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Rules of Behavior for Users  
 

 The Disbursing Officer must ensure every Navy Cash 

operator assigned an Operator ID has signed the Rules of 

Behavior. By their signature, individuals indicate they have 

read, understand, and agree to abide by these rules of 

behavior. Generally, the Rules of Behavior are signed 

electronically in the disbursing office. 

 When the Rules of Behavior functionality is first 

implemented on the ship, current users of the Navy Cash 

Disbursing Application will not be able to log in to the 

Navy Cash system until they have signed the rules of 

behavior form.   
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Rules of Behavior for Users  
 An indication that the Rules of Behavior form has been 

signed electronically is retained permanently as a part of an 

individual's member profile.  If they have signed a rules of 

behavior form electronically on a previous ship, they will 

not be required to sign the form again. 

  If they have not signed a rules of behavior form 

electronically, the following message will be displayed 

when they attempt to log in. To sign, they will need to go 

to the disbursing office (or in the sales office) where the 

Disbursing Application workstation/laptop is connected to 

a POS device.  
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Rules of Behavior for Users  

 

 The Rules of Behavior Form screen will display, pre-

populated with the user’s name and current date.  

  If the information on the form is not correct, click 

[Cancel] and report the error to the Disbursing Officer.  

  If the information on the form is correct, click [Capture 

Signature]. The main screen of the POS device connected 

to the Disbursing Application workstation/laptop will 

display a signature pad.  
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Rules of Behavior for Users  
 

 If you have read and agree to abide by the rules of behavior, use a 

stylus (provided with each POS device) on the POS signature pad to 

sign the form electronically.  

 

      If the signature is: 

          - not satisfactory: touch POS [Clear]. Re-sign.  

          - satisfactory: touch [I Accept].  

 

  The Rules of Behavior from is now signed cryptographically, and the 

operator’s signature is embedded into the Rules of Behavior 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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Rules of Behavior for Users  
 

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

Signature] on the Rules of Behavior Form screen return to 

the “Capture Signature” screen.  Sign again. 

 (11) If desired, a copy of the signed Rules of Behavior 

form can be printed by clicking [Print Document].  

 Once the electronic signature process is complete, click 

[Submit]. The Disbursing Application returns to the 

Operator ID Maintenance screen, and a message is 

displayed to indicate the process is complete.  
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Rules of Behavior for Users  

 

 When the next round-trip is completed: 

– the Rules of Behavior form with embedded signature 

will be filed electronically in the document storage 

system ashore, and 

– the operator’s member profile will be updated ashore 

and on the ship with a permanent indication that the 

Rules of Behavior form has been signed electronically.  
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Rules of Behavior for Users  
 

 When the Rules of Behavior functionality is first 

implemented on the ship, the Disbursing Officer must 

ensure every Navy Cash operator who is not a Disbursing 

Application user reports to the disbursing office to sign a 

rules of behavior form electronically.  

 

 To enable a current Navy Cash operator to sign a rules of 

behavior form, the Disbursing Officer selects “Operator ID 

Maintenance” in the “Operations” pull-down menu.  
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 Click [List Configured Operators] to display all operators 

within the ship’s Navy Cash system, and select the correct 

name in the list of configured operators.  

  Or, enter the First Name, Last Name, and/or Social 

Security Number of the operator; click [Search]; and select 

the correct name in the list of currently configured 

operators (if multiple names appear).  
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 If the operator has not signed a Rules of Behavior form 

electronically, [Sign ROB] displays (ROB = Rules Of 

Behavior). The Disbursing Officer clicks [Sign ROB] 

button. 

 

  The Rules of Behavior Form screen will be displayed, pre-

populated with the user’s name and current date. 
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Rules of Behavior Signed  

 If the operator has signed a rules of behavior form electronically on the 

current ship, [View ROB] displays. The Disbursing Officer can click 

[View ROB] to retrieve and view or print a cardholder’s rules of 

behavior form with embedded signature (but only after a round trip has 

been completed between ship and shore).  

 If the operator has signed a rules of behavior form electronically on a 

previous ship, [View ROB] is grayed out and cannot be used.  

  In either case, the operator’s member profile includes a permanent 

indication that the rules of behavior form has been signed 

electronically, and she/he does not  need to sign the form again. 

 The rules of behavior form with embedded signature will be retained in 

the document storage system ashore. The rules of behavior form 

cannot be viewed on the Navy Cash Disbursing Web Site, but the 

Disbursing Officer can contact the CSU and request a copy.  

 

 


