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Direct Deposit Payment Elections

Workday allows you to add 2 bank accounts to your Direct Deposit Payment
Elections. A voided check is not needed for this process.

1 Navigate to your Worker Profile by clicking the icon the top right corner.

2 Click "View Profile"
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3 Click into the "Pay" page

4 Click the "Payment Elections" tab
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5 Here, you can Edit, Remove, or View your Direct Deposit Information

6 To edit, Click "Edit"
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7 Edit the information and then Click "OK"

8 To add a new Bank Account, Click "Add"
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9 Enter the Bank Account information.

Note: Workday will validate the Bank Routing Number to ensure it is authentic

10 Next, to receive your full, or a portion of, your paycheck, you must update your
Payment Elections.



Made with Scribe - https://scribehow.com 6

11 Click "Edit"

12 Click the "+" symbol.
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13 In Payment Type, Click "Direct Deposit"

14 In Account, select the new account you just created
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15 Enter the amount of your check you wish to send to this account.

In this example, we enter $100 for this account and the remaining balance will go
to our other account.

16 Click "OK" once you are complete.


