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Disbursing Unit 2: 

Disbursing Application Overview 

Navy Cash Training 
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Objectives 

 Demonstrate how to Log on to the Disbursing 

Application on the stand alone Navy Cash Workstation 

 Describe the types of Funds Transfers that the user can 

perform utilizing the Disbursing Application or K80 

 Describe the various functions involved with Card and 
Account maintenance using the Disbursing Application  

 Describe the Disbursing Application Operations and 
Utility functions, and the various ship and shore reports   
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Disbursing Application Logon 
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Disbursing Application Login  

 You need a distinct login name and password for the 

Disbursing Application (DA) 

– You must first be enrolled into the system 

– Last name and first initial is login name 

– DISBO (“System Administrator”) grants access to DA 

functions 

 

Note: You need a separate login name and password for the Windows OS 
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DA Sign On/Off 

 Verify that the K22 has power and is turned on 

– “Welcome to Navy Cash – Proxy Mode – Offline” 

 Start Windows, enter Windows NT password 

 Verify the „DDE Proxy‟ (Dynamic Data Exchange) icon is  
visible in lower right-hand corner of screen 

– If not, double-click „Navycashproxy‟ icon to start DDE 

 Click Disbursing Application icon  

 Log in with your username and password 

 To log out, click Logout, then [Ok] 
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Disbursing Office Equipment 

 Username is displayed at top 

 

 Disbursing personnel perform 
the majority of their customer 
service needs using the NC 
Disbursing Application (DA)  

 

 Typical setup is: 

– Desktop w/ NC DA loaded 

– K22 connected to the  
same computer 

– Printer Disbursement Application  
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Funds Transfer 
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Funds Transfer Overview 
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Funds Transfer to Chip 

 Select Funds Transfer to Chip 

to allow adding value to chip 



    

This information is proprietary and cannot be copied or redistributed without  

prior written permission of L-3 Communications. 

Ver 

1.4.6.3 

Funds Transfer to Chip (cont) 

 Funds transfer to the chip can be 

done by: 

– Cash 

– Check 

– SSN (or „strip to chip‟ – usually 

done at K80.  Must be done in DA 

to transfer funds to a Visitor card) 

Note: Process cash/check 

receipt first, update Daily 

Cash Transaction Ledger 

Note: Procedures 
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Funds Transfer from Chip… 

…to Merchant 

 This option is used primarily 

for Bulk Sales 

 Select Merchant button and 

then the Merchant 

 Follow remaining procedures 
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Funds Transfer from Chip... 

…to Cash  

 Select Cash button to 

“cash out” card chip 
(usually Visitor’s Card) 

 Follow remaining 

procedures 

 

 

 

Note: update the Daily Cash 

Transaction Ledger 
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Individual Refund 

For a specific Transaction… 

 Select Chip Purchase Refund  

 Select Transaction (reduce list 

by using dates, or select Event  and 

click [Refresh]) 

 Click [Submit] 
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Individual Refund (cont) 

For partial transaction refund… 

 Select Miscellaneous Refund  

 Enter transfer amount 

 Selected associated Merchant  

 Click [Submit] 

 

 

Note: This option best for refunds for vending or portions of multi-item purchases at Ship Store 
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Chip to Chip Corrections 

Used to make manual corrections… 

 
Sailors can transfer funds to one another 

„Chip to Chip‟ at K80.  But, if interrupted 
before completion (i.e. power failure, 
GQ) funds are stored in an escrow 
account on NC server until next day 

Then, funds are automatically transferred 
back to member‟s strip account unless 
DISBO does a „Chip to Chip‟ prior 

(Note: Visitor card escrow amounts are 
transferred to DISBO Merchant) 
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Chip to Chip Corrections (cont) 

 The automatic correction process generates an Automated Chip-
to-Chip Corrections Report 

– Found in the Q:\files\navydata\report\ship\pspo folder  

 DISBO should review these reports daily 

 For every Visitor card chip-to-chip correction, the DISBO must 
take action to return the value to the cardholder (e.g. do chip-to-chip 
from DISBO Merchant, or cash out)  
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Funds Transfer – Bulk Refunds 

For multi-card duplicate refunds… 

 Bulk Refunds   

– require an *Event be setup (and 

properly used) 

– Returns funds to member strip  

 

 Review Bulk Refund Exceptions Report 

- Visitor Cards require Individual 

Refund function *Note: Creating an Event covered 

under Operations 
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Funds Transfer – Deposit Cash or 

Check to Strip 

 Deposit member funds 

directly to their strip 

– Enables negative balances to 

be immediately resolved 

– Use care on accepting funds if 

prior NSF caused Auto-

Representment process to start 

Note: update the Daily Cash 

Transaction Ledger first 
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Card Maintenance 
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Card Maintenance 
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PIN Reset or Change 

 Reset or Change PIN:  

– Normally done at K80  

– Visitor cards require 

assistance to reset PIN 

Note: If card blocked, must be 

Unblocked for PIN reset to work 

(on K22) 
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Change Card Status 

 Change Card Status  

 used primarily to report 

damaged, lost, or stolen cards or 

 To cancel Instant Issue card and 

activate Embossed Perm card* 

 See SOP for Visitor Cards 

Note: Sailors can activate initial card at K80 

 

* For same day fund access, they must 

transfer funds from Instant Issue card using 

chip to strip (account) at K80 before coming 

to DISBO 
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Unblock Card 

Required when PIN entered 
incorrectly > 3 times 

Can unblock if < 10 attempts 

 Verify cardholder identity 

 Error R09? Perform 
Unblock Card several 
times (see SOP) before 
deciding to replace card 
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Card Report 

 Report shows ONLY chip 

transactions  

 Used for research purposes 

– Used by Cash Verification Team 

during quarterly audits 

 Can be done using Card Name, 

SSN, or NC Card ID 
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Account Maintenance 



    

This information is proprietary and cannot be copied or redistributed without  

prior written permission of L-3 Communications. 

Ver 

1.4.6.3 

Account Maintenance 
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Assign Replacement Card 

Use of Assign Replacement Card  

allowed after using [Change Card 

Status]...reporting a lost, stolen, 

damaged, or cancelled card… 

 Discuss pros/cons of issuing 

*Instant Issue card vs. requesting 

embossed perm card and issuing 

Visitor card in interim 

*Note: Preferred option.  Update Navy Cash Card 

Issue Log 

Request New Card 
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Close or Suspend Account 

For cardholders pending Discharge, or who no longer 

want a Navy Cash card  

 Member should move funds from „chip to strip‟, then strip to 

home bank account at K80 

 DISBO should monitor ship‟s Prospective Gains/Losses 

report 

 Verify daily those within 30 days prior to Discharge not on 

Negative Balance report 

– If so, take prompt action 
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Account Enrollment Form 

 If member has no middle 

initial, use a hyphen (-) 

 Bank account info is not 

required if member does not 

want transfer option 

 User may sign up later in 

Disbursing Office 

Note Procedures 

Must be same as on 

account or check 

For SPO, name must 

match Military Pay 

Account  
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Account Enrollment 

 When enrolling a member stationed aboard ship 

use the ship‟s mailing address and enter the ship‟s 

name in address line 1  

 To make mail sorting easier, include their assigned 

division in address line 2 

 Issue an Instant Issue card  

 Print form, have member sign, send to JPMC 
– Keep copy of signed form on board for 3 years (or longer if 

member still assigned) 
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Account Information Update 

Note Chip Load Limit, and 

Transfer Amount limit 

 First, enter changes… 

 

 

 

 When done, Click   

[Account Update] 
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ACH Declines 

3rd NSF forces ACH block 

Other reasons: 

ACH decline codes: 
94: DSI request to disallow ACH funding - 

Do not allow unblock 

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

96: Unacceptable NFCU account supplied - 
Allow unblock if acct number changed 

97: Technical error processing account - 
Allow unblock if error corrected 

98: Invalid Account Number.    
Allow unblock if acct & ABA changed 

99: Manually blocked by DISBO 

     Allow unblock 
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Note Maintenance 
 Internal memos are stored in 

cardholder‟s profile 

 Use to record efforts to clear 
negative balances or Replication 
Conflicts  

– What, who, when (date), etc. 

– Once entered, can not change 
notes  

 Disbursing Notifications are 
sent from shore 

 Note: [Help] button - displays help for current 

screen.  Content will change if the View Disbursing 

Notifications block is checked 
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View Disbursing Notifications 

 Check the box 

 Start Date defaults to last 
Logout day 

 End Date defaults to current 
login day 

 Click [Search] 

 Associated Replication 
Conflict errors will display 

– Contain respective EOD batch 
ID 

Note: Disbursing Notification Alerts show on logon 
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 More info can be added to these notes.   Follow the 3 steps in 
the procedure box under “Options for Replication Conflict 
Notes.” 

More about Replication Conflicts 

Once the note is added, click the [Account Information Update] button 
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Return to Note Maintenance 

 If you did not finish 

the notes on a 

member earlier, 

click [Return to 

Note Maintenance] 
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Operations 
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Operations 
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Indicate End-of-Day 

 Three versions: 
– Manual EOD  

– Automatic EOD [Similar to Manual] 

– Automated Interim Round Trips [*limited] 

 Manual: Run at „end‟ of business day 
– Ends business transaction capture for that day 

» New transactions recorded for next day 

– Starts automatic system back-ups 

– Begins „round-trip‟ process 

– Transfers all ship transactions to shore 

– Retrieves shore reports and updates 

– Updates account data on ship and shore 

*Runs every 6 hours unless CSU changes it.  Synchronizes ship/shore 

accounts with latest activity.  No reports generated or received.   
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Automatic End of Day (cont) 

Used when DISBO and 

Deputy absent (e.g. 

weekends) 

 Automatic End of Day 

can be activated and 

deactivated at any time 

 Click [Change] to turn 

on/off or set schedule 

 Remember to turn off on 

return 
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View Reports 

 To select, generate, view, 
copy, and/or print a report, 
click the report name 
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Safe Bank Transactions Report 

Tracks all changes to Navy 

Cash funds in disbursing  that 

result from: 

- Deposits to bank 

(withdrawals) 

- Deposits to safe (deposits) 

- Funds transfers to/from chip 

 
For most reports… 

 Enter Start Date/End Date 

 Click [Generate], [Print], or [Save] 
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Disbursing Accountability Detail 

Lists disbursing transactions: 

– cash and check to chip 

– deposits to safe and bank 

– chip to cash  

 

Note: If Navy Cash cash and checks are 

separated from other funds in the safe, 

this report will show the Navy Cash 

amounts that should be in the safe 
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Disbursing Accountability Summary 

Summary of transactions shown 

in Disbursing Accountability 

Detail Report 
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Replication Conflict Report 

Occurs when both ship & 

shore update member 

account information 

during same Batch Cycle 

 

Replication Conflicts 

generate a Disbursing 

Notification Alert 
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SPO Payroll Report 

Lists cardholders participating 

in SPO 

 

Provides the last payroll 

amount credited to their Navy 

Cash account 

 

Note: Useful reference if you have to 

run a Provisional Split Pay 
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Disbursing Transactions Detail 

Report 

Used to assist audit of the 
Disbursing Office 

Shows all transactions 
conducted by each operator 

 

Note:  File this report with your 

DD form 2665 and DD form 

2657 and Navy Cash Logs 

Note scroll bars 
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Disbursing Transaction Summary 

Report 

    Summary of the data in 

the Disbursing 

Transactions Detail 

Report 
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Merchant Transaction Detail Report 

Lists detail on all: 

- Sales,  

- Refunds and 

- Correction transactions  

for all Merchants (vending 

and non-vending) 

- Includes cardholder name and 

card number (last 5 digits)  
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Merchant Sales Summary Report 

Summary of Merchant 

Transaction Detail Report 

 

- Used for EOD and EOM 

Merchant sales receipts 
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Operator Status Report 

List of operators 

currently logged on K22 

devices 
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Unmatched Chip-to-Chip Report 

 

■ For every Visitor card 
chip-to-chip correction, the 
DISBO must take action to 
return the value to the 
cardholder (e.g. do chip-to-
chip from DISBO 
Merchant, or cash out)  

 

 

 

 

List of all failed „Chip-to-

Chip‟ transfers 

 

Used for research 
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Instant Issue Issued Card Report 

Lists all personnel issued 

Instant Issue cards 

 

Shows the issue date, name, 

account number and card 

number of the card issued 
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EOD Report 

Provides information on: 

-  status of the EODs (round trips) that 

Disbursing initiated 

-  check and cash balances at EOD 

-  most recent EOD date used to 

retrieve starting safe balances shown 

in Disbursing Accountability Detail 

and Summary Reports 
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Fraud Detection Report 

In the event Navy Cash detects 

possible fraudulent ACH activity, a 

pop-up window will appear. 

 

Click [Yes] to view a report 
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Fraud Detection Report (cont) 

The Fraud Detection Report 

can be viewed, and printed at 

any time 

 

 Click [Fraud Detection 

Report] found in Operations,  

View Reports   

 

The report will display the  

record of any possible 

fraudulent transaction events  

 

Lists member name and last 

four of SSN 
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ROM II Reporting 

 Compares NC against ROM II – requires ROM II data disk 

 These comparison reports can be run:  
– ROM II transactions not in NC 

– NC transactions not in ROM II 

– NC and ROM II transactions with different amounts 

– Transactions that failed in ROM II but succeeded in NC. 
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Safe  Bank Transactions 

 Used primarily at EOM to reset cash amount on Disbursing 
Accountability Summary Report (DASR) to zero for next month 

 Used as „last resort‟, temporary fix if DASR “out-of-balance” and 
stops EOD process.  Use Transaction Type: 

– Deposit to Bank if DASR amount positive, to subtract from account 
– Deposit to Safe  if DASR amount negative, to add to account  
  

 Data stays onboard and works like an internal memo 
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Operator ID Maintenance 

Every NC device operator has a 
unique 4 digit ID (like an SSN) 

- ID can not be reassigned or shared 

Use this function to add/delete/modify 
NC operators 

– Operators must be NC cardholders 

– Operator ID cannot begin with a “0” 

If checked, equates to 

„Inactive‟.  To re-activate, 

uncheck box 
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Vending and Ship‟s Store 

 Used to perform vending 
EOM procedures 

 Must be used to update CAD 
and vending machine IDs 
right after replacement 
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Event Maintenance 

   (usually MWR…) Events 

allow bulk refunds, much 

easier than individually 

    Also allows transaction 

reporting by Event 

 Use Event Maintenance to add 

or update Events (see 

Procedures)   

 Event Codes are used once 

 
Note: Best practice: create new Event for 

recurring events (e.g. “tour”) to keep „Event‟ 

unique; or risk defeating bulk refund benefit or 

refunding wrong transactions (e.g. all tours) 
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Utility Functions 
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Utility Functions 
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View Log 

 Displays current and historical logs  

of Disbursing Application  actions 

and error conditions 

 Used for troubleshooting with the 

Disbursing Application 
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View Disk Usage 

 View Storage Usage displays 

current disk usage  

– Problems start to occur when there is 

< 1GB free space on the drives 

– If less, verify backups are occurring 

 

At least 2 GB of free 

space is required 
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Network Operations Center (NOC) 

Selection 

 . 

The ship‟s NC server can use multiple comm paths to exchange 

data with NC shore server.  The ship NC server automatically 

switches paths if any one path is inoperable for any reason (e.g. 

ship changes OP areas).  Occasionally, DISBO (&IT/ETs) must 

take action to force path change.  This screen assists that process. 

 
PRNOC – West Coast/PAC 

UARNOC – East Coast/LANT 



    

This information is proprietary and cannot be copied or redistributed without  

prior written permission of L-3 Communications. 

Ver 

1.4.6.3 

Process USMC Split Pay 

 Processing Marine SPO takes 
three steps on USMC laptop: 

– Insert USMC DDS RAPTRS disk 

– Click [Load] 

– Click [Process] 

Note: USMC DISBO will also need 

to create SF 5515 debit voucher for 

total Marine pay going to NC 

(RAPTRS) =Remote Access Pay Transactions and 

Reporting System , found on portable USMC 

Deployable Disbursing System (DDS) 
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Provisional Split Pay 

Note: SPO Payroll Report is a useful 

reference if you have to run a 

Provisional Split Pay 

 

DISBO can update member‟s SPO 

info using changes entered into DMO 

since last payroll post 
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Access Editor 

 Disbursing controls who has access to various functions within 
the Disbursing Application. Menu items are “grayed” out if the 
user does not have access. 

Access and User Group Editor 

This function  used 

only by JPMC 

programmer 
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Assigned Access Rights Editor 

 Used to add, remove, or 

retrieve access rights to users 

and groups within the DA 

Access and User Group Editor 

Note: For individual‟s User Name to show, 

must have been assigned Operator ID and 

the „Add as Disbursing User‟ block checked 
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User Account Operations 

 User Account Operations 
show the User name account 
status 

 It is used to Unlock/Lock 
accounts 

 Allows passwords to be 
Reset and/or Changed  
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Cash Verification Team 

 Each calendar quarter, the Cash Verification Team will 

generate Card Reports for all Navy Cash Disbursing 

Application users to verify that no unauthorized deposits 

were made to their accounts since the last quarterly cash 

verification assessment  

– Team will also use the Navy Cash Transaction Ledger as 

well as the Disbursing Officer‟s Disbursing 

Accountability Reports, including the Disbursing 

Transaction Detail Report, among others 



    

This information is proprietary and cannot be copied or redistributed without  

prior written permission of L-3 Communications. 

Ver 

1.4.6.3 

Questions 


