
Get Ready for the Fall 2024 

Semester 

Tips for Fall 2024 Billing in Workday 

How to Create a Refund Account 

REFUND REQUEST 



Go to your Financials 
Hub 

Under Suggested Links select 
Payment Elections 

Start by going to your Workday 
Student portal 



Select Add to add a bank account 

Enter the Account Information 



Scroll to the Student Refund Rule 
If the Default Payment Type is Check On-site any refund will be 

issued as a physical check. To get a direct deposit you will 
need to add the bank account from the previous steps. 

Select Add under Action 

Select the box under Currency and choose USD 

Once selected the bank account you already saved should auto-
populate in the remaining fields. 



Make sure you select the Balance button 

Once completed select OK 

Your Student Refund Rule should now show Direct 
Deposit with your bank account information and 

you are ready to receive electronic refunds!   


