
       

This job aid shows how to add your agency’s Electronic Funds Transfer (EFT) information into the 
TWIA Agent Portal.    ***Please note, only administrators with this capability can update the EFT 
Agency Information. Organization and Financial administrators can edit EFT information for ALL 
locations within their agency. Community Administrators can only edit EFT information for their own 
location.***  
 
1. When you log in to the Agent Portal, you will find the Administration Tab in the blue bar at the 

top of the screen. Click on Administration. 
 

 

2. Locate the agency you would like to update and click on the agency name. 
 

 

 

3. On the far right, locate the EFT Payments section, and click on the pencil to edit the agency’s EFT 
information. 
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4. Complete ALL fields on the following screen.  ***Please note that Business Savings accounts are 
no longer eligible for EFT payments. *** 

 
5. Next, read the EFT Terms and Conditions, check the box to complete enrollment, and click 

Submit. 

 
6. Lastly, you will see the agency information screen again with the new EFT data saved. If you 

notice an error, click the pencil again to update the EFT information. 

 
 
 
 


