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Apply for the transit benefit program in three easy steps:

1) Complete Transit Benefit Integrity Awareness Training

2 ) Register at the TRANServe website

3) Submit the Transit Benefit worksheet and application



(1) Complete Transit Benefit Integrity Awareness Training

>
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TRANServe supports you with simplified access to transit authority i ion, electronic applicati Wednesday October 12, 2011
how-to instructions and other resources to encourage your use of mass transportation as your pnmary
means of commuting from home to work. Office address and hours
Reminder: The transit benefit is a subsidy, it is not an entitlement. Simply stated: It can go away.
Protect your transit benefit by following a few basic rules: Bulletins JL]

* Apply using your Agency's application process « DOT Parking/Transit Office Closed

* Use mass transportation for your own home to work to home commute September12-30, 2011 "

o Adjust. Any time the amount you receive exceeds the amount you need, adjust. e EFM-2011-04 LIRR Non Debit Transaction

o EFM-2011-03 New York MTA Payment

Report Waste, Fraud and Abuse to your Agency Point of Contact or Inspector General B e e TR ANG SR Datitard

3 Army Regions o EFM-2011-02 Electronic Fare Media — Debit
Card Enabling Authorities
£J DHS-BICE « EFM-2011-01 TRANServe Electronic Fare

Media Debit Card Roll Out- New York

(3 DHS-BCIS

3 DISA-REG (Fort Meade)

=2 DOT —
1. DOT Transit Benefit Program m
traffic

* Email: ParkingTransitOffice@dot. gov

® DOT Transit Benefit Enrollment/Change Applications
® Transit Benefit Integrity Awareness Requirernent (TS, h
» DOT Transit Benefit Applicant Guide

* How to Register your SroarTrip Card

lam...

* How to Register with Commuter Direct (see attached)

2. DOT Parking Program
* Email: ParkingTransitOffice@dat. gov
» DOT HQ Online Parking Application
* Pay Gov Directions
s DOT HQ Parking Policy

3. DOT Bicycle Benefit Program How was your Visit?
» Ermail: PatkingTransitOffice@@dot. gov 'We hope you found what you needed.

For other inguiries and feedback

= DOT HQA Online Parking Application
Please contact us ke

* Pay Gov Directions
» Bicycle Benefit Paolicy

¢ Log on to http://transerve.dot.gov
¢ Click on “Participants”
¢ Click on “DOT”

¢ Click on “Transit Benefit Integrity Awareness Requirement
(TMS)”

CLICKING ON “TRANSIT BENEFIT INTEGRITY AWARENESS REQUIREMENT”

WILL TAKE YOU TO THE TMS WEBSITE.
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http://transerve.dot.gov/

TMS is DOT's leaming management system. Using this training system, employees can take online courses, register for training, and view their training history. The below information provides links to Us

for using the system and details about access. If you need technical assistance, please call the NBC Customer Support Center Monday - Friday 6:00 a.m. - 4:00 p.m. MST at 1-888-FOR-1NBC (1-688-36
(select option 3, option 4)

TMS User Quick Reference

The TMS User Quick Reference is a one-shef document that provides
TMS Users the essential steps to accessing{@bgging in and out of, and
completing anly the critical tasks required tof@e the TMS.

Link to User Quick Access Guide

TMS Job Aids

The TMS contains many useful Job Aids for Users. You can find Job Aids
in the TMS Public Catalog. Once you are logged into TMS, use the
following steps to find Job Aids for a specific task:

Use the following steps to find unique Job Aids:
1. Select Catalog from the menu bar, select Advanced Catalog
Search
* Inthe Description field use the Search Selector "Contains”
and enter role type for desirad job aid (User, Supenisar,
Admin)
¢ Under Search Options, select Online and deselect all other
options.
*  Select Search

* Choose from the provided Job Aids by title

Click Here to Login to Click Here to Login to
TMS TMS
Employee/Supervisor Administrator

TMS Supported browsers and JAVA
Following are TMS-approved settings:
1. Supported browsers:

* Intemet Explorer (versions between 6.0 and 7.0.)
* Mozilla Firefox (versions between 2.0 and 2.0.x.x)

+  Safari on Mac (versions between 3.0 and 3.1.)
2. Java - Supported versions are 1.5 and abave.

TMS User ID and Passwords
User IDs and passwords are case sensitive, so ensure you enter them
exactly as they appear in the e-mails.

Access TMS at: https:/itms.nbec.gov . This application is "public facing.”
which means it may be accessed fram any computer that has Intemet
access (e.g., home, office, library, etc.), provided minimum system
requirements are met.

1. Fillin User ID {ALL UPPERCASE) and Password

2. Select the Sign In button

WARNING

This is an official US Government System for authorized use anly. This system may be monitored to protect against unauthorized use. Attempts to circumvent security, use the system for unauthorized p
interfere with the system, its data, or operation is prohibited. Unauthorized acts may result in criminal prosecution under the Computer Fraud and Abuse Act of 1986 and the National Information Infrastruc

¢ Click on “Click Here to Login to TMS Employee/Supervisor”



U.S. Department of the Interior 2|
7.
7

ATIONAL BUSINESS CENTER

Welcome Please Sign In

Deparment of the Interior's Mational Business Center and their industry-leading pariner, Plateau, bring you the foremaost enterprize
software that manages learning and organizational readiness.

This is a United States Government computer system, maintained by the Departrment of the Interior, to provide Official Unclassified
U.5. Government Information anly. Use oTthis systermn by any authorized or unauthorized uger constitutes consent to manitaring, User ID: [VIKKEY OWENS@DOT GOV |
retrieval, and disclosure by authorized personnel. USERS HAVE MO REASONABLE EXPECTATION OF PRIVACY [N THE USE OF
THIS SYSTEM. Unauthorized use may subjectviolators to criminal, civil, andfor digciplinary action

Fazzword[ssseessssssens| |

Login Information: Sign In

® YourUser D must be entered in ALL CAPS

® Ifyou forgotyour password, click the Forgot Passward? link under the "Welcame" box, You will need your User |
secret question answer to have the systemn send you a new password to the email account contained in yol
record

® [fyou fock your account, you will be prompted to unlock it by entering your User 1D and secret questi er. The
systern will send you a new password to the email account contained inyour TMS recard.

® Ifyou fargot or do not have a secret guestion created in TMS, call the NBC Customer Service Ce
Monday - Friday 6:00 a.m. - 4:00 p.m. MST at 1-888-FOR-1NBC (1-888-367-1622) {option 3, option 4)

Eoroot Password? Eorgat 107

TS Take-Lway Job Lids, Support, and FAGQS

Ifyour agency directed you to use TMS, you have heen

. . .- . provided a valid User ID and a Password.
MNote: The email with your new passward should arrive inyour inbox within 4 minutes.

¢ Log in with your TMS User ID and Password



Learning

Welcome VICTORIA OWENS
4/18/2011
Welcome to the DOT Training Management System (TMS).

@ Search Catalog "-{s

. Update your goals /
|

|

Access assigned learning

Q View curriculum status

Welcome VIC]

| Search Catalog [transit benefit 'Q, | @ Help | §& Check System | & Logout

Catalog

‘ & Your Talent Profile is Incompletes

Catalog

View all available instructor-led items»
View all available online items»
Browse Catalogn

F My IDPs My IDP 3>

There are no relevant items for this User.

5‘5 Learning Plan

Learning Plan 3

Title Type Required By
SharePoint 2007 Essentials E Si7201
SharePoint 2007 User Workshop a sM1zom
Building Improved Work Relationships Simulation !
Conflict, Stress, and Time Management !
Creating and Managing Personal Sites and Searches in SharePoint 2007 !

Go to Curriculum Status 3

There are no incomplete curricula for this User,

Featured ltems

L

Empl Guide to the D p Plans
& Introduction to Conflict Resolutions

L] Employee Development for Supervisorss

¢ Type “Transit Benefit Integrity Awareness Training” in the

Search Catalog box
¢ Click on “Search”



Welcome VICTORIA OWENS | Home | Search Catalog| | @, |@Help| 4% Check System | s Logout =

Search Results

@

Enter Keywords to search tem, Curriculum title and Description fields.
Keywords: [transt benefit

| [T Exact Phrase

¥ curricula M nstructor-Led M Oniine ¥ Blended [ Otner (Select one or more)
Search

Catalog Search Results

Title « Type Price Status Action
Completing Inbound Sales Calls 2 Add to Learning Plan
0.00 - Go to Content
(USD)
Leading Teams: Launching a Successful Team g Add to Learning Plan
0.00 - Go to Content
(UsD)
Transit Benefit Integrity Awareness Training Accessible Version 2 Add to Learning Plan
u.oo - Go to Content
h —
Transit Benefits Integrity Awareness Training 2 Add to Learning Plan
0.00 - Go to Content
(USD)
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¢ Click on “Transit Benefit Integrity Awareness Training”
¢ Complete the Transit Benefit Integrity Awareness Training

¢ Print the completion certificate and provide a copy to your
supervisor



(2) Register at the TRANServe website

Teanserve e ¢

o , Transit Benefits Program U5 Degartment
~ business in motion ~ of Transportation

LOG IN

User Name: |:|
Password: |:| Forgot Passward?

Logn

HOT REGISTERED YET?  Register

Thursday, April 24, 2008

¢ Log on to: https://transitapp.ost.dot.gov
¢ Click the “Register” button

REMEMBER - YOU ONLY NEED TO REGISTER ONCE.
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TRA NSe rve Facilities Service Center - TRANServe

Transit Benefits Prog
~ business in motion ~ = o e

ACCOUNT INFORMATION
ﬂ *User Name: |victnria.nwens@dot.gw
*First Name: [Victoria
Middle Name: |
*Last Name: |Dwens

|
|
|
|
*Agency/Mode: DOT-OST-WCFM-70  ~ —
|

Phone Number: [202-365-0001

conce | s

¢ Complete the registration form
¢ Use your government email address as your User Name
¢ Click “Register”

NOTE: A TEMPORARY PASSWORD WILL BE EMAILED TO YOU. ONCE YOU HAVE RECEIVED
YOUR TEMPORARY PASSWORD, PLEASE FOLLOW INSTRUCTIONS BEGINNING ON PAGE 10.



TRrANServe e T ¢

Transit Benefits Program .S Department
~ business in motion ~ oﬂ'lmn‘!.llrllm
LOG IN

ﬁ User Name: |victoria.owens@dot.g

Password: Forgot Password?
Log In

NOT REGISTEREAMET?  Register

¢ Type in your User Name and Password
¢ Click “Log In”

10



'ﬁA NServe F'”"“:n 1:::9:"3”

~ business in motion ~

Home Transit Application Approval Section Utilities Admin Logout

Welcome To Parking and Transit Benefit Public Website Version v 1.0

L

Transit Benefit Application

Approval Section

Change Password —

og out

=
\
fa
B oo

¢ Select “Change Password”

11



Home Transit Application  Approval Section Utilities Logout

CHANGE PASSWORD

Current Password: Show Hint
' Create New Password:

Reenter New Password:

Create a Hint": ~[First Date] |

*A hint is a meaningful personal association to help you remember your
password. This is optional, but highly recommended.

¢ Complete the Change Password form
¢ Click “Submit”

¢ “Password Changed!” will be displayed
¢ Click “Home” on the blue task bar

Home Transit Application  Approval Section Utilities Logout
PASSWORD CHANGED! h

CHANGE PASSWORD

Current Password: |:| Show Hint

Create New Password: |:|
Reenter New Password: |:|
Create a Hint": |:|

*A hint is 2 meaningful personal association to help you remember your
password. This is optional, but highly recommended.

Submit

12



TRANServe i e

Transit Benefits Program S Deparimant
~ business in motion ~ ’ of Transportation
Home Transit Application Approval Section Utilities Admin Logout Welcome VIKKEY OWENS

Welcome To Parking and Transit Benefit Public Website Version v 1.0

Q

%l Tiansit Benefit Application _

E:] Approval Section

&' My Account

% Change Password

D Log out

Thursday, April 24, 2008

¢ Select “Transit Benefit Application”

. . Enter a new transit application,
%l Transit Benefit Application = PP

withdraw, request information or
change an existing account.

‘& ' My Account — Update account information (i.e.,

Name, User Name, Phone Number,
Email Address and Agency).

13



WRANServe FacttosSarvice ontr-TRANSrve

Transit Benefits Program
~ business in motion ~ o

Home Transit Application Approval Section Utilities Admin Logout

Welcome to the Parking and Transit Benefit Public Website Version v 1.0

L

SELECT AN ACTION TO CONTINUE

Employer: Department of Transportation

Please make a selection

Request Information @
Certify/Enroll @

¢ Click on your selection
¢ Click “Proceed”

14



TRrANServe e S ST @

( f . Transit Benefits Program U5 Department
~ business in motion ~ of Transportation

Home Transit Application  Approval Section Utilities Admin Logout Welcome VIKKEY OWENS

WARNING !

This certification concemns a matter within the junisdiction of an agency of the United States. Making 4
alse, fictitious, or fraudulent cerification may constitute criminal vialations gunishable under Title 18,
United States Code, Section 1001, by imprisonment up to five vears and fines up to $10,000 for each
offense, andfor agency disciplinary actions up to and including dismissal

- | certify that | am employed by the U3, Federal Government.

- | cetify that | am not named an a federally subsidized parking permit with any ather
federal agency.

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

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

- | cetify that [will not clairm the transit benefit in excess of my actual monthly
commuting expense. If at anytime during & given month | am out of work due to sickness,
vacation or any other reason, on official travel, or use a private vehicle for cammuting, | will
clair less and adjust the amount of ry transit beneft 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 benedft.

| Agree 1 Do Not Agree

Thursday, April 24, 2008

¢ Read the terms and conditions of the Transit Benefit
Program

¢ Click “I Agree” to proceed with the application process

YOU MUST AGREE TO THE TERMS AND CONDITIONS OF THE TRANSIT BENEFIT PROGRAM TO
PROCEED WITH THE APPLICATION.

15



(3) Submit the Transit Benefit worksheet and application

1) Specify Reason for Certification
_ _ _ —— . (i.e., Annual Certification, New

All Transit Benefit Program Applicants are required to certify the "Total Monthly Expense” of their Home to . . ..

Work Mass Transit Commute. TranS|t Beneﬂt Pal’tICI pant)

Parking fees are not eligible for the transit benefit and must not be included in "Total Monthly
Expense”.

TRANSIT BENEFIT APPLICATION WORKSHEET

2) Select your transportation
method(s) and enter: (a) Name of

Instructions: To calculate your "Total Monthly Expense”

a. Select your transportation method(s)
b. Enter the following information in the "To Work™ and "From Work" row(s) of each transportation method: Company for your methOd Of
i. MName of Company for your method of transportation (Metro, BART, Subway) transporta‘tlon (b) dally or monthly
ii.  Daily or Monthly Expense !
ii. Mumber of days you routinely work in a month expense (C) number Of days you
c. Ifyou purchase a Monthly pass, divide the price of the pass by 2, and enter the information in the R ! R
Monthly Expense column. routinely work in a month.

d. The Total Monthly Expense value automatically populates

Complete these steps for every
transportation method (i.e., bus and
rail). The Total Monthly Expense
value automatically calculates.

*Reason for Certification: |NEUMIEENS=I ST sl -

*Select your transportation methods:

lj Bus Rail lj Other Method lj\fanpuul

*Civilian/Military: Civilian = Work Status: Full Time = * 3) Select “CiVﬂian/Military” from
drop-down menu

If you worWe. enter 20 in the Days per Month column

If you wor s, enter 18 in the Days per Month column -

If you work 10-Hour days, enter 16 in the Days per Month column 4) SeIeCt your Work Status from drop

If you telecommute or work part time, enter the number of days you actually commute to/from work. down menu

Method of Transportation E:::e“:se D;“:f'nﬂf r I'E":( ‘;'::;: .. R
e 5) Enter the last 4 digits of your Social
i 3.50 20 70.00 . : :

Rail to Work o ¢! Il 5| | Security number in the “Identifier”
Name of C 3

Rail from Work T EEE— 5[2.50 | o ||s Fooo | box

Every Transit Benefit Program Participant is
responsible to adjust the amount of their transit

benefit each month to reflect the actual cost of their Total Manthly Expense: 6) Enter the ﬁrSt |n|t|a| Of y0UI’ fiI‘St
fome (0 vork commute- name and entire last name in the

e “Common Identifier” field. Ensure

| TRANSIT BENEFIT PROGRAM APPLICATION - -
* dentifier = e the entry is all in caps
*Name: \:'::”(_l;SEY . (?L‘;'\u’tENS
*Email Address: Victoria.Owens@dot.gov “Work Phone: @ 7) SEIeCt your Agency/MOde and

) Admin
*Common Identifier: [VOWENS | @

DEPARTMENT OF TRANSPORTATION 8) Select your Region

©

*Agency/Mode: DOT-OST-M - *Region: DC -
*Admin- OSTM  ~ @

*| certify that my usual monthly commuting costs are: I:l @
WORK INFORMATION

“Work Address: |12EIU New Jersey Avenue, SE | 10) Enter Work |nf0rmat|on

“Work City: |Washington “Waork State DC - *‘\.’\.’grkZip;
RESIDENCE INFORMATION 11) Enter residence information
*Address: [1111 Las Vegas Court |
*City: [Croft *State: MD ~ Zip s ; P
ty:[oroon ' stae: (7 " 12) Select Approving Official
*Approving Official: Select. . @ *Point of Contact: Select
*Manager/Fund Certifier: Select. . @ Manager Phone:|:| .
“SmartTrip Card Number. B35 ] @ h 13) Select Manager/Fund Certifier

9) Select your Admin

Comment for 1
Agency Approvers- 14) Select Point of Contact

Submit Application | Cancel

15) Enter SmarTrip® card number

16) Enter any comments or additional
information for your POC in the
16 “Comment Box”.

17) Click “Submit Application”



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

a. Register your SmarTrip® card here:
https://smartrip.wmata.com/Registration/Register.aspx
b. You must indicate the type of card by matching the serial number on the back with the

pattern that is circled below:

2ep mburm boc WRATA, GO0 Fifth Sirect, NOW

Card Type " G, i
Bl s oot (012345678 ) C3DW803

v

serial number

moe retum tr WNATA 600 Fits Street, N'W
DG 0001

i
Card Type #2: TR and SraBereres’
1 trade/service marks of WHATA

serial number

& refm o WIMATA, GO0 Fifth Seet, W, ‘

Card Type #3:F Al
DRI | CIDWOT7

serial number

17


http://www.wmata.com/fares/purchase/where.cfm
http://www.wmata.com/fares/purchase/
https://smartrip.wmata.com/Registration/Register.aspx

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 zeros to the front to make it nine (9) digits.

3. Choose SmartBenefits® -
a. Van Pool and Transit Services such as MARC & VRE can allocate SmartBenefits® here:
www.wmata.com/business/employer fare program/vanpool transit.cfm
b. Read the SmartBenefits® MARC & VRE Passenger Reference Guide .

Still have Questions? To Contact WMATA (Call: 202-637-7000, Email: smartrip@wmata.com

Web Inquiry: http://www.wmata.com/about metro/contact us/ridercomment.cfm

Do you ride more than one transit system in your regular home to work to home commute?
Allot some of your benefit to your SmarTrip® card and the rest to another transit system using
Commuter Direct.

18


http://www.wmata.com/business/employer_fare_program/vanpool_transit.cfm
http://www.wmata.com/pdfs/business/SmartBenefits_Guide_MARC_VRE.pdf
mailto:smartrip@wmata.com
http://www.wmata.com/about_metro/contact_us/ridercomment.cfm

The Parking Transit Office is always available to assist you.

Please see our contact information below:

Location: W12-190
Main Office number: (202) 366-1398

Email: parking.transitoffice@dot.gov

19


mailto:parking.transitoffice@dot.gov
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