
Update Legal & DBA (doing business as) Name 
Before making changes, ensure you've updated the information with the IRS to re�lect the new Legal Name. Once you've received 

documentation from the IRS con�irming the change, move forward with the update. 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.  Click "View or Edit Details" on the lower right corner of the "Legal Entity Information" card.
3.  Select “Edit” to view the details.
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4.  Update the "Legal Name" and "Company(DBA)*" as needed.

5.  Select "Save" to �inalize and submit the update. Select "Close"

The IRS validation status is available for your review: 

• Tax Identi�ication Valid - the "Legal Name" was an accurate match with the IRS database. 
• Tax Identi�ication Pending - allow time for the veri�ication process to be completed.
• Invalid - please review the "Legal Name" to ensure it was entered exactly as it appears on the 

organizations of�icial IRS documents.
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