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1. If a cancel disbursement or cancel reissue request is received over the phone, ask the person to 
send the request via email. When email is received, for cancel reissue confirm the payment was sent 
to the correct mailing address, and offer ACH/Direct Deposit. 

Please note the following: 
• A Lost check with correct mailing address: follow 30 days policy to reissue payment. 
• A Lost check due to incorrect mail addresses (our error): reissue the payment upon request  
• An expired check: the check was issued within 2 years, and the check can be sent back to us, 

the check can be extended without reissuing a replacement. 
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2. To confirm the check status in KFS. Once you are logged into KFS, click on the Maintenance tab 
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• Under the “Pre-Disbursement Processor” section, choose “Search for Payment” 

 

 
 

• Enter the Document # in the “Source Document Number” field  or check# in the 
“Disbursement Number” field and click “Search” 
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• Verify that you are choosing the correct document or check before confirming the check 

status 
• Check cleared: the check was cashed, no reissue needed. Log into BOA and get the 

check image if it is available online and reply to the email noting the check was paid 
on MMDDYY. 

• Extracted: the check is still outstanding per KFS 
Please note, there is a two week lag in updating check status in KFS. For example, check#543136 
was paid on 04/21/2016 and accounting office received the file from bank and updated KFS on 
05/06/2016 
 

 
 
3. To confirm the check status with BOA. –Once you are logged into BOA, click on Payments tab, the 

click stop payment. 
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• Fill in the following four fields marked with * then click continue.

 
 
 

• BOA will then tell you if the check can be stopped. 
• Please review your selections below and submit: the check hasn’t been paid, 

verify that all the information you entered are correct, then click submit. 

 
 

• Save the report named as StopPayment-ck#1071006 and attach the report and 
email from step 1 to the Edoc. 
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Please note: If check has already been cashed you will receive the following 
message: 
 

"Warning-the item you attempted to action cannot be submitted: the check has 
been cashed." 
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• Click view details to obtain who endorsed and paid date. Reply to the email with 
copy of below noting the check was paid on MMDDYY and no reissue needed. Re 

 
 

 
 

 
4. If a check was returned to AP for cancellation or replacement, the check can be cancelled with BOA 

at no cost instead of doing a stop payment which costs $15 per transaction. A cancellation of a 
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check can only be done if you have the physical check in hand. If the check is lost, always do a stop 
payment.  
• Once you are logged into BOA, click on Payments tab, the click reconciliation. 

 

 
• Fill in the following four fields marked with*, then click continue. 
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• Please review your selections below and submit: verify that all the information you entered 
is correct, then click submit. Save and attach the report cancellation report to Edoc. Attach 
the email from step1 to Edoc as well. 

 
 

 
 

• If the check has already been cancelled or paid, BOA will not allow you to cancel it again, 
click view details to find who initiated cancellation and date. 
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5. Log excel of KFS_Voided checks-ACH-wires: Q:\AP\AP-Disbursements\Voided (cancelled) Cks & ACHs 



Check Reissue Process 

11 | P a g e  
09/15/16 

 
 
6. To Cancel a Payment or Cancel/Reissue. Go back to the Maintenance tab in KFS and repeat step 3. 

Verify that you are choosing the correct document before, choosing the correct Action based on the 
email from Step 1. Click on the appropriate action. When the dialog box opens, enter a brief 
explanation and click Yes.  

 
 

 
7. Payment status changes to reissue or cancel disbursement depends on the request. 

 
 

 
 
8. Address updates per recent invoices, payee request, and returned/forward mail needs a vendor 

edit. Please refer to vendor manual for further instructions on updating a vendor profile. 

 


