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Objectives 

 Demonstrate how to Log on to the Disbursing Application on the 

stand alone Navy Cash work station. 

 Describe the various types of Funds Transfers that the user can 

perform utilizing the Disbursing Application tool. 

 Describe the various procedures involved with  card and account 
maintenance using the Disbursing Application tool. 

 Describe various reports that can be generated with Disbursing 

Operations.   
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Disbursing Application 
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Logging Into Application 

 You will need to have a distinct login name and password 

for the Disbursing Application. 

– Last name and first initial is login name 

– In order to get a login name for Navy Cash, you must 

be enrolled into the system. 

 

 Remember that you also need a login name and password 

for the Windows system – do not get these two logins 

confused! 
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Funds Transfer 
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Fund Transfer to Chip 

Select ‘Funds Transfer to Chip’ on the Disbursing Application 

(DA) menu to allow adding of value to chip. 
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Fund Transfer to Chip (cont) 

 Fund transfer to the chip can 

be done by: 

– Cash 

– SSN or strip to chip. 
(usually used when a Visitor 

card is issued due to a Instant 

Issue card not functioning 

while awaiting replacement 

card) 

– Cards need to be available 

to gain account 

information 
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Fund Transfer from Chip 

 With the Merchant 

button selected, this 

option is used 

primarily for Bulk 

Sales, such as bulk 

soda sales. 
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Fund Transfer from Chip (cont) 

 With the Cash 

button selected, this 

option is used to 

“cash out” a 

cardholders chip. 
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Individual Refund 
 With the Chip Purchase Refund button selected, the refund is linked 

to a specific chip transaction for the total amount. 
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Individual Refund (cont) 

 With the Miscellaneous Refund button selected, “All-purpose refunds” 

are done such as purchase two tickets and later refund one of them. 
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Automatic Chip to Chip Corrections  

 Once every 24 hours, the Navy Cash server on the ship will scan the 
escrow account for unmatched chip-to-chip transactions.  

 For each unmatched transaction detected, the automatic correction 
process will first determine if the sending card was a Embossed 
permanent or Instant Issue card or a Visitor card.  

– If the sending card was a Embossed permanent or Instant Issue 
card, the electronic value will be returned to the initiator 
cardholder’s Navy Cash (strip) account automatically.  

– Because a Visitor card does not have a Navy Cash (strip) account 
associated with it, the electronic value will be transferred to the 
Disbursing Merchant card (strip) account. 
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Automatic Chip to Chip Corrections (cont) 

 Automated Chip-to-Chip Corrections Report.  

– When the automatic correction process is completed each day, 
an Automated Chip-to-Chip Corrections Report will be 
generated and placed in the Q:\files\navydata\report\ship\pspo 
folder.  

– The report lists the chip-to-chip corrections that were 
successfully completed that day. The Disbursing Officer 
should review these reports daily.  

– For every chip-to-chip correction completed for a Visitor 
card, the Disbursing Officer must take action to restore the 
value to the appropriate Visitor Card cardholder.  
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Automatic Chip to Chip Corrections (cont) 

 To restore value to a Visitor card, Disbursing Officer should take 

the Disbursing Merchant card to the ATM, and move the funds 

from the strip to the chip. Then, he has the options to: 

– cash out the chip and use the cash to fund the cardholder’s 

Visitor card in the amount of the unmatched chip-to-chip 

correction,  

– cash out the chip and give the cardholder the cash or  

– go to the NCR Cashless ATM and do a chip-to-chip transfer 

from the Disbursing Office Merchant card to the cardholder’s 

Visitor card.  
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Automatic Chip to Chip Corrections (cont) 

 

 



    

This information is proprietary and cannot be copied or redistributed without  

prior written permission of  ENGILITY CORP 

Ver 1.4.7 

Fund Transfer – Bulk Refunds 
 Bulk Refunds is used to refund cancelled Events such as a concert. 

This refund method is used only with Instant Issue and Embossed 

Permanent cards. Funds are transferred to the strip account.                            

 Note:  Once 

initiated, 

Bulk 

Refunds 

cannot be 

cancelled. 
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Fund Transfer – Deposit Cash or 

Check to Strip 
   Used to deposit funds directly to the strip.  This is the primary method 

of clearing negative balances immediately.   
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Card Maintenance 
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PIN Reset or Change 

 Reset or Change PIN 

allows:  

– Cardholder to change  

PIN if forgotten. 

– Reset PIN on Visitor 

cards. 

Note: DISBO should 

ask for identification 

prior to resetting the 

PIN. 
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Change Card Status 

 Used to: 

– activate Embossed 
Permanent cards,  

– to mark cards lost/stolen/ 
damaged,  

– to cancel Instant Issue 
cards.  

 Always cancel Instant Issue 
and Embossed Permanent 
cards in the iPA 280, if 
available.  
– This removes the chip funds 

from the card immediately 
and credits the funds to the 
cardholder’s strip account. 
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Unblock Card 

 Verify cardholder identity before unblocking a card. 

 Perform this action before replacing card showing error ‘R09’. 
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Card Report 

 Used for research 

purposes 

 Report shows ONLY 

chip transactions  

 Card is not required 

because the search 

can be done using 

Name, SSN, or NC 

Card ID. 
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Account Maintenance 
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Assign Replacement Card 

 This function assigns a 

replacement card for lost, 

stolen, damaged, or 

cancelled cards. 

 Moves strip funds in 

account to Instant Issue 

card strip immediately, 

while the chip funds will 

be moved to strip once a 

round trip is completed. 
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Assign Replacement Card (cont) 

 Note: An error message will pop up if you attempt to assign a 

replacement card to an account with an ACTIVE or 

PENDACTIVE (not active) card. 



    

This information is proprietary and cannot be copied or redistributed without  

prior written permission of  ENGILITY CORP 

Ver 1.4.7 

Assign Replacement Card (cont) 

 If a cardholder’s Navy Cash card is lost, stolen, or damaged, the 
member must report the problem to the Disbursing Officer. 

– Disbursing will update the status of the old card prior to 
assigning a replacement card 

– Normally an Instant Issue card will be issued as a replacement 
card. In those few instances where there is a need to request an 
Embossed Permanent card, a Visitor card can be issued to use 
until the Embossed Permanent card is received on the ship. 

 

Note: Disbursing shall only give out one card, either by issuing an Instant Issue 
card or by requesting an Embossed Permanent card; they shall not do both.  
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Assign Replacement Card (cont) 

   This message will only appear if an Embossed Permanent card is 

being requested and an Instant Issue card is not being utilized. 
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Assign Replacement Card Instant 

Issue Card 

 Instant Issue Navy Cash card 

 When deployed away from homeport for an extended period, 

delivery of Embossed Permanent Navy Cash cards can take 

several weeks.      Instant Issue cards ensure individuals have 

immediate access to all Navy Cash capabilities, for example, 

transferring funds on the ship to the chip or Navy Cash (strip) 

account from bank or credit union account ashore and accessing 

funds in the strip account at ATMs ashore. 
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Assign Replacement Cards  

Visitor Card 

 Visitor Navy Cash cards 

 Visitor cards are reusable by the Disbursing officer. They 

must be returned to Disbursing and cashed out when the 

Embossed Permanent card is activated.  

– If necessary, for individuals already enrolled in Navy Cash and 

waiting on delivery of replacement cards, split pay can be 

transferred to the chip on the Visitor card using the Disbursing 

Application.  
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Navy Cash Card Expiration 

 Navy Cash Cards issued after 24 Sep 08 expire 5 years 
from the initial date of issue. 

 The actual expiration date is the last day of the month in 
the “Valid Thru” date embossed on the front of the 
Embossed Permanent and Instant Issue cards. 

 Navy Cash Visitor cards have the expiration date printed 
on the back of the card. 
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Account Enrollment Form 

 If member has no 

middle initial then 

use a hyphen (-). 

 Bank account info is 

not required if 

member does not 

want transfer option. 

 User may sign up 

later in Disbursing 

Office. 
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Account Enrollment 

 While enrolling a member stationed aboard ship use the 

ship’s mailing address, entering the ship’s name in address 

line 1.  

– To make sorting cards mailed to the ship easier, 

personnel stationed aboard ship should include their 

assigned division in address line 2. 
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Account Enrollment  
 Normally an Instant Issue card is issued on the spot. If Embossed 

Permanent card is requested, issue new member a Visitor card to use 
until Embossed Permanent card arrives.  
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Embossed Card Issuance 
 Normally Embossed Permanent cards are only issued as part of a 

mass enrollment.  They might be “needed” by VIPs, COs, Admirals, 
ETC… 

 Embossed Permanent card is “requested” through Disbursing 
Application using either the Assign Replacement Card or New 
Account Enrollment functions by not inserting a card when clicking 
the [Request New Card] or [Submit] Button.  

– We decided on the term “requested” because you have to wait for the card to 
be delivered and will be using a Visitor card in the interim.  
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Electronic Signature  
 

 When the Disbursing Officer clicks the [Next] button, the “Navy Cash 

Enrollment and Authorization Agreement” screen is displayed, pre-

populated with the information entered into the on-screen enrollment 

form on the New Account Enrollment screen. 

 The Disbursing Officer must ensure the new enrollee reviews the 

enrollment information on the DD 2887 and verifies that it is correct.  

– (a) If the enrollment information is not correct, the Disbursing 

Officer clicks the [Back] button to return to the New Account 

Enrollment screen and revise the incorrect entries.  

– (b) If the enrollment information is correct, the Disbursing Officer 

clicks the [Capture Signature] button.  
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Electronic Signature  
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Electronic Signature  

 

 The Navy Cash Enrollment and Authorization Agreement 

screen changes to display a [Cancel Signature] button and 

the time remaining to capture the new enrollee’s signature. 

 The Disbursing Officer can click the [Cancel Signature] 

button to return to the previous screen.  

 There is a one-minute time-out to capture the new 

enrollee’s signature. If time expires, the Disbursing 

Application returns to the previous screen.  
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Electronic Signature  
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Electronic Signature   

 At the same time, the main screen of the POS device connected to the 

Disbursing Application workstation/laptop displays a signature pad. 

The new enrollee uses a stylus (provided with each POS device) on the 

signature pad to sign the enrollment form electronically.  

 If the signature is: 

– not satisfactory, enrollee touches [Clear] to re-sign the enrollment form.  

– satisfactory, enrollee touches [I Accept].  

 The Navy Cash Enrollment and Authorization Agreement (DD 2887) is 

now signed cryptographically and the new enrollee’s signature is 

embedded into the DD 2887 document, which is then encrypted 

separately. Once an electronic signature has been embedded, the 

document is sealed and can no longer be altered.  
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Electronic Signature 
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Complete Enrollment process 

 

 If the signature is not satisfactory, click the [Re-Capture 

Signature] button on the Navy Cash Enrollment and 

Authorization Agreement screen to return to the [Capture 

Signature] screen, and recapture the new enrollee’s 

signature.  

  If desired, the Disbursing Officer can print a copy of the 

signed enrollment form at this time by clicking on the 

[Print Document] button.     
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Complete Enrollment process  
 Once the electronic signature process is complete, click the 

[Submit] button.  

– If an Instant Issue card was issued during the 

enrollment process it is assigned to the new account and 

is now activated.  

– The Disbursing Application displays an “Enrollment 

complete. Thank you.” message. 
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Enrollment Form Availability 
 

 Enrollment Form Kept on File Electronically. Once the 

round trip is completed and the new account is established 

ashore and on the ship, the cardholder's profile will 

indicate the encrypted enrollment form (DD 2887) is 

available on file electronically.   

– The form can be viewed or printed by the Disbursing Officer  

– It will also be available on the Navy Cash Disbursing Web Site. 

For  those enrolled manually, the Cardholder Personal Screen will 

indicate either that the cardholder’s DD 2887 was not found in the 

document storage system ashore, or that a scanned copy of the 

cardholder’s DD 2887 is available in either the iVault or Filenet 

document storage system ashore. Manual DD 2887s cannot be 

viewed on the web site, but the Disbursing Officer can contact the 

CSU and request a copy.  
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Retention of Enrollment Forms  
 Electronic enrollment forms will be retained on the Navy Cash server 

on the ship for three years. All enrollment forms (electronic and 

manual) will be retained in the document storage system ashore for 

seven years past the termination of the U.S. Treasury  Financial 

Agency Agreement with the Financial Agent for Navy Cash. The 

electronic image shall be considered the legal equivalent of the 

original.  

 With electronic enrollment, hardcopy enrollment forms, signed by new 

enrollees, no longer need to be sent to JPMorgan Chase (JPMC), the 

Treasury Financial Agent for Navy Cash. Hardcopy enrollment forms, 

signed manually be new enrollees, will still be produced during the 

bulk enrollment process and will generally be forwarded by the 

NAVSUP Fleet Logistics Center (FLC) Fleet Support Groups (FSGs) 

or the Marine Logistics Group (MLG) Disbursing Offices. Hardcopy 

enrollment forms will continue to be digitally scanned by JPMC and 

stored in the document storage system ashore.  
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Dormant Accounts 
 

 If there has been no activity on a cardholder’s Navy Cash account for 

180 days: 

– cardholder’s profile will be automatically transferred from the 

ship’s roster to the Shore Command. Marine cardholders will be 

transferred to the appropriate Marine Logistics Group (MLG). 

– If there is valid bank or credit union account linked to the 

member’s profile, any funds remaining in the strip account will be 

pushed to the linked account automatically.  

 A cardholder  attached to the ship but transferred to the “shore 

command” due to 180 days of no card/account activity can simply do a 

“Ship Check In” at a Navy Cash Kiosk. Full access to Navy Cash 

capabilities will be available as soon as the next EOD processing is 

completed between ship and shore.  
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Account Information Update 
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ACH Declines 

The following is the list of ACH 
decline codes 

94: DSI request to disallow ACH 
funding - Do not allow unblock. 

95: Funding information not supplied. 
Allow unblock if bank account & 
ABA changed. 

96: Unacceptable NFCU account 
supplied - Allow unblock if bank 
account & ABA changed 

97: Technical error while processing 
account - Do not allow unblock 

98: Invalid Account Number.  Allow 
unblock if bank account number 
changed. 

99: Manually blocked 

     Allow unblock 
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Negative Balance Notification at Navy Cash Kiosk 

 

 When cardholders’ strip account balance is negative, a 

message will be displayed on the Kiosk after they enter 

their PIN notifying them that the account is negative and 

asking them to go to Disbursing to arrange to clear their 

negative balance.  

 With automatic representment, transactions returned for 

Non Sufficient Funds (NSF) will normally be cleared 

automatically on the next pay day when the transaction is 

represented. 
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Note Maintenance 
 The checkbox at the top is to 

View Disbursing 
Notifications.  If unchecked 
the Operator can view all 
notes. 

    Note: the [Help] button.  
Clicking it will display help 
for the current screen.  The 
help content will change if 
the View Disbursing 
Notifications block is 

checked. 
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Help for Note Maintenance 
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Adding a Note 
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Disbursing Note 



    

This information is proprietary and cannot be copied or redistributed without  

prior written permission of  ENGILITY CORP 

Ver 1.4.7 

View Disbursing Notifications 

 When View Disbursing 
Notifications checked, the start 
date defaults to the last time the 
Operator logged out of the 
Disbursing Application.   

 If there is no end date, all 
Replication Conflict errors up to 
the current Login will be 
displayed. The sort is by latest 
replication conflicts first. 
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Help Note Maintenance 

Although similar, this allows to search and view only for different 

note information than the previous “Help Note Maintenance” screen.  


