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Stopping Payment to a Supplier Overview 

This Quick Reference Guide (QRG) is designed to walk through the process of stopping a check payment to a 

supplier. A stop payment request may be made for several reasons: Incorrect address, need to change 

payment from check to ACH, check was never received or was lost, payment was made in error, etc. By the 

end of this QRG you should be able to submit a Stop Payment form with all the needed information. 
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Stopping Payment to a Supplier 

1.  From the UVA Finance website (http://www.uvafinance.virginia.edu), type “Stop Payment” into the Search.  

2.  Click on the “Stop Payment/Copy of Check Form” option 

 

 

 

3. Click on Go to For (Requires Netbadge). 

4. Click on Netbadge Login. 

http://www.uvafinance.virginia.edu/
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This Stop Payment request form: 

• Is for Checks Only, not electronic payments. 

• Require that a check be outstanding for 30 days or more (this does not apply to 

stolen checks, checks issued to the wrong address, checks written to the wrong 

supplier, or checks that were damaged or destroyed). 

 

5. On the Action to Perform section of the Stop Payment form, select from the dropdown menu one of the 

following options: Reissue, Reissue to New Address, Send a Check Copy, Cancel Payment. Note: some 

choices may prompt additional information. 

6. On the Reason for Request section, select from the dropdown menu one of the following options: Not 

Received, Lost, Destroyed, Error, Proof of Payment, Stolen. Note: There is brief description of each option 

below the dropdown list. 

 

 

7. In the Payee Information section, fill in the name and address of the payee. 
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8. In the Check & Payment Information section, fill in the Payment Amount, Transaction Date, select the 

Transaction Type from the dropdown menu (brief description of each option is shown below the dropdown 

menu, Transaction or Invoice Number, and the Check Number. Note: The Check Number in Workday is 

listed under the Transaction Reference column in the Activity tab of the Supplier Invoice. 

 

 

9. The Submitter Information section should auto-fill with your information.  
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10. After submitting, you will receive a confirmation email and the Settlement Team will receive a copy of your 

submitted form.  

 

 

 


