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Navy Cash Training

Disbursing Unit 2:
Disbursing Application Overvieww_y



ODbjectives

Demonstrate how to LLog 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

Funds Transfer ~ Card Maintenance  Account Maintenance  Operations  Utilities ~ Reports  Logout

NAavYCASH

NAVSUP..

NAVAL SUPPLY SYSTEMS COMMAND

Ready. Resourceful. Responsive!

Dishursing Application Yersion: 1.7.23143 | Application Release : 1.4.6.0 (ncp.10g) |
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|_ogging Into Application

m 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.

m Remember that you also need a login name and password
for the Windows system — do not get these two logins
confused!

This information is proprietary and cannot be copied or redistributed without hygf
prior written permission of ENGILITY CORP
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Fund Transfer to Chip

Funds Transfer Card Maintenance Account Maintenance Operations Utilities
- Funds Transfer to Chip
N AV Y CAS H Funds Transfer from Chip
Funds Transfer to Chip dbchacralbetne
Chip to Chip Corrections

Reports Logout

Have user insert ca Bulk Refunds

About Funds Transfer ;

Get Chip Info | =SS
Card Number: I:I Account Status:
Account Balance: I:I Chip Balance / Limit:

Social Security Numbker: |:] (Last 4 Digits)

Please select a funding source.

@& cash

co T

Procedure

1. Have user insert card. 4. Select a funding source.

2. Click the 'Get Cl Info.' button. 5. Specify a transfer amount.

3. Verify cardholde identity 6. Click the 'Submit’ button.
(except for Visitor card).

Disbursing Application Yersion: 1.7.23143 | Application Release : 1.4.7 .0 (ncp) 162011 10:26:23 AM

Select ‘Funds Transfer to Chip’ on the Disbursing Appllcatlon
(D‘A) menu to allow adding of value to chip.

Ver 1.4.7
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Fund Transfer to Chip (cont)

Funds Transfer ~ Card Maintenance  Account Maintenance  Operations  Ltiities  Reports  Logout

NAVYCASH

Funds Transfer to Chip

Have user insert card. Then click the 'Get Chip Info’ button.

Get Chip Info Reset

Account Name: Accourt #
Card Number: Account Status:

Card ID: Card Status:

Account Balance: Chip Balance / Limit:

Social Security Number:

Dishursing Application Yersion: i 1.7.23143 | Application Release : 1.4.6.0 (ncp.10g)

m 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 awaliting replacement
card)

— Cards need to be available
to gain account
iInformation

N

Ver 1.4.7
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Fund Transfer from Chip

Funds Transfer ~ Card Maintenance  Account Maintenance  Operations  Utiities  Reports  Logout

” Funds Transfer ta Chip

N AV Y C A s H Funds Transfer from Chip
Funds Transfer from Chip Iiact sl Rt

Chip to Chip Corrections

Have user insert cal Bulk Refunds

About Funds Transfer
Get Chip Iny I = reset |

Accourt Name: Account #:
Card Number: Accourt Status:
Card ID: Card Status:

Account Balance: Chip Balance f Limit:

Social Security Number: (Last 4 Digits)

i ansfer destination.
With the Merchant
- Procedure
1. Have user insert card. 4. Select a funding source.
’ 2. Click the 'Get Chip Info.' button. 5. Specify a transfer amount.

3. Verify cardholder's identity 6. Click the 'Submit' button.
(except for Visitor card).

option Is used e
primarily for Bulk
Sales, such as bulk
soda sales.

Dishursing Application Version: 1.7.23143 | Application Release : (ncp) 1672011 10:27:58 AM
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Fund Transfer from Chip (cont)

Funds Transfer ~ Card Maintenance  Account Maintenance  Operations  Utiities  Reports  Logout

NAvYCASH

Funds Transfer from Chip

With the Cash

Have user insert card. Then click the "Get Chip Info’ button.

button selected, this e I
Card Number: |:| Account Status:

option Is used to o —

Social Security Number: (Last 4 Digits)

: C aSh OUt, ’ a Please select a transfer destination.
cardholders chip. e

Procedure

1. Have user insert card. 4. Select a funding source.

2. Click the 'Get Chip Info.' hutton. 5. Specify a transfer amount.

3. Yerify cardholder's identity 6. Click the 'Submit' button.
(except for Visitor card).

Transfer Amount: :] bmit

EDiSbursing Application Version: 1.7.23143 | Application Release : 1.4.6.0 (ncp.10g) %8!1 62010 3

Ver 1.4.7
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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.

Funds Transfer Card Maintenance Account Maintenance Operations Utilities
Funds Transfer to Chip

NAvYCASH Furds Transtar from Chip
Individual Refund Individual Refunds

Chip to Chip Corrections
Bulk Refunds

About Funds Transfer

Reports Logout

Account Name: Account #: I:l

Card Number: Account Status:

Card ID: Card Status:

Account Balance: Balance f Limit:

% Chip Purchase Refund

Transaction Date - D Merchant Event Refunded

Filters

From Date: | 062010 I To Date: I 062011 ]

Event: I l

Display Expired Everts ™ Refresh I

Procedure
. Have user insert card.
. Click the 'Get Ch fo' button. 1. You can narrow the list by choosing a date range
. Werify cardholde: identity . and by Event. Then click Refresh.

. Choose refund by either a purchase or by dollar 2. Click 'Submit' to Refund.
amount.

Chip Purchase Refund.

Disbursing Application Version: 1.7.23143 | Application Release : (ncp) 1/5/2011 10:29:08 AM

This information is proprietary and cannot be copied or redistributed without
prior written permission of ENGILITY CORP
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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.

Funds Transfer Card Maintenance Account Maintenance Operations Utilities Reports Logout

NAvYCASH

Individual Refund

Have user insert card. Then click the "Get Chip Info’ button.

Get Chip Info I Reset

Card Number: Account Status:
Card ID: Card Status:

rt Balance:

" Chip Purchase Re
Refund
Transfer Amourt:

Procedure

d. 5 T
info' button. 4 - =

00D
B identit: 4 - GENERAL MESS - SURCHARGES
. Choose refund by either a purchase or (300004
amournt.

Dishursing Application Yersion: 1.7.23143 | Application Release : 1.4.7.0 (ncp) 10:31:52 AM st
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Automatic Chip to Chip Corrections

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

m 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)

m 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.

— [or 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.

vvvvvv [MaRiNECASH [
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Automatic Chip to Chip Corrections (cont)

m [o 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.

Ver 1.4.7
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Automatic Chip to Chip Corrections (cont)

Etart Time for Disbo Report 24-May-2009:040056

Payroll card Chip to Chips completed :

ORIGINAL_TRAN_DATE  TRAN_AMOUNT CJC_COMPLETE_DATE CARD_NUMBER TO_PAYROLL_ACC LAST_NAME

visitor card Chip to Chips completed :
TRAN_AMOUNT C2C_COMPLETE_DATE CARD_NUMBER TO_PAYROLL_ACCT
$204.15 400012345 6 1SS TITAN VISIT
§2.00 24-May-2009:040055 400123456 &( 0123456 USS TITAN VISITH
Finish Time for Disbo Report 24-May-2009;040056

PL/SQL procedure successfully completed.

Ver 1.4.7
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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.

Funds Transfer  Card Maintenance  Account Maintenance  Operations  LUtiities  Reports  Logout

Funds Transfer to Chip
NavYyCASH s e e
Bulk Refunds Individual Refunds

Chip to Chip Corrections
Bulk Refunds

About Funds Transfer

Evert - &
1STCLS AS DUBAI GOLF DUBAL
15T Cl DUBAI

PACE COURSES TERM
Refund I

‘OND CL, FOR PACE.
View Refund Request Status Details

MNAVY MR JAGUARS FOOTBALL
NAVY MAR HORSEBA RIDING
NAVY MR PEARL SNORKLING

Requestor Name:
Event Refunded:

Status Description:

Event Description:

Procedure

To Refund an Event: To Check Status of & Refunded Event:

From the 'Select Evert for Refund' box: L Refund Request Status Details' box:
1. Si 3

ect a Merchant/Event. 1. Choos Event being refunds
k the 'Refund' button.

To Refre: all the Data on the
'Reset’ button.

Dishursing Application Yersion: 1.7.23143 | Application Release : 1.4.7.0 (ncp)

10:33:24 AM I Ver 1.4.7
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Fund Transfer — Deposit Cash or
Check to Strip

Used to deposit funds directly to the strip. Enables negative balances
to be Immediately resolved.

Funds Transfer Card Maintenance Account Maintenance Operations Utilities Reports Logout

NavYyCASH

Deposit Cash to Strip

Card not Present
Enter criteria to search:

Social Security Number: [:] OR

Account Search Reset
OR Card Present
Insert card: Get Card Info

751074  STEPHEMN MARK U 3000000012437 8000000437043
606254  STICKNEY PETER | 2000000012437 8000000140170

Member Profile

Soci i Z
First Naime: PETER Social Security Number:
Mididle Initial: D

Account Balance: 3
Last Name:  [STICKNEY 2.356 98

Process Deposit

‘ Disbursing Application Yersion: 1.7.23143 | Application Release : 1.4.6.0 (ncp.10g) I \7:33:1 4 PM a8
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Card Maintenance




PIN Reset or Change

Funds Transfer ~ Card Maintenance  Account Maintenance ~ Operations  Utilities  Reports  Logout

. PIN Reset or Change
NAvYCASH Change Card s
Reset or Change PIN Unblock Card

m Reset or Change PIN

Have user insert card. Then click the 'G et ot Painkenaes

allows:

Account Name: Account #:

Card Number: Account Status:

e — Cardholder to change
PIN if forgotten.

- -
Inttiste PIN Change or Reset:

— Rese on Visitor

2. Click the 'Get Chip Info.' button.

3. Verify users identity.
4. Click the 'Submit' button.

5. User will be prompted for new PIN. C a rd S
L]

Social Security Number: (Last 4 Digts)

Dishursing Application Version: 1.7.23143 | Application Release : 1.4.7.0 (ncp) 11512011 10:35:35 AM

Ver 1.4.7
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Change Card Status

Funds Transfer ~ Card Maintenance  Account Maintenance  Operations  Ultilities

Reports  Logout

NAVYCASH' Used to:
Change Card Status

c::e’:ttl':;fi:t:tseanh: B aCt i Vate E m b O SS e d
Social Security Number: :I OR P e r m a n e nt C a r d S S
MasterCard Number: l:’ OR
Card ID:

— to mark cards lost/stolen/
o Card Present damag ed’
Get Card Info

Insert card:

— to cancel Instant Issue

Accourt Balance:

Ca'dr Cards

T Always cancel Instant Issue
o and Embossed Permanent

B cards In the 1IPA 280, If

avallable.

— This removes the chip funds
from the card immediately
and credits the funds to the
cardholder’s strip account.

Dishursing Application Version: 1.7.23143 | Application Release : 1.4.7.0 (ncp)

1612011 10:46:57 AM
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Unblock Card

m \erify cardholder identity before unblocking a card.
Perform this action before replacing card showing error ‘R09”.

Operations Utilities Reports Logout

Funds Transfer  Card Maintenance Account Maintenance

PIN Reset or Change

NAvYCASH R —
Unblock Card Unblack Card
Card Report

About Card Maintenance

Enter criteria to search:
Social Security Number:
MasterCard Number:

Card ID:

Card Search Reset
AccourtBatenee: [ ]

Cards found: (please select the one to unblock.)

Procedure

Enter the available search criteria.

i Click the 'Card Search' button.
- Verify users idertity. Initiste Unblock: abmit
r insert card.

. Have w;
. Click the 'Submit' button.

1572011 10:37:06 AM

Disbursing Application Version: 1.7.23143 | Application Release : 1.4.7.0 (ncp)
Ver1.4.7
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Card Report

Funds Transfer ~ Card Maintenance  Account Maintenance ~ Operations  Utilities  Reports  Logout

m Used for research ——
purposes Card Report

Have user insert card. Then click the "Get Chip Info' button.

Get Chip Info I Reset l |
= Report shows ONLY ] e
- ' Card ID: :’ Card Status:

C h I p tra n S aCt I O n S Accourt Balance: :I Chip Balance / Limi

Social Security Number:

Customer First Name:

Customer Last Name: [plaz or

m Card Is not required  —=

because the search e T
can be done using e

Funding i i NC Credit

Funding Chip Via NC Credit

m “H Funding ip Via N NC Debit
a e Or A Funding ip Via NC Credit
] ] Funding ip Via X Debit

Funding ip Via NC Credit

A Funding hip Via NC Debit
ar H Funding to Chip Via NC Debit
" A Funding to ip Via NC Credit

sfer NavyCash to Chip - NC Debit
Funding to Chip Via NC - NC Credit
ACH Funding to Chip Wia NC - NC Debit

Print | Card Seq: 200602848 - Account Number:

Disbursing Application Version: 1.7.23143 | Application Release : (ncp) 10812011 10:43:34 AM

Ver 1.4.7
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Assign Replacement Card

T h i S fu n Ct i n SS i n S Funds Transfer ~ Card Maintenance  Account Maintenance  Operations  Utiities  Reports  Logout

NAvYCASH

replacement card for lost,
stolen, damaged, or

Social Security Number: I:] OR

Ca n C e I I e d C a rd S Merchant ID: [800000477526 - POST OFFICE - MONE v
L]
Card Search I Reset

CustomerName: [ | [FOST OFFICE -WONEY ORDERS
- -
. M OVeS Str I fu n d S I n Cards found: (please select the card you wishto replace.)
200183889--EXPIRED- POST OFFICE MONEY ORDERS
Procedure

e e E 1. Enter the available search criteria. Note: the card ID will be displayed if and
C a r S r I I I ' | I ' l e I a e 2. Click the 'Card Search' button. only ifthe card is unassigned. Otherwise
’ 3. Select the card you wish place. the current nment status will be

4. Place Instant Issue card i eader. displayed.
5. Click the 'Get Chip Info.' button. 6. Click the 'Assign Card to Accourt.'

while the chip funds will _——_—

be moved to strip once a e
round trip Is completed. |

Dishursing Application Yersion: 1.7.23143 | Application Release : 1.4.7.0 (ncp) 14612011 10:50:24 AM
Ver 1.4.7
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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.

NAvYCASH

Assign Replacement Card

Enter a criteria to search:

Funds Transfer  Card Maintenance  Account Maintenance  Operations  Utiities  Reports  Logout

Merchant ID: [S0000047 7541

Procedure

. Enter th

t Name:

The target account has an ACTIVE or PENDACTIVE card.

A replacement card may not be assigned to an account with an active card.

prior written permission of ENGILITY CORP -
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Assign Replacement Card (cont)

m [f a cardholder’s Navy Cash card 1s 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.

N\ Ver1.4.7
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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.

Funds Transfer Card Maintenance Account Maintenance Operations Utilities Reports Logout

NAvYCASH

Assign Replacement Card

Enter a criteria to search:

Merchant ID: 0477526 - POST OFFICE - MONE' w

Card Search Reset

PRI v y C ash Disbursing Appl n

1. Enter the av
lick the 'C

4. Pla ar
5. Click the 'Ge

Get Card Info Reset
Account Name: Card ID: |:|

Request Neww Card

‘ Disbursing Application YVersion: 1.7.23143 | Application Release : 1.4.7.0 (ncp) 11512011 10:50:49 AM i Ver 1.4.7
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Sl — - This information is proprietary and cannot be copied or redistributed without M? g

prior written permission of ENGILITY CORP U




Assign Replacement Card Instant
Issue Card

m 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 ATMSs ashore.

Ver 1.4.7
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Assign Replacement Cards
Visitor Card

m 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.

O

NAVY,

C CASH™ [MaRINECASH (=W
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Navy Cash Card Expiration

m Navy Cash Cards issued after 24 Sep 08 expire 5 years
from the Initial date of Issue.

m [he 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.

m Navy Cash Visitor cards have the expiration date printed
on the back of the card.

‘ Ver 1.4.7
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Account Enrollment Form

m [f member has no
middle nitial then
use a hyphen (-).

m Bank account info Is
not required If
member does not
want transfer option.

— User may sign up

later in Disbursing S B
Office.

Funds Transfer ~ Card Maintenance  Account Maintenance  Operations  Utilities ~ Reports  Logout

NAvYCASH

New Account Enroliment

Applicant Information:

*First Name:
*Last Name: *Date of Birth (mmcl)
*Mother's Maiden Name: *Home Phone:
Email Addre: *Military Branch:
*Pay Grade: lﬂ

Address:

*Address: USS ALWAYS SAIL CG11

NavyCash Disbursing Application x|

The bank account specified is a Navy Federal Credit Union account that is not a checking account. The only Mavy Federal Credit Union accounts
that may be used with Navy Cash at this time are checking accounts.

Account No: [1234567001 Account Name:

Procedure
1. Enter the required information. 4. Click the 'submit' button.

ce Instant Issue card into card reader. 5. Place albcated Instart Issue card ina

rdd Info.' button. separate location. Enrollee may retrieve card
rdd 1D will be displayed if the card when the application has been processed

is unassigned. Otherwise the current and returned from shore.
assignment status will be displayed and
ancther Instant Issue card must be used.

Reset

Disbursing Application Version: 1.7.23143 | Application Release : 1.4.7.0 (ncp) 1572011 12:32:07 PM

Ver 1.4.7
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Account Enrollment

m \While enrolling a member stationed aboard ship use the
ship’s mailing address, entering the ship’s name 1n 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.

Ver 1.4.7
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Account Enrollment

m 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.

Funds Transfer Card Maintenance Accoun t Maintenance Operations Utilities Reports Logout

NAvYCASH

New Account Enroliment

Applicant Information:

*ssn: 123456789 Twe: [
¥ *Middle Initial:

[JOMNES s e: 74440000
MITHI@CGT1 NAVY MIL *Military Branch: NA,\/'Y -~ I
*Pay Grade: E»7 l

Address:

*Address: [USS alLwaAYS Sall CG11

B8 NavyCash Disbursing Application ﬂ

Bank Acc
fire vou sure you want o Assign a new card without assigning a Instant Issug card?

2cc :

Procedur
1. E the Yes Ha

and returned from shore.

card
=

Submit l Reset |

Disbursing Application Version: 1.7.23143 | Application Release : 1.4.7.0 (ncp) 1/5/2011 10:58:06 AM
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Embossed Card Issuance

m Normally Embossed Permanent cards are only 1ssued as part of a
mass enrollment. They might be “needed” by VIPs, COs, Admirals,

ETC...

m 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.

‘ Ver 1.4.7
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Electronic Signature

m \When the Disbursing Officer clicks the [Next] button, the “Navy Cash
Enrollment and Authorization Agreement” screen 1s displayed, pre-
populated with the information entered into the on-screen enrollment
form on the New Account Enrollment screen.

m The Disbursing Officer must ensure the new enrollee reviews the
enrollment information on the DD 2887 and verifies that it IS correct.

— (@) 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

m 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.

m The Disbursing Officer can click the [Cancel Signature]
button to return to the previous screen.

m 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

m 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.

m [f the signature Is:
— not satisfactory, enrollee touches [Clear] to re-sign the enrollment form.

— satisfactory, enrollee touches [I Accept].

m The Navy Cash Enrollment and Authorization Agreement (DD 2887) Is
now signed cryptographically and the new enrollee’s signature 1s
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

&> NavYCASH

Please Sign
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Complete Enrollment process

m |f 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.

m 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

m 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.

r - 8 |
NavyCash Disbursing Application [X]
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Enrollment Form Availability

N . 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 1\VVault 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

m Electronic enrollment forms will be retained on the Navy Cash server
on the ship for three years. All enroliment 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.

m 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

m [f 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.

m 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

Funds Transfer Card Maintenance Account Maintenance Operations Utilities Reports Logout

Assign Replacement Card

N AV Y c A s H 7 Account Enrollment

Account Information Update Account Information Update
Note Maintenance

Card not Present About Account Maintenance

Enter criteria to search:

Social Security Number: I:I OR
Merchant: 800000477510 CPO MESS - DUES l OR

Account Search Reset |
Card Present
Insert card: Get Card Info |

IDENTITY SEQ | LAST NAME | FIRST NaME | MIDDLE NAME | SSN | CLIEN
3819235 CPO MESS - DUES 800000C

Member Profile
First Mame: Branch of Service:
Middle Initial: D Social Security Number: :l
Last Name: Transfer Type:
Chip Load Limit: Transfer Date: Iﬁ
DDA Account to Navy Cash Transfer Amount:

Bank Account Information

Bank Account MNo: :l Bank Account Type: CHECKING I
Bank Account Mame: [CPO MESS UES USS G Customer Type: CONSUMER i I

t @ Unk urt  ACH Decline Count: [0 | ACH Allowed:

Dishursing Application Version: 1.7.23143 | Application Release : 1.4.7.0 (ncp) 152011 11:04:01 &AM o
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ACH Declines

The f I I Wi n g iS the I iS t f n CI I Funds Transfer ~ Card Maintenance  Account Maintenance ~ Operations  Utiities  Reports  Logout

| NAVYCASH

d e C I i n e CO d eS Account Information Update

94: DSI request to disallow ACH
funding - Do not allow unblock. '
95: Funding information not supplied. cnreiie E e
Allow unblock if bank account & B e
ABA changed.

96: Unacceptable NFCU account A
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

iumi

Account Updte

1.7.23143 | Application Release : 1.4.6.0 (ncp.10g) %Bﬁ 612010 17‘51:50 PM
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Negative Balance Notification at Navy Cash Kiosk

m 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 , Funds Transfer  CardMaintenance  Account Maintenance  Operations _ Lktities.  Reports  Logouk
- - . NAvYCASH

View Disbursing

Notifications. If unchecked g

the Operator can view all | ———.

notes.

gggggg

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.

List of Members matching Search Criteria

Dishursing Application Yersion: : 1.7.23143 | Application Release :1.46.0 (ncp.10g) | 81612010 i7:52:15 PM
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Help for Note Maintenance

r i
Help for Note Maintenance

Procedure

To Search for a user To Wiewisdd Motes

From the
Cr

Security Mumber ar ._
2. Enter Jumber or ar
3. Enter Fram the List of Mates for Highlighted

1. Click Search. v b faoe:
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Adding a Note

Add Note

Maote for BERGISTEIM, MAKIRE A

Maote Type: MEGATIVE BALAMCE
Mote Subject:

Mote Comments: imerit
11 Initi
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Disbursing Note

Add Note

Mote for BERGS

Mote Type: MEGATIVE BALANCE

Mote Subject:

Mote Comments: SHMEL2010 -- $50 -- MNSF
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View Disbursing Notifications

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

m |f 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.

List of Notes for Highlighted Member
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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.

r

-
Help for Hote Maintenance

Procedure

To Search for a u=ser

To “Wiew add pMotes
1. Hawve uzer inzert card.
2 ard Info' button.

ity Mumber or
Mumber ar
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