Setting up Initial Payment Elections

Important Note: For student employees, you should only enter your PAYROLL payment
elections in Workday. All EXPENSE payment elections (direct deposit account information) is
pulled weekly from Banner. Students should only update their expense payment elections in
Banner.

Instructions:

1. From the Workday homepage, select the navigation Menu at the top left corner of the
toolbar.
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2. Select Benefits & Pay.
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Note: 70 add the Benefits and Pay App, select Menu > Add Apps > Type in Pay > click
+ icon to add.
3. Select Payment Elections in the Tasks and Reports section.



= MENU  TFRICHMOND Q search
@ Benefits and Pay |«
[ e o Dt 710} LTD and STD Coverage:
o= i
| o0  Overview i When it says “100% of Salary” under STD or LTD, it ac;l
@ a | = level.” For LTD, the benefit level is 66%% of salary for
Benefits w e
Read More
@ Pay e View Details
[E] compensation ~
Tasks and Reports
¢ Ssuggested Links -~ Vs e N e ™ ™
| Withholding Electi . t Elections A | Change Benefits | l,\ My Tax Documents |
- ¥ - P . S § vy
Add Federal Withholding...

Complete State and Loc... Find W2

r,"7"\
[ Findwz 2 )
Nkl

4. Click ADD. Note: The screen shots below are for an employee that does not have any

existing accounts added. This may look different for you if you already have an account
listed. If you have existing payment elections, you should refer to the Manage
Payment Elections section below.

Payment Elections Veima Dinkley &m

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

Person Velma Dinkley
Default Country United States of America
Default Currency  USD

Payment Election  No payment elections specified.

Note: If you are not on campus, you need to connect to UR VPN to manage your direct
deposit payment elections.



5. Under the Preferred Payment Method section is where you can make the election to
enroll in direct deposit or switch to check. Note: Student employees should switch the
Expense Payment to Check. Expense payment elections for student employees need
to be updated in Banner.

Preferred Payment Method
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Expense Payment * | X Direct Deposit

Payroll Payment * | X Direct Deposit

Account Setup

Account Holder Name  Christina Dick
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6. Under Account Information fill in the following:
i. Select Account Type, for this example Checking is selected.
ii.  Type in Routing Transit Number.
iii.  Type in Account Number.
iv.  Type in Account Name.



Account Setup

Account Holder Name  Christina Dick

Sample Check
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Between the 13 symbols Include all zeros

Account Information

Account Type * @ Checking
Savings
Routing Transit Number * | 051400549
Account Number * 111111111
Bank Name * | TEST BANK

Bank Identification Code

Account Nickname (optional)
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7. Select OK to save. Once the account has been added, you can use it to make payment
elections.

8. Review your payment elections on the next screen. See the Manage Your Payment
Elections section below to make additional updates or add additional bank accounts.
Manage Your Existing Payment Elections

1. From the Workday homepage, select the navigation Menu at the top left corner of the
toolbar.
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2. Select Benefits & Pay.



Menu Shortcuts
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Note: 70 add the Benefits and Pay App, select Menu > Add Apps > Type in Pay > click
+ icon to add.

Select Payment Elections under the Tasks and Reports section.
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The Accounts section is where you add bank accounts to be used for payroll or
expense payment elections. Once you add an account under the Account section, you
need to apply it to the expense or payroll pay type in the Payment Election section.



a. Edit — Edit existing account

b. Remove- bank accounts Note: An account can only be removed if it is not
currently active as a payment election. To remove an account that is currently in
use, you will need to remove it from the payment elections section first.

c. View button to view all the details of your account information

d. Add- Use the Add button to add a new account to use in your payroll or expense
payment elections.
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Click Edit in the Payment Elections section to modify your payment elections for payroll
or expense payment types.
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Change the Amount or Percent that is deposited into the account; or change the
account that receives the balance of the payment for the type.
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Select OK to save.




