
QUESTIONS?

Ask at slido.com using the 

code UBCOWW



Workday Wednesday: Cash Deposits
April 20th, 2022
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AGENDA

3

1 Step-by-step Instructions

2 Cash Deposit Demo

3 FAQs

4 Q+A



RESOURCES AVAILABLE

Record Cash Sales and Cash Deposits Knowledge Base Article

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=bebf4e8e1ba2c5505edd43b4bd4bcb1b&
table=kb_knowledge

Cash Deposit Information on UBCO Finance Website

• https://finance.cms.ok.ubc.ca/wp-content/uploads/sites/73/2022/04/Brinks-Deposit-
Instructions-2022.pdf

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=bebf4e8e1ba2c5505edd43b4bd4bcb1b&table=kb_knowledge
https://finance.cms.ok.ubc.ca/wp-content/uploads/sites/73/2022/04/Brinks-Deposit-Instructions-2022.pdf
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STEP-BY-STEP INSTRUCTIONS
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Complete the Record Cash Sale BP in 

Workday and print deposit slip

STEP-BY-STEP INSTRUCTIONS

Refer to the Record Cash Sales and Cash 

Deposits Knowledge Base article

1

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=bebf4e8e1ba2c5505edd43b4bd4bcb1b&table=kb_knowledge
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Obtain a deposit bag and record the following 

information directly on the bag’s exterior:

STEP-BY-STEP INSTRUCTIONS

2

✓ Worktag information (e.g. Program, Cost 

Center)

✓ Dollar amount

✓ Depositor’s name

✓ Depositor’s phone number

✓ Depositor’s email

✓ Date

✓ Department name

• Ensure information on deposit bag is legible

• Do not use gel pens (they smudge)

• Deposit bags can be procured from the UBCO 

BookstoreTips

Information is 

complete and 

legible
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Close deposit bag and bring to deposit drop-

off station in OM1 foyer. Ensure you adhere to 

the following instructions:

STEP-BY-STEP INSTRUCTIONS

3

✓ Include bank deposit slip in the bag.

✓ If depositing multiple cheques, attach 

each individual deposit slip to each 

corresponding cheque.

✓ When closing the deposit bag, ensure 

barcode is uncovered and unobstructed.

✓ Record the deposit bag number in 

logbook in basket in OM1 foyer.

Barcode 

visible when 

bag is closed
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When recording in the logbook, there are a 

few important things to note:

STEP-BY-STEP INSTRUCTIONS

✓ DO NOT sign in the ‘Receipted By’ column. 

This is for Brinks only.

✓ If you have multiple cheques in your 

deposit bag, the ‘number of items’ is still 

one. One deposit bag = one item.

‘Receipted By’ 

column is for 

Brinks only. Do 

not fill in this 

field.

‘Number of items’ 

column should always 

be 1. One deposit bag 

= one item.

Date of 

deposit

Worktag

information 

and initial

Deposit bag 

number

Total amount
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CASH DEPOSIT DEMO
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FAQs
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Can cash be enclosed loose in the deposit 

bag?

FAQs

Q

Yes, but you need to include the 

corresponding deposit slip for the amount.
A

Can I deposit multiple cheques in one bag?

Yes, but cheques should be 

attached/paperclipped to their deposit slip.
A

Q
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If I have multiple cheques in one bag, what 

should I put down in the ‘Number of Items’ 

field?

FAQs

Q

One. One deposit bag = one item. A
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How do I obtain more deposit bags?

FAQs

Q

Deposit bags are available at no cost at the 

UBCO Bookstore. They come in bundles of 

25 and there is a limit of 2 bundles per visit. 

You will be asked to provide a worktag

number, department name, and signature.

A
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Q+A

Next Workday Wednesday: April 27th | 10:00 – 11:00am

Topic: One Time Payments

Registration link

https://ubc.zoom.us/meeting/register/u5YrduGoqjkrGtZ4GSllpRli_Jw4D1-fBA0o

