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2022-23 Home Visitor Stipend 

Instructions for Completing and Uploading W-9 Form into the Workforce Registry 
 

The W-9 must be uploaded into the Workforce Registry to be accepted. Emailed W-9’s will not be 
accepted. The W-9 must be filled out correctly with only these fields: 

Line 1: Name (as shown on your income tax return). Name is required on this line 
Line 3: Individual/sole proprietor or single-member LLC box checked 
Line 5: Address (number, street, and apartment or suite number) 
Line 6: City, state, and ZIP code 
Part I: Social Security Number (Employer identification number will not be accepted) 
Part II: Signature of U.S. person and Date (The signature must be a handwritten 
signature – electronic signatures will not be accepted) 
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1. W-9 Forms can be downloaded from the IRS Website at: 
https://www.irs.gov/forms-pubs/about-form-w-9 

2. Click on Current Revision Form W-9 to open the W-9 form. 

 

3. Fill out the form with only the required fields listed previously. 
4. Print and sign your W-9 with a handwritten signature. 
5. You can take a photo or scan the form using a Printer/Scanner (refer to your device instructions 

for more information). Please make sure the entire page is visible and the form is readable. 
Here is a document from the Workforce Registry for instructions on how to take a photo:  

How to Take a Photo of a Document and Upload 
If you are using your smartphone to take a photo, you can log in to the Workforce Registry 
website on your smartphone to upload the photo of your W-9. 

6. Once you have saved your completed W-9 to your device, you can upload to the Workforce 
Registry (up to 5 MB in size that are file formats: Word, jpg, pdf). 
Watch this video from the Workforce Registry for instructions on how to upload documents: 

Upload Documents 
Step 1: Login to the Workforce Registry website using your email and password. 

 
Step 2: Click on My Documents. You can also get to My Documents when you Return Home. 

 

https://www.irs.gov/forms-pubs/about-form-w-9
https://www.caregistry.org/_participant_resources/Photo_Upload_Tip_Sheet_ENG_5.1.2020.pdf
https://www.youtube.com/watch?v=J9soUKQMsYc
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Step 3: Click on File type and select W-9. 

 
Step 4: Choose the completed W9 form from your device and then click on Upload Document. 

 
 

A Home Visitor Stipend Team member will review your submitted W-9, and mark as completed if it is 
correct, or send an email informing you to resubmit your W-9 if the W-9 was not completed correctly. 
Please allow up to 4 weeks after date of submission. 

If you move or change your name after submitting your W-9 Form, please inform us via 
email: hvsupport@sdcoe.net and upload a new W-9 Form into the Workforce Registry 

mailto:hvsupport@sdcoe.net

