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SETTING UP PAYMENT AND REFUND ELECTIONS
To pay by electronic check and/or receive a direct deposit refund, you must set up Payment
and/or Refund elections in Workday. If you have set up a parent with account access and your 
parent has set up payment and refund elections, your information takes precedence over your 
parent’s elections. Therefore, if you are requesting that a refund be processed to your parent’s 
bank account, your parent’s banking information must be entered in your refund elections. If you 
are a student employee, you need to set up refund elections using this process, even if your 
paycheck is deposited to the same account. Here's how it works:

STEP 1
After logging in to Workday, select the Finances icon.

STEP 2
This will take you to the Finances page. From here, go to My Account and select Set Up 
Payment Elections. Note: Refund elections are also set up here.

ADDING YOUR PAYMENT AND/OR REFUND ELECTIONS
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STEP 3
This will bring you to the Payment Elections screen, which displays your name and currency 
and prompts you to add your Payment Election. To do so, click Add.

STEP 4
This takes you to the Payment Election Option screen, which is where you indicate your 
preferred form of payment/refund—e-check (direct debit/deposit) or paper check. To do so, 
select your Student Refund and Student Payment elections by choosing from the options in 
the drop-down menu. Next, you’ll be prompted to complete your Account Information: 
• Account Nickname: For example: “Daniel’s Account,” or “Dad’s Account,” or “Mom’s 

Account.”
• Routing Transit Number of your checking or savings account. Do not input information 

from a debit or credit card.
• Bank Name
• Select Account Type: Choose from checking or savings.
• Account Number of your checking or savings account. Do not input information from a 

debit or credit card.
• When you’re done, click OK.
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CHANGING YOUR PAYMENT AND/OR REFUND ELECTIONS

STEP 1
After logging in to Workday, select the Finances icon.

STEP 2
This will take you to the Finances page. From here, go to My Account and select Set Up 
Payment Elections. Note: Refund elections are also changed here.
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STEP 3
In the Payment Elections section, click Edit to change your Student Refund or Student 
Payment method.

STEP 4
To change your payment or refund method:
• In the Refund Type box, select the new method you wish to use (Check or Direct 

Deposit) and click OK. If you are opting for the Direct Deposit refund option, you must 
select a bank account.

• In the Payment Type box, select the new method you wish to use (Check or Direct Debit) 
and click OK. If you are opting for the Direct Debit payment option, you must select a bank 
account.
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STEP 5
Confirm that the Student Refund and Student Payment elections are correct.


