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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.

PayWeb Quick Reference Guide – Stopping a Payment

key.com/ia

https://www.key.com/businesses-institutions/solutions/payments/institutional-asset.jsp


Page 6 of 13

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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KeyBank Institutional Advisors collaboratively engages stakeholders to understand their organization’s strategic mission, 
values, and goals. Our advisors are professionals supported by subject matter experts across client disciplines/market 
segments. Combining our expertise with an understanding of the client, we recommend and implement customized, 
coordinated financial solutions.

KeyBank Institutional Advisors is the marketing name under which KeyBank National Association (KeyBank) offers investment management and fiduciary services to 
institutional clients. 
KeyBank National Association is the Trustee of the KeyBank Multiple Investment Trust (the “MIT”) for Employee Benefit Trusts and the KeyBank EB MaGIC® Fund. The 
KeyBank EB MaGIC® Fund is sub advised by Mellon Investment Corporation. Advisor receives a fee for their services. An investment in a money market fund is not insured or 
guaranteed by the FDIC or any other government agency. Although the money market funds seek to preserve the value of your investment at $1.00 per share, it is possible 
to lose money by investing in these funds. Banking and trust products are offered by KeyBank. All credit products are subject to collateral and/or credit approval, terms, 
conditions, and availability and subject to change. When considering gift planning strategies, the donor should always consult with the donor’s own legal, tax and financial 
advisors. KeyBank does not give legal advice. 
Banking products and services are provided by KeyBank, Member FDIC. Trust and certain custody and investment management products are provided by KeyBank, a national 
bank with fiduciary powers. KeyBank is an Equal Housing Lender. All loans provided by KeyBank are subject to underwriting, credit, and collateral approval, in addition to 
origination or other transaction fees. Financing availability may vary by state. Restrictions may apply NMLS ID 399797.
Investing involves risk, including the potential loss of money invested. Past performance does not guarantee future results. Asset allocation and diversification do not guarantee 
a profit or protect against loss.
Non-deposit products are:

NOT FDIC INSURED • NOT BANK GUARANTEED • MAY LOSE VALUE • NOT A DEPOSIT • NOT INSURED BY ANY FEDERAL OR STATE GOVERNMENT AGENCY
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