
1. Pull outstanding check report (KFDM: D-Accounts Payable: Standard Reports: AP: OS Checks)   
 

 
2. Run report by calendar date (From: 1/1/xxxx  To: 12/31/xxxx) then Run 

 

 



3. Sort report by vendor# so all employees are grouped together and vendors (i.e. organizations & 
individuals) are grouped together.  (Vendor numbers will end with -0, -1 extension, employees will 
not) 

 
 

 
  
4. If any duplicate disbursement numbers, merge payment to reflect one total per check (Create Pivot 

table to extract this information) 
 

 
 
5. Add columns on spreadsheet for email address (open text), ACH (yes or no) & action required (Void 

only or Void/Reissue) 
  

 
 



Save a copy of this report on Q: drive (Q: AP: AP-Disbursements: AP-Outstanding checks – create new 
folder for year you’re working on) 
 
6a. Review file (individuals): 

 
i. Use employee ID to search People Soft/Genesys to access employee physical/email address 

and replace UBox on spreadsheet with this info 
ii. Search Payee ACH accounts/KFS.  If account found, add to spreadsheet 

 

 
 

 
 

  



6b. Review file (vendors):  
 

i. Using vendor# search vendor profile in KFS for email address & add to spreadsheet 
 

ii. Review vendor profile in KFS to ensure PO address pulls through on spreadsheet 
 

 
 

I. If any foreign vendors, add country in state field on spreadsheet 
 

II. Search Payee ACH accounts/KFS. If account found, add to spreadsheet  
 
 

7. Contact (individuals/vendors): 
 

Create mail merge using template on Q: to create letters 
 
Mail letter to employees/vendor.  For vendors who do not have a current ACH account setupm 
send an ACH application too. 
 
If no response by mail within 30 days  

• Email employee/vendor and attach a copy of the original letter (and ACH 
application, if applicable.  Employees should not get an ACH application) 

• If no email address on file or new address, mail second letter marked 2nd Request 
 
 
 



 
 
 
8. Go to Bank of America and pull reconciliation report to ensure it matches with our KFDM report.   

• If any do not match, highlight on spreadsheet (to be removed) and bring to Rita’s 
attention 

 
 
 

PIC TO FOLLOW 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



9. Review email responses: 
 

• Create folder on Q: drive for email responses and save a copy there 
• Create folder in the AP_Disbursement folder on Q: drive for ACHs to be processed 
• If change of address, forward a copy to AP_Vend_Coord@uconn.edu so they can update 

vendor profile.    
• If vendor returns ACH form, file the application in ACH folder (see above) 
• Note on spreadsheet what individual/organization preference is (Void only, Void/Re-

enter).   
• For payments to be reissued via check, keep in mind that check will reissue to original 

address (even if account has been updated in KFS).  These checks need to be mailed 
separately with addressed envelope. 

 
10. Go to PDP to make necessary adjustments 

 
Maintenance Tab 

 Pre-Disbursement Processor 
 Search for Payment 
 Enter disbursement number 

Cancel Disbursement (for void only) 
Cancel/Reissue (for void/reissue) 
 

11. Scan all documents and attach to original Doc# (i.e. Source Document Number(s)) 
 

 
 

12. Provide copy of documents to Christine or Li to record on Voided checks/ACH file they maintain.  
Once they do this, paper documents will be filed by students. 
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