If | want to change or update a new remittance address associating with
the bank information, how do | make a change or update my
information?

1. Loginto PaymentWorks at https://www.paymentworks.com/accounts/login/

PaymentWarks

Sign In

2. Click "Company Profile" in the top right corner

PaymentWoaorks

# Home & Connect & Invoices

Q News Updates Messages 8 Remittances

1| # of Invoices

3. Click "Remittance Addresses" on the left menu bar


https://uh.edu/office-of-finance/vendor/vendor-setup-and-update-guide/7.pdf
https://uh.edu/office-of-finance/vendor/vendor-setup-and-update-guide/7.pdf
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Remittance Addross
Pay 1o Jin Zhang, 120 Yonge Streat
Toronto, ON CAN M4R 1A2

Unable to Validate Addre

Now Address Tost 1

Pay to Jin Zhang, 14111 Champion
Village Dr, Houston, TX 77069-1780
Unable to Validate Address

New Addross Test 2

Pay to Jin Zhang, 2626 Holly Hall St
Houston, TX 77054-4110

Addross Validated

tost 5.27

Pay 1o Jin Zhang, 2608 Calumet St
Houston, TX 77004-7541
Address Validated

Jin zhang

Pay to Jin Zhang, 15015 Highw.
N, Houston, TX 77025

Unable to Validate Addross

Click “Create new address
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Tax Forms
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Follow the prompts
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Jin Zhang

None
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None
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@ The following private information is only shared with clients you have connected with on PaymentWorks

Remittance Address

Pay to Jin Zhang, 121 Yonge Street,
Toronto, ON CAN M4R 142
Unable te Validate Address

New Address Test 2

Pay to Jin Zhang, 2626 Holly Hall St,
Houston, TX 77054-4110

Address Validated

test 5-27
Pav ta lin Zhann 2608 Calumeat St

Jin Zhang

Mone

Nona

Share With Custormers

Click “Save”




7. Check “ University of Houston System”

Notify Customers of this Address

Pay to: Jin Zhang
4505 S Maryland Pkwy
Las Vegas. NV, 89154-9900

Customers

/

University of Houston System (Test)

m SasdSeinss

8. Click “Send Address”

Notify Customers of this Address

Pay to: Jin Zhang
4505 S Maryland Pkwy
Las Vegas. NV, 89154-9900

Customers

University of Houston System (Test)

| cancet | SendAadeess

9. Click” Share with Customer”



© The foliowing privats information 1s only sharsd with cssnts you have connectsd with on Payment

10. Click “ University of Houston System”

Motify Customers of this Address

Pay to: Jin Fhang
4505 5 Maryland Plwary
Las Wegas, MV, 88154-8900

University of Houston System (Test)

A

11. Click “ Send Address”

Notify Customers of this Address X
Pay to: Jin Zhang




12.

13.
14.
15.
16.
17.
18.

19.

When we approved and connect the vendor at the end of day, we will send you a notification
email on the next day.’

Once you receive approved notification email.

Please login to back to PaymentWorks at https://www.paymentworks.com/accounts/login/
Click "Company Profile" in the top right corner of the page

Click "Bank Accounts" on the left side of the page

Click the pencil/edit button to modify the bank account

Under "Associated Remittance Addresses," make sure that the relevant remittance address(es)
have been checked off

Click "Save" at the bottom of the page”



https://www.paymentworks.com/accounts/login/

