Welcome to
Workday

Instructions for setting up Direct Deposit.
Conveniently going from a Paper Check to
Direct Deposit.



First you will need to log-in to Workday and

select the “Pay” icon on your Home page.
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Step 1: Select the “Payment Elections
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Step 2: Enter your new additional account or credit
union account information and Click “OK”.
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Add Account

Add account information for use when electing direct deposit for payments_ Assign the account a nickname for easy identification later. The bank name is informational anly. The numbers drive the direct deposit transaction and may be found on checks. Please contact your bank for further information on direct deposit

Worker

Account Country f America

Sample Check
REES
Arpwhere, CA 54000 oaTE
5
Diollars
YOUR BANK NAME
eTh dat ot DO NOT INCLUDE
nywhere, CA, 52000 Check #
LA ZILERTEAS OD00LZ23LSETASO » B8-+I3
9 Digit Routing # Account #
Berween the 12 symbols Include all zeros
Account Information Additional Information
Account Nickname (optional) Bank ldentification Code
Account Type * () Checking
Savings
Bank Name *
Routing Transit Number *
Account Number *

Click “OK” when
you’re finished.

Cancel




Ste P 4: Here you will see your multiple accounts (including the one you
just added). Select the “Change Election” tab.
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Select how to receive payment for sach type of pay.

Worker
Default Country

Default Currency

Status Successfully Completed

Accounts 2 ite

Account Nickname

Bank e

bank ===

Add Account

Payment Elections ten

Pay Type
Payment Type

Payroll Direct Deposit

Payment Elections Requiring Setup
Pay Type

Expense

Country

United States of America

United States of America

or direct deposit, be sure to add bank accounts before payment elections

Bank Name

Bank

bank

Payment Elections

Account Account Number

Bank e P —

Default Payment Type

Check

Account Type

Checking

Checking

Distribution

Balance
Yes

Description

Mo elections found

Account Number

Change Account

Delete Account

Change Account

Delete Account

“CLICK” tab

Change Election

Add Elections
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Step 5: Click the “+” symbol.
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Payment Election

**Please note that by submitting this payment election request you are consenting to receive your pay slip electronically.

Pay Type Payroll

Worker “ a

Default Country of America
Default Currency usD

Mumber of Elections Allowed 5

Payment Elections Itel:CLICK” the ‘l+” symbOI

Y M
*Currency *Payment Type Account *Balance / Amount / Percent
United States of America uso Direct Deposit Bank ¥ 078 # Balance
Amount 0.00
Percent 0

Cancel




Step 6: Click & Select each appropriate description.

*This is also where you will elect how much of your pay will go to each
account.
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Payment Election

**Please note that by submitting this payment election request you are consenting to receive your pay slip electronically.

*Quick Tip: The account on the

o - bottom is the only one where the
Default Country United States of Americ “Balance” of your net pay can be
Default Currency usD depOSitEd.

Mumber of Elections Allo

These arrows will change the order of the
Payment Ele s 2 it . . Y 00
‘ . accounts listed if you “CLICK” them.

)

*Payment Type Account *Balance / Amount / Percent
(:-E) (E) v United States of America usD Direct Deposit Bank . © Balance -
Percent 0
. Choose amounts
FE aa = = = Balance
Amount 0
“ . ” “ . ” Percent 0
“Click” and select Click” and Click” and .

United States of select USD select “Direct
America Deposit”, NOT

“Check”.
After everything is selected and correctly distributed according

to your preferences, “CLICK” OK.

Cancel




You’'re almost finished...

* Make sure all account numbers and routing numbers coincide with
your official Bank information. PLEASE do not enter your bank card as
an account number.

* If you make a mistake you can correct the information by editing the
necessary fields.
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