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Receive notice 

that Charge Off 

has been assigned 

to you. 

Close chargeoff by updating Current 

Queue to cancelled, Request Status to 

Cancelled and Enter Date Complete 

and update Financial field 

appropriately. Notate why request is 

being cancelled.  

Error Identified

Update field that identifies where adj 

should be keyed. Add in “Note” 

section of form that you Approve the 

Charge Off and type your name as 

your signature in “Name of Approver” 

section.

Receive notice 

that Charge Off 

has been assigned 

to you.  

Does it need 

Re-Keyed?

Use Procedures 

to Key Electronic 

Charge off Form 

in Share Point

Reject and change Queue to 

“Rejected by Manager”

Add Notes as to why item is 

rejected. Assign to Requestor.  

Do not close charge off

Log into Share 

Point and review 

the Chargeoff.  

Ensure form is 

filled out 

accurately. 

Assign to “Key Adj” 

Queue.  Enter 

Date Complete

Receive notice 

that Charge Off 

has been assigned 

to  you

Log into Share 

Point and Review 

the Charge Off

Change Queue of 

Request to “Pending 

Manager Approval” 

and assign to 

appropriate manager

Approved

Assign to manager 

and change 

Queue of request 

to “Pending 

Manager 

Approval.” Save.

Accepted?

Add in “Note” section of 

Form that you Approve 

the Charge Off and 

update Vendor 

Approval field

Yes

Add in “Note” section of Form why you don’t 

approve the Charge Off and update Vendor 

Approval field

Moves Item to “Charge Off 

Complete” queue enter 

Date Adj Keyed and type 

your name as your 

signature in “Name of 

Adjuster”

End

Receive notice 

that Charge Off 

has been assigned 

to  you

Keys Adj in 

appropriate 

system

Log into Share 

Point and Review 

the Charge Off

Log into Share 

Point and Review 

the Rejected 

Charge Off

Yes

Is this a 

duplicate 

request?

Process Ends

Is the 

chargeoff due 

to a system 

error?

Open INC 

ticket 

Was an 

incident 

opened for 

system 

error

No

Yes

No

Yes Yes

No
Is it a vendor 

charge off?
No

No

Yes

Assign to appropriate Vendor 

manager and change Queue 

of request to “Pending Vendor 

Review”. Save.

Yes

Yes

No

Is the chargeoff 

over $3,500?

Assign to Jeff Rutowski or 

Matt Chapman for approval.  

Update Queue to Dept Head 

Approval 

Receive notice 

that Charge Off 

has been assigned 

to you.  

Log into Share 

Point and review 

the Chargeoff. 

Approved

Add in “Note” section of form that you 

Approve the Charge Off and update 

Dept Head Approval field.

Assign to “Key Adj” 

Queue.  Enter Date 

Complete

No

Yes

Yes

Reject and change Queue to 

“Rejected by Manager”

Add Notes as to why item is 

rejected. Assign to Manager.  

No

Should 

chargeoff be 

cancelled?

Close chargeoff by updating 

Current Queue to cancelled, 

Request Status to Cancelled and 

Enter Date Complete. Notate why 

request is being cancelled 

Yes

No No

http://connected.infovantiv.com/BOPs/Lists/Disputes%20Charge%20Offs/Pending%20Manager%20Approval1.aspx
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