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	Date Created:
	1/13/2022

	Version:
	2.0

	Reason for Job aid:
	This job aid is to be used as reference for submitting the correct form to the Financial Systems Desk via Kansas Service Desk ticket. 
Each form’s example will enable the agency to determine which form best suits the agency’s situation.

	Processing time:
	In order to process requests in a timely manner, the Financial Systems Desk has a cut-off time of 12:30 p.m. daily: 

· Tickets received before 12:30 p.m. will be processed that day.

· Tickets received after 12:30 p.m. will be processed the following business day.

Please note, the Financial Systems Desk cannot cancel and reissue a check unless the check has been outstanding for more than 14 days. The Financial Systems Desk will only be able to cancel and reissue a check sooner than 14 days if the check is currently in the hands of the agency and has been destroyed.

	Instructions:
	Refer to the following SMART Job Aid for process documentation.
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