U.S. Department of Transportation

= Business in motion

TRANSIT BENEFIT PROGRAM
APPLICATION SYSTEM
APPLICANT
USER GUIDE

Submitted by

TRANServe

A division of the

Office of Financial Management and Transit Benefit Programs

Office of the Secretary of Transportation

U.S. Department of Transportation

1200 New Jersey Avenue, SE

Washington, DC 20590

Last Updated May 16, 2016 Page ii

Highlighted items



Version 3.0

TABLE OF CONTENTS

D 0 V4 D0 18 V4 11
1.1 5T €2 U131« 11

1.2 PUIPOSE ettt 1-1

1.3 DOCUMENt OTZANIZATION .....vveetteeteeiiiieiiieeieeeeeeeeeeseeeeeseseessesaessssssssssssssnsssssssssssnnssnnnnnnnnn 11

1.4 POINES OF COMEACE ...ttt ettt e e e et e e e e e e e e e e e e e e e e ennnees 1-1

2. ACCESSING THE TRANSIT BENEFIT APPLICATION ... 21
2.1 LLOGIN SCTEEM ...ttt ettt e e e e ettt e e e e e et e e taaaa e e e e e e 2-1
22 Change PasSWOrd ..........i oottt 2-3
2.3 PaSSWOTA RECOVETY .....uiieeiieeeiiiee ettt et e e e e e e e e eeeeae e e e e e 2-4
24 MY A CCCOUIIE. 1.ttt ettt ettt e ettt oo e e et ettt e e e e e e et ettt e e e e e et e ebban e e eeaeas 2-5
2.5 SESSION TIME OUL ..ieeiiiiiie ettt e ettt e e e e et e ettt e e e e e e e eeeeena s 2-6
2.6 2« ST 2-6

3. OVERVIEW OF THE HOME PAGE.......ciiiiiiin 3-1
3.1 Transit Benefit APpliCAtioN............iiiiiiiiiiiiiiii e e e e 3-2
3.1.1 Request INFOrmMAation ...........oiiiiiiiiiiiiii e 3-2

3.1.2 Withdraw from the Program ...............uioiiiiiiiiiiiiii e 34

3.13 Address/SmMarTrip® Change .........couuuuuuiiiieeeee e a e e eeeeeaa e e e e 3-6

3.14 CertifY/ENTOI] ... 3—7

3.1.5 Disapproved APPICAtIONS .......cciiiiiiiieiii e ee et e e e e e e e e e e 3-14
APPENDIX A: SMARTRIP CARD INSTRUCTIONS ....ccotitiiemrrmesrssssssssssssssssssssssssssssssssnnnn A-1
Last Updated May 16, 2016 Page iii

Highlighted items



Table of Figures

Figure 1: Transit Benefit Application Log In page 2-1
Figure 2: Register Account Information page 2-1
Figure 3: Completed Registration page 2-2
Figure 4: Registration Confirmation 2-2
Figure 5: Log In page 2-2
Figure 6: Change Password page 2-3
Figure 7: Change Password Confirmation 2-3
Figure 8: Utilities Menu Options 2-4
Figure 9: Forgot Password page 2-4
Figure 10: Show Hint 2-4
Figure 11: Update My Account page 2-5
Figure 12: Update My Account Confirmation 2-5
Figure 13: Utilities Menu Options 2-6
Figure 14: Website Home page 3-1
Figure 15: Additional Menu Options 3-2
Figure 16: Select An Action To Continue page 3-2
Figure 17: Request Information page 3-3
Figure 18: Request Information Confirmation 3-3
Figure 19: Withdraw From The Program page 34
Figure 20: Approving Official (1** Approver) 34
Figure 21: Manager Fund/Certifier (2" Approver) 3-5
Figure 22: Withdraw Confirmation 3-5
Figure 23: Change Address/ SmarTrip® page 3-6
Figure 24: Address/ SmarTrip® Confirmation 3-6
Figure 25: Warning page 3-7
Figure 26: Transit Benefit Application Worksheet 3-8
Figure 27: Bus Method 3-9
Figure 28: Other Bus Method 3-9
Figure 29: Rail Method 3-10
Figure 30: Other Method 3-10
Figure 31: Vanpool Method 3-10
Figure 32: Sample Agency Work Schedule Policies 3-10
Figure 33: Method of Transportation Table 3-10
Figure 34: 1" Approver 3-11
Figure 35: 2™ Approve 3-11
Figure 36: Points of Contact 3-12
Figure 37: Completed Transit Benefit Application 3-13
Figure 38: SmartBenefits® Program page 3-13
Figure 39: Transit Benefit Program Confirmation 3-14
Last Updated May 16, 2016 Page iv

Highlighted items



Figure 40: Select An Action To Continue page 3-14

Figure 41: Warning page 3-14
Figure 42: Disapproved Transit Benefit Application Worksheet 3-15
Last Updated May 16, 2016 Page v

Highlighted items



1. OVERVIEW
1.1 Background

The Department of Transportation, Transportation Services Division (TRANServe), administers the
Transit Benefit Program for DOT and as Service Provider to other federal agencies, nation-wide. The
Office currently supports federal agencies and sub-agencies, providing timely and efficient transit benefit
program services to customers who will use TRANServe’s Transit Benefit Application System. Services
include purchasing and distributing mass transit fare media.

TRANServe’s Electronic Application System serves as the publicly accessible interface for managing
Transit Benefit Program Applications. The current application system is available on-line through the
internet and is optimized for desktop and mobile devices. Federal government employees can apply for
the transit benefit, request information, withdraw from the program and recertify. Agency Program
Offices and Approvers are able to view, update, approve, or disapprove applications using the System.

1.2 Purpose

The Transit Benefit Application System user guide is designed to provide written instruction on how to
use the application effectively and efficiently. Screenshots serve as examples. Field labels may not be
Agency specific.

1.3 Document Organization

The following typographical conventions are used in this user guide:

e Courier New Bold Indicates a button on a page

e Underline Italic in blue Indicates a link within the system

e Title Case plus page Indicates a name of a page in the application
o [talic text Indicates a note on a page in the application

14 Points of Contact

The table below provides a list of contact for additional information regarding the Transit Benefit
Application process.

Role Name/Phone Title Email
Payroll & Cheryl Etchison Manager cheryl.etchison @mail.house.gov
Benefits 202-226-4611
Approver & Richard Piazza DOT Liasion | Richard.piazza@mail.house.gov
POC

202-225-2562
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2. ACCESSING THE TRANSIT BENEFIT APPLICATION

2.1 Login Screen

Use the following steps to access the application:

Enter the URL: https://transitapp.ost.dot.gov . The Transit Benefit Application System
home page is displayed.

a.

TS Dopartment of Transgortahon

od TRANSznvE

US. Depariment ot Transpodation

indicates required fiekd
Login

“User Name:

“Password.

Not registered yer? |

TWARNING " WARNING ™" WARNING™

r
other COMPUtErs connected to this network, and ail storage media o

e COMPUIETS DN This NENOTK. Th SYStEm IS provided for

Gavemment use only. Unauthorized or improper use of this inf
ion, 2 well as civil and criminal penaties. By using this info
toilowing

1. You have no reascnable expectation of privacy regarding any communications or dala transiting

v

this network or stored in this information system
“WARNING WARNING™*" WARNING"

Friday, January 15, 2016

Figure 1: Transit Benefit Application Log In page

First time users must register. Use the following steps:
b. Click the Register button. The Register Account Information page is displayed.

Register Account Information
“User Name: Government Email Address
“First Name:
Middle Name: fiddle Name
*Last Name: Last Name

“Agency/Mode: VA

Agency options will show once your Govermnment Email Address has been validated

Phone Number:

I

Figure 2: Register Account Information page

Note: * indicates required field.

c. Enter your official government email address in the User Name textbox.

d. Complete the registration form.

Last Updated May 16, 2016 Page 2-1
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Register Account Information

“User Name: kimberly j. gravestesi@va.gov
“First Name: Kimberly
Middle Name:
“Last Name: Graves
“Agency/Mode: VA v

Agency options will show once your Government Email Address has been validated

Phone Number: (202) 555-4632

Figure 3: Completed Registration page

Note: The agency domain name used in the email for the username will determine the agency choices
displayed in the Agency dropdown list.

e. Click the Register button.
f. The Login page is displayed with the confirmation message at the top of the page.

kimberly.j.gravestest@va.gov is now Registered

Thank you. The Login Password has been sent to kimberly j gravestest@va gov

Figure 4: Registration Confirmation

After the user has registered, an email is sent containing a temporary password. Use the temporary
password to log into the application using the following steps:

g. Enter your official government email address in the User Name textbox.

h. Enter the temporary password in the Password textbox.

Login
“User Name: Kimberly_j.gravestest@va.gov
*Password: e*sveceeenene

Forgot Password?
Log In

Not registered yet?

You are accessing a LS. Government information system, which includes this computer, the computer
network on which it is connected, all other computers connected to this network, and all storage media
connected to this computer or other computers on this network. This infermation system is provided for
U.S Government use only. Unauthorized or improper use of this information may resuit in disciplinary
action, as well as civil and criminal penalties. By using this information system you consent to the
following;

1. You have no reasonable expectation of privacy regarding any communications or data transiting
this network or stored in this information system

Figure 5: Log In page

i. Click the Log In button.
j- The Change Password page displays. Registered
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2.2 Change Password

After logging into the application for the first time, you are required to change the password to something
that you will easily remember.

1. Enter the temporary password in the Current Password textbox.

Change Password

*Current Password:
“Create New Password:
*Confirm New Password:

“Create a Hint:

A hint is @ meaningful personal association to help you remember your password

Password must be at least 12 characters long
No password character may be repeated more than 1 time(s) in sequence
Password must contain characters from at least 4 of the following categories.

- Uppercase characters (A through Z)

- Lowercase characters (a through z)

+ Base 10 digits (0 through 9)

- Non-alphabetic characters (for example, I, S, %)

Password will expire 60 days after being set
Passwords cannot be reused within the last 24 changes.

You will be redirected to the login page and will need to login with your new password

Cancel

Figure 6: Change Password page

Enter your new password in the Create New Password textbox.
Minimum 12 characters
Complexity: minimum of 1 uppercase, 1 lowercase, 1 number, 1 special character

Reenter your new password in the Reenter New Password textbox.

© a0 o s

Enter a hint to remind you of your password in the Create a Hint textbox.
f. Click the Submi t button.
Note: * indicates required field.

The confirmation message is displayed at the top of the Login page.

Your Password has been successfully changed.
Use your Usermame and New Password to login to the system.

Figure 7: Change Password Confirmation

Note: Ensure that your password meets the system requirements when changing your login credentials.
These requirements are displayed at the bottom of the Change Password page.

Note: The Password Expired label is only displayed when the password needs to be changed.

Note: You can change your password at any time by using the above steps after clicking the Change
Password button on the Home page. The Change Password page can also be accessed from the
Utilities dropdown menu located on the Menu bar at the top of the Home page.

Note: To access the additional Utilities menu options from a mobile device; click the additional menus
button at the top of the page. Click the Utilities dropdown arrow to display the sub-menus.

Last Updated May 16, 2016 Page 2-3
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Home

Transit Application

Approval Section ~

Utilities ~

My Account

Change Password

Figure 8: Utilities Menu Options

2.3 Password Recovery
Use the following steps to recover your password.

1. From the Login page; click the Forgot Password? link. The Forgot Password page displays.

Forgot Password
Show Hint

“User Name: Government Email Address

*User Name: Government Email Address

Send It by Email

Atemporary password will be sent to your E-Mail Account

Return to Login Page

Figure 9: Forgot Password page
a. The Show Hint section allows the user to view the Hint entered when the password was
last changed. Enter the username and click the Show Hint button.
¢+ The Forgot Password page is redisplayed with the Hint and allows the user to log in from this
page.

Forgot Password
Login

“User Name: Kimberly..gravestest@va.gov

*Password: Enter password

Hint: Sundayliow43

Figure 10: Show Hint

b. Send It By Email allows the user to retrieve a temporary password through email. The
password is sent to the email address entered when the account was created. Enter your
username and click the Submi t button.

Note: * indicates required field.
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¢+ The Login page displays. Enter the username and the retrieved password. Follow the
instructions in Section 2.2 Change Password to change the password.

24 My Account
My Account allows the user to update personal information.

1. From the Home page; click the My Account button. The Update My Account Information
page displays.

Update My Account Information
*User Name: kimberly j gravestest@va.gov

“First Name: Kimberly Middle Name: J “Last Name: Graves

“Agency/Mode: VA v

Agency options will show once your Govemnment Ema
Address

een validated

Phone Number: (202) 555-4632

Role:  Applicant

Cancel

Figure 11: Update My Account page

The information entered when the account was registered is pre-populated in the fields. Update the
information as needed.

a. Click the Update button to save the changes. The account information is updated and
the Home page is displayed with a confirmation message at the top of the page.

User kimberly.j.gravestest@va.gov has been Updated

Figure 12: Update My Account Confirmation

Note: You can update your account information at any time by using the above steps after clicking the My
Account button on the Home page. The My Account page can also be accessed from the Utilities
dropdown menu located on the Menu bar at the top of the Home page.

Note: To access the additional Utilities menu options from a mobile device; click the additional menus
button at the top of the page. Click the Utilities dropdown arrow to display the sub-menus.
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Home

Transit Application

Approval Section ~

Utilities ~

My Account

Change Password

Figure 13: Utilities Menu Options

2.5 Session Time Out

If your session is inactive (i.e., you have not typed data into an existing page, requested a new page,
submitted data, etc.) for 45 minutes, you will be automatically logged out.

2.6 Exit
e To exit the system from a desktop, click the Logout button on the home page.

e To exit the system from a mobile device, click the additional menu button = at the top of
page. Click the Logout button. The Login page is displayed.
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3. OVERVIEW OF THE HOME PAGE

The tabs and links available to you on the home page are determined by your assigned user role. User
roles are assigned by TRANServe and the Agency Program Office.

The home page is divided into two sections:

e The menu bar displays at the top of the page and displays the following:

¢

¢

]

Home — Click this tab to display the home page.

Transit Benefit Application — Click this tab to display the Select An Action To Continue
page.
Utilities — Click this tab to display My Account and Change Password sub-menu options.

Admin — This functionality is only available for administrators. Click this tab to display User
Admin and/or Role Admin sub-menu options.

Logout — Click this tab to logout of the application.

e The main section of the home page displays buttons representing functions you can execute
within the application.

¢

Transit Benefit Application — Click this button to display the Select An Action To Continue
page.

My Account — Click this button to display the My Account page.

Change Password — Click this button to display the Change Password page.

Log Out — Click this link to log out of the application system.

e U.S. Depariment of Transportation

Home  Transit Application  Ufilities ~ & Kimberty Graves  © Logout

Parking and Transit Benefit Public Website \

I Transit Benefit Application

o My Account

/ Change Password

Friday, January 15, 2016

Figure 14: Website Home page
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Note: To access the additional menu options from a mobile device, click the additional menus button at
the top of the page. The additional menu options are displayed. Applicants do not see all sections

Home

Transit Application
Approval Section -
Utilities -

Admin -

4 Angela Robinson

O Logout

Figure 15: Additional Menu Options

3.1 Transit Benefit Application

The Transit Benefit Application option allows the applicant to request information, withdraw from the
program, make address and SmarTrips changes, and to certify/enroll in the transit benefit program.

1. From the Home page; click the Transit Benefit Application button. The Select An
Action To Continue page displays.

Select an Action to Continue

Employer: Department of Transportation ‘

@® Request Information @
© Withdraw from the Program @
(O Address/Smartrip Change ©

© Certify/Enroll @

Figure 16: Select An Action To Continue page

3.1.1 Request Information

The applicant can request information from the Office of Payroll & Benefits by submitting questions
regarding the transit benefit program or a submitted application through Richard Piazza at
Richard.piazza@mail.house.gov or calling the Office of Payroll & Benefits at 202-225-2562.

1. The Request Information radio button is selected by default when the page is displayed. Click
the Continue button to display the Request Information page.
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Request Information

Name:

Email Address:
Agency:

“Point of Contact: @

“Question:

Graves Kimberly Jessica

(Last) (First) (Middle)

kimberly . gravestest@dot.gov

Department of Transportation

Click the Select button to select Point of Contact

Cancel

Figure 17: Request Information page

a. IfaPOC has been selected it will pre-populate in the Point of Contact textbox. To select
a POC, click the Select button to display the available POCs in a separate window.

b. Select a POC from the list.

c. Enter the question or concern in the Question textbox and click the Send Request

button.

d. An email is sent to the selected POC. The Home page is displayed with a confirmation
message at the top of the page.

Thank you, your request has been sent.

Figure 18: Request Information Confirmation
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3.1.2

Withdraw from the Program

The applicant can submit a request to withdraw from the program at any time.

1. Select the Withdraw from the Program radio button.

a. Click the Continue button. The Withdraw From The Program page is displayed.

Identifier:

Name:  MILLS SHARONDA

(Last) (Firsty

Email Address:  Sharonda Mills@va.gov

Agency/Mode:  Department of V.A (VA)

*12345: © (202) 555-4441

“Withdrawal Date: =

Click the Calendar to select a Withdrawal Date

“Approving Official: @ Select...

Click the Select button to select Approving Official

“Manager/Fund Certifier: @

Click the Select button to select Manager/Fund Certifier

Comment for Agency Approvers: @

You have 1995 characters remaining

m Cancel

Withdraw from the Program

Figure 19: Withdraw From The Program page

b. Click the pop up calendar to select a withdrawal date.

c. Click the Select button to display the list for your agency’s 1* Approvers.

Approving Official

Name Email
Type to filter. ..
KIM LYQONS kim.lyonstest@va.gov

Close

Figure 20: Approving Official (1** Approver)

d. Select your Approving Official as Benefits Office Transit.

Click the Select button to display the list for your agency’s 2™ Approvers.

Last Updated April 13, 2016
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Manager/Fund Certifier

Name Email

Type to filter...
[5) GLEN HARPERTEST glen.harpertest@va.gov
[E] JESSICAMARTIN jessica.martins@va.gov

Close

Figure 21: Manager Fund/Certifier (Z"d Approver)

f.  Select your 2" Approver as Approval Office Transit.

g. Enter the reason for withdrawing from the program (parking, separating, etc.) and any
other information that will assist your Agency Approvers with processing your
application in the Comment for Agency Approvers textbox.

h. Click the Withdraw button. The request is sent to TRANServe and a confirmation
message is displayed at the top of the page.

Thank you, your application to Withdraw from the Program has been submitted.

Figure 22: Withdraw Confirmation

Note: The applicant must be enrolled in the Transit Benefit Program to withdraw. Registering a
username does not mean that the applicant has enrolled in the program.
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3.1.3  Address/SmarTripe Change
The applicant can submit a request to update an address or SmarTrip® number.
1. Select the Address/ SmarTrip® radio button.
a. Click the Continue button. The Change Address/ SmarTrip® page is displayed.

Address/Smartrip Change

General Information
“ldentifier:
Name:  MARTINS JESSICA
(Last) (First)
Email Address:  Jessica martins@treas gov
Agency:  Department of Treasury (TRE-HQ)
Work Phone:
Work Information
Work Address:
Work City: jork C Work State: v Work Zip:
Residence Information
Address:
City: City State: v Zip:
SmartTrip Information
SmartTrip Card Number:
‘Cancel

Figure 23: Change Address/ SmarTrip® page
b. Update the applicable information. Only update the section that needs to be changed.
You are not required to complete an entirely new application.

c. Click the Submit button. The request is sent to TRANServe and a confirmation
message is displayed at the top of the page.

Thank you, your Address/Smartrip Change Request has been submitted.

Figure 24: Address/ SmarTrip® Confirmation

Note: The applicant must be enrolled in the Transit Benefit Program to change address/ SmarTrip®
information. Registering a username does not mean that the applicant has enrolled in the program.
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3.1.4 Certify/Enroll

The Certify/Enroll allows the applicant to enroll in the transit benefit program by submitting an
application.

1. Select the Certify/Enroll radio button.
a. Click the Continue button. The Warning page is displayed.

WARNING !

This certification concems a matter within the jurisdiction of an agency of the United States. Making a false, fictitious, of fraudulent certification may constitute criminal violations
punishable under Title 18, United States Code, Section 1001, by imprisonment up to five years and fines up to $10,000 for each offense, and/or agency disciplinary actions up to and
including dismissal

- | certify that | am employed by the U.S. Federal Government...
- | certify that | am not named on a federally subsidized parking permit with any other federal agency.

- | certify that | am eligible for a public transportation fare benefit, will use it for my daily commute to and from work by public transit or
vanpool, and will not give, sell, or transfer it to anyone else.

- | certify that in any given month, I will not use the Government-provided transit benefit in excess of the statutory limit. If my commuting costs
per menth on public transit exceed the month statutory limit, then 1 will supplement those additional costs with my own funds rather than use
a Government-provided transit benefit designated for use in a future menth.

- | certify that I will not claim the transit benefit in excess of my actual monthly commuting expense. If at anytime during a given month | am
out of work due to sickness, vacation or any other reason, on official travel, or use a private vehicle for commuting, | will claim less and adjust
the amount of my transit benefit the following month if appropriate.

- | certify that my parking fees are not included in the computation of the daily, weekly or monthly commuting costs for my transit benefit.

1 Do Not Agree

Figure 25: Warning page

b. After reading the message; click the I Agree button. The Transit Benefit Application
Worksheet is displayed.

Note: If the applicant does not agree, click the I Do Not Agree button to display the Select An
Action To Continue page.
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G Transit Beneit Application Worksheet

A TranS Benefil Program ARRACants At requiied 1o centy e af their Homie 10 Work Mass.

rKing 1645 are NoT eligible 107 e ITANSIL DENENT And MUSE NGt be INcluded In “Total Manthly Expense”
insiructicns: To caizuiaie your *Total Monthly Expense”

a. Select your transportanan methad(s)
Emer the fosowing mformation In e ~To Work 30 1M Work” (aw(s) of £2¢1 ranspartation memog.

1. Name of Company tor your method of ransportatan (Vietrs, BART. Suway)

& Dty of Moniny Expense
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“Russon tor Cernication: v

Wiork Status Pl Time v

G Transit Benelit Transportation Meihods
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- H Yo Work & Basst Scheduie G B-Rourt pef day, U aVerage amount of 20 Didvs tan be enlensd into Ine Diays per Montn catumn
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« I7 Yol WOrK &8 EOMmpESSE Schedule of 10-our days, e average STaud of 16 Déys can be entered ato Me Days per Mont cokimn
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month to reflect the actual cast of their home to work commute.
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G Transit Benefit Program Application

e &
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Ema Adaresse DK ShepIIes i gov F——
“Comenon Wiiner: 9
Department of V.A.
*Satees Yaur Agency: & . v “Reon; ©
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Cack the Salect bution in select Acco

=m
Pocing S & =
=3

i Code

ek Ihe Selee! butian o seiect Roul

LocatonBikdiog: &

ek Ine Seiee

ceriy that my usual monthty Transrt commuting costs e © =

s, i 15

e aty ey

Work Information

work Adgress: o Ace

Residence Information

Appraver Information

Sombaiii =S

ManageriFund Cariior: ©

c

Pr—

Waragert

“Pount of Contact: @ Manager Phone:

(Cck thve Setect Dilan 10 select Pl of

“Smarrip Cand Nurmber: ©

Camnent fos Agency Approvers;

You nave 1998 chasacters remaning

e Seiact

o 1 sl
i Cemter

Figure 26: Transit Benefit Application Worksheet

Note: * indicates required field.
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¢

¢

c. Select the reason for certification.

Address or SmarTrips Card Number Change — This selection is only used to make updates to
the address or SmarTrip® card number. Do not select this reason if changing transportation
amounts. This feature routes the application directly to TRANServe for faster processing.

Agency Change

Annual Certification/Recertification — This selection requires the applicant to certify to
completion of the Transit Benefit Integrity Awareness training.

New Transit Benefit Participant — This selection requires the applicant to certify to
completion of the Transit Benefit Integrity training.

Rate Change

SmarTrip and Rate Change

Select Employment Type. (This feature default to Civilian)
Select your work status. (This feature defaults to Full Time)
Full Time

Part time

Intern

d. Select your transportation method(s).

Bus

Bus. 1o Work.

Fas fram Wark

Othar BUS 10 Work

Ot B rom Wark

Every Transit Benefit Program Participant is respansibie o adjust the amount of their transit benefit sach Tomsi Monihy Expense:
month to reflect the actual cost of their home fa work commute.

Figure 27: Bus Method

Other Bus

O Bus 1o Work

Every Transit Banefit Program Participant s respansible 1o JGUSE the amMOUNt of IeIr IraNSIt bEnent each Total Manhiy Expense:
MENth 0 reNact the SEtual CoSE of IREIT Rom 10 Werk Sommuts,

Figure 28: Other Bus Method

Rail

Rai from Work

Every Transit Benefit Program Participant s responsibie to adjust the amount of their transit benefit each Tota! Monthly Expense:
month to reflect the actual cost of their home to work commute.
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Figure 29: Rail Method

¢+ Other Method

Other Mehad 1o Work

Ot Mot from Work

Ewery Transit Benefit Program Participant is responsiblé 10 adjust the amount of their Uransit benefit each Toial Moniily Expense
month to reflect the actual cost of their home to work commite.

Figure 30: Other Method

¢+ Vanpool

Every Transit Benefit Program Participant is respansible ta adjust the amount of their iransit benefit each Total Monly Exgisnee:
month to refiect the actual cost of their home to work commuts.

Figure 31: Vanpool Method

Note: If all of the methods of transportation are selected, all of the methods will display in one table.

Note: When filling out the method of transportation table, be sure to follow your Agency’s work schedule
policies.

Aways follow your Agency work schedule policy for specific guidance on the Days per Month entry
Defined work schedule examples

- Ifyou work a Basic schedule of 8-hours per day, the average amount of 20 Days can be entered info the Days per Month column
- Ifyou work a Flex Schedule of 9-hours per day, the average amount of 18 Days can be entered into the Days per Month column

= Ifyou work a Compressed schedule of 10-hour days, the average amount of 16 Days can be entered into the Days per Month column
« Ifyou telecommute or work part ime, enter the number of days you actually commute toffrom work.

Figure 32: Sample Agency Work Schedule Policies

e. Fill out the selected method of transportation table for every method routinely used (i.e.
Bus and Rail)

Rl o Work

Rait om Work:

Every Transit Benet Program PAMicIpant S reSponSIBie 10 BEjUSt the AMOUN of Ieir IFansit BEnant eaen Tokal Manehiy Eipaeine:
manth ta reflect the actual cost of theit home i wark commuts.

Figure 33: Method of Transportation Table

Note: The Monthly Expense and the Total Monthly Expense is automatically calculated when you enter
the Daily Expense and the Days per Month.

f. Enter the Identifier. This must be your Payroll Employee Identification Number. If not
sure, you may check the help menu.

g. Enter the Common Identifier as 4832. This is information used to activate the
TRANServe Card. The card activation key may be a word phrase or number. If not sure,
you may check the help menu.

h. Select the Region closest to your physical work location which for District of Columbus
staffers it will be DC.

i. Select the Admin. The only option is HOUSE.
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j-  These fields do not apply to the U.S. House of Representatives.

Accounting Code: &

Routing Symbol: &

Location/Building: @

Click the Select button to select Accounting Code

Click the Select button to select Routing Symbol

Click the Select button to select Location/Building

k. Enter your Work Information.

I.  Enter your Residence Information. (The address from which you routinely commute)

m. Click the Select button to display the list for your agency’s 1** Approvers.

Approving Official

Name
Type to fiiter

E HARRY CAREY

Email

harry_carey@ireas.gov

Close

Figure 34: 1°* Approver

n. Select your Approving Official as Benefits Office Transit.

o. Click the Select button to display the list for your agency’s 2" Approvers. (Check the

help menu to clarify)

Manager/Fund Certifier

Name
Type to filter
B DARREN CHANG

B HARRY CAREY

Email

darren.chang@ed.gov

harry_carey@ireas.gov

Close

Figure 35: 2" Approver

p. Select your 2" Approver as Approval Office Transit.

g- Click the Select button to display the list for your agency’s Points of Contact.
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Point of Contact

Name

Region Email

@ TREASURY POC DC FOC@Agency. gov

Close

Figure 36: Points of Contact

r. Select your Point of Contact as Richard Piazza.

s. Enter your SmarTripecard information. If you have not purchased a SmarTripe, enter
NA. See Appendix A — SmarTrips Card Instructions.

t. Provide a brief description of your daily commute to include station names. Also, enter
any information that will assist your Agency Approvers with processing your application
in the Comment for Agency Approvers textbox.
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G Transit Benefit Propram Application

‘dentifier: ©
Name:  RODRIGUEZ KAREN LYNMLEE
Emas Adgress:  KATEN IEOngUETIeSt@ireas. gov Work Phone: 6

“Common Meatier: &
Depanment of Treasury

“Select Your Agency: @ TREHD ~ fegios @ Do ~
Aamin: & REASURY =
Accounting Code: @
Routing Symbot: ©
Location Buikting: &

1 ceny th:

1 manthly Transit commuting costs are: @

1 cestity that my usual menthly Parking commuting casts are:

Wark Information

“Work Addrass:

Work Gy WASHINGTON “Work State v Work 21
Residence information
“Agors
ciny o ‘St ~ Zi
Approver Information
Approving Oliciot @ CATIEY. MARR MansgesFund Certiber; ©
Point of Contact: § EASURY P ' Seteci | Manager Phone:

“SmANTHg Card Number: @

Comment for Agency Approvers: @ HELP UE

You nave 1978 characters remaiming

Figure 37: Completed Transit Benefit Application

u. Click the Continue button. The SmartBenefitse Program page is displayed.

Figure 38: SmartBenefits- Program page

v. Clickthe YES I would like to enroll button to join the SmartBenefitse
program. By clicking yes, you agree to have your transit benefit downloaded to your
SmarTripe card the first of every month. (Mandatory for methods that accept SmarTrips)

w. Click the NO Thank You button if you do not want to join the SmartBenefitse program.

Last Updated April 13, 2016 Page 3-13



Note: Your Name, Email Address, Work Phone, and Agency/Mode are pre-populated with the
information you entered when you registered. Verify that the information is correct.

x. After clicking the YES or NO button, a confirmation message is displayed.

Figure 39: Transit Benefit Program Confirmation

Note: The SmartBenefitse program confirmation message is only displayed when the applicant enrolls in
the SmartBenefitso program.

3.1.5 Disapproved Applications

Disapproved Applications are sent back to the applicant. The applicant must make corrections and
resubmit the application to continue the application approval process.

1. From the Home page; click the Transit Benefit Application button. The Select An

Action To Continue page displays. The reason the application was disapproved is displayed at
the top of the page.

Your Current Application Status: Certification Disapproved
Reason: TEST Disapproval

Select an Action to Continue

Employer: Federal Deposit Insurance Corporation

@ Request Information @

(O Update Disapproved Certification @

Figure 40: Select An Action To Continue page

a. Select the Update Disapproved Application radio button.
Click the Continue button. The Warning page is displayed.

This certification concens a matter within the jurisdiction of an agency of the United States. Making a false, ficttious, o fraudulent certification may constitute criminal violations

punishable under Title 18, United States Code, Section 1001, by imprisonment up to five years and fines p o $10,000 for each offense, andior agency discipiinary actions up to and
including dismissal

- | certify that | am employed by the U.S. Federal Government...
-1 certify that | am not named on a federally subsidized parking permit with any other federal agency.

-1 certify that | am eligible for a public transportation fare benefit, will use it for my daily commute to and from work by public transit or
vanpool, and will not give, sell, or transfer it to anyone else.

-1 certify that in any given month, | will not use the Government-provided transit benefit in excess of the statutory limit. If my commuting costs
per month on public transit exceed the month statutory limit, then | will supplement those additional costs with my own funds rather than use
a provided transit benefit for use in a future month

-1 certify that | will not claim the transit benefit in excess of my actual monthly commuting expense. If at anytime during a given month | am
out of work due to sickness, vacation or any other reason, on official travel, or use a private vehicle for commuting, | will claim less and adjust
the amount of my transit beneftt the following month if appropriate.

-1 certify that my parking fees are not included in the computation of the daily, weekly or monthly commuting costs for my transit benefit.

[ roree [

Figure 41: Warning page
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c. After reading the message; click the I Agree button. The disapproved Transit Benefit
Application Worksheet is displayed.

Note: If the applicant does not agree, click the I Do Not Agree button to return to the Select An

Action To Continue page.

Figure 42: Disapproved Transit Benefit Application Worksheet

Erappoved Reason:

rre——

o s

G Trant Banol Transportation Mottuds

v

tematicn i e Monety Expense couen.

ecute pubcy for mcic gucance on e Ciys pes Monih eniry

Every Tranan Benesn Program Parsipant i eapeeAIBiS 9 acjustthe
mecen o refect e aciuai £<u1 of it Rome 10 work cammuts

© T B Frgpae Agphcation

[rem—

W infermatn

Rasidence iformatan

ST et o G

oo o Agency Assyonees; &

Disappenves Razsan:

o Frane: ©
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¢+ The reason the application was disapproved is displayed at the top of the Transit Benefit
Application Worksheet and the Transit Benefit Program Application.

¢+ The information the applicant entered when the application was submitted is displayed.
Make the required corrections and resubmit the application by clicking the Continue
button.

Click the Delete Application and Start Over button to delete the existing

application. Doing this will revert the application back to the last submitted application. If this is
your first application using this system, only the Profile information will display.
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APPENDIX A: SMARTRIP CARD INSTRUCTIONS

For SmartBenefit Participants: Purchase and Register a SmarTrip® card
SmarTrip® card usage is mandatory for all participants in the National Capital Region.

1. Purchase a SmarTrip® Card — This is a reloadable electronic fare card. Using a reloadable card
supports government initiatives to support and improve the environment through more
sustainable practices.

+ a. You can purchase at a Metro Sales Store, Station Kiosk (these are located in Stations where
parking is available, a Commuter Store and many retail establishments.

Note: Look here for more information on locations: http://www.wmata.com/fares/purchase/where.cfm
*  You can also purchase a SmarTrip® Card on line: http://www.wmata.com/fares/purchase/

Note: An online order requires you to provide a shipping address which must match the billing address
on line with your credit card provider.

a. Create a Personal Account to register your SmarTrip® Card. You must register your
SmarTrip® card with WMATA in order to receive your transit benefit electronically.
Registration may take up to 48 hours to be reflected in the WMATA system. An
additional benefit of registering your card is to protect the funds on the card. If lost or
stolen you may cancel the card. After you replace your SmarTrip® card, you can transfer
the funds to the new card.

¢ Register your SmarTrip® card here: https://SmarTrip.wmata.com/Registration/Register.aspx

¢ You must indicate the type of card by matching the serial number on the back with the pattern
that is circled below:

Card T'-,'pe #1: O 220 mmburn b 'WIMATA, GUD B Strest, NV.
0. 20001

A raarns. (012345678 ) C3DW803

serial number‘

Card Type #2: @ [ ssentiunis: WHATA 608 Fith Sirest, W
N e awdn (012345678 \3 C3DW803
serial number check sum
Card Type #3 © retum to; WMATA, 600 Pfth Sroet, KW,
. 20001
e e Wi, C3DW0170020 0001 5644 364 6

serial number

Card Type #4: C retum tor WHATA, 600 Fith Steet, MW

" and SmartBenefits”
Mafservice markes of A GD1137

0167 0693 4564 7992 9601

serial number

TIP 1: Enlarge the number on a Xerox machine and attach to your application

TIP 2: If your SmarTrip® (or CharmCard) serial number is fewer than nine (9) digits, you need to add
zero(s) to the front to make it nine (9) digits.
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