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This topic will cover all aspects of entering personal and I-9 information for your student 
employees. Hiring departments are responsible for verifying employment documentation and then 
forwarding copies of that information to Enrollment Services. 
 
In accordance with the URI I-9 Termination Policy http://www.uri.edu/ecampus/tutorials/I-
9_termination_policy.pdf departments must verify the necessary I-9 documents and send them to 
Enrollment Services within 3 days of the hire date of the job. If the documents are not received 
the job may be terminated by Enrollment Services.  
 
A complete list of acceptable documents along with the I-9 form is available for download on the 
U.S. Citizenship and Immigration Services website http://www.uscis.gov/files/form/i-9.pdf 
  
2) The University of Rhode Island requires the Original Social Security Card, a copy of which 
will be retained with the student's records.  
 
If your student is an International Student: 
All foreign national students are required to: 
1) Complete the Foreign National Information Form at the Payroll Office located in the Carlotti 
Building. The form is used to determine tax status. In order to complete this form students will 
need to bring their: 
- Passport 
- VISA 
- I-20 (for F1 VISA holders) or DS2019 (for J1 VISA holders) 
- Social Security Card * 
 
* Obtaining a U.S. Social Security Card – students will apply for a social security card when they 
arrive in the United States. For more information visit the URI Office of International Student 
Services (ISS) website http://www.uri.edu/iss The Office of International Student Services also 
hosts Social Security Card workshops with the US Social Security Administration at the 
beginning of the academic year. Students in attendance can apply for a Social Security Card right 
at the workshop. 
 
IMPORTANT REMINDER: Due to federal regulations foreign national students are only 
permitted to work 20 hours per week when school is in session. Foreign National students are 
NOT eligible for the additional five hours exception. 
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Additional Information 
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Procedure 
 
 
  

 

 
Step Action 

1.   Once you have hired your Student Employee, you must go into their personal data to 
verify it is correct and to enter in the I-9 documentation.  
 
Under the Menu Bar, click on Workforce Administration. 
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Step Action 

2.   Under the Personal Information folder, Click on Modify a Person. 
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Step Action 

3.   Type in the Student's EmplID number.  
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Step Action 

4.   Click on Search 
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Step Action 

5.   In the Biographical Details tab, you should verify the student's name, date of birth, 
and gender. 
  
To view their full name, click on View Name. 
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Step Action 

6.   After viewing name, click on OK. 
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Step Action 

7.   Verify the employee's Date of Birth. 
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Step Action 

8.    
Verify the Gender is correct. 
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Step Action 

9.   Verify the Social Security Number matches what is on the original social security 
card. 
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Step Action 

10.   Click on Contact Information. 
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Step Action 

11.   Verify the address is correct.  
If changes are needed, click on View Address Detail. 
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Step Action 

12.   Click the Plus (+) button. 
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Step Action 

13.   To add a new address, click on Add Address 
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Step Action 

14.   Adjust the address to what is should be. 
 
Click OK. 

  

Page 16 Last changed on: 8/14/2008 11:53 AM
 

      
 
 



 

Business Process Document
URI-e-Campus-HR Documentation: Student Personal 

and I-9 Information 
 

 

 
Step Action 

15.   Click OK again. 
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Step Action 

16.   Click on the Regional tab. 
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Step Action 

17.   To enter in the Ethnic Group, 
Click on the Ethnic Group look up. 
 

  

Last changed on: 8/14/2008 11:53 AM  
 
 

Page 19



Business Process Document 
URI-e-Campus-HR Documentation: Student Personal and 
I-9 Information   

 
 

 

 
Step Action 

18.   Click on the appropriate Ethnic Group. 
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Step Action 

19.   Next, click on the URI I9 Data Box. 
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Step Action 

20.   Click on the Eligibility Proof 1 Look Up. 
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Step Action 

21.   Proof one can be either a List A item or a List B item. Click on the appropriate item. 
 
In this instance, we chose a B list item, Drivers License. 
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Step Action 

22.   Because a Drivers license is a List B item, we must also have a List C item. 
Click on the Eligibility Proof 2 Look Up. 
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Step Action 

23.   Only List C items appear, click on the appropriate item.  
 
In this instance, we took a US Social Security Card 
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Step Action 

24.   Because only foreign documents require an expiration date, we do not need to enter 
them in for the documents we entered.  
 
If you had taken foreign documents, you would be required to enter in the expiration 
date or the system would not save the information. 
 
Click OK. 

 
  

Page 26 Last changed on: 8/14/2008 11:53 AM
 

      
 
 



 

Business Process Document
URI-e-Campus-HR Documentation: Student Personal 

and I-9 Information 
 

 

 
Step Action 

25.   Click Save. 
 
Important: 
Once this step is done, remember to forward all I-9 documentation and social security 
card to Enrollment Services. 

 
  
 

Step Action 
26.   End of Procedure.
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