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Agenda
• Step 1: Determine a stop payment is necessary

• Step 2: Locate payment details

• Step 3: Verify check status

• Step 4: Submit Stop Payment Form

• Step 5: Track stop payment request

• Wrap-up & resources
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Learning Objectives
• Determine when a stop payment request should be submitted.

• Locate payment details for BUY.IU and Chrome River payments. 

• Verify whether a check has been cashed.

• Complete and submit a Stop Payment Form.

• Track your Stop Payment Form using FireForm’s workflow states.



Step 1:
Determine a stop payment 
is necessary
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What does “stop payment” mean?
• A stop payment is a request for IU’s bank to stop a check payment that is 

waiting to be processed.

• There is a $10 fee (charged to IU as a whole) per request.

• Two types:

– Cancel: payment details incorrect or payment is no longer needed. E.g., incorrect 
amount, issued to wrong payee, etc.

– Reissue: payment details correct but check cannot be cashed. E.g., damaged 
check, sent to the wrong address, etc. 
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What types of payments can be stopped?
• Physical check payments issued from the 

following systems:

– BUY.IU: purchasing

– Chrome River: expense management

– HRMS: payroll

– SIS: bursar

– Others as established (i.e., Libraries)

This process does not 
apply to wire 

transfers, direct 
deposit, or P-Card 

payments. 
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Pop Quiz!
Stephen G. Miller, attorney at law, contacts you to check on 
the status of his payment. You realize that payment was 
issued to Stephen F. Miller, the wrong payee. 

Is a stop payment request appropriate in this case?

A. Yes

B. No 
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Pop Quiz!
Stephen G. Miller, attorney at law, contacts you to check on 
the status of his payment. You realize that payment was 
issued to Stephen F. Miller, the wrong payee. 

Is a stop payment request appropriate in this case?

A. Yes – Cancel 

B. No 
If Stephen F. Miller has cashed 
the check, he must return the 

funds by making out a check to 
Indiana University. 
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Pop Quiz 2
Hawthorne Entertainment is under new management and 
reviewing their Accounts Receivable ledger. They contact 
your department about a missing payment for an event held 
last year. You locate the BUY.IU invoice and see payment 
was issued 9 months ago via check.

Is a stop payment request appropriate in this case?

A. Yes 

B. No
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Pop Quiz 2
Hawthorne Entertainment is under new management and  
reviewing their Accounts Receivable ledger. They contact 
your department about a missing payment for an event held 
last year. You locate the BUY.IU invoice and see payment 
was issued 9 months ago via check.

Is a stop payment request appropriate in this case?

A. Yes – Verify check status. Reissue if outstanding. 

B. No

Checks issued 6 or 
more months ago 

are stale and 
cannot be cashed. 

This payment is 
still due and should 
be reissued to the 

supplier.
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Pop Quiz 3
You’re sorting your department’s mail and find a returned check from Veridian 
Dynamics. The check could not be delivered to the address stated on the 
check. You contact Veridian and confirm their current remit address.

Is a stop payment request appropriate in this case?

A. Yes 

B. No 
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Pop Quiz 3
You’re sorting your department’s mail and find a returned check from Veridian 
Dynamics. The check could not be delivered to the address stated on the 
check. You contact Veridian and confirm their current remit address.

Is a stop payment request appropriate in this case?

A. Yes 

B. No 

Mail the check to the supplier’s 
correct address. If the check is 
over 6 months old, reissue is 

needed.
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Pop Quiz 4
Leia Organa, a distinguished professor in the IU Women’s 
Studies department, contacts you about her mileage 
reimbursement. You check Chrome River and see her report 
was approved three weeks ago. A check was issued.

Is a stop payment request appropriate in this case?

A. Yes

B. No
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Pop Quiz 4
Leia Organa, a distinguished professor in the IU Women’s 
Studies department, contacts you about her mileage 
reimbursement. You check Chrome River and see her report 
was approved three weeks ago. A check was issued.

Is a stop payment request appropriate in this case?

A. Yes – Verify check status. Reissue if outstanding.

B. No
We’ll return to this example later. 
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What information do you need?
All requests

• Employee, supplier, or payee 
name

• Employee, supplier, or payee ID

• Check number

• Check date

• Check amount

Situation specific
• BUY.IU/Chrome River payments: 

– PO, SI, and/or report number(s)

• For reissues:
– Physical check: new remit 

address

– ACH/direct deposit: email 
address 

– Special handling instructions



Step 2:
Locate payment details
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Locate payment details
• For the purposes of this training, we will focus on BUY.IU and Chrome 

River payments.

– If you need to locate Payroll or Bursar payment details, contact your Payroll 
Processor or University Bursar, respectively.

• Use payment details to verify whether a check has been cashed and 
collect information for the Stop Payment Form.



BUY.IU payment details
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Use the Orders 
module to locate 

POs or check 
request requisitions.
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Visit the Invoices tab on 
the Purchase Order 
(PO) to view a list of 
processed invoices.
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Payment Status 
must = Paid. This 
means payment 

has been 
generated.

Click the Invoice 
No. to locate 

payment details.
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Payment Method must 
state Check.

Payment Record No. = 
Check number. 

Payment Record Date = 
Check date.



Chrome River payment 
details
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Viewing Chrome River reports
• Chrome River is not an “open” system and does not have a general document 

search.

• Reports are visible to:

– The expense owner. 

– Delegates or super delegates who have access to the expense owner or the 
organization.

The steps outlined in this section pertain to the expense owner or their delegate.
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Click Submitted in the 
Expenses ribbon to view 

reports and locate payment 
details.



INDIANA UNIVERSITY

Report status of Paid 
or Partially Paid 

means payment has 
been generated.
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Select report to 
view payment 

details. Date: Check Date

Check/ACH #: 
• Checks start with “1” or “2”
• ACH/direct deposit: start 

with “5” or “6”



Step 3: 
Verify check status
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You have the payment details. Now what?
• Use an IUIE report to confirm whether the check has been 

cashed.

• Two reports, available to all users:

– Non-Payroll payments: IUIE PDP Disbursement (Check) Status 
Report

– Payroll payments: Paycheck Status Report 
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Disbursement/Check Number = the check 
number from BUY.IU or Chrome River. 

Customer Payment Document Number = 
the BUY.IU SI (invoice) number or 
Chrome River report number.
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Select All Columns to 
return data.

If you don’t select 
columns you’ll receive 

an error message.
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Cleared Date = Outstanding 
The check has not been cashed.

Stop Payment Form is required.
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Cleared Date = a date 
The check has been cashed.

Stop Payment Form should not 
be submitted.

If you need a copy of the check 
image, submit a UCO Contact 
Form using these options:

1. Employee (current or 
former)

2. Check Image Request



Step 4:
Submit Stop Payment 
Form
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Scenario
Leia Organa, a distinguished professor in the Women’s Studies 
department, contacts you about her mileage reimbursement. You 
check Chrome River and see her report was approved three 
weeks ago. A check was issued. You lookup the check number 
in IUIE and verify it has not been cashed.

Because a physical check was issued and you’ve 
verified it has not been cashed, a Stop Payment Form 

is appropriate.
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Before you complete the form…
Ideal

Send Prof. Organa instructions to setup 
a direct deposit reimbursement 
account. Submit Stop Payment Form 
after setup is complete.

• The reissue will be sent to the 
direct deposit account.

• All future Chrome River 
reimbursements will be sent to the 
direct deposit account.

Less ideal
The Professor refuses to setup a direct 
deposit reimbursement account. 

• Collect an alternate mailing 
address or enter instructions to 
pickup the check via special 
handling.

• Until a reimbursement account is 
established, future reimbursements 
will be mailed to campus address.
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Remember this?
Situation specific

• BUY.IU/Chrome River payments: 
– PO, SI, and/or report number(s)

• For reissues:
– Physical check: new remit 

address

– ACH/direct deposit: email 
address 

– Special handling instructions

All requests

• Employee, supplier, or payee 
name

• Employee, supplier, or payee ID

• Check number

• Check date

• Check amount
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This scenario’s information:
• Employee name: Leia Organa

• Employee ID: 0002000838

• Check number: 900858000

• Check date: 5/23/22

• Check amount: $56.48

• Chrome River report number: QA000055555

• ACH email address: aldy4ever@gmail.com

The new Stop 
Payment Form 

goes live July 1.

Until then, use the 
existing from 

available in One.IU.
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Defaults to “No.”

Check “Yes” if 
payment is 

funded by an IN 
account.
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Form dynamically 
updates based on 

the choice you 
make.
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Instructions for 
next steps are 
baked into the 
form itself! 
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Remember:
Cancel = the payment is wrong or 

no longer needed.

Reissue = the payment is right but 
check could not be cashed.
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Special Handling 

Check will be held at:
• UCO Customer Service (BL) 
• LV 1173 (IN)
• mailed to regional 

accounting office for pickup.
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Enter any additional details that 
may help Cash Accounting and 

other processors with the 
request in the Comments field.
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After form submission
• If you have the original check it must be returned to Cash Accounting.

– Void the check by removing the number strip at the bottom.

– Write your contact information clearly on the check.

– Use Campus Mail to send the check to:

Cash Accounting
Music Practice Building
1024 E 3rd St. 
Bloomington, IN 47405

If you work at 
IUPUI you can also 
return the check to 

Finance and 
Administration 

office (LV 1173).
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Photo Credit

Remove account information from the 
bottom to void the check. Cut this 

section off to remove.

Sarah Chavez
6-4574
schavez2@iu.edu 
Form #1534308

Write your contact 
information on the check.

*Bonus points: include 
your FireForm number!*

https://cdn.corporatefinanceinstitute.com/assets/check-complete-1024x468.jpg
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Address updates
• If you sent the payment to a new address, follow up with your supplier.

– They need to update their remit information in their supplier portal.

– Or better yet – add ACH/direct deposit information!

• If supplier is not able to update portal, you can submit a supplier edit 
request form on their behalf.

– Request must contain substantiation documentation directly from the supplier 
stating where payments should be sent.



Step 5:
Track stop payment 
request
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Following up on your request
• You will receive an email notification when your form 

moves to a new state. 

– Use your My Entries page to review additional details.

• FireForm does not have a commenting function like 
other IU systems.
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How do I access My Entries?
1. Visit the Stop Payment Form, or any FireForm.

2. Click “Login” in the upper right-hand corner.

3. After you’ve logged in, you’ll see “My Entries” next to 
your name in the upper right-hand corner.



INDIANA UNIVERSITY

My Entries displays 
your FireForm entries 

for all IU organizations.
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Filter by Form to 
review Stop Payment 

Forms only.
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Click a Form ID to see 
additional details or edit 
and resubmit a returned 

request.

State column 
reflects the 

status of your 
request.
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Workflow states 
State Description
New Request in process.

Approved Form approved and the payment was cancelled or 
reissued as requested.

Denied Form disapproved. Review the Comments section of the 
form for explanation.



Locate new 
disbursement details
• When the form reaches “Approved” 

state, you will receive an email 
notification which contains the new 
check number. 

• Or use the IUIE PDP Disbursement 
(Check) Status Report to locate the 
new check number for Chrome River, 
BUY.IU, or other PDP payments. Current Disbursement 

Number = New Check 
Number



Wrap up & resources
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Recap: stop payment steps

Step 1
• Determine 

a stop 
payment is 
necessary.

Step 2
• Locate 

payment 
details.

Step 3
• Verify 

check 
status.

Step 4
• Submit 

Stop 
Payment 
Form.

Step 5
• Track stop 

payment 
request.
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Who do I contact for support?
• It depends on what you need help with.

– Completing the Stop Payment Form: Cash Accounting email

– Locating BUY.IU payment details: Accounts Payable support form

– Locating Chrome River payment details: Travel Management Services email
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Resource recap
• UCO Stop Payment Form task tile

• Locating Chrome River Payment Detail

• PDP Disbursement (Check Status) Report 

• Paycheck Status Report

• Employee Direct Deposit Reimbursement 
instructions

• Supplier Edits Resource Center

• Supplier Manage your Direct Deposit instructions

• Cash Accounting email: bankrecs@iu.edu

• IUPUI Cash Accounting: bank@iupui.edu

• UCO Contact Us form

• Purchasing, P-Card, AP, and SDM Support 
Form

• Travel team email: travel@iu.edu

• Training team email: estc@iu.edu

• Training Team Events Calendar

https://one.iu.edu/task/iu/iu-check-stop-and-reissue
https://training.iu.edu/documentation/acc-pay/reimburse/cr-payment-detail.shtml
https://apps.iu.edu/ie-prd/Iuie.do?use=Gt&tech_nm=FP_BR_CHECK_STATUS_V&ro_status=PROD&ro_ver_nbr=7&iePath=%3CMASTERFOLDER%3E/20120117095109381249/20120117103938585446/20120117140546745142/FP_BR_CHECK_STATUS_V/
https://apps.iu.edu/ie-prd/Iuie.do?use=Gt&tech_nm=FP_BR_PYRL_CHK_STAT_V&ro_status=PROD&ro_ver_nbr=1&iePath=%3CMASTERFOLDER%3E/20120117095109381249/20120117103938585446/20120117140546745142/FP_BR_PYRL_CHK_STAT_V/
https://controller.iu.edu/services/employees/direct-deposit-paycards#add-a-reimbursement-accou
https://training.iu.edu/documentation/suppliers/edit/edit.shtml
https://purchasing.iu.edu/buying/doc/Managing-Direct-Deposit.pdf
mailto:bankrecs@iu.edu
mailto:bank@iupui.edu
https://controller.iu.edu/contact
https://purchasing.iu.edu/contact/contact.php
mailto:travel@iu.edu
mailto:estc@iu.edu
https://events.iu.edu/vpcfo-events/
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Question & Answer
Let’s answer the questions that 

have come in!
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