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1. OVERVIEW
1.1 Background

The Department of Transportation, Transportation Services Division (TRANServe), administers the
Transit Benefit program. This system will serve as the publicly accessible interface for managing Transit
benefits. TRANServe Services include purchasing and distributing transit fare media through the
TRANServe Debit Card via Economy Act agreements and the authority of the Administrative Working
Capital Fund (49 U.S.C. 327). The office currently supports 276 Agencies and sub-divisions, proving
timely and efficient transit benefit service to over 200,000 customers, 60,000 of who use the online
Transit Application.

TRANServe has redesigned the current Transit WebApplication into a “new” user friendly, mobile site
designed specifically for mobile devices. The mobile version of the WebApplication has been optimized
for smaller screens found on mobile phones and tablets. This will allow federal government workers to
apply for the transit benefit, request information, withdraw from the program and recertify using a mobile
device. Further, TRANServe TBMs, Admins, first, second, and third level approvers will be able to view,
update, approve, or disapprove applications from a mobile device from anywhere and at any time.

1.2 Purpose
The Transit Benefit Application user guide is designed to provide written instruction on how to use the
application effectively and efficiently.

1.3 Document Organization

The following typographical conventions are used in this user guide:

o« Courier New Bold Indicates a button on a page

o Underline Italic in blue Indicates a link within the system

« Title Case plus page Indicates a name of a page in the application
o ltalic text Indicates a note on a page in the application

Page
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2. ACCESSING THE TRANSIT BENEFIT APPLICATION

Follow the below steps to navigate to the Login/Register page
1. Open an Internet Browser

Enter the URL: www.transportation.gov/transerve.

2
3. Click the Participants link and scroll down and select your Agency.
4

Click the New Employee Orientation link. (Follow the instructions to complete the Transit
Benefit Integrity Awareness Training. Print (or print to .pdf) two copies of the Completion
Certificate and give one to your Supervisor. Note: Ensure your Supervisor emails your
certificate to Regional Transit Coordinator and identifies you as a New SSA program participant.

Click the Participants link and scroll down to select your Agency (SSA).
Select Transit Benefit Program Application System link.

2.1 Login and Registration

Use the following steps to access the application:

1. Enter the URL: - AR TRANSErvE
http://transitapp.ost.dot.gov. The
Transit Application login page is Login
displayed.

Figure 1: Transit Application Log In page First

First-time users will need to register. Use the following steps to register a username:

2. Click the Register button. The
Register Account Information page
is displayed.

3. Enter your government issued email
address in the User Name textbox.

4. Complete the registration form.
Note: * indicates required field.

Note: The agency used in the email (SSA)

for the username will determine the agencies
displayed in the Agency dropdown list.

Page 2-1
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Register Account Information
User Name:
“First Name
Middle Name:
Last Name:

*Agency/Made: vA

Phone Numbsr:

ister e Cancel

Figure 2: Register Account Information page

Register Account
“User Name:

First Mame:

Phone Number:

Middle Name:

Last Name:

“Agency/Mode:

Information

KIMDENy | gravestesI@va gov

Cancel

Click the Register button.

Figure 3: Completed Registration page

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 participant has registered an email will be sent containing a temporary password. Retrieve the
password and log into the application using the following steps:

7.

. The Change Password page displays.

Enter the username in the User Name
textbox.

Enter the retrieved password in the
Password textbox.

Click the Log In button.

Login
Username:

Password: | ssssassssssas

Mot registered yet?

“WARNING*WARNING**WARNING™*

“INARNING ™ WARNING ™ WARNING™*

Figure 5: Login page

Page 2-2
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2.2 Change Password

Office of the Secretary of Transportation

After logging into the application for the first time, it is required that you change the password to
something that you will easily remember. Use the following steps to change your password:

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

2. Enter your new password in the
Create New Password textbox.

3. Reenter your new password in the
Confirm New Password textbox.

4. Enter a hint, something that will
remind you of your password in the
Create a Hint textbox.

5. Click the Submi t button.

Note: *indicates required field.

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.

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

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.

Change Password

Current Password:
Greate New Password:

Confirm New Password:

Figure 6: Change Password page

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

Figure 7: Change Password Confirmation

Page 2-3
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Note: 7o access the additional Utilities menu

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

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:

Forgot Password

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

2. The Show Hint section allows the sendryEns
user to view the Hint entered when Lmmm—
the password was changed. Enter the
username and click the Show Hint '

button.

* The Forgot Password page is Figure 9: Forgot Password page redisplayed with the

Hint and allows the user to log in from | - passvos
this page. \agn
3. The Send It By Email section allows
the user to retrieve a temporary
password through email. The

password will be sent to the email

address entered when the account . Figure 10: Show Hint
was created. Enter your username . )
and click the Submi t button. The Login page displays. Enter the username

and the retrieved password. Follow the

instructions in Section 2.2 Change Password to
Note: *indicates required field. change the password.

24 My Account

The My Account page allows the user to update personal information.

Use the following steps to update your personal information:

1. From the Home page; click the My 2. Click the Update button. The
Account button. The Update My modified account information is
Account Information page displays. The sa}ved and th? Home page i?
information entered when the account was displayed with a confirmation
registered is pre-populated in the fields. message at the top of the page.

Update the information as needed.

Page 2-4
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Update My Account Information Figure 11: Update My Account page

“User Name: Kamberly | graveslestiva gov

Fsthane; | Kibery Mo vame: User kimberly j. gravestesti@va.gov has been Updated

Figure 12: Update My Account Confirmation

Role:  Appacant

m Came

Note: 7o 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. Transit Application

Home

Note: You can update your account information at  [EGEEEEIESIEIRS
any time by using the above steps after clicking the

My Account button on the Home page. The My e

Account page can also be accessed from the My Account

Utilities dropdown menu located on the Menu bar Change Password

at the top of

the Home page. 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
*  To exit the system from a desktop, click the Logout button on the PTBW home page.

* To exit the system from a mobile device, click the additional menu button E at the top of
page. Click the Logout button. The Login page is displayed.

Page 2-5
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3. OVERVIEW OF THE PTB PUBLIC WEBSITE HOME PAGE

The tabs and links available to you on the PTB Public Website home page are determined by your
assigned user role. User roles are assigned by the system administrator.

The Transit Benefit Public Website home page is divided into two sections:

*  The menu bar displays at the top of the page and displays the following:
O Home — Click this tab to display the home page.
O Transit Application — Click this tab to display the Select An Action To Continue
page.
O Utilities — Click this tab to display My Account and Change Password sub-menu
options.

O Logout — Click this tab to logout of the application.
*  The main section of the home page displays buttons representing functions you can execute
within the application.

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

O My Account — Click this button to display the Update My Account Information
page. O Change Password — Click this button to display the Change Password page.

O Agency Reports — This functionality is only displayed when assigned by an
administrator. Click this button to display the Agency Reports page.

[ag_ MSERVE

Parking and Transit Benefit Public Website version v i

£¥ My Account
# Change Password

& Agency Reports

Friday, August 24, 201¢

Figure 14: PTB Public Website Home page

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.

Home

Transit Application
Approval Section ~
Utilities ~

Admin ~

4 Angela Robinson

O Logout

Figure 15: Additional Menu Options

Page 3-1
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3.1 Transit Benefit Application

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

Select an Action to Continue

1. From the Home page; click the
Transit Benefit

Application button. The Select
an Action to Continue page displays.

Note: The Request Information radio button is B3
selected by default.

Figure 16: Select an Action to Continue page

3.1.1 Request Information

SSA employees should submit policy or guidance questions directly to their Regional Transit
Coordinator via Outlook email. Application status information is available upon signing into the system.
Only The Request Information option allows the applicant to request information from the Agency
Program Office by submitting questions regarding the transit benefit program or a submitted application
through the POC/Manager/Approver 2. Use the following steps to request information:

1. From the Select an Action to quest Information
Continue page; click the Continue | P
button to display the Request '
Information page.

2. If a POC/Manager/Approver 2 has e
been selected it will pre-populate in
the Point of Contact textbox. To
select a POC/Manager/Approver 2,
click the Select button to display
the available Figure 17: Request Information page

separate window.
3. Select a POC/Manager/Approver 2

from the list. | TREASURY POC DC vikey.owens@dot.gov

Name Region Email

4. Enter the question or concern in the
Question textbox and click the Send
Request button. An email is sent to
the selected POC/Manager/Approver
2. The Home page is displayed with

a confirmation message at the top of
the page. Thank you, your request has been sent.

Close

Figure 18: Point of Contact

Page 3-2
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Figure 19: Request Information
Confirmation

3.1.2

L.

Office of the Secretary of Transportation

Withdraw from the Program

The Withdraw from the Program option allows the applicant to submit a request to withdraw from the
program at any time. Use the following steps to withdraw from the program:

From the Select an Action to
Continue page; click the Withdraw
from the Program radio button.

Click the Continue button. The
Withdraw from the Program page is
displayed.

Click the pop up calendar to select a
withdrawal date.

Click the Select button to display
the list for your agency’s Supervisors
(1% Approvers/Supervisors). SSA
employees will only see the
Supervisor field label.

Select your Supervisor (1%
Approvers).

Withdraw from the Program

Ientifier.

Name:  MILLS SHARONCA

Emall Address:

AgencyMode:

"12345: 9

“Withdrawal Date:

“Approving Otficiat: ©

‘ManagerfFuna Caruter: © ==

Comment for Agency Approvars: ©

Figure 20: Withdraw from the Program page

Approving Official

Name Email

ype ta filter

fcl  KIMLYONS

kim.lyonstest@va.gov

Close

Figure 21: Approving Official (15t Approver)

Page 3-3
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the list for your agency’s Managers/
(2™ Approvers). SSA employees will s S
only see the Manager field label.

7. Select your Manager (2™ Approver). =

[Z] GLEN HARPERTEST glen harpertest@va.gov

—

l=| JESSICA MARTIN jessica.martins@va.gov

Close

Figure 22: Manager (2™ Approver)

8. Enter any information that will assist your Agency Approver with processing your
application in the Comment for Agency Approvers textbox.

Note: The Comment for Agency Approvers must
be used to show temporary
assignment/employment start and end dates.

9. Click the Withdraw button. The
request is sent to TRANServe for
processing and a confirmation
message is displayed at the top of the Figure 23: Withdraw Confirmation page.

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

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.

Note: [f the approval functionality has been
disabled by the agency the approval fields will
not be displayed and the application is sent
directly to TRANServe for processing.

Page 3—4
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3.1.3 Address/SmarTrip® Change

The Address/SmarTrip® Change option allows the applicant to submit a request to update an address,

work phone number, or SmarTrip® card number. Use the following steps to submit a request for an
address/SmarTrip® number change:

Address/Smartrip Change

1. From the Select an Action to Continue
page; click the Address/SmarTrip® -
Change radio button.

2. Click the Continue button. The e
Address/SmarTrip® Change page is e
displayed.

weork Prons:

3. Update the applicable information. Only
update the section that needs to be o s~
changed.

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.
Only participants who work in the NCR have
SmarTrip cards (See the *Help Menu for more information,).

Figure 24: Address/SmarTrip® Change page
4. Click the Submit button. The request is Thank you, your Address/Smartrip Change Request has been submitted.
sent to TRANServe for processing and a

confirmation message is displayed at the Figure 25: Address/SmarTrip® Confirmation top of
the page.

Page 3-5
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3.1.4

Certify/Enroll

Office of the Secretary of Transportation

The Certify/Enroll option allows the applicant to enroll in the transit benefit program by submitting an
application. Use the following steps to certify/enroll in the Transit Benefit Program:

1.

From the Select an Action to Continue
page; click the Certify/Enroll radio
button.

Click the Continue button. The
Warning page is displayed.
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.

4.

Select the reason for certification (See
*Help menu and SSA policy for more
information).

O Address or SmarTrip® Card
Number Change —
This selection is only used
to make updates to your
address or SmarTrip® card
number. Do not select this
reason if changing
transportation amounts.

O Agency Change
O Annual
Certification/Recertification

O New Transit Benefit
Participant

O Rate Change

O Vendor and Rate Change

Select your Employment Type
(Choose only Permanent,
Temporary, or detail).

Select your work status.
O Full Time
O Parttime

This certification concerms a matier wihin the Jurisdiction of an ageney of the Uniled Stales. Making 2 faise, or fraudulent cerlifieation may constiule eriminal viokaions
pur 18, Uniled Stales Code, Section 1001, by imprisement up o fve years and fnes up fo for each affense, and/or ageney disciplinary actions up o and

-1 certify that | am employed by the U.S. Fedsral Govemment

-1 certfy that | am not named on a federally subsidized parking permit with any other federal agency

-1 certify that | am efigible for a public transportation fare benefit, will use it for my daify commute to and from work by public transit or
vanpool, and will not give, sell, or transfer it to anyons 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 designated 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 benefit the following month if appropriate.

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

Do Not Agree

Figure 26: Warning page

et ¥ cerbty the *Total Montnly Expensa of heir Home 1 Work Mass Tranaf Commuss

included in~Total

i the ooy Experse comn

acjust e amant

Every o pant 15 LRV —
month to refiect the actual Gost of theif hame ta work comemuts.

@ Transit Besit Program Applicaiar

Wors pmone:

O Intern (SSA employees do not select this option)

Note: * indicates required field.
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Note: SSA requires applicants and approvers
to complete integrity training. Applicants
click on the checkbox to confirm completion
when submitting the Annual
Certification/Recertification or New Transit
Benefit Participant reasons application.

7. Select your transportation method(s).

O Bus

O Other Bus

O Rail

Office of the Secretary of Transportation

TCarly TRt my Usaal manthly TransK commiing costs a1e © 5
Work Information
Work Address
wark 2
Work iy Viork stae: v
Residence Information
“Address
2
ity st -
Approver Information
‘Approving Official: & ‘anagerFund Certifier: &

Manager Phane; €

*SmantTrip Card Number: @

Comment for Agency Aprovers: @

You have 1985 characters remaining

cancel

Figure 27: Transit Benefit Application Worksheet

Bus o Wark: s s
Bus fram Wark: E s
Othar Bus to Work: s s
Ot Bus from Work: s s

Every Transit Benefit Frogram Participant is respansible 1o adjust the amount of their transit benefit each
month to reflect the actual cost of their home to work commute.

Tots! Monthly Expense: 5 o

Figure 28: Bus Method

Other Bus 1o Work s s

Other Bus from Work: [ s

Every Transit Benet Program PArucipant Is responsibie 1o SOJUSE the SMOUNt of MEIr Iransi Denent eacn
MGNth to reniect the actual cost of their NoMe 1o WrK commute.

Total Manihly Expenss: s

Figure 29: Other Bus Method

Rail to Work: 1

Rail from Work;

Every Transit Benefit Program Participant is responsibie o adjust the amount of their transit benefit sach
MONTN 1o reflect the ICtUal COSE Of LN4Ir NOME 1 WOTK commute.

Total Monthly Expense: s om
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Figure 30: Rail Method
O Other Method

Office of the Secretary of Transportation

together. SSA does not issue subsidies for
parking.

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

Figure 31: Other Method

Every Transit Benefit Frogram Participant is respansible to adjust the amount of their transit benefit each
month to reflect the actual cost of their home to work commute

Totat Montnly Expanse:

Every Transit Benefit Program Particigant is responsible o adjust the amount af their transit benefit each
menth to reflect the actual east of their heme to werk commute.

Parking

Total Monthiy Expense:

O Vanpool

Note: When filling out the method of
transportation table, be sure to follow SSA
work schedule policies, and covered modes of
transportation. SSA does not a subsidy for
parking or any other indirect costs.
Employees cannot participate in the program
while being named on a SSA parking permit.

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

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

9. If the Monthly Expense exceeds the
current MTSP or NCR limit, radio
buttons will be displayed. SSA
policy requires pay out-of-pocket for
costs exceeding applicable MTSP or
NCR maximum benefit amounts.

11. Select your Region.

Figure 32: Vanpool Method

10. Enter the Employee Common
Identifier (ECI). This field is used to
uniquely identify the applicant.

Note: See the *Help Menu for more
information on how to locate your ECL.

Always follow your Agency work schedule policy Tor specific guidance on the Days per Month entry

Defined work schedule examples
« If you work a Basic schedule of 8-hours per day, the average amount of 20 Days can be entered into the Days per Month column
« If you work a Flex Schedule of 9-hours per day, the average amount of 18 Days can be entered inio the Days per Month column

« If you work a Compressed schedule of 10-hour days, the average amount of 16 Days can be entered into the Days per Month column
+ It you telecommute or work part time, enter the number of days you actually commute to/from work.

Figure 34: Sample Agency Work Schedule Policies

Railtowor: BTV s
Rail from Work:

Every Transit Benefit Program Participant IS résponsinie 1o a/Ust the amount of their ransit Benen each
month ta reflect the actual cost of their home to work commute,

Total Monihly Expense

Figure 35: Method of Transportation Table

acknowledge my commuting costs are above the current $130.00 tax free limit and fully understand | will be responsible for
aying taxes on the amount | use that exceeds the current tax free limit

do not want my monthly funded commuting benefit o exceed the current Transit statutory tax free limit.

Transit Statutory Limit Radio Buttons

Page 3-8
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12. Select your RTC. Accounting Cote: ©

13. These fields will not display on SSA
applications: Accounting Code, Routing | routing symbo: @
Symbol’ and Location/Building. Click the Select button to select Routing Symbol

Location/Building: &

Click the Select button to select Accounting Code

Click the Select button to select Location/Building

Approving Official

Name Email

ype to filter...

HARRY CAREY harry_carey@treas.gov

Close

14. Enter your Work Information (See the Agency Optional Display Fields
*Help Menu for more information).

15. Enter your Residence Information (See

the *Help Menu for more information).
16. Click the Select button to display the list for your agency’s Supervisors (1% Approver).
17. Select your Supervisor (1% Approver).

Figure 36: Approving Official
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for your agency’s Managers (2™ Approver).

nd Name Email
19. Select your Manager (2" Approver).
Type to fitter...
E DARREN CHANG darren.chang@ed.gov
E HARRY CAREY harry_carey@treas.gov

Figure 37: Manager/Fund Certifier

20. Click the Select button to display
T i i the list for your agency’s LTCs.
fypeiotier: N 21. Select your LTC.
[E] TREASURY FOC DC vikkey.owens@dot.gov

Note: The approver and POC field labels can
be renamed by the Agency. SSA employees will
see LTC in lieu of POC.

Close
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Figure 38: Point of Contact/ Enter your SMarTrip® | s rosen s
card information. If you have not purchased or SEREN
do not use a SmarTrip® card, enter NA. See e

Karen rodrigueztesi@reasgov —— ork Phone: o

Appendix A — SmarTrip® Card
Instructions. T

Note: This field is only valid for DC, MD and
VA Corridor participants (Participants who
work in the NCR). e

Routing Symbol: ©

22. Enter any information that will assist your
Agency Approver with processing your
application in the Comment for Agency
Approvers textbox. This field must be used —|#ernemsser
to show temporary assignments or
temporary employment start and end dates.

Location Buiding: © E3

certty that my usual monthly Transit commuting costs are: @ TR

Work Address: 401 M ST SE

WorkZip: 20003

WOKCI: | WASHINGTON Work s DC v

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.

‘‘‘‘‘‘‘‘‘

Note: Work and Residence addresses are smeione-o RN v micome:s. RN
verified via the USPS database. Enter the e -
street address and then the zip code. The City ot Cnc | TR 705 e
and State are auto populated. E————

SmartTrip Card Number: ©
‘Comment for Agency Approvers: @

YOU Nave 1878 characters

23. Click the Continue button. Note: If a

smartrip card number was entered in the (e I

Smartrip Card Number field, the
SmartBenefits® Program page is displayed.

Figure 39: Completed Transit Benefit Application
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24. Click the YES I would like to Smart Benefits Program

. . If you would like to enrall in the Smart Benefits Program or are aiready a Smart Benefits.
enroll button to join the D
SmartBenefits® program. By clicking

yes, you agree to have your

nt, please click the "Yes” button below and someane
0 pick up fare cards, Instead, your

Thank you, your New Transit Benefit Participant Application has been submitted.

Thank You for enrolling in the Transit Benefit Program. Someone from the Smart Benefits Team will be contacting you shortly

transit benefits downloaded to your Figure 40: Smart Benefits Program page
SmarTrip® card the first of every

month. This only applies to

employees who work in the NCR.

27. Click the NO Thank You button
if you do not want to join the
SmartBenefits® program.

28. After clicking the YES or NO button, the application is submitted and redisplayed with a

confirmation message at the top of the page.  Figure 41: Transit Benefit Program
Confirmation

Note: The informational message is only displayed
when the applicant enrolls in the SmartBenefits®
program.
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The Monthly Certification option allows the applicant to recertify without having to update any
participant information. This does not apply to SSA applicants.

1. Select the Monthly Certification
radio button.

2. Click the Continue button. The
Warning page is displayed.

3. 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 Figure
42: Warning page

Select an Action to Continue page.

Note: The applicant must be enrolled in the
Transit Benefit Program to apply for monthly
certification. Registering a username does not
mean that the applicant has envolled in the
program.

Note: Participants must be set up to allow for

WARNING !

MS 3 Matler WENin the JUNSAItion of an agency of me L
Titie 18, Unile States Code, S2ction 1001, by IMprsoAment

5. Making & false.
s and fines up 10 §

oF WALOUIENt CEMNCANON My CONSINUte Crimina
I €ach OMense, anaior agency disCipinary ac

-1 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 sligible for a public transportation fare benefit, will use It for my daily commute to and frem work by public transit or
vanpool, and will not give. sell, or transfer it to anyone else.

- | certify that in any given month, | will net 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 Govemnment-provided transit beneflt designated for use in a future month,

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

- | certity that my parking fees are not included in the computation of the dally. weakly or monthly commuting costs for my transit benefit

Do Not Agree

monthly certifications. This does not apply to SSA

employees.
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4. The application displayed is the
current application on file. Verify
that all pre-populated information is
correct and valid.

Note: The applicant can ONLY update the
method of transportation and rates when
submitting monthly certifications.

Note: [f the address entered when the
application was initially submitted is invalid;
the monthly certification will not be able to be
submitted. The applicant will need to submit
an application via Certify/Enroll to correct the
address.

Note: [f the Manager, Supervisor, or RTC
selected when the application was initially
submitted is no longer available for selection;
the monthly certification will not be able to be
submitted. The applicant will need to submit
an application via Certify/Enroll to update the
Manager, Supervisor, or POC selections.

Office of the Secretary of Transportation

Monthly Certification

G Transit Benefit Appiication Worksheet

4 Transit Benefit Program Applicants are requited 1 ceny the *Total Monthly Expanse” of inei Home fo Wo

Parking tees o the In “Total Monthly Expense”.
Instructions: To calculite your “Total Monthly Expense”

a. Sesect your transportation method (s)
b. EMer tne following INFOMManon in the “To W and “From Work fow(s) of 232N Iranspartation memod
an

€. Ifyou purchase a Monihy pass. divide the price of the pass by 2, and ener the information in the Monthly Expense column
d. The Total Monthly Expense value automatically populates

Reason for Comiicaion:  MontTyy Cermfcatin
CivilanMillary:  CAILIAN

Work Status:  FULL TRAE

G Transit Benefit Transpontation Methods

1 you work 8-hour days, enter 20 in the Days per Moath column
iy

Other Bus toWork: | GETW s 310
=
‘mer Bus from Work s s
Evel djust the amount of their transit benefit each

rop Totai Monthty Expense: 5 mm
manth ta reflect the actual cost of their home 1o work commute.

G Transit Benefit Program Applicafion

Smart Benefiis Program: KO
et

ame:  SHANEFELTER CHRIS

Email Address:  EVIS Shanefefiergtieas gav

‘Wark Phane:

Common Kentier: WorkZipCode: 20590

Department of Treasury

AgencyMode:  TREHQ Region: DG
Amin: TREHG 00
| cerly thal my usaal monthly Transit commuting costs are: © T
Work Information
Work Addross: 36 WORK PLACE
worcry:  woRK [ oz assss
Residence Information
Address: 52 HoME PLACE
o voue saw oc oo s

Approver Information

Approving Ociat Managerund Cariler:  DARREN CHANG

Poimtof Comact:  TREASURY POC Manager Phon:

Smartlop Card Number: A

‘Commen for Agency Approvers: &

You have 1988 characters remaiing

PRIVACY ACT STATEMENT:

e

Figure 43: Transit Benefit Program Application for Monthly
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Thank you, your Monthly Certification application has been submitted.

Certification

5. Click the Continue button. The application is submitted and redisplayed with a
confirmation Figure 44: Monthly Certification Confirmation message.

3.1.6

1.

Disapproved Applications

Applications that have been Disapproved are sent back to the applicant. If corrections are needed the
applicant can make those corrections and resubmit the application.

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.

Select the Update Disapproved

Application Certification radio Figure 45: Select An Action To Continue page button.

Click the Continue button. The
Warning page is displayed.

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 display the Select an
Action to Continue page.

tion Disapproved

Select an Action to Continue

Employer: Federal Deposit Insurance Gotporation

WARNING !

3 matter wetin the Jursciction of an agency of e Unitea States. Making a false
a States C by Imprsonmen ey

andior agency dlsciplinary ac
-1 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 sligible for a public transportation fare benefit, will use It for my daily commute to and frem work by public transit or
vanpool, and will not give. sell, or transfer it to anyone else.

- | certify that in any given month, | will net 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 Govemnment-provided transit beneflt designated for use in a future month,

- | certify that | will not claim the transit banefit in excess of my actual monthly commuting axpensa. If at anytime during a given month | am
out of work due to sickness, vacation or any cther 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

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

Do Not Agree

Figure 46: Warning page
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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 applicant’s information entered when the
application was submitted is displayed in the fields.
Make the noted 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 require the applicant to
complete and resubmit a new application.

Note: If a Monthly Certification was disapproved, the
applicant will need to click the Delete Application
and Start Over button to resubmit the application via
Certify/Enroll to make the necessary corrections.

o Figure 47: Disapproved Transit Benefit
— = - Application Worksheet
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4. AGENCY REPORTS

Use the following steps to download an agency report:

1. From the Home page, click the Ageney Reports

Agency Reports button; the Agency i
Reports page displays. IRS

TRE-IRS-RG Report

Figure 48: Agency Reports page

2. Click the link to display the
Open/Save dialog message.

Agency Reports

Note: Click the Open button to display the zip IRS
file or click the Save button to choose a
location to save the zip file.

T P S p— Thursday, Al

Figure 49: Open/Save Dialog Message 3. Extract

® | 05 4 & & [ - | AGENCYREPORTS08232018.2ip - SecureZIP - o X
Home  Organze  Compression  Bdracion  View  Miscellaneous ()
A el ¥ en. pt File
egehmRe 5100
Add  Exract Enaypt Sign  View Email
Files Files ¥ ~ Archive
Actions Security
Name - size Modified Attributes Folder
B [3ladd0E2320 165z ELC] 672372018 137 AM i
B AlphaListing08232013.ds 12 ME £/23/2018 1:27 AM A
5| AppSub0B232018.ds 34738 /232018 1:37 AM A
B | AutoWithdraw08232013.4ds 54KB £/23/2018 1:28 AM A
& | DebitReplaceD8232018.ds 9918 Microsoft Excel 97, §/23/2013 1:28AM A
& | DebitTransDe232018:is 1908 Microsoft Bxcel 97..  §/23/2018 1:36 AM A
| NotPickedUp08232018.xs 2441KB  Microsoft Excel 97..  8/23/2013 1:36 AM A
| Withdrawn08232018.xs 260K Microsoft Bxcel 97.. 8/23/2013 1:37 AM A

the ﬁles to View the reports‘ Selected O files, 0 bytes Total 8 files, 22,388 KB V14400028

Figure 50: Zip File
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APPENDIX A: SMARTRIP CARD INSTRUCTIONS

For Smart Benefit 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 the government’s initiatives to support and improve the environment.

O a. You can do this 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

O You can also purchase a SmarTrip® Card on line:
http://www.wmata.com/fares/purchase/

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

2. 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.

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

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

Card Type #1:' 26z o boc WIMATR, 503 Fith Stroct, NV

At (012345678 ) C30W803 |
A

v

serial number

Card T‘,"_‘C'JE ;-‘;2 5] ::L!m:mln WHATA, S P Shest, WW

ikt e v (012345678 \E. C3DiWB03

serial number‘ check sum

Card Type #3100 | o retum o wewers, 600 e Smet, K,
L 20001

. csnw:g 0020 0001 5644 364 6

serial number

Card Type #4: @ ot . WMATA, 600 St

ancd| Sy

4 ertBenefis” ' . IR A g
Wafwervic mariss of WWATA. GD)1137 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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