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MANAGING PAYMENT ELECTIONS: EDIT, REMOVE OR VIEW PAYMENT ELECTIONS

Distribute payroll and expense payments between different bank accounts (checking or savings), and specify the payment method, such as check or
direct deposit. This job aid provides step-by-step instructions on how to manage your payment elections.

IMPORTANT: All instructions in this job aid start from the Pay worklet.

EDIT, REMOVE & VIEW PAYMENT ELECTIONS EDIT PAYMENT ELECTION AMOUNTS

1. Click PAYMENT ELECTIONS located under the Elections 1. Click PAYMENT ELECTIONS located under the Elections
menu on the far right. menu on the far right.
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2. Click the EDIT button in the Payment Elections section to

2. Click the EDIT button to edit and/or update bank account . .
modify a payment election.
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3. Change the amount or percent that is deposited into the
account or the account that receives the balance of payments

4. Click the VIEW button to view current bank account
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5. Click OK to save. ¥
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