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Fiscal Admin Meeting | Stop Payments  
Why do a Stop Payment?

• Address is incorrect
• Want to change pay method

• (from check to ACH, from ACH to wire)
• It’s been more than 30 days
• Paid in error

** TIPS **
 Have Workday open while working 

on the requests



2

Fiscal Admin Meeting| Stop Payments
5 sections of information

1.  Action to Perform
• Reissue, Reissue to New Address, Send a Check Copy, Cancel Payment

 *** Some choices prompt additional information ***
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5 sections of information

2.  Reason for Request
• Not Received, Lost, Destroyed, Error, Proof of Payment, Stolen

 *** Each choice is described below the dropdown list ***
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5 sections of information

3.  Payee Information
• Name & Address

5 sections of information
4.  Check & Payment Information

• Amount, Date, Type, Invoice, Reference
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5 sections of information

5.  Submitter Information
• This should auto-fill

After submitting, you will receive a 
confirmation email and the Settlement’s 
team will receive a copy
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