
 

Print Checklist: Stop Payment 

Overview 

  

 Use Stop Payments to place and cancel stop payments online.  
 Receive immediate confirmation.  
 Track the status of stop payments or research historical paid check information.  
 Use Check Inquiry to inquire as to whether an item is still outstanding within two statement cycles. 
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Request Types 

  

In the Stop Payments service, you can make three types of requests: 

 Check Inquiry – inquire as to whether an item is still outstanding. 
 Stop Inquiry – search for stop payments that were previously placed and be able to cancel the stop 

payment.  
 Stop Payment – place stop payments for 12, 24 or 60 months.
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Outstanding Check Inquiry 

  

To perform an outstanding check inquiry: 

1. Go to Payments & Receivables tab > Stop Payment > US > Stop Payment.  
2. Select an account from the Account pull-down menu.  
3. Under the Request pull-down menu, select Check Inquiry.  
4. Enter information about the check using the Check Info section.  
5. Click Submit.  
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Search for Previous Stop Payments 

  

To search for previous stop payments (Stop Inquiry): 

1. Go to Payments & Receivables tab > Stop Payment > US > Stop Payment.  
2. Select an account from the Account pull-down menu.  
3. Under the Request pull-down menu, select Stop Inquiry.  
4. Enter information about the check using the Check Info section.  
5. Click Submit.  
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Request a Stop Payment 

  

To request a stop payment: 

1. Go to Payments & Receivables tab > Stop Payment > US > Stop Payment.  
2. Select an account from the Account pull-down menu.  
3. Under the Request pull-down menu, select Stop Payment.  
4. Enter information about the check under the Check Info section.  
5. Fill in the fields under the Stop Information section. Red fields are required.  
6. Click Submit.  
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Stop Payment Report 

  

The Stop Pay report provides information on stop payment history for 90 days. 

The report includes the following features:  

 Inquiry whether a check is paid or unpaid  
 Stop payment on a check  
 Cancel Stop – Cancel a previous stop payment request  
 Photocopy – Request a photocopy of a paid check  
 Renewal – Renew a stop payment
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View Stop Payment Activity 

  

To view stop payment activity: 

1. Go to Payments & Receivables tab > Stop Payment > US > Stop Pay Report.  
2. Select an account from the Account pull-down menu.  
3. Under the Query section, enter date range, check number, and/or trace information to search for.  
4. In the Type pull-down menu, select All Requests.  
5. Under the Report Characteristics section, make any selections if necessary.  
6. Click Submit.  
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View the Stop Payment Renewal Report 

  

To view the Stop Payment Renewal report: 

1. Go to Payments & Receivables tab > Stop Payment > US > Stop Payment Renewal.  
2. Select an account.  
3. To filter the report, enter check information, amounts, and/or expiration dates in the appropriate 

fields.  
4. Click Submit. The report will appear on the same screen.  
5. To renew or cancel stop payments, select the appropriate boxes in the Renew or Cancel columns.  
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Renew or Cancel a Stop Payment 

  

To renew or cancel a stop payment: 

1. Go to Payments & Receivables tab > Stop Payment > US > Stop Payment Renewal.  
2. Select an account.  
3. To filter the report, enter check information, amounts, and/or expiration dates in the appropriate 

fields.  
4. Click Submit. The report will appear on the same screen.  
5. To renew or cancel stop payments, select the appropriate boxes in the Renew or Cancel columns.  
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