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LEGEND

Information Gathering Payment Processing

Payee

You (The
Department)

AST
Payments &

Procurement
Team

Banking &
Accounting
Operations

(BAO)

UW
Procurement 

Payment Has Not Been
Received

Contact AST a Wire/
ACH Payment has Failed

A Check is Returned,
Notifies AST

Contact AST via the
Original Ticket or

General Inquiry Form 

Investigate Payment in
Workday

Is Payment via
Wire/ACH or

Check?

Create New MP and
Submit New Payment

Resubmit Payment

End
Reconcile Expense in

Workday via R1300.5 or
R1234 for Grants

Start

Has the Check
Been Cashed?

Confirm Payment Info
with Payee

Notify Payee the Check
Has Been Cashed and to

Check Their Bank
Statement

Has 3-4 Weeks
Passed Since

Payment?
No

Notify Payee to Wait for
3-4 Weeks to Pass

 Submit Check
Cancelation Request

Form in the UW Connect
Finance Portal

Yes

Confirm Correct
Payment Info with Payee

Review and Update MPE,
if Necessary

Review and Update
Miscellaneous Payee

Profile (MPE), if
Necessary

Contact BAO for
Additional Details and
Guidance if Needed

Check

Wire/ACH

Is a New
Miscellaneous
Payment (MP)

Needed?

No

Yes
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Comments

Workday Task

UW Connect
Task

Alternate Path

Note, previously cancelled checks
will appear as reconciled if the

payment is from a grant.

Notify payee to
contact AST in 3-4
weeks if payment

has still not arrived.

The department or payee
can submit this request.
Reference the MP or REF

when possible.

Has the Check
Posted to Their

Account?

Yes

No

7D

No

Yes

https://admin-support.artsci.washington.edu/form/general-inquiry-form
https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=0053090c87818a506f1997dd3fbb35f0
https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=0053090c87818a506f1997dd3fbb35f0
https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=0053090c87818a506f1997dd3fbb35f0
https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=0053090c87818a506f1997dd3fbb35f0

