
Edit Existing Bank Account
Access the PaymentWorks site at https://www.paymentworks.com/accounts/login/ and login using your credentials. 

1. On the Home page, select "My Payee Pro�ile” from the menu.

2.  Under “Bank Accounts”, click on the account row you would like to edit to expand the information.

3.  Select "Edit" on the lower right corner.
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4.  Edit the information as needed. Ensure you upload a valid bank �ile. Click "Save" then "Close".
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Add New Bank Account 
1. On the Home page, select "My Payee Pro�ile" from the menu.

2.  Under "Bank Accounts", select "Add Account".

3.  Enter the country where the bank is located.
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4.  All �ields with asterisks* must be completed and ensure you upload a valid bank �ile. Select "Add Account". 

4 University of Texas at El Paso 

4



Link the Account to correct Remittance Address

1. The new bank account must be linked 
to a Remittance Address to be 
submitted successfully. 

2.   Under "Addresses & Bank Accounts", select the appropriate Remittance Address to expand 
the information then "Edit".
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3. Under "Bank Account", select the correct (edited or new) account then "Save Address".
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