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This quick reference guide is designed to walk you through the process of stopping a payment (check  
or electronic funds transfer [EFT]).

1. From the portal home page, click on Payee List in the Master File Section.
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2. Locate the payee you need to stop the payment for, and click the View link to access their file.

3.  In the Payee view for the individual’s record, click the Summary tab, then click the Checks tab to view all 
checks and select the View link on the outstanding check.
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4. Click the Reverse button in the top left corner of the Check View screen.
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5.  Complete the Reason fields. The CheckBox selections default appropriately based on tax year and 
Redeposit versus Reissue Selections. If a Reissue is needed, this is the only box that needs to be 
checked. All other boxes will default as required for both current and prior years.

Note: Everything entered into the system must be keyed in all UPPER CASE. 
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5a. If the check is to be stopped and reissued:

 •  If the check is from current or prior tax year, check the Reissue Check box only (Recover Withholding 
will default as required).

 • If the reissued check is going to the same address, click the OK button to submit.

 •  If the reissued check is going to a new address, update the Pay To panel with the new address  
(click the Update Payee Address if the Payee Address record is to be updated), and then click the  
OK button to submit. 

  Note: You also have an option to change from a check to an EFT by opening the Alternate Payment 
Method tab and updating the Destination field to direct deposit and enter the account type, routing 
number, and account number.

 T he EFT instruction is for this reissue payment only, not ongoing payments.

Special Note: DO NOT USE the Void Only option under the Reversal Code.
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5b.  If the check is to be stopped and not reissued, the Recover Withholding button will default correctly on 
the basis of the tax year of the check being stopped.

  Check Stop Reason Comments  
for redeposits only (No Reissue):

 •  CHECK LOST/STOLEN

 •  CHECK NEVER RECEIVED

 •  CHECK DAMAGED

 •  DECEASED

 •  STALE STATED/DORMANT

 •  ISSUED IN ERROR

  Check Stop Reason Comments  
for stops and reissue:

 •  CHECK LOST/STOLEN

 •  CHECK NEVER RECEIVED

 •  CHECK DAMAGED

 •  STALE STATED/DORMANT

 •  ADDRESS CHANGE

Stop Payment Reason Comments Guide:

Note: When entering reason comments, please use ALL UPPER CASE.
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6.  Click the OK button to process the stop payment. You will receive a confirmation notification that the stop 
payment has been submitted.
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Process Timeline for Stop Payments Issued for Checks:

 •  Business Day 1: The stop is entered in the system and in the nightly batch. The system verifies 
against KeyBank’s check system to confirm that the check has not been cashed. The stop payment  
is then placed in KeyBank’s check system.

 •  Business Day 2: Check is stopped and reflected in Omni Pay/PayWeb – and if there is a reissue  
it gets processed in the nightly batch.

 • Business Day 3: Reissue check is mailed.

8. All check stop payment requests can be seen, tracked in queue here.

7.  You can track stop payment processing by returning to the home screen and selecting Waiting to 
Process under the utilities section.

Note: The cutoff time to receive all stop requests is 2:30 p.m. (ET). Any request received after the 
cutoff time will be processed the next business day.
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Recalling/Stopping Electronic Funds Transfers (EFTs)

9.  From the portal home page, click on Payee List in the Master File Section.

10.  Locate the payee you need to stop the payment for, and click the View link to access their file.
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11.  In the Payee view for the individual’s record, click the Summary tab, then click the Checks (EFTs appear 
in this tab as well) tab to view all payments to the individual and select the View link on the outstanding 
payment. EFTs will be listed as EFL in the form field and will have a listed status of Cleared.

12. Click the Reject button in the top left corner of your screen.
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13.  Click the ACH Reclaim checkbox and complete the Action Date, which should be the seventh business 
day, starting with the next business day after you request the ACH reclaim (i.e., you request the ACH 
reclaim today, so the first day of the seven day waiting period is tomorrow [if tomorrow is a business day]).

Note: When entering comments, please use ALL UPPER CASE.

14.  Complete the Rejection Date which should be today – the day you are requesting the reclaim.  
Rejection Date defaults to seven calendar days, please update date to seven business days.

15.  Enter Action Description. See the guide below.

  EFT Reject Action Descriptions for payments 
that will be redeposited (No Reissue):

 •  DECEASED
 •  ISSUED IN ERROR
 •  ACCOUNT CLOSED
 •   AMOUNT (i.e., the amount was incorrect  

on the original EFT)

  EFT Reject Action Descriptions for  
payments that will be reissued:

 •  ISSUED IN ERROR
 •  ACCOUNT CLOSED

Reject EFT Action Descriptions Guide:

Note: When entering descriptions and comments, please use ALL UPPER CASE.
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 Select the Rejection Code that aligns with the reason that the EFT is being rejected. 

16.  Include in the Comments field any additional notes that might be useful (date of death, etc.).  
Note: The Comments box only has a maximum number of 30 characters. Key will not take action on 
any of these comments, including inactivations. Any updates by KeyBank must receive the proper form 
documentation, such as a Termination form.

17.  Click OK to process the reject EFT request. You will then receive a confirmation that the request has 
been submitted.
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18. All requests can be seen, tracked in queue here.
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For more assistance in navigating or using the PayWeb Portal, contact your KeyBank 
Institutional Advisors Relationship Management Team.
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