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1. OVERVIEW
1.1 Background

The Department of Transportation, Transportation Services Division (TRANServe), administers the
Parking and Transit Benefits 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 whom 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:

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

1.4 Point of Contacts

The table below provides a list of the people you may contact for additional information regarding the
Transit Application or for troubleshooting purposes.

Role Name/Phone Title Email

Visit the DHS-CIS Participant Page for agency contact information:

y- am™


https://www.transportation.gov/transerve/participants/department-homeland-security-dhs-citizenship-and-immigration-services
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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

If your Agency requires you to complete the Transit Benefit Integrity Awareness Training; click
the New Employee Orientation link. (Follow the instructions to complete the Transit Benefit

Integrity Awareness Training).

bl

Click the Participants link and scroll down to select your Agency.

Select Transit Benefit Program Application System link.

2.1 Login and Registration

Use the following steps to access the application:

1. If registering for the first time, the
Login page is displayed after
clicking the Transit Benefit Program

Application System link.

Returning applicants can enter the
URL: http://transitapp.ost.dot.gov to
display the Transit Application login
page is displayed.

~~~~~~~~~

Figure 1: Transit Application Log In page

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

Register Account Information

= -

Figure 2: Register Account Information page

i Bowhead
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5‘ Click the Register button‘ Register Account Information

“User Name: Kimberly | gravestesi@va gov
“First Name: Kimberty
Middle Name: J
“Last Name: Graves
“Agency/Mode: VA v

now once your Govemment Email Address has been validated

Phone Number:

Register Cancel

Figure 3: Completed Registration page

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

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

the page' 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:

Login

7. Enter the username in the User
Name textbox.

“User Name: Kimbery ] gravestesi@va.gov

PassWord: | sesssessessee

8. Enter the retrieved password in the
Password textbox.

Not registered yet?

9. Click the Log In button. S

: network on which it is connected, all other computers connected fo this network, and all storage media
10. The Change Password page displays. s oot o et o et T et i & ke

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

““WARNING*"WARNING"**"WARNING**

Figure 5: Login page

Page 2-2
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2.2 Change Password

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 Change Password [T
Current Password textbox.

“Create New Password:

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

“Confirm New Password:

“Create a Hint:

3. Reenter your new password 11’1 the A hint is 2 meaningful personal association to help you remember your password.
Confirm New Password textbox. ettt S
4. Enter a hint, something that will e e
remind you of your password in the R e e e

Password will expire 60 days after being set

Create a Hil’lt tethOX. Passwords cannot be reused within the last 24 changes.
5. Click the Submi t button.

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

Note: * indicates required field. Figure 6: Change Password page

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

Note: You can change your password at any Figure 7: Change Password Confirmation
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 Home
page. Click the Utilities dropdown arrow to
display the sub-menus.

Transit Application

Approval Section ~
Utilities ~

My Account

Change Password

Figure 8: Utilities Menu Options

HI]UJhEdd Page 2-3
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2.3 Password Recovery

Use the following steps to recover your password:

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

The Show Hint section allows the
user to view the Hint entered when
the password was changed. Enter
the username and click the Show
Hint button.

e The Forgot Password page is
redisplayed with the Hint and allows
the user to log in from this page.

8. 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
was created. Enter your username
and click the Submit button.

Note: *indicates required field.

24 My Account

Office of the Secretary of Transportation

Forgot Password

Show Hint

“User Name:

Send It by Email

“User Name:

Return to Loain Page

Figure 9: Forgot Password page

indicates required field.

Forgot Password

Figure 10: Show Hint

The Login page displays. Enter the username
and the retrieved password. Follow the
instructions in Section 2.2 Change Password to
change the password.

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
Account button. The Update My
Account Information page displays.

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

Update My Account Information

Cancel

Figure 11: Update My Account page

i Bowhead
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2. Click the Update button. The

modified account information is User kimberly_j gravestest@va. gov has been Updated
saved and the Home page is
displayed with a confirmation Figure 12: Update My Account Confirmation

message at the top of the 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 Home
display the sub-menus. Transit Application
Note: You can update your account Approval Section ~
information at any time by using the above

o Utilities ~
steps after clicking the My Account button on
the Home page. The My Account page can My Account
also be accessed from the Utilities dropdown Change Password
menu located on the Menu bar 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.

26  Exit
e To exit the system from a desktop, click the Logout button on the PTBW 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.

i Bowhead 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 Parking and Transit Benefit Public Website 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 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. If you have access to agency reports the Agency Reports option will display
here.

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.

L

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.

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

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

Agency Reports — There are two types of agency reports. Daily Agency Reports and
Monthly Agency Reports. These options are only displayed when assigned by an
administrator. Click this button to display the Agency Reports page.

- JRANSzrvz

me  Transit Application  Approval Section ~ Uil

Parking and Transit Benefit Public Website versionv 2.0

I Transit Benefit Application

Figure 14: PTB Public Website Home page

Home

Transit Application
Approval Section ~
Utilities ~

Admin ~

2 Angela Robinson

© Logout

Figure 15: Additional Menu Options

ﬁ HUUJhEﬂd 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 SmarTrip ® changes, and 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

®  Certify/Enrol/Change @

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

SmarTrip Change @
Withdraw from the Program @

Request Information @

Note: The Request Information radio button

is selected by default.
Figure 16: Select an Action to Continue page

3.1.1 Certify/Enroll

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:

WARNING !
1. From the Select an Action to e R A S T e T R T e e i
punishable under Title 18, United States Code, Section 1001, by imprisonment up to five years and fines up o $10,000 for each offense, and/or agency disciplinary actions up o anc

Continue page; click the
. . - | certify that | am employed by the U.S. Federal Government...
Certify/Enroll radio button. o

2. Click the Continue button. The
. . . - certiy that | am eligible for a public transportation fare benefit, will use It for my dally commute to and from work by public transit or
Wamlng page 1S dlsplayed. vanpool, and will not give, sell, or transfer it to anyone else.

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

-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

3 . After readlng the message; Cllck the I 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 desi for use in a future month,
Agree button. The Transit Benefit
. . . . -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
App hcatlon V\/ Orksheet 1S dlsplayed, 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.

Note: If the applicant does not agree, click the T R
I Do Not Agree button to display the Select an oo
Action to Continue page.

Figure 17: Warning page
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4. Select the reason for certification.

¢ Annual
Certification/Recertification

¢ Change

¢ New Transit Benefit
Participant — This is the
only available reason for
newly registered
participants.

5. Selection defaults to Civilian. Select
your Employment Type.

6. Selection defaults to Full Time.
Select your work status.

Note: * indicates required field.

Note: The identifier label can be renamed or
hidden by the Agency TBM.

Note: Some agencies require the applicants to
complete integrity training. If this is required;
a checkbox will be displayed when the Annual
Certification/Recertification or New Transit
Benefit Participant reasons are selected.

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.

Office of the Secretary of Transportation

@ Transit Benefit Application Worksheet

Al licants are the "Total ly Expense" oftheir Home fo Work Mass.

0 o in"Total Monthly Expense".

pass by 2, and enter the information i the Monthly Expense column.

ChilanMiltary: @ | CVILAN v

Work Status: | Full Tme v

@ Transit Benefit Transportation Methods

your Ag policy for per Month entry.
Defined work schedule examples:
 Ifyou work a Basic schedule of 8-nours per day, the average amount of 20 Days can be entered Into the Days per Month column

e Days per Montn column
4 into the Days per Month column

o Total Monthy Expense:  §.
month to reflect the actual cost of their home to work commute.
@ Transit Benefit Program Application
“dentifier: ©
Name:  SHEPARD HANK v
(Last) (Frst) (Miodie)
hank shepardiesi@va gov WorkPhone: @ | 202.555-7354
‘Common Identier: ©
Department of V.A.
“Select Your Agency: © VA v “Region: © v
“Admin: © v

Aecountng Cone: 0 | ]

Glick the Select bution o select Accounting Code

Routing Symbo: ©

Click the Select button 1o Select Roufing Symbol

Locatonmutdng: © | |

Click the Sefect bulion o select LocationBuilding

I certy that my usual monthly Transit commuting costs are: @ s
This fied s automatical calculated

Work Information

“Work Address:

“Work Zip: ork Zip
“Work City: 0 “Work State: v
Residence Information
“Address:
zip:
“city: ci “state: v

Approver Information

*Approving Official: © e *ManagerFund Certifier: ©

Click the Select button to select Click the Select button to select
Approving Official Manager/Fund Certifier

*Point of Contact: @ e Manager Phone: @

Click the Select button to select Point of
Contact

*SmartTrip Card Number: ©

Comment for Agency Approvers: ©

You have 1995 characters remaining

Cancel

Figure 18: Transit Benefit Application Worksheet

 Bowhead
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Commuting Distance

If the Agency is tracking the
commuting distance, the Is your
commute greater than 2hrs? field
will be displayed.

If the commuting distance is greater
than two hours, select Yes. The Is
your primary address the same as
your commuting address? field is
displayed.

If the primary address is different from
the commuting address, select No.
The Commute Address section is
displayed. Enter the address where the
commute starts, for instance a
commuter bus pick-up location.

7. Select your transportation method(s).
¢ Bus

¢ Other Bus

¢ Rail

Office of the Secretary of Transportation

s your commute greater than 2hrs? @ Yes v

Is your primary address the same as your No v

Gommuting address? ©

Commute Address

*Commute Adaress: @

Commute Address2:

*Commute Zip:

.
Figure 19: Commuting Distance

Bus from Work: $ $

Other Bus to Work: $ $

.
Figure 20: Bus Method
Other Bus from Work: $ $
e F—
Rail from Work: s $

month to reflact the actual cost of their home to work commuta

Figure 22: Rail Method
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¢ Other Method

¢ Vanpool

¢ Parking

Note: The Agency must be set up to track
parking costs. The Parking cost is separate
from the Transit cost and is not calculated
together.

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.

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

Note: Some agencies require additional
transportation information. If this is required;
a textbox will be displayed below the Name of
Company field. The additional info label can
be renamed by the Agency TBM.

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 Agency allows the participant
to be funded over the current mass
transit statutory limit, radio buttons
will be displayed giving the customer
the option to pay taxes on the
exceeded amount.

Office of the Secretary of Transportation

Other Method to Work

s s
Name of Compan, Daily Expense Days per Month Monthly Expense
Other Method from Work
s s
Name of Company Daily Expense Days per Month Montnly Expense

Every Transit Benefit Program Participant is responsible to adjust the amount of their transit benefit each
month to reflact the actual cost of their home to work commute.

Figure 23: Other Method

Total Monthly Expense: s oo

Name of Compan Daily Expense Days per Month Monthly Expense

Every Transit Benefit Program Participant is responsible to adjust the amount of their transit benefit each Total Monthly Expense:

s | oo
month to refiect the actual cost of their home to work commute.
Parking: s s
Name of Company Daily Expense Days per Month fonthly Expense
Every Transit Benefit Program Participant is responsible to adjust the amount of their transit benefit each Total Monthly Expense: s [ oo

month to reflect the actual cost of their home to work commute.

Figure 25: Parking Method

Always follow your Agency werk schedule policy for 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 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 time, enter the number of days you actually commute to/from work.

Figure 26: Sample Agency Work Schedule Policies

Bus to Work BTW s 210 16 S 3360
Name of Company Daily Expense Days per Month Monthly Expense
WMATA
Additional Info @
Bus from Work: BFW s 210 16 S 3360
Name of Company Daily Expense Days per Month Monthly Expense

WMATA

Additional Info @

Every Transit Benefit Program Participant is responsible to adjust the amount of their transit benefit each Total Monthly Expense: | § | 6720
month to refiect the actual cost of their home to work commute.

Figure 27: Method of Transportation Table

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

(O | do not want my monthly funded commuting benefit to exceed the current Transit statutory tax free limit

Transit Statutory Limit Radio Buttons

Page 3-5
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10. Enter the Identifier. This field is used
to uniquely identify the applicant.

11. Enter the Common Identifier.
Depending on the agency, the
Common Identifier can be a debit
card activation keyword or number.

Note: The common identifier label can be
renamed by the Agency TBM.

12. Select your Region.
13. Select your Admin.

14. Depending on the Agency, three
optional fields may be displayed (i.e.
Accounting Code, Routing Symbol,
and Location/Building). Click the
Select link to display the available
list for your agency.

Note: The optional field labels can be renamed
or hidden by the Agency TBM.

15. Enter your Work Information.

16. Enter your Residence Information.

17. Click the Select button to display
the list for your agency’s approving
officials (1% Approver).

18. Select your Approving Official (1*
Approver).

Note: If your agency is set-up for Single
Approver — First Approve, this will be the only
available option.

19. Click the Select button to display
the list for your agency’s
manager/fund certifiers (2™
Approver).

20. Select your Manager/Fund Certifier
(2" Approver).

Office of the Secretary of Transportation

Accounting Code: ©

Click the Select button to select Accounting Code

Routing Symbol: ©

Click the Select button to select Routing Symbol

00

Location/Building: @

Click the Select button to select Location/Building

Agency Optional Display Fields

Approving Official

Name Email

harry.carey@treas.gov

Close

Figure 28: Approving Official

Manager/Fund Certifier

Name Email
Type to filter.
D DARREN CHANG

darren.chang@ed.gov

D HARRY CAREY harry.carey @treas.gov

Close

Figure 29: Manager/Fund Certifier

y - am
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Point of Contact

21. Click the Select button to display

the list for your agency’s point of
contacts.

22. Select your Point of Contact.

Note: If your agency is set-up for Single
Approver — Program Admin (3" Approve), only
a selected POC is required.

Note: The approver and POC field labels can
be renamed by the Agency TBM.

23. Enter your SmarTrip® card
information. If you have not purchased
or do not use a SmarTrip® card, enter
NA. See Appendix A — SmarTrip®
Card Instructions.

Note: This field is only valid for DC, MD, and
VA participants.

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

Note: Work and Residence addresses are
verified via the USPS database. Enter the street
address and then the zip code. The City and
State are auto populated.

25. Click the Continue button.

Note: If a smartrip card number was entered in
the Smartrip Card Number field, the
SmartBenefits® Program page is displayed.

Name

o

D TREASURY POC

Region

DC

Email

vikkey owens@dot gov

“Point of Contact: ©

*SmartTrip Card Number: ©

Click the Select button to select
Approving Official

TREASURY POC

Click the Select button to select Point of
Contact

NA

HELP ME HELP YOU

You have 1979 characters remaining

Manager Phone: ©

Close
@ Transit Benefit Program Application
“Identifier: ©
Neme:  RODRIGUEZ KAREN LYNN LEE
(Last) (First) (Middie)
Email Address:  Karen rodrigueztest@treas. gov “WorkPhone: @ | 2026557764
Common dentifier: @ | HELLOKITTY
Department of Treasury
“Seloct Your Agency: @ | TREHQ v Regio:©  oC v
‘Admin:® | TREHQ-DC v
Populates from Select Your Agency
Accounting Code: © Selec
Click the Select button to select Accounting Code
Routing Symbol: © Select
Click the Select button to select Routing Symbol
LocationBuilding: © E3
Click the Select button to select Location/Building
1 cerify that my usual monthly Transit commuting costs are: @ 5 || e
This field is automatically calculated
Work Information
“Work Address: | 401M ST SE
“WorkZip: | 20003
“WorkCity: | WASHINGTON “Work state: D0 v
Residence Information
*Address: | 1200 NEW JERSEY AVE SE
zp: | 20500
“City: | WASHINGTON sate:  0c v
Approver Information
“Approving Official: @ | CAREY, HARRY Sele “Manager/Fund Certifier: @ CAREY, HARRY Select

Click the Select button to select
Manager/Fund Certifier

Continue. Cancel

Figure 31: Completed Transit Benefit Application
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26. Click the YES, I would like Smart Benefits Program
. . If you would like to enroll in the Smart Benefits Program or are already a Smart Benefits participant, please click the "Yes" button below and someone
toenro 1 1 button to J oln the from the Smart Benefits Team will contact you shortly. The Smart Benefits Program eliminates the need to wait in line to pick up fare cards. Instead, your
monthly transit benefit will be downloaded directly to your Smart Benefits Card on the first day of every month.
SmartBenefits® program. By clicking
yes, you agree to have your transit
benefits downloaded to your Figure 32: Smart Benefits Program page
SmarTrip® card the first of every
month.

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

28 . After CliCkil’lg the YES or No button’ Thank you, your New Transit Benefit Participant Application has been submitted
the application is submitted and

redisplayed with a confirmation
message at the top of the page. Figure 33: Transit Benefit Program Confirmation

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

Note: The informational message is only
displayed when the applicant enrolls in the
SmartBenefits® program.

Page 3-8
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3.1.2 Monthly Certification

If your Agency is participating in The Monthly Certification Program, this option will allow the applicant
to recertify without having to update any participant information. There are three types of applications
that will meet the requirement. These are: New Transit Benefit Participant, Annual
Certification/Recertification, and Monthly Certification.

When an agency is set-up for monthly certifications the participants are required to submit a
recertification based on the frequency set by the agency. This could be anywhere from once a month to
once a year. When participants are added to the program, notifications are sent via email. This email will
contain the status of the online account. If the account is current the email will display the date the
current recertification will expire. If the account is in suspended status the email will instruct the
participant to submit an application.

Reminder emails will be sent to the participant leading up to the expiration date. If the participant does
not submit an application on or before the expiration date the account will be put in suspended status. If
the submitted application has been disapproved and sent back to the participant, the online account will
remain in suspended status until the application is resubmitted. If the account is suspended the participant
will need to submit via the Certify/Enroll/Change page. The available reasons for certification are Annual
Certification/Recertification and New Transit Benefit Participant. Selecting Annual
Certification/Recertification and submitting an application will reactive the online account. The
application will need to be fully processed to finalize the reactivation. An email will be sent to the
participant with the next recertification date.

Use the following steps to submit a Monthly Certification application:

. . WARNING !
1. From the Select an Action to Continue e T e e o s sy

punishable under Title 18 United States Ccce Secw wom by imprisonment npvcv e years an ov esx7vo$10000vc r each oNe nse. andlor agency ﬂscpv ary actions up to anc

page; select the Monthly Certification
dlo button - | certify that | am employed by the U.S. Federal Government.
ra .

2. Click the Continue button. The

-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

sﬁ( aming page iS di Splayed‘ vanpool, and will not give, sell, or transfer it to anyone else.
: . . - | certify that in any given month, | will not use the Govemment-provided transit benefit in excess of the statutory limit. If my commuting costs
3. After reading the message; click the I e o R e e o o A e T e e s o o s e e
. a P ided transit benefit for use in a future month.
Agree button. The Transit Benefit
. . . . - I certify that | will not claim the transit benefit in excess of my actual monthly commuting expense. If at anytime during a given month | am
App hcatlon V\/ Orksheet 1S dlsplayed, 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.

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

I | oonotagree

Do Not Agree button to display the Select an Figure 34: Warning page
Action to Continue page.

Note: The applicant must be enrolled in the
Monthly Certification Program to submit a
monthly certification application.

Note: [f your agency has disabled the Monthly
Certification option on the Select an Action to
Continue page, recertify via the
Certify/Enroll/Change page.
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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 via the monthly certification page.

Note: If 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/Change to update
the address.

Note: If the Manager, Supervisor, or POC
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/Change to update
the Manager, Supervisor, or POC selections.

Office of the Secretary of Transportation

Monthly Certification

G Transt Benefit Applizaton Worksheet

A1 Tran=t Benefil Fragram Applcarts are equed 1o cetfy the Expense’” of et Home o Viork s Trnse Commuic

Parking foes ans not sligibla for the transit banetit and must not be Included in =Total Monthly Expanse”.
Instrurtions: To cakulase your “Total Manthly Expense”

2. SeeCt your IRNsECnNOn mAnCas)
b Enter S followtng infarmation in the:"To Work” and "From Work” rmfs) of £2ch lransporiabon method

. Mams of Company for your meod of mnsporiseon Melis, BART, Subway)

& Daky or Manthy Expense

8. Numbes of days you rautnely work in a mon
. Myous purchase a Montnly pass, dice the price af She [ass. by 3, and snber the iiormaticn i the Maniy Expense colmn
. The Total Meninty Expense vae sumaticaly popules

Rasssn tor Cantfication: oy Cartfcaten

CovtanMiMy:  CPALAN

Woek Stamuse FLLLTIME

G Trans# Benefit Transportaticn Methods

I you wnrk S-hour das, enter 20 in the Days per Month <chem
1you wrk S-hour days, enter 15 in the Deys per Month <ol

1yu wark 10 hour days, enter 16 in She Dayz per Monih cokemn
Iycus telecamemate or work part e enier the nomber of days yous achaly ommue s work

b us 1o Work:

Ot Buss frem Waek: | cEFw LR o $ mm

Every Transit Barmedit Program PAriciFant is respansible 1o ACHS Vst psaunt ol v s DENeE rch
oA 10 feflect e actual co of Beir hams ta mork cammsuts,

Tatsl Wonthy Expasse: 5 | 1Moo

& Transit Senefit Program Application

Smart Banalis Progran: O

e
Nome:  SHANEFELTER s

Email sdross: VB sRaneleter e gov

[

Common besiitar: WorkZpCom: 00

Dapartment of Treasury

McacyMede  TREHG Regan: 00

s | mm
Work Information
Work s 30 WORK PLACE
[ work s 0C Wonkzer daus
Residencs Information
MG O2HOME FLAGE
it HowE Staon: LR
Agpraver infarmation
Appuaviog Do CAREY, HARRY MunegerFund Cortfier:  DARREN CHANG
Poniof Comact:  TREASLAY P0G Maneger Phosa:

SmartTrip Card Mumber: A

Comment for Ageacy Approvers: &

“Yau nve 1888 charatiers remaiing

Camal

PRIVACY ACT STATEMENT:

Figure 35: Transit Benefit Program Application for Monthly
Certification

Bowhead
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5. Click the Continue button. The

application is submitted and redisplayed
with a confirmation message.

3.1.3 SmarTrip® Change

Office of the Secretary of Transportation

Thank you, your Monthly Certification application has been submitted.

Figure 36: Monthly Certification Confirmation

Your current transit benefit certification has expired.
Please submit a recertification application in order to re-activate your Transit Benefits.

Figure 37: Suspended Transit Benefit Account

Your Current Application Status: Change Request Completed (01/29/2021)

Your current transit benefit certification will expire on Feb 28, 2021.
Failure to recertify by the expiration date will result in the suspension of your transit benefits.

Figure 38: Current Transit Benefit Account

The SmarTrip® Change option allows the applicant to submit a request to update a SmarTrip® card
number associated with the account. Use the following steps to submit a request for a SmarTrip® number

change:

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

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

3. Update the SmarTrip® card number.

Note: The applicant must be enrolled in the
Transit Benefit Program to change the
smartrip information. Registering a
username does not mean that the applicant
has enrolled in the program.

4. Click the Submit button. The
request is sent to TRANServe for
processing and a confirmation
message is displayed at the top of the

page.

SmarTrip Change

General Information

“Identifier:
Name:  QUINTEROTEST BIFF
(Last) (First)
Email Address:  biff quinterotest@fdic.gov
Agency:  Federal Deposit Insurance Corporation (FDIC)

SmarTrip Information

SmarTrip Card Number: ©

Figure 39: SmarTrip® Change page

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

Figure 40: SmarTrip® Confirmation
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3.1.4 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:

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

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

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

4. Click the Select button to display
the list for your agency’s approving
officials (1** Approvers).

5. Select your Approving Official (1*
Approvers).

6. Clickthe Select button to display
the list for your agency’s
manager/fund certifiers (2"
Approvers).

7. Select your Manager/Fund Certifier
(2™ Approver).

Note: If 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.

Withdraw from the Program

Identifier:

Name:  MILLS SHARONDA

Last) (First)
Email Address:  Sharonda Mils@va.gov
Agency/Mode:  Department of V.A. (VA)
“12345:@ (2025554441

“Withdrawal Date: [ ]

“Approving Official: © Select...

Click the Select button to select Approving Offcial

g
!

“ManageriFund Certier: ©

Ciick the Select button to select Manager/Fund Certifier

Comment for Agency Approvers: ©

You have 1995 characters remaining

Figure 41: Withdraw from the Program page

Approving Official

Name Email
Type to filter.
E KIM LYONS Kkim.lyonstest@va.gov

Close

Figure 42: Approving Official (1°* Approver)

Manager/Fund Certifier

Name Email
Type o filter....
B GLEN HARPERTEST glen_harpertest@va.gov
E JESSICA MARTIN jessica.martins@va.gov

Close

Figure 43: Manager Fund/Certifier (2" Approver)

i Bowhead
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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
label can be renamed by the Agency TBM.

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

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.

3.1.5 Request Information

Office of the Secretary of Transportation

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

Figure 44: Withdraw Confirmation

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 Point of Contact (POC). Use the following steps to request information:

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

2. The POC selected on a submitted
application 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.

3. Select a POC from the list.

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

Request Information

Name:  Graves Kimbery Jessica

Email Address:  kimberly | gravestest@dot. gov
Agency:  Department of Transportation

“Point of Contact: @

Figure 45: Request Information page

Paint of Contact

Name Region Email

TREASURY POC DC vikkey.owens@dot.gov

Close

Figure 46: Point of Contact

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

Thank you, your request has been sent.

Figure 47: Request Information Confirmation

3.1.6 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.

Your Current Application Status: Certification Disapproved

1. From the Home page; click the
Transit Benefit
Application button. The Select an
Action to Continue page displays. The e
reason the application was disapproved Uniot e s
is displayed at the top of the page.

Select an Action to Continue

Employer: Federal Deposit Insurance Corporation

2. Select the Update Disapproved

Application Certification radio button.

Figure 48: Select An Action To Continue page

WARNING !

This centification concers a matter within the jurisdiction of an agency of the United States. Making a false, ficttious, or fraudulent certiication may constitute criminal violations.

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

-1 certify that | am employed by the U.S. Federal Government...

4. After reading the message; click the I
Agree button. The disapproved

-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

TI‘anSIt Beneﬁt Apphcatlon W ]orksheet vanpool, and will not give, sell, or transfer it to anyone else.
is dlspl ayed -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
N 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

Note: [f‘ the appl icant does not agree, click the I the amount of my ranst beneft the folloving month it appropriate
DO Not Agree button to dlsplay the Select an -1 certify that my parking fees are not included in the computation of the daily, weekly or monthly commuting costs for my transit beneft
Action to Continue page.

Figure 49: Warning page
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e The reason the application was

disapproved is displayed at the top of the
Transit Benefit Application Worksheet

and the Transit Benefit Program —
Application. : -

e 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.

o C(lick 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 R
disapproved, the applicant will need to click the .
Delete Application and Start Over button to
resubmit the application via
Certify/Enroll/Change to make the necessary
corrections.

Transit Berift Program Applicaion

‘‘‘‘‘‘‘‘‘‘‘

eeeeeeeeeeeeeeeeeee

pR———

Figure 50: Disapproved Transit Benefit Application
Worksheet
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4. AGENCY REPORTS

Use the following steps to download an agency report:

Update My Account Information

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

Last Updated By:  Robinson, Angela - 12/0212020 12:36:28 PM EST

*UserName:  daniellamuff@archives gov

*FirstName:  Daniel Middle Name: *LastName:  Lamuff

2. Click the applicable password request
button. A confirmation message is
displayed.

Note: [f you have access to both Daily Agency
Reports and Monthly Agency Reports, a password o e
button will be displayed for each report type.

Allow Withdrawals

3. Retrieve the emailed password.
4. From the Home page, click the applicable Figure 51: Update My Account Information page

Agency Report button; the agency report

page displays. Agency Monthly Report Password has been sent.

Note: The same steps are used to download daily
and monthly agency reports. Figure 52: Agency Report Password Confirmation page

5. Click the link to display the Open/Save Agency Monihly Reports
dialog message. '

Us. Depariment of Tiansporttion

Zip Format EXE Format

5 Monthly Repart - Jan ARCHIVES Mantiy Report - Jan
2021 2021

Figure 53: Agency Reports page

NOte: CIZCk the Open button fo dlsplay the leﬁle View and track your downloads ‘Searrh downloads » ‘
or click the Save button to choose a location to
. Name Location Actions
save the zip file. . >
AGENCYMONR...zip  456kB Do you want to open or i
transitappmobiledev.ost.dot.gov: save this file? Open :

Figure 54: Open/Save Dialog Message

=] 7 = | WinZip - AGENCYMONREPORTS0121.zip - O %
6. Extract the files to a selected folder. h SO o Rsn cmn GReE A0 L -
T incude~ \Qir 3 FTP Upload ~ 12 T8 W unzpandinstal 7 ﬁ, 72X Dele
b Y Filter ~ i1 © Burn CD/DVD '@ ﬂ 4 Unzip Options ~ ~ [ Ren:
Add Attach to 1-Click  Unzip Open  Select
Files [ Encrypt E-mail + # ConvertZipFile  yngip - [ unzip Entire WinZip File  \yith + = New
Compress Send Decompress View Editing
% E Name Type Modified Size Ratio Packed Path
4 @ ARCHIVESO121dtl.. Microsoft Exc.. 2/25/2021 9:30 AM 10008 26% 7,424
4 @ ARCHIVESO121qtr... Microsoft Exc.. 2/25/2021 9:28 AM 9612 25% 7,161
4 @ ARCHIVESO121sa.. Microsoft Bxc.. 2/25/20219:30 AM 10748 23% 8276
4 @ ARCHIVESO121SB... Microsoft Bxc.. 2/25/20219:30 AM 9980 26% 7,392
4 @ ARCHIVESO121SB... Microsoft Exc.. 2/25/2021 9:30 AM 9960 26% 7373
& @ ARCHIVESO121SB.. Microsoft Bxc.. 2/25/2021 9:30 AM 10682 23% 8230
Selected 0 files, 0 bytes Total 6 files, 60KB 6]
Figure 55: Zip File
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7. Enter the retrieved password and click the
OK button.

8. Go to the selected folder and review the
downloaded report files.

Office of the Secretary of Transportation

Decrypt X

Enter password:

Hide the password

OK Cancel Help

Figure 56: Zip File Password

a f | Febasaon

A 5 < b 3 f i H 1 s K L M N ¢
Feb-25.2001]

1
2

3 Transit Benefits Summary Report by Administration
4 ARCHIVES

s Fare Media Disbursed During January, 2021
5

7

8

ARCHIVESO121zax

Figure 57: Agency Report 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.

¢ 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.cfin

¢ 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.

¢ 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:

Step 1: See if Your Plastic Card Needs to be Replaced.

Flip your card over and look at the numbers on the back. If the sequence matches
this card, no further action is needed.

XXXXXX 0167 0000 0000 0000

NO FURTHER

WORKS. AcTiON NEEDED

Look for the numerals 0167 in the position shown above. All other card types shown
below must be replaced.

00000000 JOOX00X 00000000 X XXOCKXX XOOOKX00C 0020 0000 0000 000 0

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

7~ Page A—-1
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