
Correcting Tax Classifications Within PaymentWorks (Vendor Instructions) 
 

1. Login to paymentworks.com 
  

2. Under Customer Registrations, they click on the In Progress link that is next to Kent State University  
 
 

 
 

3. You will now be looking at your registration form. Review the first question.  
 

a. If the supplier/vendor who you are registering is an individual/sole proprietor or single-member LLC, 
click the Individual, Sole Proprietorship, or Single-member LLC radio button.  
 

b. If the supplier/vendor’s tax classification is anything else, click the Corporation or other complex 
business entity radio button.  
 

 

4. Further down the page, under Tax Classification, choose the supplier/vendor’s correct specific classification, 
from the drop down menu.  

 

5. In the next section down, mark Yes to generate a new W9 or choose to upload the vendor/supplier’s W9. 

 

6. When all changes have been made, submit the registration once again (click button at the bottom). 

 

https://us-prod.asyncgw.teams.microsoft.com/v1/objects/0-eus-d18-62a8531d502c216b4623af91ca40faf3/views/imgo
https://us-prod.asyncgw.teams.microsoft.com/v1/objects/0-eus-d7-376e363492218491b0f8a848148bdd5d/views/imgo
https://us-prod.asyncgw.teams.microsoft.com/v1/objects/0-eus-d20-d5d074404e25ad0f95f380ef8e3ae719/views/imgo

