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How to Set Up a Payment Election for an Expense Report 
when Banking has been Established by either Direct Deposit 
or Check 

 
1. Log in to Workday using your ID and Password. 

 
2. In the search bar, type in Add Payment Election , then click on the Add Payment 

Election title , as shown in Figure 1 below. An Add Payment Elections window 
will appear as seen in Figure 2 below. Click OK . 

 
The Payment Election home screen will open as seen in Figure 3 on Page 2. 
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3. On the Payment Elections home screen, In the Payment Elections Requiring 
Setup , click on the Add  button in Figure 3 below. 
 
This will open a Payment Elections window as seen in Figure 4 on Page 3. 
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Joe DiMaggio                

The following selections will need to be completed before clicking OK in Figure 4 
below. 
 
The Country  will default to Unites State of America. In Currency , from the  
drop-sown menu, choose USA. In Payment Type , your choices are Check or 
Direct Deposit. 
 
Then click on Balance  radial button. Finally, click OK . This will allow you to 
move forward and display your chosen elections seen in Figure 5 below. 
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