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Direct Deposit is the fastest and most secure way to receive your pay. If you choose Direct Deposit, the money will be in 
your account on the next available pay day. Another perk of Direct Deposit is the ability to assign multiple bank accounts 
if you want to allocate a portion of your check elsewhere.  Just note that with Direct Deposit it is very important that you 
enter the correct routing and account numbers.   

 
1. To set up Direct Deposit, select the Workday icon on OKTA. On the Workday homepage,  

select “Pay” from Applications.  

 
 

2. Under Actions, select “Payment Elections”. 

 

3. For first time Direct Deposit set ups, please select “Add Elections”.  
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4. Select how you would like to receive your paycheck: either with an actual check or by direct deposit. 

 

5. If selecting “Direct Deposit” enter your bank account number and routing number (located on the bottom of 
your check), select “OK”, then Done. 

 

 

 

 

 

6. If you want to add additional account(s), simply select “Add”, and repeat Step #5.  

***Please note that you have a maximum of nine (9) accounts allowed for direct deposits*** 
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7. After you have added all your Bank Direct Deposit information, it is very IMPORTANT to assign contributions 
to your Direct Deposit account(s). From the “Payment Election” section, on the righthand side of the screen, 
select “Edit”. If your do not assign contributions to your direct deposits, you will receive an actual check. 

 
 

8. Select the account you would like to add to the Payment Election, then enter the amount or percentage. 
Make sure that the last account is selected as the “Balance”. Then click OK. 
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