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Objectives 

 Demonstrate how to administer Navy Cash Cardholder 

accounts. 

 Describe daily Navy Cash Disbursing procedures. 

 Log on to and become familiar with the 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 the 
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. 



This information is proprietary and cannot be copied or redistributed without  

prior written permission of the  ENGILITY CORP 

Ver 1.4.7 

Cardholder Account 

Administration 
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Shipboard Enrollment 

 To Enroll in Navy Cash, 

an individual must report 

to the Disbursing office to 

fill out and sign an 

enrollment form 

(DD2887)  electronically. 

 

 A signed enrollment form 

must be on file for every 

Navy Cash cardholder.  
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Shipboard Enrollment (cont) 
 By signing the DD2887, cardholders acknowledge the program’s 

Privacy Act statement, authorize debits and credits to their bank 
and credit union account, consent to immediate collection from 
pay for any negative balances, and authorize the Government to 
initiate debt collection procedures for amounts that remain or 
become due and owing. 

 The Navy Cash, Marine Cash and Navy Cash Visitor Card 
Cardholder Agreement complies with Federal Consumer 
Financial Laws and regulations that governs financial products 
and services. The Cardholder Agreement defines the terms and 
conditions for use of the Navy Cash Card and provides cardholder 
rights and how to obtain card related issues.  

– A copy of the Cardholder Agreement must be given to all members who 
get a Navy Cardholder Card or Visitor card. Appendix U and Treasury 
FMS Navy Cash website has copies available. 
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New Account Enrollment 

 To enroll a person in the Navy Cash program, the 

Disbursing Officer selects Account Enrollment in the 

Account Maintenance pull-down menu on the Disbursing 

Application.  

 The New Account Enrollment screen displays and the 

Disbursing Officer enters the enrollment information into 

the on-screen enrollment form.  

– If a required field is not filled in, the application will prompt the 

Disbursing Officer for the missing information. Required blocks 

are indicated with an asterisk (*).  
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New Account Enrollment 
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New Account Enrollment 

 General Guidance.  

Use only letters and numbers in all fields of the New 

Account Enrollment screen.  

    Do not use any commas, dashes, parentheses, periods, and 

special characters in any of the enrollment fields.  

 

  Middle Initial. This is a one character field. It should be 

left blank when the person being enrolled does not have 

a middle initial. 
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Enroll and Issue Instant Issue Navy Cash Card  

 
 Enroll and issue Instant Issue Navy Cash Card  

– Select an Instant Issue NC card from the stock of spare cards,  

– document card issue in the Navy Cash Card Issue Log, recording 

the last four digits of the card number, name and last four digits of 

the SSN of the card owner, issue date, signature of the recipient, 

and the name and signature of the issuer (see paragraph 8.3.1, 

Custody of Navy Cash Cards).  

– Insert the new card into the POS and click [Get Card Info].  

 If the card is unassigned, the card ID number of the newly issued card 

will be displayed in the “Generic Card #” window.    

– Otherwise, the current assignment status will be displayed, and another 

Instant Issue card must be used from stock.  
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Enroll and Issue Instant Issue Navy Cash Card 

 Disbursing clicks [Next] to assign the Instant Issue Navy 

Cash card to the account and activate the card.  

 Once the Instant Issue card has been assigned to the 

account (activated) funds can be loaded on the chip at the 

Disbursing Office and used on board the ship immediately.  

 Once the next round trip is completed and the new account 

is established ashore and on the ship, the Instant Issue card 

provides access to all Navy Cash capabilities, both on the 

ship and ashore.  
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Enroll and Request Embossed Permanent 

Navy Cash Card  

 
 

To request an Embossed Permanent card when enrolling an 

individual, do not insert a new Instant Issue card into the POS. 

Instead, simply click [Next] to continue the process to enroll a 

new account holder in Navy Cash.  

 

The Disbursing Application will prompt verification to enroll 

an individual without assigning a generic (Instant Issue) card. 

Click [Yes]. 
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Enroll and Request Embossed Permanent 

Navy Cash Card 
 

 If an Embossed Permanent card is requested as a part of 

the enrollment process, the new enrollee will have to wait 

to receive the new card in the mail.  

 A Navy Cash Visitor card can be issued to the new 

enrollee to use until the Embossed Permanent card is 

delivered to the ship. 

 For security reasons and to prevent fraud, the new 

Embossed Permanent card arrives on the ship in a 

“pendactive” status and must be activated before it will 

work (see paragraph 8.4.12.a, Card Activation).  
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Enroll and Request Embossed Permanent 

Navy Cash Card 
 

 A cardholder can activate a new Embossed Permanent Navy Cash card 

at the Kiosk (or in Disbursing) as long as there is no other active card 

associated with the account.  

 If a Visitor card is issued until the Embossed Permanent card arrives, 

Disbursing will properly document the issue in the Navy Cash Card 

Issue Log.  

  Visitor cards are chip-only cards. They are issued by the disbursing 

office and are intended only to make purchases on the ship.  

  Visitor cards are reusable. The Visitor card should be cashed out and 

turned in when the Embossed Permanent card arrives.  
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Verify Enrollment Information and Capture 

Individual’s Signature Electronically  

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

Enrollment and Authorization Agreement screen displays, pre-

populated with the information entered on the New Account 

Enrollment screen.  

 Disbursing 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, click [Back] to return to 

the New Account Enrollment screen and revise the incorrect entries.  

 (b) If the enrollment information is correct, click [Capture Signature].  
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Verify Enrollment Information and Capture 

Individual’s Signature Electronically 
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Verify Enrollment Information and Capture 

Individual’s Signature Electronically 

 The Navy Cash Enrollment and Authorization Agreement 

screen changes to display [Cancel Signature] and the time 

remaining to capture the new enrollee’s signature.  

– There is a one-minute time-out to capture the new enrollee’s 

signature.  

 Disbursing can click [Cancel Signature] to return to the 

previous screen. If time expires, the Disbursing 

Application returns to the previous screen.  

 



This information is proprietary and cannot be copied or redistributed without  

prior written permission of the  ENGILITY CORP 

Ver 1.4.7 

Verify Enrollment Information and Capture 

Individual’s Signature Electronically 
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Verify Enrollment Information and Capture 

Individual’s Signature Electronically 

 At the same time, the POS device connected to the Disbursing 

Application workstation/laptop displays a signature pad. Have the new 

enrollee use the 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. 

– is 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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Verify Enrollment Information and Capture 

Individual’s Signature Electronically 
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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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Establishing New Navy Cash Account  

 
 

 The new account itself will not be reflected on the ship until the signed 

enrollment form (DD 2887) is transmitted ashore, the new account is 

established ashore, and the new account information is updated on the 

ship, which occurs when the next round-trip process is completed 

between ship and shore.  

  Instant Issue Navy Cash Card. If an Instant Issue card was issued 

during the enrollment process, the card was activated and funds can be 

loaded on the chip at Disbursing and used on the ship right away. Once 

the round trip is completed and the account is established ashore and 

on the ship, the instant issue card provides access to all Navy Cash 

capabilities. A cardholder can then transfer funds at the Kiosk on the 

ship to the chip or strip account from a bank or credit union account 

ashore and access funds in the strip account at ATMs ashore or to pay 

for purchases at retail locations ashore.  
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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 a Instant Issue card was issued: 

– If a card is about to expire, in Disbursing Application, select 

“Change Card Status” from the Card Maintenance menu 
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Change Card Status 

Note: Canceling a card does not close 

the Navy Cash account.   

• Insert expiring card into iPA 280 and 

change status to “CANCELLED”.  

The Embossed PERM card is in the 

system set at “pendactive” 

•  Insert Embossed PERM card into iPA 

280 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 from bank account as 

needed at the ATM. 

 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 such as: 

– Name is spelled incorrectly:  go to Account Information Update and 

update the information. This update will not generate an automatic request for 

a replacement card. If replacement is needed, Instant Issue card will normally 

be issued on the spot. 

– Bank account information is incorrect: go to Account Information 

Update and update the information. Also verify the ACH access which may 

also need to be unblocked. The cardholder’s member profile in the Navy Cash 

database on the ship will update immediately and in the Navy Cash database 

ashore as soon as the EOD is processed ashore.  
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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 website. 
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Lost/Stolen/Damaged Cards – Instant 

Issue/Embossed Permanent 
 Change card status upon report of 

lost/stolen/damaged card.  This 

updates all ship devices in 5 min. 

Cannot take a card off the 

hotlist! 

 If DA can’t read the strip balance 

on the database, the member is not 

checked in. 

 Provide Instant Issue Card on the 

spot-can be used on ship 

immediately/ashore within 24 

hours (if comms are up) 
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Lost/Stolen/Damaged Cards (cont) 

 Assign Replacement 
Card via Account 
Maintenance menu 

– Strip balance available 
immediately 

– Chip added to strip after 
EOD 

 Log Instant Issue card 
assigned 
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Lost/Stolen/Damaged Cards (cont) 

 Strip amounts are immediately accessible and available to the 

member using their new card. 

 There is no need to contact the Navy Cash Call Center for 

“recovery” of chip funds on cards marked 

lost/stolen/damaged. 

– The chip funds are automatically moved to the STRIP of the issued 

Instant Issue card after the EOD is processed and returned to the ship; 

Disbursing needs to emphasize this to the member. 

 



This information is proprietary and cannot be copied or redistributed without  

prior written permission of the  ENGILITY CORP 

Ver 1.4.7 

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 the Disbursing Application. 

– Obtain the cardholder’s home bank information to return funds to 

member’s account. 

– Provide the Navy Cash Call Center with the cardholder’s home bank 

information and Visitor card number. 

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

Navy Cash Call Center move the funds to the Disbursing Merchant 

card for transfer to another Visitor card after EOD. Move funds to Disb 

Office strip, Disb moves funds to Chip.  Then he has the 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 Navy Cash system will only automatically 

generate a new Embossed Permanent card for 

Merchant  accounts 60 days prior to the card 

expiration but the ship must replace member cards 

that expire with an Instant Issue card but 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 begin by 
contacting 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  cards          33                100               300           550 

 

Visitor Cards                   100              330                900          1,650 

(Reusable Chip Only) 

 

When a ship expects a high volume of visitors or transient personnel 

contact CSU.   Specific requirements will be handled on a case-by-case 

basis so that the ships inventory of Navy Cash cards are not depleted. 

Visitors should turn in their Visitor cards before departing the ship.  

This allowance should last the ship about 6 months. 

 


