Add, Edit or Delete Direct Deposit — HR Partner
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Direct Deposit CheckKlist

You will need the following items to add/edit/delete direct deposit information:
O Employee’s Direct Deposit information.

O Employee’s Payment Election preferences (percentages or amounts to different accounts).

Loqg in to the Employee Work Center

As an HR Partner, you can manage direct deposit information for employees.
1. Type your User Name, press tab, and then type your password.

2. Click Sign In, or press enter.

7\
workday.
Sign In to Workday:
User Name || t*
Password L INK

EMPLOYEE WORK CENTER - If you forgot your

password, please click the “forgot password?” link to

resel your password for the Employee Work Center,
— By answering the Challenge Questions comectly, you
will receive an email with 3 temporary password o
log on with. Contact your Agency's Security Partner,
if you do not receive a temporary password email.

Change Password + Forgol Password?
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Add, Edit, or Delete a Direct Deposit Account

This is the process to add, edit, or delete an account for an employee’s direct deposit information.

SYSTEM NOTE: Designate how to receive payment for each type of pay. For direct deposit, be sure to add
accounts prior to changing elections. If no payment elections exist, select the Add Elections button to set
them up.

1. Inthe Search box, type the employee name or Employee ID for whom you need to modify direct
deposit account information, and then click the employee's name.

2. On the view worker page, click the Related Actions icon behind the employee’s name.
Gerald B Tester ()
State Patrol Captain \

3. Go to Personal Data, and then click Maintain Payment Elections for Worker (bottom of the list).

Available Actions Worker

Benefits
Business Process Contact
Calendar View Team Phone +1(402)
Compensation +1 (402)
Job Change +1(402)
= Organization Email gerry_kro
Payment
:nt Chain  payroll Work Address
Payroll Interface 3920 W Kearney St

Limoolo BIC S0ET4
L R

-
Personal Data . . i
View Contact Information

nt Flection Opfion. ! J

Maintain Payment Elections for Worker |

Add Account

1. Click the Add Account button. It is listed below any existing accounts already listed for this employee ...
see red outline box below.

Acciums a

Account Nickname Country [Bank Name Account Type  Account
Mumber

_ Unied States of Amarica | Wals Fargo Chacking _ e

Account

Delete

Account

Add Account
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2. Using the information from a check, enter the appropriate account information, as listed here (see
screenshot on next page):

NOTE: Be sure to fill in the boxes that are marked as required with a red asterisk (*).

a.

b
C.
d

Account Nickname (optional).

Account Type - click the appropriate account type (*).

Bank Name (*).

Routing Transit Number (*).

NOTE: The system will verify that the Routing Transit Number is valid.
Account Number (*).

Add Account

Add account information for use when electing direct deposit for payments. Assign the account a nickname for
easy identification later. The bank name is informational only. The numbers drive the direct deposit transaction and
may be found on checks. Please contact your bank for further information on direct deposit.

Account Country  United States of America

Account Information Additional Information
Account Nickname (optional) Bank Identification Code
Account Type * (@ Checking

Savings
Bank Name *
Routing Transit Number *
Account Number *

3. IMPORTANT: Please double-check (perhaps triple-check) all numbers to verify accuracy.

4. After reviewing, click OK.

Change Account

1. Click Change Account for the specific account you need to change.

Acciums a
Account Nickname Country [Bank Name Account Type  Account
Mumber
Account
Delete
Account
Add Account
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2. Change the existing account information.

Change Account Information

When changing account information, all payment elections that use the account are updated automatically. To spiit
payment between multiple accounts, add new accounts and then change payment elections to reflect this split

distribution.
Worker Gerald B Tester ( )
Account Country United States of America

Used by Pay Types  Payroll

Account Information

Account Nickname (optional)

Account Type * (@ Checking

_ Bavings
Bank Name * | Comhusker Bank
Routing Transit Number *
Account Number *

D Cancel

3. After completing, click OK.

Delete Account

1. Click Delete Account from the Payment Elections screen.

NOTE: There must be at least one account listed for direct deposit. If there is only one account
listed, you are not allowed to delete that account.

Accounts 31 a
Account Nickname Country [Bank Name Account Type  Account
Mumber

Account

Delete
Account

Add Account

2. Review the Delete Bank Account information.

Delete Bank Account

Coerirm you would g 1o e e accooe Shown below. 1T the acoount 15 in uSe Temove the Sccount from anmy
alactons bafors daletng

P

Cusrency uso

Usad by Pay Types  Payrod

Account for Delete

Account Nicknams Hank Nams Account Typs Account Number
| whatever | named this account Your Bank USA Checking PEFFFEEE |
Bl camw

3. Click OK.
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Add Direct Deposit Account or Change Payment Elections

This is the process to modify the payment elections for an employee’s direct deposit information.

SYSTEM NOTE: Designate how to receive payment for each type of pay. For direct deposit be sure to add
accounts prior to changing elections. If no payment elections exist, select the Add Elections button to set
them up.

1. Inthe Search box, type the employee name or Employee ID for whom you need to modify direct
deposit account information, and then click the employee name.

2. Onthe employee’s view worker page, click the Related Actions icon behind the employee’s name.
Gerald B Tester () ‘\

3. Goto Personal Data, and then click Maintain Payment Elections for Worker (bottom of the list).

Available Actions Worker

Benefits
Business Process Contact
Calendar View Team Phone +1(402)
Compensation +1 (402)
Job Change +1(402)
= Organization Email geny koo
Payment
:nt Chain  payroll Work Address
Payroll Interface 3920 W Kearney St

Limoolo BIC S0ET4
L R

-
Personal Data . _— . i
View Contact Information

4. On the Payment Elections screen, scroll to the bottom, and click the Change Election button on the
right side of the page, next to the account that you need to modify.

Payment Elections XL

Pay Type Payment Elections
Payment Type Account Account Number Distribution

Payroll Direct Deposit Amount 50.00 Change

Election

Direct Deposit Balance Yes

< e b

5. On the next screen, you can modify this account, or add a new account for direct deposit (the
account already needs to exist in the system ... see Add Account earlier in this document), or change
the elections for the employee’s direct deposit.

a. Ifthere is only one account listed, the entire balance will be deposited into that account.
b. If you add another account, you must also change the elections.

6. Ifthere is only going to be just the one account, click Close.
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NOTE: If you wish to Add, Change, or Delete an account, please go to the Add/Change/Delete
Accounts section of this guide.

7. If you need to add an account for direct deposit, click the plus icon to add a row (red circle below).

Payment Elections 2 s
@ Order *Country *Currency *Payment Type Cccoum ] *Balance /| Amount/ Percent
3

‘EZ‘ tj‘ v United States of America & uso &8 Direct Deposit & TestAccount

Balance
®) Amount 50000

Percent o

8. Inthe new row, complete the following fields (purple oval above):

a. Country — only option is United States of America.

b. Currency - defaults to USD when you click United States of America.
c. Payment Type - only option is Direct Deposit.
d

Account - this box will open and allow you to click the search prompt once you complete the
previous fields; the account needs to have been entered previously (see Add Account).

e. Balance/Amount/Percent — enter how the employee wants the payroll deposited into the
specific account. Choose one of the following:

i. If there is only one account, you can choose Balance to designhate the entire amount be
deposited into that account (see NOTE below about Balance).

i. Choose Amount if you just want a certain dollar amount to go into this account (see
NOTE below about Balance).

ii. Choose Percent if you want a percentage to go into this account (see NOTE below
about Balance).

NOTE: If the employee has more than one Direct Deposit account, and you are
entering dollar amounts for the deposits, you must indicate which account will get
the balance.

1. To desighate the balance, the "balance" account needs to be last in the list AND
you need to click the “Balance” radio button for that item,

2. Ifyou are using percentages, the total for the percentages must add up to 100%.
9. After adding/editing the new direct deposit account, click OK.
10. You will be directed back to the Payment Elections screen.

11. Click Close.

LINK Help Desk Contact Information

The LINK Help Desk provides assistance for: the Employee Work Center, the Employee Development Center,
and the Recruitment & Selection Center.

URL: https://ciohelpdesk.nebraska.gov/User/
Email: as.linkhelp@nebraska.gov
Phone: 402.471.6234
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