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Welcome to Workday! 

This guide provides information on how to Make a One-Time Payment to a Team 

member using Workday. 

Make a One-Time Payment to a Team Member 

Select a Team Member to 

go to their Profile.  

 

 

Select the Actions button. 

 

 

From the Actions Menu, 

select Compensation and 

then select Request One-

Time Payment. 
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Select the date you want 

the payment to be 
effective and then select 

OK. 

 

Select the Add button. 

 

 

Select a One-Time Payment 

Plan option. 
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Enter an Amount and select 

a Currency. 

Optionally, enter Additional 

Information. 

When complete, select the 

Submit button. 

 

 

You’ll receive a 

Confirmation message. 

Your Manager must review 

and approve this before it is 
submitted to payroll. 

One-Time Payments must 

be approved by both you 
and your Manager by 
Monday of the pay week to 
be included in your Team 

Member’s upcoming 
paycheck. 

 

 

The One-Time Payment has 

been made.  

You can find it in the Team 

Member’s Compensation 

History on the One-Time 

Payments tab. 
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