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Disbursing Unit 3: 

Cardholder Management 

Navy Cash Training 
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Objectives 

 Demonstrate how to administer Navy Cash Cardholder 

accounts 

 Describe daily Navy Cash Disbursing procedures for: 

– DISBO Accountability (Cash Ledger) 

– Negative balances and Auto-Representment 

 Describe procedures for the three types of Refunds 

 Log on and become familiar with Disbursing Website 

 Discuss the procedures pertaining to Unauthorized 

Card Use 
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Personally Identifiable Information 

 The Disbursing Officer must establish and monitor 
procedures for the proper handling and 
safeguarding of Personally Identifiable 
Information (PII) associated with both Disbursing 
and Navy Cash operations to ensure the security 
and confidentiality of that information 

 All Navy Cash civilian personnel adhere to these 
same standards 

Note:  SOP, App. K applies 
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Cardholder Account 

Administration 
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Bulk Enrollment 

 A one-time Bulk enrollment process is used when 

a ship‟s crew first transitions to Navy Cash 

 Most of the processing takes place shoreside: 

– Crew members complete and sign enrollment form, 

verify current (local ship) address 

– Forms are sent to the local FISC office for processing 
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Shipboard Enrollment (normal) 

 Sailor completes enrollment form 
(note that NFCU Savings cannot be used) 

 Select Account Enrollment from 

DA menu 

  Follow Procedure 

 Send orig (signed) form to JPMC 

 Retain copy of form for min. 3 yrs 
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Shipboard Enrollment (cont) 

 Send originals via FEDEX or UPS (or other traceable means) in 
double packed envelope [PII] to : 

 J P Morgan Chase 

 Document Processing Services  

 Attention: Phyllis Smith 

    300 N King Street, Mail Stop DE 1404 

    Wilmington, DE 19801 

     Phone Number 302-282-2176  

 Send an email notification to: enrollment_forms@chase.com 

– Notification is important to verify all enrollment forms are received at Chase 

– Include date sent, number of forms in package; carrier name, tracking info, 
and the ships name and POC with phone number and email address 

– Utilize Memorandum (attached to Navy Cash Flash 10-014) and send it as 
an attachment to the email notification. 

 

mailto:enrollment_forms@chase.com
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Shipboard Enrollment (cont) 

 Normally, an Instant Issue card is issued right then 

 If Embossed Permanent card is requested (VIPs), 
issue new member a Visitor card for interim use 

– Update the NC Card Issue Log 

– Allow 2 – 4 weeks for the Embossed Permanent card to arrive 

– Cards are mailed to the individual, unless shipping more than 10 in 
which case FEDEX package goes to DISBO 
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Ship Check-in at K80 ATM 

 To activate the card the cardholder inserts the card into the 
K80 and enters the correct PIN 

 A cardholder can activate a new “pendactive” Embossed 

Permanent card at the K80, if there is no active card 

associated with the account 

 When cardholder completes Ship Check-In at K80, Navy 

Cash automatically unblocks ACH access and Navy Cash 

account access 

 The new Embossed Permanent card is now usable on the 

ship. It will be usable ashore within 24 hrs 
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Enrollment – Embossed Permanent Card Receipt 

 If a Visitor card was issued: 

– Cash out the amount of the chip, activate 

the Embossed Permanent card, and credit 

the chip with that amount of funds 

– Retain the emptied Visitor card and return 

it to usable stock 

 If an Instant Issue card was issued: 

– In DA, select Change Card Status from 

the Card Maintenance menu 
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Change Card Status 

Note: Cancelling a card does not 

close the Navy Cash account 

• Insert expiring card into K22 and 

change status to CANCELLED 

• Insert Embossed Permanent card into 

K22 and change card status to 

ACTIVE  

• The card is usable aboard immediately 

because an account was pre-existing 
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Change Card Status (cont) 

 Cardholder will sign for receipt of Embossed Permanent card 

 The cardholder can now move their funds as needed at the K80 

 Card will be active ashore after EOD has returned 

 Destroy cancelled card in the presence of the cardholder and 

document on Card Issue Log 

 Card status can be LOST, STOLEN, CANCELLED, 

DAMAGED, ACTIVE, or PENDACTIVE 

 Account status can be OPEN, SUSPEND, CLOSED, or PND-

CLOSE 
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Embossed Permanent Cards 

 If for some reason a Embossed Permanent card arrives 

with incorrect information (e.g. name misspelled): 

– Select Account Information Update and update the information 

» This update will not generate an automatic request for a replacement card 

» If replacement is needed, issue Instant Issue card on the spot 

– If bank account information is incorrect, update the information 

and verify ACH access unblocked  

 The cardholder‟s profile in the NC database on the ship 

will update immediately, and EOD in ashore database 
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Instant Issue/ Embossed Permanent Limits 

 Instant Issue / Embossed Permanent cards are 

automatically set to: 

– $1000 chip limit 

– $99,999.99 strip limit 

– $400 daily transfer limit  

» (this can be lowered through the Account Information Update, 

Navy Cash Call Center, or Navy Cash DISBO website) 
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Lost/Stolen/Damaged Cards – Instant 

Issue/Embossed Permanent 
 Change Card Status on 

report of lost/stolen/damaged 

cards 

– This updates all ship devices in 

5 minutes  

– Cannot take a card off hotlist! 

 If strip balance unreadable, 

member did not check in 

 Provide Instant Issue card on 

the spot - can be used on ship 

immediately/ashore within 24 

hours (if comms are up) 



This information is proprietary and cannot be copied or redistributed without  

prior written permission of the L-3 Communications. 

Ver 

1.4.6.3 

Lost/Stolen/Damaged Cards (cont) 

 Assign Replacement Card via 
Account Maintenance menu 

– Process new Instant Issue card 

– Strip balance available immediately 

– Chip value added to strip after EOD 

» Disbursing needs to emphasize 
this to the member 

 Update Card Issue Log 



This information is proprietary and cannot be copied or redistributed without  

prior written permission of the L-3 Communications. 

Ver 

1.4.6.3 

Lost/Stolen/Damaged Visitor Cards 

 If a Visitor card is Lost/Stolen/Damaged the procedure to 

reimburse the cardholder is: 

– Report the card lost/stolen/damaged using DA Change Card Status  

– Provide the NC Call Center the cardholder‟s home bank information 

and Visitor card number to return funds to member‟s account 

– If cardholder cannot provide home bank information, request that the 

NC Call Center move the funds to the Disbursing Merchant card for 

transfer to another Visitor card after EOD 

» Move funds to Disbo Merchant strip, Disb moves funds to Chip   

» Option(s) to do a chip-to-chip to individual‟s replacement card, or cash out the 

card and give the funds to individual 
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Assign Replacement Card 

No Instant 

Issue card 

issued 
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Automatic Card Replacement 

 The NC system will only automatically order a 

new Embossed Permanent card for Merchant  

accounts 60 days prior to the card expiration 

 Ship must replace member cards that expire with 

an Instant Issue card 

– No Embossed Permanent card will be generated for 

expiring member cards 
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Replenishing Navy Cash Card 

Stocks 

 The initial allowance of spare Navy Cash card 
stock is based on crew size and includes about 30 
percent for crew turnover and 10 percent for 
replacement of lost, stolen, or damaged cards  

 The order point for replenishing card stock should 
be when the ship is down to about a two-month 
supply of spare cards 

 To order cards the Disbursing Officer should 
contact CSU at Navycashcenter@ezpaymt.com to 
obtain a case number 

mailto:Navycashcenter@ezpaymt.com
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Replenishing Navy Cash Card 

Stocks (Cont) 
 

                                   FFG/DDG    LPD/LSD   LHA/LHD   CVN        

                                        CG            AS/LCC 

Instant Issue                     33                100               300           550 

Navy Cardholder  

 

Visitor Cards                   100              330                900          1,650 

Reusable, Chip Only 

 

 This allowance of spare cards should last the ship about 6 months 

 When a high volume of visitors or transient personnel are expected, 

contact CSU so the inventory of Navy Cash cards is not depleted  

 Visitors should turn in their Visitor cards before departing the ship  
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Cardholder Account 

Management: 

Accountability (Cash Ledger) 
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Add Value to Chip 

To add value to a chip: 

 Select Funds Transfer to 

Chip then select funding 

source Cash  

 Follow the Procedures 

 Log and track transaction in 

Navy Cash Transaction 

Ledger 
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Chip Withdrawal 
 

 Select Funds Transfer from 
Chip and then select 
transfer destination Cash  

 Log and track in Navy Cash 
Transaction  Ledger 

 Member must sign ledger 

 If a Merchant is indicated 
here, this will be reflected 
as a „sale‟ for that Merchant  
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Funds Transfer – Deposit Cash or 

Check to Strip 

 Card not required – can use 

SSN, click [Account Search] 

– Verify ID 

 Deposit member cash or 

check directly to their strip 

– Check or Cash: „Cash‟ is always 

selected (per SOP)  

 Note: update the Daily Cash 

Transaction Ledger first 
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Deposit Cash or Check to Strip (cont) 

 All transactions will be recorded manually on the Daily Cash 

Transaction Ledger, which shall be kept in the safe.  

 The Disbursing Officer clicks [Process Deposit] to initiate the 

deposit to the cardholder‟s Navy Cash (strip) account 

– This deposit method enables negative balances to be immediately 

resolved 

– Use care on accepting funds if prior NSF caused the Auto-

Representment process to start 
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Daily Accountability 

 Cashiers maintain their own 

Daily Check and Cash 

Transaction Ledgers 

 Figures should match the 

Cashier‟s Disbursing 

Accountability Detail Report 

and DD 2665 

 Blank ledgers can be 

photocopied from NC SOP, 

Ch. 8 
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 Agent records Net Sum for Cash Transactions (Field 10) as 

increase/decrease to line 17 and 20, and decrease/increase to line 31 

(Navy Cash EFT) of  DD 2665 

 A copy of the ledger should be retained with DD 2665 

 Disbursing Officer records Net Sum for Cash Transactions (Field 10) 

as increase/decrease to line 6.2A and 6.3A, and decrease/increase to 

line 6.9 of the DD 2657  

          

    

  

  

    

  

    

  

  

  

Daily Accountability (cont) 

Field 10 
Net Sum for Cash Transactions 



This information is proprietary and cannot be copied or redistributed without  

prior written permission of the L-3 Communications. 

Ver 

1.4.6.3 

Cardholder Account 

Management: 

Refunds 
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Refunds 

 When a Sailor requires a refund from a Merchant   (i.e. Ship‟s 

Store, MWR), authorization must first be obtained on an 

approved Navy Cash Refund Chit 

– Each Merchant maintains a Refund Log for monthly verification 

 For Ship Store, Sailor requests refund from Sales Officer, who 

typically performs refund on the DA and at the Ship Store POS, 

and records in Refund Log 

 All other refunds are performed at the Disbursing Office and 

logged in the Disbursing Refund Log 
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    Refunds (cont) 

 Refunds will return the amount of purchase to the card and 

deduct the amount from originating Merchant’s collections (i.e. 

MWR) for  that day 

–  Remember that the chit may have been issued on an earlier 

date, so notify the Merchant once the refund is completed 

 NC records the refund on the daily reports 
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     Refunds (cont) 

 Disbursing and other accountable individuals (i.e. Sales Officer, 
MWR) should verify the amounts reported by NC server match 
the refund chits for that day 

  Also verify that the amount(s) of refund plus amounts deposited 
(i.e. MWR bank account or NC account) match total collections 
for that day  

 Return Refund Chits to originators for verification   

 At end of the month, chits should be verified against NC reports 
and Merchant Refund Logs 
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Types of Refunds 

 There are three types of refunds available in the Navy Cash 

application: 

– Individual (Miscellaneous):  Select this option when just a 

portion of the transaction needs to be refunded, or specific 

purchases cannot be identified as with vending purchases 

– Individual (Chip Purchase):  Select this option when the total 

amount of the transaction needs to be refunded 

– Bulk Refund:  Select this option when an Event needs to be 

canceled at a Merchant’s direction 
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 Individual Refund 

 Also use for refunding 

Event purchases on Visitor 

cards 

– with approved Refund Chit 
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Fund Transfer – Bulk Refunds 

 Merchant must initiate Bulk 
Refunds 

 Disbursing processes a Bulk 
Refund 

 Refund goes to strip accounts 
(approx 20 min) 
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Cardholder Account 

Management: 

 Updates, Transfers and 

Discharge 
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Updating Member Accounts 

 If a member‟s name, address, bank account changes, there are 
three ways to update the information: 

– Account Information Update on DA 

– Log on to Disbursing Website: 

» Update account information/funding source 

» Block or unblock ACH on account 

– Contact Navy Cash Call Center: 

» Update account information/funding source 

» Ask them to block or unblock ACH 

 
Note:  For additional information, refer to Navy Cash Client 

Website User's Guide on L3 Resource Disk 
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 Closely monitor ship‟s Prospective Gains/Losses Report 

and Transfer Information Sheet 

– Work with personnel office to keep track of who will be 

leaving the ship within 30, 60, and 90 days 

 Use Account Information Update to enter projected Transfer Date 

and Transfer Type in each cardholder‟s profile 

– This action assists both ship and shore required actions 

– When cardholder within 30-days of transfer, report generates 

and serves as notice to clear any negative balances  

 

 

 

Updating Member Accounts (cont) 
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 Members NC account profile transfer dates are used to transfer 
accounts to a „shore’ command roster   

– Transferred cardholders will reflect on ship‟s daily reports for two weeks 

– Cardholder can still use the chip to purchase things on the ship  

 When account is transferred to the shore command: 

– On ship NC access to bank/credit union accounts blocked automatically 

– Navy Cash account is automatically suspended 

» Prevents online ATM withdrawals and online purchases ashore 

» However, cardholder can still make purchases ashore, even if NC 

account balance is negative, at merchants using offline mode 

 Shore command accounts activity monitored ashore: e.g.  Negative 
Balance Report and Returned Items Detail Report 

 

Automatic Block and Suspend Action 



This information is proprietary and cannot be copied or redistributed without  

prior written permission of the L-3 Communications. 

Ver 

1.4.6.3 

PCS Transfers 

 …to Navy Cash Command: 

– Member retains account and card 

– Performs Ship Check-in at next command (using K80) 

» This moves the member‟s profile to the other NC ship  

 …to Non-Navy Cash Command: 

– Member retains card  

– Disbursing contacts the Navy Cash Call Center to SUSPEND 

account and block ACH access 

» The member must report to Disbursing on the next NC ship to change 

account status from SUSPEND to OPEN, and unblock ACH access. 

This is not automatic. 
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Member Discharge 

 30 Days prior to the member‟s discharge/terminal leave, the 
following actions must occur: 

– Member: 
» Transfer all funds off  Embossed Permanent/ Instant Issue 

card to Visitor card, and/or home bank account 

– Disbursing: 
» Review Negative Balance Report and clear all negative 

balances (via DS01) 

» Disbursing contacts the Navy Cash Call Center to 
“suspend” account 

» Stop SPO (>30 days) 

» Cancel the card in Navy Cash Disbursing Application 
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Cardholder Account 

Management: 

Negative Balance / NSFs 
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 DISBO is responsible for collecting ship member negative 

balances, which represent a debt to the U.S. Treasury funds pool 

 Accounts with a negative balance are added daily to Disbo‟s 

Daily Negative Balance Report and Returned Items Report 

 A Strip account can go negative for various reasons:                  

– Non-Sufficient Funds (NSF) in personal account  

– Personal Account Closed  

– Incorrect Bank Information 

» Routing number 

» Account number 

Negative Balances 

Note: See SOP, App. L for more 

info on negative balances and 

Auto Representment 
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Negative Balances (cont) 

 Off-line shore-side transactions (ATM or Merchant) can make 

an inadequate strip account balance go negative when the 

transaction is eventually processed through NC 

» If this is the reason a member‟s strip goes negative, it will not appear 

on the Returned Items Detail Report  

» Research shore transactions that cause a strip account to go negative 

 K80 message: After entering their PIN in the K80,  cardholders 

with a negative account (strip) balance will see a message 

telling them to go to Disbursing to clear it 

 Once the strip account goes negative, member‟s access to shore 

bank/credit accounts is blocked to avoid larger negative balance 
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 Automatic Representment reduces the workload associated 

with managing and collecting on negative balances 

 If a cardholder‟s K80 ACH transfer request is returned 

„NSF‟ the ACH transaction will automatically be Re-

presented up to two more times on successive pay days 

– Exception is made for ACH amount less than $5 to minimize 

potential excess NSF fees 

 Most Automatic Representments clear on the next pay day 

– but some don‟t… 

 If successful, funds from Representment will be held for 
five business days to ensure the represented transaction 
will not be returned „NSF‟ as well 

 

Automatic Representment 
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Automatic Representment (cont) 

 Paydays are 1st & 15th of each month. If it falls on a weekend 
or holiday, payday is the preceding duty day.  Representment 
will be made one day prior to pay day.  For ex: if the 15th falls on a 
Monday (a holiday), the ACH representment will be created on the 11th, and 
the accounts will be debited on pay day on the 12th 

 Disbursing Officer should not take action on negative balance 
amounts covered by automatic representment until after the 
second representment is returned 

– Accepting cash after AR process starts will not stop representment 

– However, the cardholder‟s NC access to bank/credit union account must 
remain blocked until the negative balance is resolved 

 If the ACH transaction is returned „NSF‟ a 3rd time (initial + 2 
AR=3), the DISBO will immediately initiate collection of pay 
(FID DS01) in the amount of the account‟s negative balance  
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NSF Collection 
 The following actions can be used to collect monies from a 

member on board a ship: 

– Transfer funds 

» Move funds from chip to strip 

» Transfer cash to strip  [DISBO choice to accept check…] 

– Split Pay Option 

» Initiate or increase SPO amount 

– Collect money  

» Mail ex-cash to JP Morgan Chase 

– MMPA collection 

» DS01: Company Code D411179 

» Approx 6 weeks for credit to member account 
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NSF Collection: Member Transferred 

 If a member is on the negative balance report and has 

transferred from your command, the following steps can be 

used to collect monies from the member: 

 

– Collect money (if member is easily available) 

» Mail ex-cash to JP Morgan Chase 

– MMPA collection 

» DS01: Company Code D411179 
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Cardholder Account 

Management:  

Disbursing Website 
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Disbursing Website 

 At the Client Login, log on using your JPMC assigned username 
and password  

Log on to the website every month! 

 

Account will be closed after 90 days 

inactivity and purged after 6 months 

 
Contact the Navy Cash Call Center  if 
locked out, or password  forgotten  

Note: Navy Cash Client Website  

User's Guide offers detailed information 
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Disbursing Website: Search 

■ Cardholder Account 
Search offers different 
search options 

■ If you don‟t know the 
information for a 
particular „and‟ field, 
type in % as a wildcard 

■ Example: Enter First 
Name, Last Name, and 
% in Cost Center field  

■ Click [Submit] 
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Cardholder Account Summary 

 Cardholder Account Summary 

provides a summary of 

Chip(card)/Payroll (SPO) 

accounts. It allows: 

– Block/Unblock ACH capabilities  

– Set or clear NSF count  

– Close accounts  

– Suspend accounts  

– Transaction history – used to 

view data from the past 13 

months; available in 30 day 

intervals 
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Cardholder Account 

Management:  

Unauthorized EFT And POS 

Charges 
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Procedures For Submission 

 Inform the Navy Cash Call Center 

 Submit the completed affidavit via fax or e-mail  

– Affidavit can be found in NC SOP 
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Affidavit of UA EFT & POS  


