
Setup Direct Deposit for Payroll and
Expense Reimbursement Payments

1 Click the icon in the top-right corner of the Workday homepage in order to
navigate to your profile.

https://scribehow.com


2 Then, click "View Profile"

3 If the word "Pay" is not immediately visible in the bottom-left part of your profile
page, select "More."



4 Click "Pay"

5 Click "Payment Elections"



6 Click "Add" to add a bank account for direct deposit.

7 The "Add Account" screen will appear. Scroll down.



8 Fill out all required fields (they are marked with a red asterisk), and any other
fields you would like to fill out. Click "OK."

9 Your first bank account has been added to Workday. Scroll here to view details.



10 From here, you have the option to edit, remove, or view the bank account.

11 To add another bank account, click "Add." You can add up to ten bank accounts at
a time on Workday.



12 Repeat steps 7 and 8 to add your next bank account, if desired.

13 Now that your bank accounts have been entered into Workday, it's time to select
how you want to use them. Scroll down to the "Payment Elections" section.



14 First, we will update the pay type "USA Payroll Payment," which will be used to
deposit your regular paychecks.

15 Click "Edit." You may need to scroll over to see this button.



16 The Payment Election screen will pop up. Scroll down to view your options.

17 Click the X to switch your payment type from "outsourced check" to "direct
deposit."



18 Once that field is empty, click it again to view your options.

19 Now, select "direct deposit."



20 Scroll over if needed to enter the desired account.

21 Click the "Search" field under "Account."



22 Choose the desired account

23 "Balance" is automatically selected. If you want your entire paycheck deposited
into that one account, leave "Balance" selected and click "OK." If not, select either
"Amount" or "Percent" and fill out the corresponding field.



24 For example, this is what it would look like if you wanted 10% of your pay going to
this account.

25 To add your next account to your payroll payment election, click this plus sign.



26 You may need to scroll down to view the new payment election line.

27 Repeat steps 17-20, and then select the next account you wish to use.



The accounts must be in order by priority, with the Balance account at the end. Use the toggle 
buttons to change the priority order of the bank accounts with first priority being at the top.28

29 Once you click "OK," you will be redirected back to the Payment Elections page.



30 For this example, we are only using two banks accounts, so we will select
"Balance" in order to direct the remainder of the payment to the second account.



31 Scroll over to edit the Expense Payment election.

32 Click "Edit"



33 Again, follow steps 17-20 to select direct deposit.

34 Select the bank account you want your expense reimbursement payments to go
to. You can only choose one account for expense reimbursements, so "Balance" is
the only option shown.



35 Click "OK"
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