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Updating payment method user guide

1 From your Welcome screen, select your TIN and then the Maintain Enrollment tab.

This guide provides a step-by-step process to update your payment method with Optum Pay.  
If you are moving from virtual card payments to ACH, please be advised that you’ll be required to supply 
banking information and associated documentation. You will continue to receive payments based on 
your current settings until the new payment method goes into effect. This process may take up to 10 
business days.

2 Select ‘Edit’ from View Enrollment page.
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 ACH
 VCP

3

4

Click on ‘Payer(s)’ tab, then select ‘ACH’ from the Payment Method dropdowns. 

Select ‘ACH’ from Payment Method dropdown  
to receive payments via direct deposit.

Once you’ve made your updates, then select ‘Update payment Method(s)’                          
at bottom of page.
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You will be presented an “Are you sure” page to validate your payment method 
updates. Select ‘Yes’.

Note: If ACH was selected, you will be required to add banking information in 
order to receive direct deposit. (See following steps)

5

Click on Bank Account(s) tab, then ‘Add Banking Data’ button.

Enter required User Information, then hit ‘Continue’.
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You will also be required to upload a copy of your W9. Select ‘Yes’. 

When you return to Bank Accounts page, select ‘Finish’.

8 Enter required banking information, including an upload of a Voided Check or Bank 
Letter, then select ‘Add Bank Account’.
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12 You will receive notification that your request has been successfully updated.              

You will receive an email from Optum Pay, asking you to validate 
the entered bank account information. Please click on the link 
and follow the directions to complete the process.  

You will be brought to the Verification page to review your entered banking 
information. Select ‘Submit’ 11

13
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