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P-2347 Support Services (continued) 
 
C. Stopping or canceling a check.  

1. To stop a check from being issued on the same day. 

a. Reach Up Case Manager sends an email to the Reach Up Supervisor indicating you want 
to void a support services check. Include the client name, social security number, and 
check transaction number.  

i. Transaction number is found by going to INQD/D.  

 
ii. Hit enter. 
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P-2347 Support Services 
 
C. Stopping or canceling a check. (Continued) 

iii. Determine which check you want to cancel. The Transaction number will be located on 
the left under “*Tran Nbr*”. 

 
 

b. The Reach Up Supervisor will e-mail COPS at AHS.DCFESDCOPS@vermont.gov 
 

i. Do not assume you successfully voided the check unless you get a response back. 
Depending on the time of day your e-mail is sent and staffing on that day, COPS may 
or may not be able to fulfill your request. COPS will also make sure this issuance is 
voided from the participant’s support services issuance history in ACCESS.  

 
2. If the request is not made the same day the check was written or if COPS is unable to cancel 

your check. Request a stop payment from the Electronic Benefits Unit. 
 

a. Reach Up Case Manager sends an email to the Reach Up Supervisor stating payment for a 
support services check needs to be stopped. Include the client’s name, social security 
number, and check number. AND enter a CATN with an explanation of why the request 
was made to cancel the check.  
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P-2347 Support Services 
 
C. Stopping or canceling a check. (Continued) 
 

i. Check number is found by going to INQD/D.  

 
ii. Hit enter  
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P-2347 Support Services 
 
C. Stopping or canceling a check. (Continued) 

 
iii. Determine which check you want to cancel. The Check number will be located in the 

middle under “*Check No*”. 

 
b. The Reach Up Supervisor will send an e-mail to the EBT (Electronic Benefits Unit) at 

ahs.dcfesdlockbox@vermont.gov and email COPS to have the transaction deleted from the 
participant’s support services issuance history.  

 
3. To void checks, returned by the participant, the post office or a provider: 

 
a. The Reach Up Case Manager documents in case notes and enters a CATN the check was 

returned. The case manager writes “void” on the check and gives the check to the Reach 
Up Supervisor.   

 
b. The Reach Up Supervisor sends the check to the Business Office: DCF Business Office, 

EBT Unit, 280 State Drive, Waterbury, VT 05671-3711. 
 

4. Refund checks from service providers: 

a. The Reach Up Case Manager documents in case notes and gives the check to the Reach 
Up Supervisor.  

b. The Reach Up Supervisor sends the check to the Business Office: DCF Business Office, 
EBT Unit, 280 State Drive, Waterbury, VT 05671-3711. 

i. Include a note indicating the check is a refund for a Reach Up support service.  
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