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Payment Elections
[bookmark: _heading=h.gjdgxs]Overview
[bookmark: _heading=h.ld9qfbp8snmz]This job aid will show the process for adding/updating your payment elections. If you want your direct deposit into multiple accounts, you must ADD all accounts first, then you can distribute amongst the accounts by amount or percentage. 
[bookmark: _heading=h.p3va64qelucc]
[bookmark: _heading=h.sx4sdegw95ac]Initiate Add Payment Elections
[bookmark: _heading=h.k4gb2amxq7rz]Security Role(s): Employee as Self
[bookmark: _heading=h.qantdmjruk2x]
1. From the Workday Landing Page, select View All Apps.
[bookmark: _heading=h.c9qbi7e00i6n]
[bookmark: _heading=h.lb3l739ml90h][image: ]
2. Select the Pay application.
[bookmark: _heading=h.i47i42genz0b]
[bookmark: _heading=h.4xfl5jhol2bi][image: ]

3. [bookmark: _heading=h.afc06c5mnhr0]Under the Actions section of the Pay application, select Payment Elections.
[bookmark: _heading=h.a57exfhwz1dt]
[bookmark: _heading=h.n3fcitqpg6rz][image: ]
[bookmark: _heading=h.8qualbqd1ew0]
[bookmark: _heading=h.7xpl18d6pu69]
4. Below the Accounts grid, select Add.
[bookmark: _heading=h.h484ksv9spjs]
[bookmark: _heading=h.sfcejl7lsryh][image: ]

[bookmark: _heading=h.6gct09x7kfl5]
5. [bookmark: _heading=h.slj1yrnm0nyf]In the Add Account page, scroll down to the Account Information section and enter your account information including your Routing Transit Number, Account Type, and Account Number. Select OK.
[bookmark: _heading=h.ixkcyfbm6k7x]Note: fields marked by a red asterisk are required.
[bookmark: _heading=h.i2hizdr04lgk]
[bookmark: _heading=h.me6kf13s7l8u][image: ]

6. Once you are back on the Payment Elections page, to add more bank accounts, select Add and repeat steps 4 and 5 until you have added all of your desired accounts.
[bookmark: _heading=h.lb45y2y6b8y5]
[bookmark: _heading=h.li7jfn29nlug][image: ]

[bookmark: _heading=h.86nobbsrxrzv]
7. In the Payment Elections grid, you will notice rows for two different Pay Types:
a. [bookmark: _heading=h.m372ymes8kcc]SNC Staff and Faculty is the payment election for your Payroll payments.  
b. [bookmark: _heading=h.fjf2c4gvbe1f]Expense Payment Election Rule is the payment election for any reimbursement payment you receive as a result of an approved Expense Report in Workday.   
[bookmark: _heading=h.o88xg5jkqx6e]
8. [bookmark: _heading=h.4wv1yx9xuy8f]Select Edit to modify how your payment election is distributed amongst your various accounts.
[bookmark: _heading=h.goclkdoaqyp1]
[bookmark: _heading=h.2sbcwpj1w5a5][image: ]

[bookmark: _heading=h.jmu7095nkjjy]
9. Select the plus icon to add a bank account for a portion of your direct deposit.
[bookmark: _heading=h.u96jqmh70o3q]Note: If you have not added multiple accounts, you will not have an option to distribute as shown in step 10. 
[bookmark: _heading=h.twmf9os09svk]
[bookmark: _heading=h.dght6gdi9bxy][image: ]

10. Enter the following information
a. [bookmark: _heading=h.l1r2z273ejk3]Country
b. [bookmark: _heading=h.scewda5pxf9b]Currency
c. [bookmark: _heading=h.jr9bvhjaizx0]Payment Type
d. [bookmark: _heading=h.5qlsbklvugw7]Select the Account from the list you entered previously
[bookmark: _heading=h.e49gzyr8yter]
[bookmark: _heading=h.tu1i96vtvvfe][image: ]
[bookmark: _heading=h.sk5sark9mgjf]
[bookmark: _heading=h.7wdd2cwgsvsm]
11. [bookmark: _heading=h.jft3wg6otfri]In the last table of the column, you are required to select how your direct deposit will be distributed. Here are a few examples:
a. [bookmark: _heading=h.lsssi0lxve82]Distribute 50% into one account and 50% into another account.
b. [bookmark: _heading=h.hvhz9cbit31n]Distribute $500 into one account and the balance into another account. (shown in the graphic below)
[bookmark: _heading=h.x6my1e9mnkfc]Select OK to apply your changes.
[bookmark: _heading=h.lggdwocpqnvx]
[bookmark: _heading=h.p2qett8rey7q][image: ]
[bookmark: _heading=h.cx66tl9gcbm7][image: ]
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