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QUAN LY
Cac Lua Chon Thanh Toan‘Cua Ban

La mot nhan vién mdi, ban sé dugc yéu cau thiét [ap cac Iva chon clia minh vé tién luong. Céc hudng dan dudi day sé gitp ban thiét lap
ban dau céc lura chon thanh todn cling nhu thuc hién bat ky thay d6i nao trong tuong lai.

Ban c6 thé nhéan lvong bang cach:
-@- Ky thac tryc tiép (vao mot hodc nhiéu tai khoan) -@- Mot thé tra luong hién c6
-@- Thé Wisely Pay do CDWA céap -@- Hodc két hop gitra ky thac truc tiép va thé tra luong

Ban sé can co thong tin tai khoan ctia minh. Thong tin khdng chinh xdc cd thé khién ban bi nhan luong cham tré.

Cach Truy Cap Cac Lua Chon Thanh Toan Cua Ban

Truy cép cac lua chon thanh toan cua ban théng qua ting dung Pay (Thanh Toan) trén Workday

1. Dang nhép vao cdong théng tin web DirectMyCare ctia CDWA.
2. Trén man hinh My Dashboard (Trang T6ng Quan Cua Tai), hdy nhap vao nit Workday dé chuyén dén trang ch Workday.

*Néu ban truy cap vao trang dang nhap, hdy nhap cung mat tén nquoi ding va mét khau ma ban dung dé dang nhap vao cong théng
tin web DirectMyCare.
3. Nhép vao View All Apps

(Xem Tat Ca Céac Ung Dung). B
4. Nhap vao ting dung Pay —EIE EIE N - :
e & View/Update Elections
(Thanh Toan). - - - B
5. Nhép vao Payment Elections R - - t
(Cac Lua Chon Thanh Todn) - - - 8 Wisey Py Card
trong phan View/Update - o s

Elections (Xem/Cép Nhat Hinh 01
Céc Lua Chon). (Hinh 01)

Edit
6. St dung céc nut d€ quan ly cac lua chon thanh toan hién tai. (Hinh 02)
-@- Edit (Chinh Sira): thay d6i/stra thdng tin ngan hang ;
-@- Remove (X0a): xda thong tin vé khodn ky thac truc tiép
-@- View (Xem): xem thong tin vé khoan ky théc truc tiép Hinh 02

Truy cap cac lua chon thanh toan cua ban thong qua céc tac vu Thiét Lap Ban Dau trén Workday

La mot phan cua nhiém vu thiét [ap ban dau, ban sé cén thiét [ap cac lva chon thanh toén (hudng

dan bén dudi). Néu quay lai muc Payment Elections (Céc Lua Chon Thanh Todn) bang cach nhép Add
vao (ing dung Pay (Thanh Todn) trén Workday, ban cd thé truy cap cac lua chon dé bang cach

nhap vao nut Add (Thém) bén dudi thong tin tai khoan cta ban. (Hinh 03) Hinh 03

20250407 xem tiép trén trang sau




Chon Phuong Thirc Thanh Toan (bat budc)

Phuong Thire Thanh Toan Ua Dung

1. Trong truong Payroll Election Rule (Quy Tac Lwa Chon Phuong Thirc Thanh Todn Tién Luwong), chon xem ban mudn Ky
Théac Tryc Tiép (bao gom ca thé thanh toan hién cd) (Hinh 04) hay thé Wisely Pay mai (Hinh 05).

Preferred Payment Method

Preferred Payment Method

Payroll Election Rule % | x Direct Deposit

Payroll Election Rule  *

® Wisely Pay C

Expense Election Rule * | x Manual

Expense Election Rule # | x Manual

and

Hinh 04 Hinh 05
2. Trong truong Expense Election Rule (Quy Tac Lwa Chon Phuong Thirc Thanh Toan Chi Phi), chon Manual (Tha Cong)

cho lya chon thanh toén chi phi cta ban. (Hinh 06)

-@- Néu ban la mot IP dugc phép nhan tién thanh toén s6 dam, ban sé dugc hoan tra vao tién luong thong thuong cia minh.

Preferred Payment Method

Payroll Election Rule # | x Direct Deposit

Expense Election Rule * | x Manual
Hinh 06

Thong Tin Tai Khoan

3. Néu ban da chon Direct Deposit (Ky Thac Truc Tiép), hay nhap thong

tin tai khoan cla ban vao céc truong bat budc ¢ dau hoa thi mau do (*).

(Hinh 07) Kiém tra lai thong tin tai khoan va thong tin dinh tuyén cua
ban. Sai s6t c6 thé dan dén viéc ban dugc cap nham thé Wisely Pay.

LUV Y: Khdng thém déu gach ngang vao s6 tai khodn hodc s6 dinh tuyén.
Thao tdc nay sé khién théng tin cua ban bj tir chdi va ban bj cdp nham
thanh thé Wisely Pay.

Account Information

Account Nickname (optional)

Routing Transit Number

Bank Name

Bank Identification Code

Account Type

Account Number

*

*

, © Checking

(_J Savings

Hinh 07

4. NEuban da chon Wisely Pay Card (Thé Wisely Pay), hay nhap nhiing thong tin sau day vao céc trudng bat buoc mot cach chinh xéc

nhu hinh minh hoa. (Hinh 08)

-@- Routing Transit Number (S6 Chuyén Tiép Dinh Tuyén): 071922476
-@- Bank Name (Tén Ngan Hang): Wisely

-@- Account Type (Loai Tai Khoan): Kiém Tra

-@- Account Number (S6 Tai Khoan): 1

LUV Y: Vui long cho 7 - 10 ngay lam viéc dé nhan duoc thé Wisely Pay
trong phong bi thuong mau trang qua duong buu dién. Phong bi nay

sé chtra hudng dan vé cdch kich hoat thé Wisely Pay cua ban.

5. Khihoan tat, nhap vao OK dé tiép tuc.
TIEP THEO: Ban sé cd tly chon chia tién luong clia minh gita c4c tai khodn.
Néu khong chia tién luong, hay xem lai thong tin va nhap vao Submit (Giri).

-@- Néu ban mudn chia tién luong gilta cac tai khoan, hay tiép tuc cac
budc ti€p theo.

20250407

Aceount Information

Account Nickname (optional)

|

Routing Transit Number * | 071922476 |
Bank Mame * | Wisely |
Bank Identification Code [ |
heck
Account Type * o Checking
| Bavings

Account Number * |1 |
Hinh 08

xem tiép trén trang sau



Chia Tién Luwong Giira Cac Tai Khoan (Khong Bat Budc)

Ban c6 thé chon ky théc tién luong vao nhiéu tai khodn (tai khoan vang lai, tai khoan tiét kiém va/hodc thé Wisely Pay). Ban cd thé chia
tién luong theo sé tién hodc ty 1€ phan tram. Ban cd thé s& hitu toi da 1 thé Wisely Pay va 6 tai khoan ngan hang ky théc tryc tiép.

Dé chia tién luong gilra nhiéu tai khodn, trudc tién ban can phai thém tat cé céc tai khoan clia minh.
Hay thuc hién cdc budc dudi day:

1. Nhép vao nut Add (Thém). (Hinh 09) Accounts 1 itermn
2. Nhap thong tin vao céc truong bat budc.
3. Nhép vao OK. Account Nickname Country
4. Ldp lai céc budce 1 -3 néu ban cd tai khoan khéc. -
5. Khi ban d4 thém tat c cac tai khoan, hdy nhap vao Save (Luu). Hiser Snied Sietes ot Ame
LUV Y: Khdng thém dau gach ngang vao so tai khodn hodc s dinh tuyén.
Thao tac nay sé khién thong tin cua ban bj tir chdi.
Kiém tra lai thong tin tai khoan va thong tin dinh tuyén cua timg tai khoan.
Théng tin khéng chinh xéc ¢d thé khién ban bi nhan luong cham tré. oy
Hinh 09

Sau khi thém tai khoan, ban c&n gan cac tai khoan cho muc Payroll Election. (Céc Lua Chon V& Phuong Thiic Thanh Todn Tién Luong).

1. Trong muc Payment Elections || fement gestons 2ee
(Céc Lua Chon Thanh Todn),
nhap vao nut Edit (Chinh Stra)
trén dong Payroll Election Rule
CDWA. (Hinh 10)

Payment Type Accoum Accoum Number  Distribution

Balance Edit

Payment Elections 2 items

2. Nh&p vao nit + dé thém (céc) tai khoén b8 sung ma ban da tao. (Hinh 17) B[O ] o com

% United States of =
America

Hinh 11

3. Nhép vao céc trudng dé chon tir danh séch tha xudng cho céc muc sau:
-@- Country (Quac Gia) (chon - Hoa KY)

-@- Currency (Pon Vj Tién Té) (chon - USD) “Payment Type Accou

-@- Payment Type (Loai Thanh Toan) (chon Ky Théc Truc Tiép hodc thé Wisely Pay)

-@- Account (Tai Khoan) (chon trong s6 danh sach tai khodn ban da thém) (Hinh 72) | | ™ Prectoeest

[Bearch

Chase ******5465
Wells Fargo ******2312

Wisely *****1

Hinh 12
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4. Trong céc truong Balance/Amount/Percent (S6 Du/So Tién/Ty Lé Phan Tram), hay chon s6 tién do la hodc ty Ié phan tram ban
mudn ky thac vao mai tai khoan.
-@- Néu chia theo phan trdm, téng sé phai bang 100%.

-@- NEu chia theo s0 tién thi tai khodn cudi cting can phai chon Balance e A Pt
(S6 Du) dé ghi lai s tién con lai. (Hinh 14) .
-@- Ban co thé thay doi thir tu cla céc tai khoadn bang céch nhap vao
cac mdi tén 000
-@- trong cOt Order (Thit Tu). (Hinh 13) Forent
Payment Elections 2 items
O Bal
Order *Country Ar
vY United States of
America
: Hinh 14
Hinh 13
5. Khihoan tat, hdy xem lai t4t cé thong tin trudc khi nhap vao Submit (Gii). Thdng tin khdng chinh xdc cd thé khién ban bi nhan luong
cham tré.
6. Ban sé duoc dua trd lai man hinh Manage Payment Elections (Quan Ly Lua Chon Thanh Toén). Néu ban da hoan tat, hay nhap
vao Submit (Guri).
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