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

Carrie Concrete g @ Ve i
Columbia, MD Tim Ekberg Job Details
Workday HRIS Analyst
Employee ID
Cost Centerl Company ploy:
95 Information 2 Structural Group, Inc
100241
Technology
Supervisory Organization
Structural Group (Peter Emmons) >> Tim Ekberg
Job
Workday HRIS Analyst
Job
Business Title
Compensation
Workday HRIS Analyst
Benefits
Job Profile
Pay
Workday HRIS Analyst
Contact
Employee Type
Personal Regular
R Management Level
More (1) Individual Contributor

4  Click the "Payment Elections" tab

= MENU §g Q search O & é a

External Results Tax Elections Payment Elections Payslips Voluntary Deductions

Carrie Concrete —
Workday HRIS Analyst

Rl
Net a
Payrol| Result Period Payment Date Check Number  Pay Group Company Gross Pay Pay
No items available.
v

Summary

Job

Compensation

Benefits

Pay
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5

6

Here, you can Edit, Remove, or View your Direct Deposit Information

To edit, Click "Edit"
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s
External Results Tax Elections Payment Elections Payslips Voluntary Deductions
Default Country  United States of America
Default Currency  USD
Status Successfully Completed
Last Updated 02/28/2025 09:59 AM
Accounts 1item &l =, B
a
Bank Account
Account Nickname Country Name  Account Type Number Action
123 #0123 United States of America 123 Checking *hkakx123
v
4 »
_ _ v
a
External Results Tax Elections Payment Elections Payslips Voluntary Deductions
——————
Default Country  United States of America
Default Currency  USD
Status Successfully Completed
Last Updated 02/28/2025 09:59 AM
Accounts 1item L& =M., B .
a
Bank Account
Account Nickname Country Name Account Type Number Action
123 #er]23 United States of America 123 Checking k] 23 m
v
4 >
v




7 Edit the information and then Click "OK"

Account Holder Name  Carrie Concrete

Account Country United States of America

Used by Pay Types Payroll Payment

Account Information

Account Type *
Routing Transit Number *
Account Number ®
Bank Name -

Bank Identification Code

Account Nickname (optional)

o Checking

() savings
042000314
*reee 23

123

“ Cpoee)

8 To add a new Bank Account, Click "Add"

Carrie Concrete

Workday HRIS Analyst

{ Act\ons- )

Summary

Job

Compensation

Benefits

Pay

Contact

Personal

Performance

More (1)

X
a
v
Detault Currency usp
Status Successfully Completed
Last Updated 02/28/2025 09:59 AM
Accounts 1 item X& = [V I
Bank Account
Account Nickname Country Name Account Type Number Action
123 ko] 23 United States of America 123 Checking i 23
4

Payment Elections 1 item

Pay Type

Payroll Payment

Payment Type

Direct Deposit

":l ? .

Payment Elections

Account
Account Number Distribution
123 #4+4123 *onon1 23 Balance

Yes

Made with Scribe - https://scribehow.com



9 Enter the Bank Account information.
Note: Workday will validate the Bank Routing Number to ensure it is authentic

Add account information to use when you specify payment elections.

Account Holder Name  Carrie Concrete

Account Country United States of America

Account Information

Account Type * o Checking
() savings

Routing Transit Number * | 042000314

Account Number *| 1234

Bank Name * | Fifth Third

Bank Identification Code

Account Nickname (optional)

“ Cpoee)

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

...... T
Last Updated 02/28/2025 09:59 AM
Carrie Concrete
, TE=R O E
Workday HRIS Analyst Accounts 2 items d L& =M., B
-
) Account Nickname Country Bank Name Account Type AccountNumber  Action
123 123 U 123 Checking s 123
(" Remove )
8 Fifth T 1234 United States of A Fifth Third ch 123 C D
ifth Third reeee123 nited States of America fth Thir Checking wwnese1224 o
= Remave
o
v
G C Add
Contact
IE Payment Elections. 1 item a =B
a Personal Payment Elections a
Account
[E]  Performance Pay Type Payment Type Account MNumber Distribution Action
Career S T
ayroll Payment Direct Deposit 123 #1wei123 123 Balance
Yes
v
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11 Click "Edit"

Last Updated 02/28/2025 09:59 AM

Accounts 2 items

Account Nickname Country Bank Name Account Type Account Number
123 #0123 United States of America 123 Checking w123
Fifth Third *+=*1234 United States of America Fifth Third Checking wreenr1234

Payment Elections 1 item

Payment Elections

Account
Pay Type Payment Type Account Mumber Distributi
Payroll Payment Direct Deposit 123 #++4++123 RS Balees

Yes

12  Click the "+" symbol.

Action

View

View

g
o

Action

Designate how to receive payments. For direct deposit, you must first add a valid account on the previous page. Workday evaluates multiple payment elections in the order you specify. To submit a valid payment electit

specified must have a distribution type of balance to capture the remaining amount, or the percentages must add up to 100 percent.

Pay Type Payroll Payment

Person Carrie Concrete

Position Workday HRIS Analyst - Carrie Concrete
Default Country United States of America

Default Currency uso

Number of Elections Allowed 2

PayrfientElections 1item

€  oder  *County *Currency *Payment Type

United States of America usp Direct Deposit

“ Cancel
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Account

123 #eaka123

*Balance / Amount / Percer

o Balance

Amount

Percent




13 In Payment Type, Click "Direct Deposit"

Workday HRIS Analyst - Carrie Concrete
ntry United States of America
ency usD

ilections Allowed 2

stions 2 items

Account

Order  *Country “Currency “Payment Type
vv | . s
X United States of America  |= X USD = | searen
aa = =
United States of America /= usd =

()

Direct Deposit

= 123 =++e=x123

14  In Account, select the new account you just created

Workday HRIS Analyst - Carrie Concrete

United States of America

usbp
2
+Currency +Payment Type
nited States of America t— X USD — ‘ ‘ X Direct Deposit —
nited States of America = usD = Direct Deposit

Cancel
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Account

Search

) 12pfEsER2,

) Fifgh Third =***#=1234

123 **aaa]23

*Balance / Amount / Percent

e
() Balance

=

(U Amount
‘ 0.00
., ) Percent
‘ 0
o Balance
C Amount
0.00
() Percent
a
n
x
a

*Balance / Amount / Percent

)
() Balance

() Amount

il
=1
FJ

() Percent

|

o Balance

C_) Amount

(_) Percent



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.

X
a
Workday HRIS Analyst - Carrie Concrete
United States of America
usb
2
TS
+Currency +Payment Type Account +*Balance / Amount / Percent
a
nited States of America = X USD = X Direct Deposit T X Fifth Third ***+**1234 = =~y
() Balance
0 Amount
| 100.00 ‘
) Percent
| 3
nited States of America usp = Direct Deposit 123 **aan]123 o Balance
‘:_‘2 Amount
0.00
i Percent
0
v
L
v
Cancel
A " "
16  Click "OK" once you are complete.
Position Workday HRIS Analyst - Carrie Concrete
Default Country United States of America
Default Currency usD
Number of Elections Allowed 2
Payment Elections 2 items
Order  *Country *Currency *Payment Type Account *Balance / Amount / Percer
BIE) | A " = = | i ’ = ifth Third ssssss =
felike X United States of America = X USD = X Direct Deposit — | ‘ X Fifth Third 1234 — 7) Balance
o Amount
() Percent
n A A - +
United States of America usD Direct Deposit EE 123 #4123 ° Balance
(O Amount
O Percent
4
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