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Force Operator Logon, 7-4 

General, 2-3 

Hard Reset POS, 2-22 

Install or Replace SAM, 2-22 

Merchants, 2-12 

Navy Cash Proxy Application, C-1 

Normal Mode, 2-12 

Normal Mode Menu, 2-12 

Normal Mode Purchases, 2-25 

Operator Logoff, 2-24 

Operator Logon, 2-23 

POS Operations, 2-23 

Proxy Mode, 2-12, 2-32, C-1 

Proxy Mode Welcome Screen, 2-32 

Proxy Mode–Card Entry, 2-33 

Proxy Mode–Change/Unblock PIN, 2-38 

Proxy Mode–Disbursing Application, 2-34 

Proxy Mode–Funds Transfer from Chip, 2-37 

Proxy Mode–Funds Transfer to Chip, 2-35 

Proxy Mode–Get Chip Info, 2-35 

Proxy Mode–ROM, 2-40 

Proxy Mode–ROM Operator Logoff, 2-41 

Proxy Mode–ROM Operator Logon, 2-40 

Proxy Mode–ROM Purchase Transactions, 2-42 

Reboot POS, 2-22 
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Remove Amounts, 2-18 

Remove Events, 2-16 

Remove Merchants, 2-14 

Sale–Amount Entry, 2-27 

Sale–Merchant Selection, 2-25 

Sale–Sale Confirmation, 2-28 

Sale–Sale Results, 2-30 

Sale–Sale Review, 2-28 

Sale–Single Purchase Sale, 2-30 

Screen Layout, 2-3 

Set IP Address, 2-11 

Set Terminal ID, 2-8 

Troubleshooting Tasks, 2-22 

View and Configure Amounts, 2-17 

View and Configure Events, 2-15 

View and Configure Merchants, 2-13 

View Diagnostic Information, 2-9 

Welcome Screen, 2-24 

Post Office 

End-of-Day Procedure, 6-3 

Flexible Credit Operations, 6-3 

Initial Enrollment in Navy Cash, 6-2 

Official Mail, 6-5, N-1 

Refunds (USPS 3533), 6-3 

Sale of USPS Stamps to Ship’s Store, 6-3 

Printing Reports, 8-97 

Private Messes 
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Cards and Accounts, 4-4 

Commuted Ration Credit, 4-8 
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Initial Enrollment in Navy Cash, 4-3 

Merchant Settlement Report, 4-20 

Mess Bill Collection, 4-7 

Mess Bill Payment to FSO, 4-10 

Mess Treasurer Turnover, 4-5 

Monthly Financial Operating Statement, 4-14 

Navy Cash Card Limits, 4-5 
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Refunds, 4-8 

Provisional Split Pay, 8-130 

Filter Options, 8-132 
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Proxy Application 

Closing Proxy Application, 8-27 
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Purchases 
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Recurring Payments, 1-20 

Quarterly Cash Verification 

Cash Verification Team, 8-195 

Reactivate Navy Cash Operator, 8-109 

Delete Navy Cash Operator, 8-109 

Reconciliation 

Daily Reconciliation, 3-9, 4-12 

Daily/Monthly Reconciliation Worksheet, 3-18, 
4-21 

Monthly Reconciliation, 3-10, 4-13 
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Recurring Payments, 1-20 
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Bulk Refunds, 8-39 

Chip Purchase Refund, 8-37 

Funds Transfer, 8-36 

General Mess, 3-7 

Individual Refund, 8-36 

Merchant Refund Log, 8-231 

Miscellaneous Refund, 8-38 

MWR, 5-5 

Post Office, 6-3 

Post Office (USPS 3533), 6-3 

Private Messes, 4-8 

Refund Chit, 8-232 

Unliquidated Refunds, 3-7, 3-9, 3-10, 4-9 

Replacing a Navy Cash Card, 1-17 

Assign Replacement Card, 8-56 

Change Card Status, 8-51 

Instant Issue Card, 8-9, K-2 

Instant Issue Navy Cash Card, 1-10 

Issue Instant Issue Card, 8-57 
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Restoring Value, 8-51 

Replenishing Navy Cash Card Stocks, 8-22 

Replication Conflicts, 8-85 
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Automated Chip-to-Chip Corrections Report—
Daily Review, 8-237 
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8-236 
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Disbursing Accountability Summary Report,  
8-219 

Merchant Settlement Report, 4-4, 4-20, 5-3,  
5-7, 5-14, 6-9, 8-97, 8-218 

Navy Cardholder Issued Card Report, 8-21,  
8-58, 8-75 

Negative Balance Report, 8-214 

Printing Reports, 8-97 

Reconciliation Reports, 8-97 

Reports Directories, 8-95 

Returned Items Detail Report, 8-215 

Reviewing Reports, 8-97, 8-98 

Ship Reports, 8-98 

Shore Reports, 8-95 

Transaction Reports, 8-96 

Resetting or Changing PIN, 8-48 

Restoring Value on Lost, Stolen, or Damaged 
Cards, 8-51 
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Returned Items Detail Report, 8-170, 8-215 
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Security 

Access Control for Disbursing Application,  
8-134 

Access Editor, 8-134 

Change Sys Admin Password Every 60 Days, 
8-145 
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Ensure Laptops Connected Once Each Week,  
8-142 
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Information Assurance Vulnerability 
Assessment (IAVA), 8-141 

Installing IAVA Patches, 8-141, 8-142 

IT-21 Practices, 8-143 

Navy Cash Security Requirements, 8-143 

Password Change Log, 8-138 

Password Policy, 8-138 

Ship Reports, 8-98 

Ship Roster Report, 8-78, 8-79, 8-98 

Ship’s Store 

Concessionaire Sales in Foreign Ports, 8-154 

Configure Navy Cash Proxy, C-1 

Connecting POS to PC, C-1 

Contingency Operations, 7-19 

Distribution of Ship’s Store Profits to MWR,  
5-8, 8-168 

End-of-Month Reporting Begins in Sales 
Office, 8-114, 8-179 

Force Operator Logon, 7-4 

Navy Cash Transaction Not Approved, 7-5, 7-6 

Operator IDs, 7-4, 7-5 

Operator IDs Must Match, 7-4 

Retail Sales with POS, 7-4, 7-5, 7-6 

Sale of USPS Stamps to Ship’s Store, 6-3 

Special Order Items/Flowers, 7-9 

Shore Communications, 8-123 

Communications Troubleshooting Guide,  
8-124, S-1 

Shore Reports, 8-95 

Spares, 8-197 

APLs, 8-197 

CADs, 8-197 

Initial Outfitting, 8-197 

Inventory Control, 8-198 

Operating Space Items, 8-197 

POSs, 8-197 

Returning Failed Equipment, 8-198, 8-201 

Split Pay 

Enroll in Navy Cash Separately, 8-124 

Failed Navy Cash SPO Payments, 8-125 

Funds Transfer to Visitor Card, 8-32 

Marine Corps, 8-128 

Navy, 8-124 

Navy Cash Payroll Report, 8-234 

Provisional Split Pay, 8-127, 8-130 

SPO Payroll Report, 8-127, 8-130, 8-235 

Stamps 

Sale of USPS Stamps to Ship’s Store, 6-3 

Suspending a Navy Cash Account 

Pending Transfer, 8-59 

Suspending Access to Home Account, 8-79,  
8-81, 8-179 

Time Zones, 8-7, 8-25 

Don’t Change the Clock, 8-7, 8-25 

Transactions 

Invalid Transactions, 7-11 

Not Approved by Navy Cash, 7-5, 7-6 

Timing of Navy Cash Transaction Processing, 
1-17 

Transfer of Responsibilities Upon Relief 

Disbursing Officer Turnover, 8-25 

Navy Cash Pre-Audit/Turnover Checklist, 8-24 

Transfer or Discharge 

Account Information Update, 8-78 

Actions to Complete Before Cardholder Leaves 
Ship, 8-59 

Monitor Cardholder Transfer Dates, 8-60, 8-78 



NC SOP Ver 1.15v2 xx-Index.docx 15 8-Oct-17 
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Prevent Unrecoverable Debt, 8-61 

Ship Roster Report, 8-78, 8-79 

Transient Merchants, 8-145 

College Courses and Books, 8-145 

Concessionaire Sales in Foreign Ports, 8-154 

Currency Exchange, 8-146 

Foreign Concessionaire, 8-145 

Husbanding Agent, 8-145 

Miscellaneous Events, 8-145 

Settle to Disbursing Office Strip Account,  
8-145 

Travel Reimbursements, 8-168 

Trouble Call Worksheet, 7-28, 8-198, 8-244,  
8-246 

Trouble Calls, 8-200 

Escalation Procedures, 8-201 

Trouble Call Worksheet, 8-201 

Turnover 

Closing Out Navy Cash at Turnover, 8-24 

Transfer of Responsibilities Upon Relief, 8-24 

Unblock Card, 8-54 

Unblocking a Navy Cash Card, 8-54 

Unidentified Instant Issue Card, 8-54 

Unblocking Access to Home Account, 8-80, 
 8-178, 8-203 

Unclaimed Money, 8-36, 8-44 

Unmatched Chip-to-Chip Transaction, 8-44 

Unlock Account 

Access Control for Navy Cash Application,  
8-137 

Unmatched Chip-to-Chip Transaction 
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Automated Chip-to-Chip Corrections Report—
Daily Review, 8-44, 8-237 

Unclaimed Money, 8-44 

Updating Navy Cash Cardholder Account 
Information, 8-201 

Vending 

$25 Vending Counter, 1-16, 7-10, 7-11, 8-240 

Adding a CAD, 8-110 

Adding New Vending Machine and CAD, 7-12, 
8-111, 8-112, 8-159 

CAD Diagnostic Information, A-1 

CAD EOM Reporting, A-2 

Changing a CAD, 7-11, 7-12, 7-21, 8-110 

End of Month / End of Period, 8-114 
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8-115 

EOM Reporting, 2-52, 8-115 
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8-179 

EOM Step by Step Procedure, A-3 
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8-110 
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Removing a CAD, 7-13, 8-110 

Unique CAD Terminal ID Number, 7-11, 8-110 

Updating Vending Machine Information, 7-13, 
8-112 
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Vendors, 8-145 

Activating Merchants in Navy Cash, 8-157 

Closeout, 8-146 

College Courses and Books, 8-145 

Concessionaire Sales in Foreign Ports, 7-7,  
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Currency Exchange in Foreign Ports, 8-146 

Currency Exchange Payment, 8-148 

Foreign Concessionaire Payment, 8-155 

Husbanding Agent, 8-145 

Miscellaneous Events, 8-145 

Payment, 8-148, 8-155 

Payment of Foreign Vendors, 3-8, 7-8 
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Visitor Cards, 1-10, 8-9, K-2 
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Unclaimed Money, 8-36, 8-44 
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