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Purpose 

This learning guide provides detailed instructions on how to place stop payments and review stop 

payment history.   
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Accessing Stop Payments 

Follow the steps below to access the stop payment feature in Create and Configure Digital. 

1. Log in to the Consumer or Business

Portal:

2. Select the Accounts tab from the home

page. Select Stop Payments from the

dropdown menu.
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3. A stop payment fee message may

display.

4. The Stop Payment screen displays.

Select the Stop Payment Account

dropdown to view the eligible accounts

that allow stop payments.
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Stop Payments 

Follow the steps below to make a stop payment: 

1. Select the appropriate account from the

Stop Payment Account dropdown.

2. Select the Stop Payment Type:

i. Single Check

ii. Range of Checks

3. For a single check:

i. Enter the check number in the

Check Number field.

ii. Enter the check amount in the

Check Amount field.
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4. Enter optional information, if needed.

5. Enter the reason for the stop payment, if

applicable to your core.

6. Select Submit.
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7. For a Range of Checks:

i. Enter the Starting Check

Number

ii. Enter the Ending Check

Number.

iii. Enter a Reason, if applicable to

your core.

iv. Select Submit.

8. The core will confirm the status of the stop pay request, whether it was placed or not placed.

A stop payment will not be placed if: 

I. The check issue date was more than six months ago. The check is expired, making a

stop payment unnecessary.

II. The check has already been processed and cannot be stopped.
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Stop Payment History 

Follow the steps below to review stop payments history. 

1. Select the Stop Payment History link on

the Stop Payment view.
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2. Select the appropriate account for the

active stop payment request from the

Account dropdown.

3. Select the Search button.

4. The core pulls all stop-payment records that are active. It includes stop payments place through any
channel, not just Create or Configure Digital.




