Payroll: Managing My Pay Options Employee

To add/edit direct deposit accounts or payment elections, you must be

on your institution’s internet network. Contact your IT support for MANAGE YOUR PAYMENT ELECTIONS
options to VPN or Payroll department for assistance with making From your Workday Profile:
updates.

1. Click the Pay tab, then click the Payment Elections
ADD/EDIT A DIRECT DEPOSIT ACCOUNT subtab.

2. Edit or remove bank accounts using the Edit or Remove
From the Workday Profile: buttons. An account can only be deleted if it is no longer

used as a payment election.

3. After clicking Edit, you can change the amount or percent
that goes to the account or the account that receives the
balance of payments for the pay type.

4. Click OK to save.

Note: New hires

1. Click the Pay tab, then click the Payment Elections subtab.

2. Click Add to add a new account or Edit to edit an existing
account.

3. Select the Account Type and enter the Bank Name, Routing
Transit Number, and Account Number.

4. Click OK to save. Once the account has been added, you
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