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RESOURCES AVAILABLE

Record Cash Sales and Cash Deposits Knowledge Base Article

e https://ubc.service-
now.com/selfservice?id=kb article&sys id=bebf4e8elba2c5505edd43b4bd4bcblb&
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

1 Complete the
Workday and print deposit slip

Record Cash Sale

\ Cash Sale is to be used to record Sundry revenues. If you wish to record revenue against a UBC customer, please ensure you generate an invoice first.

(

* Please limit number of cheques to 25 cheques for each Cash Sale transaction. If have more than 25 cheques, please record as a separate cash sale for deposit.

Please ensure following information is entered correctly

i. One cheque per line
ii. Cheque and payor information is entered in the right convention to be printed on deposit slip (Input in Line "Memo" field: cheque#; payor)

Refer to the Record CaSh Sales and CaSh iii. Deposit reference # added is valid (format: Txxxxxxx)
Deposits Knowledge Base article Steps

A. Input Cash Sale Information
For Customer, please enter "Miscellaneous Cash Receipts”

B. Input Payment Information
\ ) Create Customer Deposit.
Select ‘create deposit' check box
Select bank account ("USD deposit” use Bank account 18070; "CAD and other Non-USD currency deposit” use Bank account 18001)
Use the weblink below to obtain the unique "Deposit reference ID" from the number generator (e.g. Txxxxxxx)

Take the number generated and enter into the "Deposit Reference” box
C. Submit

Please check deposit information is entered correctly before hit the "Submit" button.
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https://ubc.service-now.com/selfservice?id=kb_article&sys_id=bebf4e8e1ba2c5505edd43b4bd4bcb1b&table=kb_knowledge

STEP-BY-STEP INSTRUCTIONS
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T usc 0111887

CAUTION: ATTEMPTS TO REOPEN WILL INDICATE TAMPERING.

$ 8 $ 8 8

2 Obtain a deposit bag and record the following
information directly on the bag’s exterior:

TO USE:
1) In ballpoint pen, complete write-in area below.
2) Insert deposit slip into bag.
3) Remove liner from adhesive area.
4) Fold along line and PRESS closed.
BAG IS NOW SEALED.
5) Numbered paper liner is your receipt. Attach to store
copy of deposit slip.
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/\/ Worktag information (e.g. Program, Cost\
Center)
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STEP-BY-STEP INSTRUCTIONS Barcode
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STEP-BY-STEP INSTRUCTIONS

‘Receipted By’
column is for

Worktag Brinks only. B¢}

Deposit bag
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Next Workday Wednesday: April 27t | 10:00 — 11:00am
Topic: One Time Payments
Registration link
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https://ubc.zoom.us/meeting/register/u5YrduGoqjkrGtZ4GSllpRli_Jw4D1-fBA0o

