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Making Updates to Your PaymentWorks Account -  
Detailed Guide 

PaymentWorks allows the Supplier to make any necessary updates to their supplier profile. There 
are multiple locations within the PaymentWorks supplier account where updates can be made. 
Please use the below reference material to understand where to make your updates.   

Company Profile Updates  

1. Log into PaymentWorks Profile and select ‘Company Profile’.  

  

• Marketing Information  

In this section the supplier can update Doing Business As (DBA) Name, Corporate 
Address, Corporate phone number, primary account email, website, and business 
description can be updated. A logo can also be added to this section.  
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• Business Details  

The following can be updated in this section legal name, tax country, Tax ID  

(SSN/EIN/Foreign Tax ID/ITIN), Tax Classification and DUNS number. Once the update 
has been made click ‘Save’.  
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• Tax Forms  

In this section the supplier can opt in/out of the PaymentWorks generated electronic W9 
and confirm the certifications.  

 

• Remittance Address 

In this section the supplier can update a current remittance address or add additional 
remittance addresses.  
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Update Existing Remittance Address: Click the pencil icon next to the address which 
requires an update. The Edit screen will appear.  Make necessary changes and click 
‘Save’.   

 

 If the remittance address is no longer in use, it can be removed by clicking the ‘X’ icon.   

Add a New Remittance Address: Click on ‘Create New Address’. The new address screen 
will appear.  Add the new address information and click ‘Save’.  
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The next screen will ask which customer needs to be notified of the new address. You 
must select a customer and then click the ‘Send Address’. This will notify the customers of 
the new remittance address.   

 

• Bank Accounts  

In this section the supplier can update a current bank account or add additional bank 
accounts.  

 

Update Existing Bank Account: Click the pencil icon next to the bank account which 
requires an update. The Edit screen will appear.  Make necessary changes and click the 
‘Save’. If there are multiple remittance addresses associated with the account, you can 
select all addresses associated.  

If the bank account is no longer in use, it can be removed by clicking the ‘X’ icon.  
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Add a New Bank Account: Click on ‘Add Account’. The ‘Add Account Information’ screen 
will appear. Complete the appropriate fields for pages 1-3 and select ‘Next’.  

 

Associate at least one remittance address with the new bank account by selecting the box 
next to the address and click ‘Confirm’ button.  

! Important: When associating the bank account with a remittance address, make sure the 
remittance address is connected to your payer account.  
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Review the data on the Confirm and Save screen and then click on the ‘Save’.  

  

Supplier Registration Form Updates  

1. Log into PaymentWorks Profile and select ‘Connect’ tab.  
2. Click on the link under Customer Registrations to access your Registration form for 

University of Texas at Dallas.  
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3. The next screen to appear will be the Registration form.  

 

A supplier can edit any of the answers that were entered on the Registration form.  When 
you complete your updates, click ‘Resubmit’ located at the bottom of the form.  

! Important: If you are changing your payment method, you will first need to change the 
payment method on your registration form. Then update the information under Bank Accounts in 
your Company Profile.  
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