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Meet the New Stop Payment Form



] 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.
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Step 1:
Determine a stop payment
IS hecessary



] 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?

This process does not

* Physical check payments issued from the

; _ apply to wire
following systems: _
Iy transfers, direct
— BUY.IU: purchasing deposit, or P-Card
payments.
— Chrome River: expense management
— HRMS: payroll
— SIS: bursar

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

|s a stop payment request appropriate in this case?

A. Yes

w INDIANA UNIVERSITY



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?

w INDIANA UNIVERSITY



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

w INDIANA UNIVERSITY




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?

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

w INDIANA UNIVERSITY



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
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Pop Quiz 4

Leia Organa, a distinguished professor in the IlU 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

w INDIANA UNIVERSITY




Pop Quiz 4

Leia Organa, a distinguished professor in the I[U 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?
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] What information do you need?

All requests Situation specific

- Employee, supplier, or payee «  BUY.IU/Chrome River payments:

name — PO, SlI, and/or report number(s)

- Employee, supplier, or payee ID * Forreissues:

— Physical check: new remit

*  Check number address

«  Check date — ACH/direct deposit: email
address

* Check amount — Special handling instructions

m INDIANA UNIVERSITY



Step 2:
Locate payment details



] 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.
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BUY.IU payment details



All Search (Alt+Q) Q < |L° Lol

[ svvw
Shop + U Punchout Shopping a +

550,000.00 USD W

Scientific Shopping Shopping

s, Or Operations Shopping

Orders Qui

» Al Orders

I Search

My Orders Requisitions
S Use the Orders
I module to locate
— POs or check
request requisitions.

Receipts
“ My Returned Requisitions o

Punchout Showcase e Other Useful Links (7]
& Support Form

A # Buy.lU Resource Library

Approvals

Frequently Used Catalogs
[ Furnitiire Purchase Prarerdiires
Powered by JAGGAER | Privacy Policy

https://solutions.sciquest.com/apps/Router/ShoppingDashboardUserDetails?tmstmp=1654159822584+



m BUY.IU

All =~ Search (Alt+Q) 550,000.00 USD ‘E AV |1° Lol
Purchase Order + P0O0338708 Revision1 ~ = o = @
Status Summary Revisions o Confirmations Shipments Change Requests Receipts Invoices @ omments Attachments History
General Information Shipping Information v

PO/Reference No.

Revision No.

Supplier Name

Address

Phone

Order Restricted?

Supplier Fax No.

Purchase Order Date

Total

Requisition Number

University Defined Special
Circumstance? (e.g.

P00338708

Linde Gas & Equipment
Inc.

1400 Polco 5t
Indianapolis, Indiana

46222 United States
+1317-481-4550

X

+1317-554-2251
6/25/2021

7,990.00

145590567 view | print

no value

Visit the Invoices tab on
the Purchase Order

Ship To

ATTN: Robert Orr
Building Indiana Universit
Room# UH 5582C

550 University Blvd
Indianapolis, IN 46202-52
United States

(PO) to view a list of
processed invoices.

ShipTo Address Code INO37 Payment Terms 0, Net 30

F.O.B. N/A

Powered by JAGGAER | Privacy Policy



[ s All v Search (Alt+Q) 550,000.00 USD ™ v 1@ O
Purchase Order + P0O0338708 Revision1 ~ = = 0

Status Summary Revisionso Confirmations Shipments Change Requests Receipts Invoices @ Comments Attachments History

Records found: 129, Totaling: 8,053.23

Payment Status

must = Paid. This

means payment
has been

Invoice No. | Supplier Invoice No. Invoice Date Due Date Invoice Type Payment Status Invoi
S11036279 [ 10176092 4/30/2022 5/30/2022 Invoice Paid
S11036278 [ 10176116 4/30/2022 5/30/2022 Invoice Paid
SI11036276 [7 10176099 4/30/2022 5/30/2022 Invoice Paid generated

SI036273 4 10176086 4/30/2022 5/30/2022 Invoice Paid

S11036271 4 10176082 4/30/2022 5/30/2022 Invoice Paid

Click the Invoice
No. to locate
payment details.

511035256 [ 10176107 4/30/2022 5/30/2022 Invoice Paid

SI11035253 [ 10176079 4/30/2022 5/30/2022 Invoice Paid

S11035248 [ 10176089 4/30/2022 5/30/2022 Invoice Paid

S11034908 4 10176111 4/30/2022 5/30/2022 Invoice Paid

S11034906 [ 10176120 4/30/2022 5/30/2022 Invoice Paid 79.87 System

511034903 7 10176100 4/30/2022 5/30/2022 Invoice Paid 70.84 System

Powered by JAGGAER | Privacy Policy




550,000.00 USD ™ v 1@ O

BUY.IU All v Search (Alt+Q)

Invoice + SI11036279 ~ = o ®wm @

Summary Matching Supplier Messages Comments Attachments o History

General e Addresses Note/Attachments R
Integration Payment Information Discount, Tax, Shipping & Handling eV
Accounting Date 5/6/2022 Discount, tax, shipping & handling
Payment Method must ayment Metho Check loation - Welghtes
State C h eCk. Payment Record No. 301840269 Header-evel
Payment Record Date 5/24/2022
Terms Discount 0.00 USD
Payme nt ReCO rd N O . — ?rc;r;vsir:;;)n Rate (used by  no value ST 0.00 USD
CheCk number Sales Tax 0.00 USD
Reject Reason AP na value VAT 0.00 USD
Payment ReCO rd Date — Reject Reason Import no value Shipping 15.00 USD
Ch k d t Motification Process
eC a e . Handling 10.00 USD
Total 70.84 USD

Powered by JAGGAER | Privacy Policy -



Chrome River payment
details



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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= chromeriver ® & Cynthia Carter-Grubb w

| SERTESTING

Unused Items SYSTE M

4069 Credit Card ltems

0 Receipts
VIEW ALL 4065 UNUSED ITEM S

Cash Advance Balance
USD: 0.00 USD IMPORTANT NOTICES

Hello Cynthia
Welcome to Chrome River!

Create

Click Submitted in the e desian. Cheex
Expenses ribbon to view S
reports and locate payment |t
details. res a case-by-case re-

nformation and
the responsible dean or

3

Returned

33

Submitted
Last 90 Days

153

¢ Trip Authorization Create

1 5 1 6 £ Chrome River Pre-
Approval document Tor p y-aniliated travel paid by a third party,

Draft Returned Submitted the form may be submitted directly to OVPIA via e-mail at ovpia@iu.edu. Please visit Mobility Updates:
Last 90 days

Coronavirus: Intemational Resources: U Global: Indiana University for international travel approval process
guidance for Students and Non-employees.

Chrome River Pre-Approval Requirement: All university-affiliated travel expenses, funded in whole or in
part by IU or IU Foundation funds, require a Chrome River Pre-Approval. Click here to view how to submit a
Pre-Approval report or here to view how to import a Pre-Approval to an expense report.

-49

Days Lodging expense no longer requires itemization of room rate and taxes by day! Instead, hotel room
~ rate and taxes are now entered as a lump sum amount using the Lodging Room Rate plus Taxes/Fees ex-



= chromeriver ® & Cynthia Carter-Grubb v

E Submitted

Indiana University

3.30 NE w/o wire export est 10/11/2021 15.00
QADD4TE42 11 usD
9.30 Paid Expense API testing 09/30/2021

QADD4TEOMETS

E.Aac‘if'sgiqg?ﬁExpenseAPltesting 09/30/2021 2 Report Status Of Paid
- or Partially Paid
g.fcn.tg);‘:'sﬂg?_ExpenseAPltesting 09/30/2021 0 means payment has
been generated.

9.30 Paid Expense AFI testing 09/30/2021

QADD4 7584303

9.30 Paid Expense API testing 09/30/2021
QADD4TED4264

9.30 Paid Expense AFI testing 09/30/2021 35.72
QAD047504862 5D
9.30 Paid Expense API testing 09/30/2021 72.00
QAD047504862 5D
9.30 Paid Expense AFI testing 09/30/2021 12.00
QAD047504351 usD

9.30 Paid Expense API testing 09/30/2021 10,00 ~




= chromeriver

E Submitted

3.30 NE w/o wire export est 10/11/2021
QADD4TE42 11

9.30 Paid Expense API testing 09/30/2021
QADD4T504875

9.30 Paid Expense API testing 09/30/2021
QADD47E04272

9.30 Paid Expense AP te SeleCt report to

QADD4TE43T1

view payment
details.

9.30 Paid Expense APl te

QADD4 7584303

9.30 Paid Expense API testing 09/30/2021
QADD4TED4264
9.30 Paid Expense API testing 09/30/2021
QADD4TE04263
9.30 Paid Expense API testing 09/30/2021
QADD4TE04262
9.30 Paid Expense API testing 09/30/2021

QADD4TE4381

9.30 Paid Expense API testing 09/30/2021

15.00
usD

50.00

45.23

usD

138.63
usD

35.72
usD

72.00
usD

12.00
usD

10.00

@ 5§3 Cynthia Carter-Grubb

Indiana University

= £

Tracking Summary
Paid 787.27 USD

Payment Data

DATE BANK ID CHECK/ACH # AMOUNT {USD)

10/05/2021 #100858099 787.27

Financial Summary

Total Expense Date Check Date 2
Total Expense Check/ACH #

R o Checks start with “1” or “2”

- ACH/direct deposit: start

09/30/2021 with “5” or “6”

Remaining Bal

Expense Summary




Step 3:
Verify check status



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

w INDIANA UNIVERSITY



lUIE aﬁ'?oniﬁgetrisgyn Environment @T"m“a' ZHelp @ Personalize [S.7] Feedback ‘-‘S Logout

|Master Catalog V| | | [Search]

Quick View Manage Access || Utilities
Master Catalog

(8] Cnnstltuent- Re-latlonsh Basic:

1 Cross-Application

[Z1 Departmental Reporting

1 E-Training

[Z1 Ecommerce

[Z1 Faculty Annual Report

1 Financial

[Z1 Human Resource Manz

1 Information Technolog

PDP Dishursement Status Report

Last Refresh Of Referenced Data:
[@6/02/2022 82:13:38 - FP_BR_CHECK_STATUS W |

Security Information
Instructions Report Object Help

[Save Setlings] [Advanoedl

Specify Parameter Values to Restrict Qutput

3 IUIE
(1 Kuali Financial Disbursement / Check Number Wildcards Allowed
() Librari 301825236
ibraries

Wildcards all d
() Physical Facilities Lards 2lowe
(] Research Customer Payment Document Mumber (DV/PREQ Doc ID)
[Z1 Student —_— Wildcards Allowed

PO Number Wildcards Allowed

Customer Organization Code

Dibursement Date Disbursement/Check Number = the check
R number from BUY.IU or Chrome River.

Is Qutstanding?
Is Stale?
Is Reissued?

Accounting Line Amount Customer Payment Document Number =
e the BUY.IU SI (invoice) number or
Account Number Chrome River report number.

Reports to Org Code

4

Include Parameters with Qutput

>
- ® Do not Include Parameters with Output

1



IUIE Indiana University _
Information Environment

Quick View Manage Access || Utilities
Master Catalog
1 Constituent Relationsh
1 Cross-Application
[Z1 Departmental Reporting
1 E-Training
[Z1 Ecommerce
(3 Faculty Annual Report Select Columns to Include

(Z1 Financial @ All Columns
(1 Human Resource Marl | O Selected Columns
21 Information Technolog
3 IUIE (J current Disbursement Number
£ Kusli Fi ial [J Disbursement Type Code

all Financia [J customer Organization Code

Include Parameters with Output

® Do not Include Parameters with QOutput
O Include Parameters that Have Values
O Include All Parameters

[C] Libraries U pisbursement Date

1 Physical Facilities [ Total Disbursement Amount
(1 Research (J chart of Accounts Code

() Student a Reports to Organization Code

[ Fiscal Officer User ID

[ Fiscal Officer Email Address

[ Invoice Number

[ stale Check Reissue Document Number
[ stale Check Reissue Number

[ stale Check Routing Status Description
O Payment Attachment Indicator

[ Is Stale?

[J s Reissued?

[ pisbursement Cleared Date

[ Retain Leading Zeros of Character Columns

(J Include SQL Query Text with Output

Select the Qutput Format
® HTML

) MS Fxral i¥18)
4

:
[ View] [ Manage

@'rmuﬁal 7 Help @ Personalize [S7] Feedback ’SLognut

|Master Catalog V| | | ‘Search|

Include Column Names?
Yes

O No

(J pisbursement / Check Number
[] B A

Select All Columns to
return data.

If you don’t select
columns you’ll receive
an error message.

Maximum Number of Rows to Return

@ oo

O Mo Limit

O Only Return a Row Count
Select the Output Destination™
® wait

() € 3 el b d Prmmemsn




IUIE Indiana University _
Information Environment

Manage Access || Utilities

@rmuﬁal ?Heip (§) Personaiize [57] Feedback 5 Logout

|Master Catalog V||

| ‘Search|

Current Disbursement| . Customer Customer Customer Accounting | Chart of s Repor
Disbursement | / Check Disbursement| Chart of Organization | Subunit Disbursement Status isbursement | Line Accounts Organization Organ
2 rg
Number Number Type Code ézﬁzunts Code Code Amount Code Code Code
301840269 301840269 |CHCK BL BYIU PUR : QUTSTANDING 1087.85 220.36]IN BIOM MED
301840269 301840269 |CHCK BL BYIU PUR : OUTSTANDING 1087.85 78.52|IN TTBR SSF
301840269 301840269 |CHCK BL BYIU PUR : OUTSTANDING 1087.85 31.92|IN ANAT ACBP
301840269 301840269 |CHCK BL BYIU PUR : QUTSTANDING 1087.85 34.64|IN GECT CORZ
301840269 301840269 |CHCK BL BYIU PUR : QUTSTANDING 1087.85 44 86| IN TPDF IUCC
301840269 301840269 |CHCK BL BYIU PUR : OUTSTANDING 1087.85 222.61|IN GECT CORZ
301840269 301840269 |CHCK BL BYIU PUR : QUTSTANDING 1087.85 32.95]IN PHCB PHIA
301840269 301840269 |CHCK BL BYIU PUR : QUTSTANDING 1087.85 44 86| IN TPDF IUCC
301840269 301840269 |CHCK BL BYIU PUR : OUTSTANDING 1087.85 70.84|IN CPLX CPL
301840269 301840269 |CHCK BL BYIU PUR : QUTSTANDING 1087.85 38.76]IN MECH ENGT
301840269 301840269 |CHCK BL BYIU PUR : QUTSTANDING 1087.85 103.4|IN SNRI RESW
301840269 301840269 |CHCK BL BYIU PUR : OUTSTANDING 1087.85 112.43|IN SNRI RESW
301840269 301840269 |CHCK BL BYIU PUR : OUTSTANDING 1087.85 31.7]IN DsSOT DSOH

Cleared Date = Outstanding
The check has not been cashed.

Stop Payment Form is required.




IUIE llﬁ?oniﬁgetrisggl Environment @Tumﬁal 7 Help @ Personalize [S7] Feedback :'SLOQM

|Master Catalog V| | | [Search]

Home || Quick View Manage Access || Utilities

Master Catalog

() Constituent Relatic pasi. PDP Disbursement Status Report
1 Cross-Application

1 Departmental Repd

E-Trainin
= J Current Disbursement | . Customer Customer . Chart of ... |Re
[Z1 Ecommerce . Disbursement | Chart of o ; Disbursement| . . Organization

Disbursement |/ Check Type Code Accounts Organization Disbursement Status Disbursement Accounts Code Oon

(Z1 Faculty Annual Reg| [ number Number Code Code Code Co
1 Financial
(33 Human Resource 301825236 301825236 | CHCK BL BYIU 03/10/2022 |Cleared Dt: 03/21/2022 IN AHEC FA

(=1 Information Technd

3 UIE
1 Kuali Financial

0 Libraries Cleared Date = a date

1 Physical Facilities

o The check has been cashed.

Stop Payment Form should not If you need a copy of the check

be submitted image, submit a UCO Contact
. Form using these options:

Employee (current or
former)
2. Check Image Request

Manage




Step 4:
Submit Stop Payment
Form



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 I[UIE and verify it has not been cashed.

w INDIANA UNIVERSITY



Before you complete the form...

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.

m INDIANA UNIVERSITY

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.



] Remember this?

All requests Situation specific

- Employee, supplier, or payee BUY.IU/Chrome River payments:

name — PO, SlI, and/or report number(s)

- Employee, supplier, or payee ID For reissues:

— Physical check: new remit

*  Check number address

«  Check date — ACH/direct deposit: email
address

* Check amount — Special handling instructions

m INDIANA UNIVERSITY



] This scenario’s information:

*  Employee name: Leia Organa

- Employee ID: 0002000838 The new Stop
Payment Form

goes live July 1.

Check number: 900858000

* Check date: 5/23/22

« Check amount: $56.48 Lt .th.en, use the
existing from

« Chrome River report number: QA000055555 available in One.lU.

* ACH email address: aldy4ever@gmail.com

w INDIANA UNIVERSITY



w Office of the U“|Ver5|ty Controller Home My Assignments My Entries @ Sarah w

*Powered by FireForm

Home / Cash Control / Stop Payment Form

Please note, this form cannot be used to reissue a payment to a different payee.

~ Reguestor Information

Name, User Name, and Email Do you want the check printed at IUPUI? (* required)
Name: Chavez, Sarah Julia
Yes No
User Name: schavez2 O @
Email Address: schavez2@iu.edu

Defaults to “No.”

Phone Number w/ Area Code (* required) Department (* required)

(812) 856 4574 l lTraining&Communications l Check “Yes” if
payment is

~ Payee Information fu nded by an I N
account.

Payee Name (* required) Employee/Supplier/Payee ID
Leia Organa l l 0002000838 l

~ Check Information

Check Type (* required) Check Date (* required)

m INDIA
qJ Accessibility | Privacy Notice | Copyright © 2022 The Trustees of Indiana University




w Office of the U“|Ver5|ty Controller Home My Assignments My Entries @ Sarah w

*Powered by FireForm

~ Check Information

Check Type (* required) Check Date (* required)

{ Invoice/ Travel/Bursar--PDP v l l 05/23/2022 l
Check Number (* required) Check Amount (* required)

’ 900858000 l [ $ ‘ 56.48

Form dynamically
updates based on

~ Original PO, Invoice, or Payment Document

PO Number Invoice/Payment Document th e Ch O i Ce yO U
l lQA000055555 m ake

~ Current Check Location

Do you have the original check? (¥ required)

Choose an option... \v

Choose an option...

Yes, and the check was issued within the past & months
Yes, but the check was issued over & months ago
No

Why are you submitting this request? (* required)

~ B |
INDIA . ) ) B
qJ Accessibility | Privacy Notice | Copyright © 2022 The Trustees of Indiana University



*Powered by FireForm

w Office of the University Controller Home My Assignments My Entries @ Sarah v
~ Current Check Location

Do you have the original check? (* required)

Yes, and the check was issued within the past 6 months

Each stop payment results in a fixed fee paid by Treasury. If the check has been returned (bad address), mail it to the
new updated address of the payee. Neither a stop payment at the bank or cancellation in PDP are needed in this situation.
For reissue requests, a new disbursement will still be printed with the same bad address information and manually routed

to the new address. I n StrU Ctl ons fo r
Check Return Process for Cancel and/or Reissue Requests: next Steps a re
1. Complete and submit this form. .
2. Void the check by removing the number strip on the bottom. ba ked I nto the
form itself! ©

3. Write your contact information on the check.
4. Send the check to Cash Accounting, 1024 E 3rd St., Bloomington, IN 47405.

5. The original check will be stopped at the bank and cancelled in PDP when your request is processed by Cash
Accounting. Due to the current mobile banking practice, a stop payment at the bank is still required even though
the original check is physically returned to BL or IN Cash Accounting.

After your request is processed it will appear in the General Ledger (GL) as described below for non-payroll checks:

+ Reissue Request: When the request is complete you will see a negative CHKR and positive CHKD in the GL, and a new
disbursement number in IU Payment System.
« Cancel Request: You will see a negative CHKC in the GL and a CDIS for non-payroll check in IU Payment System.

Payroll cancels and reissues will run through the payroll general ledger feeds.

m INDIA
qJ Accessibility | Privacy Notice | Copyright © 2022 The Trustees of Indiana University




*Powered by FireForm

Office of the U“|ver5|ty Controller Home My Assignments My Entries @ Sarah w
J

L )L

s

~ Current Check Location

Do you have the original check? (* required)

Mo A4

~ Reason for Request

Why are you submitting this request? (* required)

Choose an option... W

Choose an option...

Mo Longer Owed (Cancel)

{ Paid by Other Means (Cancel)
Reapply to Bursar Account (Cancel)
Wrong Amount (Cancel)

Wrong or Misspelled Payee (Cancel)

Remember:
Other (Cancel) Cancel = the payment is wrong or
Damaged (Relssqe)
Sl Chok oy no longer needed.

Other (Reissue)

Reissue = the payment is right but

[ submit | check could not be cashed.

m INDIA
qJ Accessibility | Privacy Notice | Copyright © 2022 The Trustees of Indiana University




[IJ Office of the University Controller

*Powered by FireForm

Home My Assignments My Entries @ Sarah w
J

L )L

s

~ Current Check Location

Do you have the original check? (* required)

Mo A4

~ Reason for Request

Why are you submitting this request? (* required)

Lost/Mever Received (Reissue) £ l

How should the new disbursement be handled? (* required)

Choose an option...

Special Handling

Choose an option...
Send Check to the Same Address
Use ACH/Direct Deposit

1 Send Check to a New Address CheCk W|I| be held at
UCO Customer Service (BL)

Special Handling

Any final comments about your stop payment request?

LV 1173 (IN)
mailed to regional
accounting office for pickup.

m INDIA
qJ Accessibility | Privacy Notice | Copyright © 2022 The Trustees of Indiana University




Office of the U“|Ver5|ty Controller Home My Assignments My Entries @ Sarah w
*Powered by FireForm

~ Reason for Request

Why are you submitting this request? (* required)

Lost/Never Received (Reissue) A4 l

How should the new disbursement be handled? (* required)

{ Use ACH/Direct Deposit

Recipient Email Address (* required)

The email address of whomever is receiving the ACH payment (or handles ACH issues/questions). E nte r a ny ad d iti 0 nal d etai IS th at

{ aldy4ever@gmail.com

may help Cash Accounting and
other processors with the
v Comments request in the Comments field.

Any final comments about your stop payment request?

Leia is a professor in our department. She's setup a direct deposit reimbursement account which is where this reissue should
be sent. Please contact with any gquestions - thanks!

INDIA . ) ) B
qJ Accessibility | Privacy Notice | Copyright © 2022 The Trustees of Indiana University



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 3™ St.

Bloomington, IN 47405

w INDIANA UNIVERSITY




Write your contact

T informattion on the check.
*Bonus points: include

o-4 574 your FireForm number!*
schavez2@iu.edu

Forme #1534320% j
| bwmoue  John Doe $[2301052 | |
| Twenty-three thousand ten dollars and 52 cents DOLLARS [ B2
i, January Rent Payment r_%t,”//{dtw

1.000045L78000 D000 n"o0ooo0 |

Remove account information from the
bottom to void the check. Cut this |
section off to remove. Photo Credit

INDIANA UNIVERSITY


https://cdn.corporatefinanceinstitute.com/assets/check-complete-1024x468.jpg

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.

m INDIANA UNIVERSITY



Step 5:
Track stop payment
request



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 |U systems.

w INDIANA UNIVERSITY



] How do | 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.

m INDIANA UNIVERSITY



m EBPS FireForm Home My Assignments My Entries @ Sarah w

*Powered by FireForm

Home / Entries

Entries
Copy Form Entry Form: State:
Search entries... | Search l I All v ] \ All
Form ID Application Form Submitted Date
1539941 EBPS FireForm FireForm Support Request 4/19/2022 10:42:55 PM
1534308 Office of the University Controller Stop Payment Form 471472022 10:34:22 AM
1534302 Office of the University Controller Stop Payment Form 471472022 10:33:20 AM Approved
e University Controller Stop Payment Form 471472022 10:32:02 AM Denied
My Entries d isplays e University Controller Stop Payment Form 4/14/202210:30:53 AM  Denied
yOU r Fl re Form entries e University Controller Stop Payment Form 4/14/202210:25:29 AM Approved
for a” IU organizationS. orm FireForm Support Request 3/24/202210:18:50 AM Work Assigned

sident & Chief Financial Officer Spark and Division Merit Award Nomination Form 3/22/2022 4:.02:22 PM Pending EVPFA Initial Approval

1264008 EBPS FireForm FireForm Support Request 11/17/2021 5:03:43 PM Work Assigned
1263697 IU Vice President & Chief Financial Officer CFO Winter Soiree 2021 11/17/2021 3:26:47 PM Email CFOdesk
1177258 IU Vice President & Chief Financial Officer Spark and Division Merit Award Nomination Form 9/26/2021 8:24:56 PM Pending EVPFA Initial Approval
ll] Accessibility | Privacy Notice | Copyright @ 2022 The Trustees of Indiana University



m EBPS FireForm Home My Assignments My Entries @ Sarah w

*Powered by FireForm

) Home / Entries
Entries

Copy Form Entr
2 J Form: State:

Search entries... | Search l All v \ All v

EBPS FireForm

FireForm Support Request bmitted Date State
FireForm Tenant Request
H Identity Management Systems 19/2022 10:42:55 PM Work Assigned
F I |te r by Form to CAS Protocol Integration Request
. Indiana University 14/2022 10:34:22 AM Denied
reVIGW StO p Paym e nt COVID-19 Mitigation Testing Exemption
COVID-19 Vaccine Reporting Form 14/2022 10:33:20 AM Approved

Flu Vaccine Reporting Form
IU Events Management
Events & Conference Request

IU Vice President & Chief Financial Officer
CFOQ Winter Soiree 2021 14/2022 10:30:53 AM Denied

Forms only.

14/2022 10:32:02 AM Denied

Office o e University Controller

1534285 Office of the University Controller 4/2022 10:25:29 AM Approved

1510464 EBPS FireForm U [24/202210:18:50 AM Work Assigned
VPCPF Forms
1508291  IU Vice President & Chief Financial Officer  Lupamiatelal REQUeSEs s/ 22/2022 4:02:22PM  Pending EVPFA Initial Approval
1264008 EBPS FireForm FireForm Support Request 11/17/2021 5:03:43 PM Work Assigned
1263657 IU Vice President & Chief Financial Officer CFO Winter Soiree 2021 11/17/2021 3:26:47 PM Email CFOdesk
1177258 IU Vice President & Chief Financial Officer Spark and Division Merit Award Nomination Form 9/26/2021 8:24:56 PM Pending EVPFA Initial Approval
ll] Accessibility | Privacy Notice | Copyright @ 2022 The Trustees of Indiana University



EBPS FireForm
*Powered by FireForm State Col u m n

rome /- Eniries reflects the
. status of your
Search entries... | Search l l Stop Payment Form req U eSt.
Form ID Application Form Submitted Date State
1534308 Office of the University Controller Stop Payment Form 4/14/202210:34:22 AM Denied
1534302 Office of the University Controller Stop Payment Form 4/14/2022 10:33:20 AM Approved
1534299 Office of the University Controller Stop Payment Form 4/14/202210:32:02 AM Denied
1534298 Office of the University Controller Stop Payment Form 4/14/202210:30:53 AM Denied
1534285 Office of the University Controller Stop Payment Form 4/14/202210:25:29 AM Approved
Click a Form ID to see
additional details or edit
and resubmit a returned
request.
ql Accessibility | Privacy Notice | Copyright @ 2022 The Trustees of Indiana University



] Workflow states

State | Descripon

New Request in process.

Form approved and the payment was cancelled or

APRIREe reissued as requested.

Form disapproved. Review the Comments section of the

Denied )
form for explanation.

m INDIANA UNIVERSITY



Locate new
disbursement details

*  When the form reaches “Approved”

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

Disbursement
Type Code

Customer
Chart of
Accounts
Code

Customer
Organizatior
Code

Disbursement
Date

301839184

301833052

CHCK

BL

BYIU

05/17/2022

301839184

CHCK

BL

BYIU

05/17/2022

Or use the IUIE PDP Disbursement e —
(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



] Recap: stop payment steps

Step 1 Step 2 Step 4 Step 5

» Determine * Locate » Submit * Track stop

a stop payment Stop payment
payment is details. Payment request.
necessary. Form.

w INDIANA UNIVERSITY



Who do | 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

m INDIANA UNIVERSITY



] Resource recap

«  UCO Stop Payment Form task tile «  Cash Accounting email: bankrecs@iu.edu

. Locating Chrome River Payment Detail . IUPUI Cash Accounting: bank@iupui.edu

. PDP Disbursement (Check Status) Report R UCO Contact Us form

© Paycheck Status Report - Purchasing, P-Card, AP, and SDM Support
Form

. Employee Direct Deposit Reimbursement
instructions

. Travel team email; travel@iu.edu

. Supplier Edits Resource Center

*  Training team email: estc@iu.edu

. Supplier Manage your Direct Deposit instructions

. Training Team Events Calendar

m INDIANA UNIVERSITY



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/

] Question & Answer

Let’'s answer the questions that
have come in!

m INDIANA UNIVERSITY
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