Instructions to Upload Your W-9

Purpose: ABOA and Zebra-ware have worked together to develop a process by which officials can
upload their W-9 into zebra-ware. By so doing, school district personnel who process officiating
payments will be allowed to view and print W-9s, as needed. This process has been developed so that
the information on the W-9 is stored as an encrypted file on a secured server.
Important W-9 Information




The W-9 needs to be legible.
The W-9 needs to be complete with the address on the W-9 matching the address in zebraware.
If you change your address during the season, you will need to upload a new W-9 into zebraware. When uploading a W-9 into zebra-ware and another W-9 exists, the most recent W-9 will
replace an existing W-9. The old W-9 is removed from the system.

Step 1: Fill Out Your W-9
Blank copies of a W-9 can be found at www.irs.gov or on our chapter’s website
(www.basketballofficials.com) in the “Information” section, then “Forms and Reports.” Once you’ve
completed the W-9, print only the first page. (The W-9 is four pages long. However, the first page is the
only one needed.) Important: Ensure that the information listed on the W-9 is legible. Sign and date
your W-9.
Step 2: Scan Your W-9
Zebra-ware requires the W-9 to be scanned as an image (.jpg, .bmp, or .png format), not a .pdf
document. By so doing, the image is encrypted for security purposes. You have two options for
scanning your W-9.
Option 1: Scanned Image. Using a scanner (most printers also have the capability to scan documents).
Scan the first page of the completed W-9 and save the image as a .jpg, .bmp, or .png image. You will
need to remember the folder where the image is saved. Do not scan more the one page as zebra-ware
will not allow you to upload more than one page into the W-9 storage system.
Option 2: Cell Phone Picture. You can use your “smart” phone to take a picture of your W-9. A picture
taken by your cell phone is saved in the format required for uploading into zebra-ware. When taking a
picture, make sure the W-9 fills the picture screen and is legible. Once you have taken the picture and
saved it on your phone, you can either login into zebra-ware using your phone’s internet connection or
connect your phone to your computer and login into zebra-ware using your computer.
With the image scanned or picture taken, you are ready to upload the image into zebra-ware.
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Step 3: Upload Your W-9
1. There are three options for uploading your W-9 into zebra-ware.
a. A computer storing the W-9 image.
b. A “smart” phone storing the W-9 picture.
c. A computer where your “smart” phone is storing the W-9 picture. If using this option,
make sure make sure your phone is connected to your computer and allowing the
computer to access photos.
2. On your computer or “smart” phone, login into zebra-ware using your user name and password.
3. On the left-hand side of welcome screen under “Administrative Options” you will find “Upload
My W9”. (See the orange arrow below.)
4. Click “Upload My W9”
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5. After clicking “Upload My W9”, you will be taken to the page below.
6. Click the “Browse” button. (See the blue arrow below.)
7. If using a computer: After clicking the “Browse” button, you will be taken to your computer’s
directory. Locate the directory where the image is stored. Once you have found the image, click
the “open” button on the lower, right-hand corner of the window containing the image. The
“Image File:” will list the address where the image is stored on your computer.
8. If using a “smart” phone: After clicking the “Browse” button, you will be taken to your
telephone’s picture folder. Locate the picture and select it.
9. Once you have found the image/picture, click the “Submit” button. (See the green arrow below.)
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10. When the upload is complete, you will see a copy of the image/picture below the “Submit”
button (see below) and see a message that the upload is successful.
11. Verify that the image/picture is legible. If it is not legible, rescan the W-9 or take another
picture and follow the steps above.
12. You’ve completed the upload! You can either return to zebra-ware options or log out of zebraware.
Note: There is an option for you to remove your W-9. (See the purple arrow above.) To do so, click the
box to the left of the “Remove My W9”, then click the “submit” button. You’re W-9 will be removed
from the system.
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