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1. OVERVIEW
1.1 Background

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

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

1.2 Purpose

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

1.3 Document Organization
The following typographical conventions are used in this user guide:

e Courier New Bold Indicates a button on a page

e Underline Italic in blue Indicates a link within the system

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

1.4 Points of Contact

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

Role Name/Phone Title Email
Agency Program | Meghan Candido INSERT MCandido@presidiotrust.gov
Office
Local Program INSERT INSERT INSERT

Coordinator

Other Contact INSERT INSERT INSERT
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2.  ACCESSING THE TRANSIT BENEFIT APPLICATION
2.1 Login Screen

Use the following steps to access the application:

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

5 S——
e JRANS:RvE

e ates requined feld
Legin
“User Name:

“Passwerd:

1. You Nave no FEasonats expeciation of pIVaCy Meganing any COMMUNCAtons of data ransing
s Nefworic or Stored in this NTAton SyEIem

SWARNING WARNING " WARMING

Figure 1: Transit Benefit Application Log In page

First time users must register. Use the following steps:

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

Register Account Information
“User Name:
“First Name:
Middie Name:
‘Last Name:

“AgencyMode: VA Z

Phone Number:

Cancel

Figure 2: Register Account Information page

Note: * indicates required field.

c. Enter your official government email address in the User Name textbox.
d. Complete the registration form.
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http://transitapp.ost.dot.gov/

gister Account Inf ion

“User Name: imberty. | gravestestiva gov
*First Name: Wimbeshy
Middle Name:
“Last Name:
*Agency/Mode: VA -

Fhone Number:

Figure 3: Completed Registration page

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

e.
f.

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

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

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

Figure 4: Registration Confirmation

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

g.
h.

Enter your official government email address in the User Name textbox.
Enter the temporary password in the Password textbox.

Login
“User Name: kambedly. | gravestestiva gov
“Password: SRR RERERRRES

Nal registered yel?

“WARNING "WARNING ™ “WARNING™

action, as well as Civil and crminal penatties, By using this information s
falkowing

1 You

CWARNING " WARNING ™ "WARNING™

Figure 5: Log In page

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

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

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

Change Password

“Current Password:
“Creats New Fassword:
“Confirm New Fassword:

*Creats a Hint:

Figure 6: Change Password page

Enter your new password in the Create New Password textbox.
Minimum 12 characters
Complexity: minimum of 1 uppercase, 1 lowercase, 1 number, 1 special character
Reenter your new password in the Reenter New Password textbox.
Enter a hint to remind you of your password in the Create a Hint textbox.
f. Click the Submi t button.
Note: * indicates required field.

® oo T @

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.

Figure 7: Change Password Confirmation

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

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

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

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

Transit Application

Approval Section ~

Utilities ~

My Account

Change Password

Figure 8: Utilities Menu Options

2.3 Password Recovery
Use the following steps to recover your password.
1. From the Login page; click the Forgot Password? link. The Forgot Password page displays.

Forgot Password
Show Hint

“User Name:

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

Forgot Password

Lagin
“User Hama: Kimitrery. | gravestestEva gav
“Pasaword:

Hint: Sundayliowds

Figure 10: Show Hint

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

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

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

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

Update My Account Information
“User Name: amberly | graveslesliva gov

“First Name: Himiberty Middle Name: | “Last Name: Graves

“AgencyMode: -

Phone Number: (202) 5554632

Role: Applcant

Figure 11: Update My Account page
The information entered when the account was registered is pre-populated in the fields. Update the
information as needed.

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

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

Figure 12: Update My Account Confirmation

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

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

Home
Transit Application
Approval Section -

Utilities ~

My Account

Change Password
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Figure 13: Utilities Menu Options

2.5 Session Time Out

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

2.6 Exit

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

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

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

The home page is divided into two sections:

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

¢

¢

¢

Home — Click this tab to display the home page.

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

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

Logout — Click this tab to logout of the application.

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

¢

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

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

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

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

- - JRANSEnz

Home: Transit Application Utilges. L Mimbedy Graves 0 Logout

Parking and Transit Benefit Public Website v

B Transi Benefit Application

£ My Account

/# Change Password

Friy, Janusary 15, 2016

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

Home

Transit Application
Approval Section -
Utilities -

Admin -

4 Angela Robinson

O Logout

Figure 15: Additional Menu Options

3.1  Transit Benefit Application

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

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

Select an Action to Continue

Employer: Depanmant of Transponation

# Request informasion @
Withdraw from the Program @
) AddressiSmartrip Change @

Cen#y/Enroll @

Figure 16: Select An Action To Continue page

3.1.1 Request Information

The applicant can 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).

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

Email Address:  kimberly | graveslest oot gov

Agency:

"Point of Contact: @

Figure 17: Request Information page
a. IfaPOC has been selected it will pre-populate in the Point of Contact textbox. To select
a POC, click the Select button to display the available POCs in a separate window.
b. Select a POC from the list.

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

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

Thank you, your request has been sent.

Figure 18: Request Information Confirmation
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3.1.2 Withdraw from the Program

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

1. Select the Withdraw from the Program radio button.
e. Click the Continue button. The Withdraw From The Program page is displayed.

Mame:

Email Address:

Agency/Mode:

12ME @

“Withdrawal Date:

*Approving Official: §

“ManagerFund Certifier:

Commaent for Agency Approvers:

MILLS

Sharoncs MIBLEva gav

Depanment af v A (VA)

You have 1995 Clarachens remaining

SHARONDA

(Fusty

Figure 19: Withdraw From The Program page

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

g. Click the Select button to display the list for your agency’s 1%t Approvers.

Approving Official

Name
Type to filter. ..

B KIM LYONS

Email

kim.lyonstest@va.gov

Withdraw from the Program

identitier: "

Close

Figure 20: Approving Official (1%t Approver)
h. Select your Approving Official (1% Approvers).

i. Click the Se lect button to display the list for your agency’s 2" Approvers.

Last Updated August 18, 2018
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Manager/Fund Certifier

Name Email

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

Close

Figure 21: Manager Fund/Certifier (2" Approver)

j. Select your 2™ Approver.

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

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

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

Figure 22: Withdraw Confirmation

Note: The applicant must be enrolled in the Transit Benefit Program to withdraw. Registering a
username does not mean that the applicant has enrolled in the program.
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3.1.3 Address/SmarTripe Change

The applicant can submit a request to update an address or SmarTrip® number.

1. Select the Address/ SmarTripe radio button.
m. Click the Continue button. The Change Address/ SmarTripe page is displayed.

Address/Smartrip Change

Genaral Information

“Igantifiar:

Name: MARTING JESSICA

Email Address:  Jessica maning@ireas gov

Agency:  Department of Treasury [TRE-HG)

Waork Infermation

Waork City: Wedk State: by Work Zip:

Residence Information

SmartTrp Information

SmanTrip Card Nambar:

m i

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

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

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

Figure 24: Address/ SmarTrip® Confirmation

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

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

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

This cerification cancems a matter within the jurisdiction of an agency of the Unifed Stales. Making a false fictitious, or fraudulen cenification may constitle crminal viclations

punishable under Tite 18, United States Code, Section 1001, by impriscnment up to five years and fines up to $10.000 for each offense, andior agency disciplinary actions up to and
Inciuging dismessal

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

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

- | certify that in any given month, | will nat 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 Go transit benefit i i for use in a fulure month.

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

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

B oovone

Figure 25: Warning page

g. 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.

Last Updated August 18, 2018 Page 3-7



G Transt Fionest Appikcanon Woskaheed

A48 Trarss Senaft Prograrm Appiiants are necinss 1o cotfy e oF W Home b Work Mg,

Farking tews 300 not sliginia 107 the Uans1 bess and must nol e inakased in “Tosal Mosskly EXpIrss”,
Enzirastons To cakcatnie you " Total Monirly Experse™

& Select your ranaconzlion meTods)
& Enfer the fofowing informustion 1 ine "o WWon and o Wark" i} of each tianaponaton method

| Parme of Compamy 1or jout Teshod of Samgoriation (e, BART, Suwy)

W Dty o1 Moty Expestse

B e o Gy U Ul WOk 1A P
© By g fase & Mgty panss. ke e ke of e s By 2. e ey (e i mastion 1) e MOy ExCetsse ol
A The To Lisatny EXpse viker SUNEAICATY PO

Assan o Carmicaten: -
Crvisbieary & AT ~
oS Fur T v
@ Tranwt Benedt Trasigortaton Methads
I ety widt srhindsle s v pd Lol ey
Do Wik sohodule caamples
+ Wy wern & (et Seneduic of (-acurs por gy, d e
+ My work & Fies S of P e aveeage o 10 By 24 0 b Dars
Mok e cf 10-net 3, e v [t : v per
v e 4 itk ] B, S D e ot Y haaPy Coater bt e,
* Gt yur HaNspOrEBon Mmathods
Ba Cweles R Dmerveted vaned
Every o e 5
manth .
5 Transt Denedt Progren Applcaticr
R
N BEPWD et ¥
(P ecrte
Fmal Lasrean et shepardesifiva gov Work Phvae & (D) EELTIE
re——
Dapartmunt of VA
"M Tow Agency: @ A - TForgmn: O -
“adrer @ -
Fooetates Som Ssect Yeur Agency
acimeag owe: EES
can TSR p——
[ PSP —
L meny that =y wnsal menthly Triem d cammiting eov e @ 3
Tha fied i autoranc oty coxrsed
Work Indormaticn
Qo
Weork D WO S - Work 2w
Fesidence Information
-
Lo s w o
Apirarer brlommation
D =a s 8 |
o o S Baston 0 v i
g e
“peint ot Cenes @ =N Mariger Facom:
S
“SmaTrg Core Rumter: §

Crvmenat har Agascy Atprovs: €

Wil harve 898 nanaeiaes AN

o

Figure 26: Transit Benefit Application Worksheet

Note: * indicates required field.
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r. Select the reason for certification.

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

+ Agency Change

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

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

+ Rate Change

¢+ SmarTrip and Rate Change

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

¢+  Full Time
¢+ Parttime
¢ Intern
s. Select your transportation method(s).
¢+ Bus
Figure 27: Bus Method
¢+ Other Bus
Figure 28: Other Bus Method
+ Rail

Every Transit Berefit Frogram FImcipan i fesponsie o SCRT D Amount of B sl Desens s3ch [A—
Mot 10 ruflect the actual cost of their home 1o work conmute.
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Figure 29: Rail Method

+  Other Method

ey Mottt e Wok

e Te5porEIDM 10 0 aOuRL of AT ARSI DAPANE 43N ot Moy Expinsa
ORI L FIE] B BEL] €631 07 Tt HEETE I werh ESRmuN

Figure 30: Other Method

¢+ Vanpool

Evary Trasait Eanatt Program Particiy the mount wach A ——
FIEAES B3 FRCT T8 2ETL3] CEST O ENHT NOS 10 WOTL ESnrEUm,

Figure 31: Vanpool Method

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

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

Figure 32: Sample Agency Work Schedule Policies

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

T 1 W
Hrcom ok

Bty Transa Brnt Program Pareipast i resporaiols 12 3djUST £ 3meunt o thilr ranii B4nsfi sach —r——
Al 15 refwct B acteal cost of Uies home b work Commmts,

Figure 33: Method of Transportation Table

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

u. Enter the Identifier. This may be the last four digits of your social security number, your
employee identification number or another indicator specified by your Agency. If not
sure, you may check the help menu.

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

w. Select the Region closest to your physical work location
X. Select the Admin.
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y. 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 list for
your agency.

Accounting Code: @

Click the Select button to select Accounting Code

Routing Symbol: @

Click the Select button to select Routing Symbol

‘NN

Location/Building: €

Click the Select button to select Location/Building

z. Enter your Work Information.
aa. Enter your Residence Information. (The address from which you routinely commute)
bb. Click the Select button to display the list for your agency’s 1% Approvers.

Name Email

[:] HARRY CAREY harry.carey@lreas.gov

Close

Figure 34: 1% Approver

cc. Select your 1%t Approver. (Check the help menu to clarify)

dd. Click the Select button to display the list for your agency’s 2™ Approvers. (Check the
help menu to clarify)

Manager/Fund Certifier

Name
Type fo filter...
[Z] DARREN CHANG

[E] HARRY CAREY

Email

darren.chang@ed.gov

harry.carey@treas.gov

Close

Figure 35: 2" Approver

ee. Select your 2" Approver.
ff. Click the Select button to display the list for your agency’s Points of Contact.
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Point of Contact

Name Region Email

TREASURY POC DC POC@Agency.gov

Close

Figure 36: Points of Contact

gg. Select your Point of Contact.

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

ii. Enter any information that will assist your Agency Approvers with processing your
application in the Comment for Agency Approvers textbox.
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st montsy Parking commiting coxt &

ave 1979 CRArACIen remaning

Figure 37: Completed Transit Benefit Application

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

Figure 38: SmartBenefits-rrosam page

kk. Clickthe YES 1 would like to enroll button to join the SmartBenefitse
program. By clicking yes, you agree to have your transit benefit downloaded to your
SmarTripe card the first of every month. (Mandatory for methods that accept SmarTripe)

Il. Clickthe NO Thank You button if you do not want to join the SmartBenefitse program.
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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.

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

Thank you, your SmarTrip and Rate Change Application has been submitied.

Thank You for enrolling in the Transit Benefit Program.

Figure 39: Transit Benefit Program Confirmation

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

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

1. From the Home page; click the Transit Benefit Application button. The Select An
Action To Continue page displays. The reason the application was disapproved is displayed at
the top of the page.

s Certification Disapproved
T Disapproval

Select an Action to Continue

Employer. Federal Deposit Insurance Corporation

@ Reguest information &

Upaate Disapproved Cetmication @

Figure 40: Select An Action To Continue page

nn. Select the Update Disapproved Application radio button.

00. Click the Continue button. The Warning page is displayed.
WARNING !

Ty W

- | eaatfy that | am empicyed by the U S. Feceral Govemment
-1 certify that | am not nemed on o federaily sussidized parking permit with any cthes federal agency

-1 costfy that | am shigibls Tor 3 PUDI: TranspCration fare DANe, wil Liss it for my dally Commuse 10 and from work by public fransit o
vanpool. and will nct give, sell, or transfer 1 1o anyone sise.

-1 cortify that i any given mianth, | will not use tho Govemmant-provided transit banefit in excess of tho statutory limit. If my commuting costs
per menth on public Yansk exceed the mantn statutory Bmit. then | will supplement those adational costs wih my own funds rather than use
8 Govemmant-provided trant benedt designated for use in a future month,

=1 ceetify that | wil ot claim the rans® bene® in eacess of my ectual mantbly commuting expense, i el anyime during a ghven moenth | am
ou of wark dua to sickness, vacation or any cther reason, on official travel, or use a private vehizle for commuting, | wil claim loss and adjust
the amcunt of my transt beneft the fcillowing month If appropriate

1 cavtify that my parking foes are rat inghaded in the computation of the day, waekdy or monthly commusing costs for ny ranst benafit

m 1o Nt e
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Figure 41: Warning page

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

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

Action To Continue page.

et v

L]

...........

ot o Ay b, 0
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Figure 42: Disapproved Transit Benefit Application Worksheet
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+ The reason the application was disapproved is displayed at the top of the Transit Benefit
Application Worksheet and the Transit Benefit Program Application.

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

Click the Delete Application and Start Over button to delete the existing
application. Doing this will revert the application back to the last submitted application. If this is
your first application using this system, only the Profile information will display.
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APPENDIX A: THIS ITEM WAS REMOVED
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