One R~

One System. One Foundation.

How To Set Up A Payment Election For An Expense Report
When Not Associated With a Grant

Direct Deposit Option

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. This will open a Payment Election
Option window with Direct Deposit chosen as a default in Expense Payments ©
slot as seen in Figure 2 below.
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3. Next, fill in Routing Transit Number,

e

X Direct Deposit

Account Holder Name  Derek Jeter

Account Number, and Bank Name ©.

4. Then, click OK ©. This will then open the
Payment Election home screen seen in
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Figure 3 on Page 2.
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You have now completed the Direct Deposit procedure.

Payment Elections 3 B R

Select how to receive payment for each type of pay. For direct deposit, be sure to add bank accounts before payment elections. If no payment elections exist, select the Add button under Payment Elections Requiring Setup
Person Raymond Lee

Default Country United States of America

Default Currency Us  DeTek Jeter

Status Successfully Completed

Last Updated 07/08/2026 09:53 AM
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Check Option

1. In the search bar, type in Add Payment Election @, then click on the Add
Payment Election title ®, as shown in Figure 1 below. This will open a Payment
Election Option window will open as seen in Figure 2 below.
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2. Next, in the Expense Payments © , click on the menu bars := @ and choose
Check ©. Then click OK 0. You will then be on the Payment Elections page
seen in Figure 3 on Page 4.

Payment Election Option

Select how to receive payment for each type of pay. For direct deposit, be sure to add bank accounts before payment elections. You can add additional accounts later.

Person
Default Country  United States of America

Default Currency  USD
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By choosing the Check Option, you must input your home address.

3. In the search bar on the home screen, type Change My Home Contact Information O,
as shown in Figure 3 below. Next, click Change My Home Contact Information @&

from the search results.

This will take you to the Change My Home Contact Information screen, shown in
Figure 4 on Page 5.

(Q Change My Home Contact Information o ®> 'CP = a

Payment Elections Znsa(nge My Home Contact Information 9

View More
Select how to receive payment for each type of pay. Fer direct deposit, be sure to add bi iton under Payment Elections Requiring Setup.
Person
Default Country  United States of America
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Last Updated 07/08/2026 01:20 PM
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4. On the Change My Home Contact Information home screen, click the Add Address

Button O to open the Address section shown in Figure 4 below. Complete all address

fields except usage, then click anywhere in the Grey-Shaded Area outside the address

box to move to the Email Section.

Please Note: You must enter a valid address and email.

5. Next, click on the Add Email Button ® and enter a valid email address ® in the section
shown in Figure 6 below. Click anywhere in the Grey-Shaded Area outside the email
box to exit. Then click Submit @, a You have submitted ® pop-up box shown in

Figure 7 below will appear on the homepage. You have completed the task.
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