be reviewed as needed. Then click PROCEED to continue. 

 

 The Form I-9 is comprised of 2 sections. The student completes section 1 using the Form I-9 

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

Please Note: Students are required to be IN PERSON to present the identifying documents to the 

party assisting in completing Section 2.  

Click here for more information about Form I-9. 

https://www.formi9.com/formi9verify/integration/buseo/buseosection1.aspx
https://www.bu.edu/seo/resources/required-paperwork/
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3. A pop-up box labeled ‘User Info’ will appear. Input your Last Name and then your First Name into the 

applicable fields. Inputting your city of birth is optional, but can support efficient I-9 processing. 

 
4. Click ‘OK’ to continue. 

 

5. The first page of the form will load, which is used to collect Employee Information. At the top of the 

page, be sure to enter your UID.  

→ Use an uppercase letter ‘U’.  

 

6. Enter your information as applicable. Click any of the question mark icons beside a field for more 

information if needed.  

→ The following fields are REQUIRED: 

i. Street Address, City/Town, State and Zip – Use your local address while attending BU 

ii. Date of Birth 

→ The following fields are OPTIONAL, but recommended to include if applicable: 

i. Other last names used, if any 

ii. Address apartment/unit number 

iii. U.S. Social Security Number (SSN) 

→ If you do not have or do not know your social security number (SSN), it is 

acceptable to leave this field blank. You may still start work and receive payment. 

However, an SSN will be necessary later for tax purposes, so we encourage any 
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students without an SSN to review the information here: 

https://www.bu.edu/seo/international/obtain-ssn/  

iv. Email 

v. Telephone Number 

→ If you require the assistance of a Preparer or Translator to complete the form, check the box to 

include the Preparer/Translator section of Form I-9. Leave the box unchecked if you are 

completing the form yourself. 

 

See below for an example of a completed Employee Information section: 

 

7. Once your information has been entered, click ‘Next’. 

https://www.bu.edu/seo/international/obtain-ssn/
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8. On the next page, indicate your Citizenship or Immigration Status information. Click any of the 

question mark icons beside a field for more information if needed.  

 

→ If you are an International Student on an F-1 or J-1 visa: 

▪ Select “4. A noncitizen authorized to work until (exp. date if any)” 

▪ For the work expiration date, enter the END DATE of your program as indicated on the 

first page of your I-20 or DS-2019. 

 DATE MUST BE ENTERED IN MM/DD/YYYY FORMAT 

▪ You can select any of the 3 document options, but it is recommended to select Form I-94 

and then enter your most recent Form I-94 number. 
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▪ Below is an example of this selection completed successfully: 

 

9. Once your citizenship/immigration information has been entered, click ‘Next’. 

 

10. On the next page, review the attestation and double check that your name has been entered correctly. 

Then, select a security question and answer, which you can use to revisit your form in case any 

corrections need to be made after submitting. Below is an example: 
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11. Click ‘Sign’ to attach your electronic signature to the form. 

 

12. Signature verification results may briefly appear, but will automatically redirect after a few seconds. 

 
 

13. A confirmation message will appear, reiterating the instructions regarding next steps to complete 

Section 2 of the form. 
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Completing Section 2 of Form I-9 

 

→ Common examples of acceptable documents be found here: 

https://www.bu.edu/seo/resources/required-paperwork/  

→ The complete, official list of acceptable documents is available at https://www.uscis.gov/i-9-

central/form-i-9-acceptable-documents.  

 

Return to top 

 

Other Employment Forms 

These additional forms can be found on the Student Job Board. Different forms may be required based on the 

type of position you’ve been hired into. 

1. Navigate to the Student Job Board. 

→ You can also access the Job Board from the MyBU Student Portal – in the My Job & Career 

section, select ‘Job Listings’.  

2. Click ‘JobX Login’ and use your BU credentials to log in. 

 

  You should plan to complete Section 2 of the Form I-9 with your hiring supervisor or 

FirstPoint Advisor within 3 business days of your first day of employment.  

You must present your documentation IN PERSON and all documents must be original and valid. 

Presenting copies, scans, facsimiles, or digital images on devices is NOT ACCEPTABLE. 

 

https://www.bu.edu/seo/resources/required-paperwork/
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://bu.studentemployment.ngwebsolutions.com/cmx_content.aspx?cpid=9


Completing Form I-9 and other Employment Forms 
 

9 
November 2025 

3. On your User Dashboard, you will see a list of your required Employment Eligibility forms. These forms 

will become available once a supervisor has submitted a hire request. 

→ If you are not brought directly to your User Dashboard, use the Employees dropdown on the 

top menu bar and select ‘My Dashboard. 

4. Click on the link for any not completed form to complete it.  

 

Completing the FERPA Non-Disclosure Agreement 

Any on-campus job where you may be accessing student data will require this form, in keeping with the U.S. 

Family Educational Rights and Privacy Act (FERPA).  

1. On the user dashboard, select “FERPA Non-Disclosure Agreement”. The form should open in a new 

window. 

 

2. Read the disclosure agreement and confirm your acknowledgement by clicking the checkbox. 
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3. Your first and last name should be auto-populated from your login, based on the government name on 

file with the University. Click into the “(click to sign)” field. 

 

4. An electronic signature pop-up will appear. Review the information, enter your name, and click ‘Sign 

Electronically’ to capture your signature. 

→ Note that you must enter your name exactly as it is displayed below each field (as shown in the 

example below). 

 

5. Once your electronic signature is captured, click “Submit Form”. 

 

6. A confirmation screen will display. You may close this window and return to the JobX User Dashboard. 
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Return to top 

 

Completing the Student Employment Confidentiality Policy 

Depending on the nature of your work, you may also be required to complete the Student Employment 

Confidentiality agreement. 

1. On the user dashboard, select “Student Employment Confidentiality Policy”. The form should open in 

a new window. 

 

2. Read the policy and confirm your acknowledgement by clicking the checkbox. 

 

3. Your first and last name should be auto-populated from your login, based on the government name on 

file with the University. Click into the “(click to sign)” field. 
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4. An electronic signature pop-up will appear. Review the information, enter your name, and click ‘Sign 

Electronically’ to capture your signature. 

→ Note that you must enter your name exactly as it is displayed below each field (as shown in the 

example below). 

 

5. Once your electronic signature is captured, click “Submit Form”. 

 

6. A confirmation screen will display. You may close this window and return to the JobX User Dashboard. 

 

Return to top 
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Completing the International Student Work Acknowledgement  

This form is required for international students for tax withholding purposes and to maintain work 

authorization dates.  

1. On the user dashboard, select “International”. The form should open in a new window. 

 

2. Your first and last name should be auto-populated from your login, based on the government name on 

file with the University. These fields cannot be edited. 

 

3. Select your visa type from the dropdown menu. 

 

4. Input your US entry date (as per your most recent Form I-94). 
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5. Input the date you are authorized to work in the U.S. until.  

→ For F-1 students, this will be the program end date listed on your I-20 

→ For J-1 students, this date will be in the employment eligibility confirmation email from ISSO. 

→ For students with an Employment Authorization Document (EAD), use the expiration date on 

the EAD. 

 

6. Click into the “(click to sign)” field. 

 

7. An electronic signature pop-up will appear. Review the information, enter your name, and click ‘Sign 

Electronically’ to capture your signature. 

→ Note that you must enter your name exactly as it is displayed below each field (as shown in the 

example below). 
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8. Once your electronic signature is captured, click “Submit Form”. 

 

9. A confirmation screen will display. You may close this window and return to the JobX User Dashboard. 

 

 

Additional Forms and Hire Status  

Additional forms may be required based on the specifics of your job (e.g., union status). These should be 

completed as applicable, using the e-signature procedure as described for the other forms in this guide. 

After successfully submitting each required form, you may return to the JobX User Dashboard to confirm 

completion. 

Once all Employment Eligibility Forms are complete, your hire request can advance to the final stage. 

 

Return to top 
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