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When accessing through your Workday Inbox 

Shortly after you join the Willamette Community, you will get an alert in your 
Workday Inbox to complete several actions one being your payroll election. The 
default is for direct deposit with an alternative of receiving a Wisely Visa payroll 
card.  

To make your selection: 

1. Log into Workday 
2. Select the Payment Election Enrollment 

in the Inbox list to the left 
3. You will see this input screen → 

 

For direct deposit enter the requested 
information and your pay will be deposited into 
the account you identified. 

 

To get a Visa Payroll Card select the dropdown 
identified by the red arrow and select Wisely 
Visa Payroll Card 

 

The Input fields will 
disappear as that 
information is not 
needed for this 
selection. 

 

 

To add additional accounts or change your 
selection please refer to the following pages on 
accessing this area using the Workday Pay 
Worklet  
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When accessing using the Workday worklet  

Using the worklet you can establish, change, and delete payment elections any time. You have 
two options: direct deposit or a Visa Payroll Card. 

Direct Deposit 

Follow the steps below to establish direct deposit: 

1. From the Pay worklet, select Payment Elections 

  

2. The screen is broken into two sections: Accounts and Payment Elections – you will need 
to add accounts before you can make your direct deposit elections 

 
3. To add one or more accounts, click on the Add Account button 

 

 

 

4. Enter the Account Type, Bank 
Name, Routing Transit Number, and 
Account Number (this information 
can generally be found on the 
bottom of a check) then hit OK 

 

5. Now that your account is in the 
system, scroll down to the Payment 
Election area click EDIT to complete 
the process.  
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6. In the Payment Election screen that displays, make 
sure Direct Deposit is selected from the Payment 
Types menu 

 

 

7. Next, click in the Account field to select the account you entered earlier 

 
8. If you have multipule accounts added (for example: checking and savings), you can add 

or change payment elections by adding or removing rows with the + or – symbols and 
filling in the Payment Type and Balance fields as desired.  

9. The Balance / Amount / Percent area works as follows: 
a. Balance: Deposit the full amount of your paycheck into this account, or the 

remainder of your paycheck if you have other accounts receiving funds 
b. Amount: Deposit an exact amount into this account every payday (say, $200) 
c. Percent: Deposit a percentage of your paycheck into this account (say, 25%) 

 
 

10. You can continue to add rows and select additional accounts until you have 
established all of your desired distributions, then hit OK to submit 
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Wisely Visa Payroll Card 
 
Follow the steps below to obtain a Wisely Visa Payroll Card: 

1. From the Pay worklet, select Payment Elections 

 

 

1. The system defaults to Direct Deposit and to change this to a Visa Payroll Card first click 
on the Edit button in the Payment Elections.  

 

2. Change the Payment Type from Direct Deposit to Wisely Visa Payroll Card by clicking 
on that input box 

 

 

3. Select the OK button in the lower left-hand corner of the screen  

 

Your Payment Election should now look like this: 


