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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

e 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@Presidio.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.

US. Depariment of Transgortation

e TRANS:RvE
US. Depariment of Transportation W Business in motien

indicates required fiekd

Login

“User Name:

“Password.

Not registered yet?

“WARNING “WARNING ™ "WARNING™

You are accessing a U.S. Govermment information system, which includes this computer, the computer
nEtwork on which it S connected, all other computers connected ta this network, and al storage media
coNNEcted 10 this COMPUTET of OINEr CoMPUIErs on tis NEWOrk. THIS INfOIMAation System is provided for
US Government use only. Unauthorized or improper use of this information may resul in disciplinary
action, as well as civil and criminal penalties. By using this information system you consent to the
following

1. You have na reascnable expectation of privacy regarding any communications or data transiting

this network or stored in this information system

“WARNING " WARNING™""WARNING™

Friday, January 15, 2016|

Figure 1: Transit Benefit Application Log In page

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

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

“Agency/Mode: VA v

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

Phone Number:

I

Figure 2: Register Account Information page

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

Register Account Information

“User Name: kimberly j. gravestesi@va.gov
“First Name: Kimberly
Middle Name:
“Last Name: Graves
“Agency/Mode: VA v
Agency options will show once your Government Email Address has been validated
Pheone Number: (202) 555-4632

Figure 3: Completed Registration page

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

e.

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: kimberly j.gravestest@va.gov

*Password: | eesssecsscese

Not registered yet?

You are accessing a U.S. Government information system, which includes this computer, the computer
network on which it is connected, all other computers connected to this network, and all storage media
connected to this computer or other computers on this network. This information system is provided for

U.S Government use only. Unauthorized or improper use of this information may result in disciplinary

action, as well as civil and criminal penalties. By using this information system you consent to the

following

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

Forgot Password?
Log In

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:
“Create New Password:
*Confirm New Password:

“Create a Hint:

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

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

- Uppercase characters (A through Z)

- Lowercase characters (a through z)

+ Base 10 digits (0 through 9)

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

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

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

Cancel

Figure 6: Change Password page

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

® o 0 T

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

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

Figure 7: Change Password Confirmation

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

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

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

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

Transit Application

Approval Section ~

Utilities ~

My Account

Change Password

Figure 8: Utilities Menu Options

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

Forgot Password
Show Hint

“User Name: Government Email Address

*User Name: Government Email Address

Send It by Email

Atemporary password will be sent to your E-Mail Account

Return to Login Page

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

Forgot Password
Login

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

*Password: Enter password

Hint: Sundayliow43

Figure 10: Show Hint

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

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

2.4 My Account

The My Account page allows the user to update personal information and to select a proxy. The
functionality to assign a proxy is available for Approving Officials: Supervisors, Managers, and Program
Admins.
1. From the Home page; click the My Account button. The Update My Account Information
page displays.

Update My Account Information
“User Name: kimberly j gravestesi@va.gov

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

“Agency/Mode: VA v

Phone Number: (202) 555-4632

Role:  Applicant

Cancel

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

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

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

Figure 12: Update My Account Confirmation
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Use the following steps to select a proxy:

1. From the Home page; click the My Account button.

page displays.

The Update My Account Information

“User Name:

*First Name:

*Agency/Mode:

Phone Number:

Role:

Update My Account Information

christine goliaday@dot gov

Christine Middle Name: Nari
DHS-CIS

DHS-ICE a
DOJ-FEDERAL DETENTION v

DOT-BTS

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

202-555-3252

Approval’Supervisor

¥ Allow Access to Agency Reports

SUPERVISOR Proxy

(not selected)
Donavon, Matt (DOT-OST-M1- SE)

Users who have you as proxy: Matt Donavon

MANAGER Proxy

(not selected)
Bellet, Craig (DOT-OST-M1- SE)
Donavon, Matt (DOT-OST-M1- SE)
Mello, Deborah (DOT-OST-M1- SE)
smith, Kim (DOT-OST-M1- SE)

Add ==

Users whe have you as proxy: Matt Denavon, Kim Smith

*Last Name:

(selected)

<< Remove

(selected)

=< Remove

Golladay

Figure 13: Update My Account Information (Proxy)

Available supervisor and/or managers will be displayed in the Add select box.

2. Select the proxy. Click the Add button to add the proxy to the column on the right.

(not selected)

Donavon, Matt (DOT-OST-M1- SE

Add >>

(selected)

<< Remove

To remove a proxy from the column, select the proxy and click the Remove button.

Approvers that have the logged on user set as their proxy will be displayed below the table.

Figure 14: Selected Proxy

Last Updated August 17, 2017
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MANAGER Proxy

(not selected) (selected)

Bellet, Craig (DOT-OST-M1- SE)
Donaven, Matt (DOT-OST-M1- SE)
Mello, Deborah (DOT-OST-M1- SE)
Smith, Kim (DOT-OST-M1- SE)

Add >> << Remove

Users who have you as proxy: Matt Denavon, Kim Smith

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

Figure 15: 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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Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

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:

L]

¢

¢

Home — Click this tab to display the home page.

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

Approval Section — This functionality is only available for Approving Officials: Supervisors,
Managers, and Program Admins. Click this tab to display the available approval levels.

Approved Records, Disapproved Records and Competed Records can also be accessed from
this tab.

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.

L]

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

Approval Section — This functionality is only available for Approving Officials: Supervisors,
Managers, and Program Admins. Click this button to display the first level approval 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.

)

US. Department of Transporfation

Home  Transit Application  Utilities ~ & Kimberty Graves O Logout

Parking and Transit Benefit Public Website

B Transit Benefit Application

Figure 16: Website Home page
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Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

Note: To access the additional menu options from a mobile device; click the additional menus button at
the top of the page. The additional menu options are displayed.

Home

Transit Application
Approval Section -
Utilities -

Admin ~

2 Angela Robinson

® Logout

Figure 17: 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 SmarTripe changes, and to certify/enroll in the transit benefit program.

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

Select an Action to Continue

Employer: Department of Transportation ‘

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

O Certify/Enroll @

Figure 18: 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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Transit Benefit Program Applicant Guide

Office of the Secretary of Transportation

Request Information

Name:

Email Address:
Agency:

“Point of Contact: @

*Question:

Graves Kimberly

Lasty (First)

kimberly j gravestest@dot gov

Department of Transportation

Click the Select button to select Point of Contact

Jessica

Middle]

cancel

Figure 19: 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 20: Request Information Confirmation
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Transit Benefit Program Applicant Guide

3.1.2 Withdraw from the Program

Office of the Secretary of Transportation

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

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

Identifier:

Name: MILLS

Email Address:  Sharonda Mills@va.gov

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

“12345: © (202) 555-4441

“Withdrawal Date:

Click the Calendar fo select a Withdrawal Date

*Approving Official: @

Click the Select button to select Approving Official

“Manager/Fund Certifier: @

Comment for Agency Approvers: @

You have 1995 characters remaining

SHARONDA

(Last) (First)

Click the Select button to select Manager/Fund Certifier

Withdraw from the Program

m Cancel

Figure 21: Withdraw From The Program page

b. Click the pop up calendar to select a withdrawal date.
c. Click the select button to display the list for your agency’s 1% Approvers.

Approving Official

Name
Type to filter...

E KIM LYCNS

Email

Kim.lyonstest@va.gov

Close

Figure 22: Approving Official (1t Approver)

d. Select your Approving Official (1% Approvers).
e. Click the Select button to display the list for your agency’s 2™ Approvers.

Last Updated August 17, 2017
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Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

Manager/Fund Certifier

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

Close

Figure 23: Manager Fund/Certifier (2" Approver)

f.  Select your 2" Approver.

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

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

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

Figure 24: 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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Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

3.1.3 Address/SmarTripe Change

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

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

Address/Smartrip Change

General Information

“Identifier:

Name: MARTINS JESSICA

(Last) (First)
Email Address: Jessica martins@treas gov
Agency:  Department of Treasury (TRE-HQ)

Work Phone:

Work Information
Work Address:
Work City: ork Cit Work State: v Work Zip:
Residence Information

Address:

City: State: v Zip:
SmartTrip Information

SmartTrip Card Number:

Figure 25: Change Address/ SmarTrip® page
b. Update the applicable information. Only update the section that needs to be changed.
You are not required to complete an entirely new application.

c. Click the submi t 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 26: Address/ SmarTrip® Confirmation

Note: The applicant must be enrolled in the Transit Benefit Program to change address/ SmarTripe
information. Registering a username does not mean that the applicant has enrolled in the program.
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Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

3.1.4 Certify/Enroll

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

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

WARNING !

This certification concems a matter within the jurisdiction of an agency of the United States. Making a false, fictitious, or fraudulent certification may constitute criminal violations
punishable under Title 18, United States Code, Section 1001, by imprisonment up to five years and fines up to $10.000 for each offense, andior agency disciplinary actions up to and
including dismissal

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

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

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

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

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

| Do Not Agree

Figure 27: Warning page

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

Note: If the applicant does not agree, click the I Do Not Agree button to display the Select An
Action To Continue page.
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Office of the Secretary of Transportation

@ Transil Benefil Appiication Worksheel

All Transit Benefit Program Appicants are required 1o cerify Ine *Total Monthly Expense” of their Home Io Work Mass Transt Commute
Parking fees are net eligible for the transit benefit and must not be Included in "Total Menthly Expense”.
nsiructions: To calculate your "Total Monthly Expense™

a Select yous transpostation method(s)
b. Enter the following infarmation in the “To Work” and "From Work” rawis) of each ransportation method

1 Name of Company for your method of iransportaton (Metro, BART, Subway)

i Daily or Monthly Expense

. Mumber of days you routinely work in a manth
©. M you purchiase a Moathly pass, dwide the price of the pass. by 2. and ente the information in the Monthly Expense column
4 The Tolal Montily Expense value automalically populates

“Comenon identfer: @

Department of V.A.

*Ssisct Your Agency: @

~ ‘Fegion: &

“Admin: @ -

Popua

from Select Your Agency

Accounting Cose: ©

Cack the Select button to select Accountng Cooe

Routing Symbat: @

Cick the Select bution to select Ro

g Symbol

Lucason Buikding: &

Cick the Select b

This fiel is auiomaticaty calculgied

Work Information

“Point of Contact: @

Manager Phone:

*SmartTrip Card Numbar: @

Comenent fos Agency Approvers: @

Yo Nave 1888 chasacters remaining

“Reaso fox Certcation: -
CraaMiay: @ CRILAN v
Work Status:  Full Tene v
G Transit Benefit Transportation Methods
‘Abways follow your Apency work schedule polkcy for specific guigance on the Cays per hionih eniry
Defined work schedule exampies:
+ M you work a Basic schedule of &-hours. per day, ine average amount of 20 Diays can be enfered inio ine Days per bonin colu
« Hf you work @ Flex Scheduie of S-hours per Gay, the average amount ef 18 Days can be enered info the Days pes Manih column
« Hf you work @ Compressed schedule of 10-hour days, ihe average amaunt of 16 Days can be enlered inlo the Days per Month cotumn
+ Hf you telecommemute or work part e, entes the number of days you actualy commute forom work
“Sslect your Iransponation memoas:
Bus  OmerBus  Rail  OmerMenod  Vanpool
Every Transit Benefit Program Participant Is responsible ta adjust the amount of their transit benefit each FUCHESN—
month ta refiect the actual cast of their home to work commute.
(@ Transit Benefit Program Application
enner: &
Neme:  SHEPARD HANK v
Las) First) (M
Emad adareas: Nk shepardtestva gov Work Phone: ©

1 certy hat my usual monthly Transet commuting costs are @ s

—
—— s —
Reidencsiformaton
B
City: “Siate: ~ i
Approver Information
S— =a D——— [ seec. |
e —— PE—

ManagerFuna Centier

Figure 28

Note: * indicates required field.

C.

Select the reason for certification.

: Transit Benefit Application Worksheet

Last Updated August 17, 2017
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¢+ 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
d. Select your transportation method(s).
¢+ Bus
Figure 29: Bus Method
¢+ Other Bus

Every Transit Benefit Program Participant is respansible to adjust the amount of their fransit benefit each Total Monthiy Expense:
menth to reflect the actual cost of their home o work commute,

Figure 30: Other Bus Method

Last Updated August 17, 2017 Page 3-9



Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

+ Rail

Rai from Work

Every Transit Benefit Program Participant is responsibie to adjust the amount of their transit benefit sach Tota! Monthly € xperise
month to reflect the actual cost of their home to work commute.

Figure 31: Rail Method

+  Other Method

or Method 10 Work

Oihor Mathod from Werk

Every Transit Benefit Program Participant is responsible 1o adjust the amount of their ransit Benefit sach Total Monthly Expense:
month to reflect the actual cost of their home to work commute.

Figure 32: Other Method

¢+ Vanpool

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

Figure 33: 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.

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

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

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

Figure 34: Sample Agency Work Schedule Policies

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

Rail to Work 1
Rail rom Work,
Every Transit Benefit Program Participant is responsible to adjust the amount of their ransit benefit each Total Monthiy Expense:
manth o reflect the actual cast of their home to werk commute,

Figure 35: Method of Transportation Table

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

f. Enter the Identifier. This 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.
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g. 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.

h. Select the Region closest to your physical work location
i. Select the Admin.

j. Depending on the Agency, three optional fields may be displayed (i.e. Accounting Code,
Routing Symbol, and Location/Building). ).

k. Select link to display the list for your agency.

Accounting Code: @ |
Click the Select bution to select Accounting Code
Routing Symbol: & |
Click the Select button to select Routing Symbol
Location/Building: & |
Click the Select button to select Location/Building

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

Approving Official

Name Email

D HARRY CAREY harry carey@treas gov

Close

Figure 36: 1° Approver

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

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

Manager/Fund Certifier

Name Email
[:] DARREN CHANG darren chang@ed gov
[:] HARRY CAREY harry carey@treas gov

Close

Figure 37: 2" Approver

q. Select your 2" Approver.
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r. Click the Select button to display the list for your agency’s Points of Contact.

Point of Contact

Name Region Email

[E] TREASURY POC DC POC@Agency gov

Close

Figure 38: Points of Contact

s. Select your Point of Contact.

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

u. Enter any information that will assist your Agency Approvers with processing your
application in the Comment for Agency Approvers textbox.
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(@ Transit Benefit Program Application

identifier: ©

Neme:  RODRIGUEZ KAREN LYNN LEE

Haren.rod “Work Phone: ©

“Common identiier: ©

Department of Treasury

“Select Your Agency: @ TRE-HQ - Region: @ oc ~

“Admin: € TREASUR! ~

Accounting Code: @

Routing Symbol: @

Location/Buiiding: ©

Work Information

“Work City. WASHINGTON Work State: 0w Work Zip:

Residence Information

Aoress: 505 GAYLEY AVENUE
City: I8 “Stat v Zip:
Approver Information
*Approving Official: & CAREY, HARRY “ManageriFund Certilier: € CHANG, DARREN
“Point of Contact: @ TREASURY POC Managsr Phone:

*SmartTrip Card Number: €

Comment for Agency Approvers: @

You have 1878 characters remaining

Figure 39: Completed Transit Benefit Application

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

Smart Benefits Program

monthly transit benefit will be downloaded directly to your Smart Benefits Card on the first day of every month

2

Figure 40: SmartBenefits-rrosam page

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

X. 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.

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

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

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

Figure 41: Transit Benefit Program Confirmation

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

3.1.5 Disapproved Applications
Applications that have been Disapproved are sent back to the applicant. The applicant must make
corrections and resubmit the application.

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
appro

Select an Action to Continue

Employer: Federal Deposil Insurance Corporation

® Reguest Information @

Update Disappraved Certification €

Figure 42: Select An Action To Continue page

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

oncems 2 matter within the jurisdiction of an agency of the United States. Making a faise, Hctilious, or fraudulent
le 18, United States Code, Section 1001, by imprisonment up 1o five years and fines up 1o $10,000 for each offense, andior

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

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

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

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

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

Figure 43: Warning page

c. After reading the message; click the I Agree button. The disapproved Transit Benefit
Application Worksheet is displayed.
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Note: If the applicant does not agree, click the I Do Not Agree button to return to the Select An

Action To Continue page.

Figure 44: Disapproved Transit Benefit Application Worksheet

Certify/Enroll | St Conification Disspproved)

G Transa Benefit Avpix:ston Worksheel

[ 5 . s

Dizapproved Reason: wace

EmatAdouas:;  TrCEy Tessn@tar gov Py

v Brgon © v

mmmmmmmm 200
Work Informstion
woacay o s - oz
Res
po—
o s - =

MorageFons Corther-©

ot of Contact: © [——
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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.

d. Clickthe 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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4. APPROVAL SECTION

The Approval Section allows the authorized user to view, approve or disapprove a transit benefit
application. The user must be a 1%t Approver, for instance a Supervisor, Approval Officer, or
Approval/Supervisor (a combination of the 1%t and 2" Approvers), 2" Approver, for instance a
Manager/Fund Certifier or a 3" Approver (Program Admin) within the agency to which the application is
being submitted. These roles are assigned by the TRANServe Transit Benefit Manager assigned to the
Agency or the Agency Transit Benefit Program Office.

Note: Approvers are unable to view or approve their own transit benefit application in an approval
queue. 1% and 2" Approvers will only see an application on which an employee has chosen their name.

4.1  Approval Process
1. Logon as an approver.

a. From the Home page, click the Approval Section button; approval page is
displayed.

e TRANS:RvE

Home  Transt Application  Approval Section »  Utililes +  Admin 2 Angela Robinson @ Logout

Pending Transit Application @

Mode. Admin Request Date Type Name

DOT-FAA AST 0110772016 Rale Change PARKER DUNPHY

i
E

DOT-OST-M OST-M 12/06/2015 SmarTrip and Rate  ANGELICA
Change BERKENBILE

|
§

AEGEAAEE

DOT-OST-M OST-M 0112012016 Monthly ROBERT REED Approve Disapprove
Certification

DOT-TBM BTS 011372016 12345 JAMES PERRY Approve Disapprove

DOT-TBM 8BTS 01132016 12345 JOSEPH WILSON Approve Disapprove

TRE-HQ TREASURY 011192016 Rale Change KAREN RODRIGUEZ Approve Disapprove

VA 0072016 Agency Change ANDREW Approve Disapprove

FENSTERMACHER

VA 011192016 Withdraw fromthe  SHARONDA MILLS Approve Disapprove
Program

Wednesday, January 20, 2016

Figure 45: Approval page

The number of applications awaiting review and approval is displayed next to the page title.

Pending Transit Application @

b. Review according to your Agency Policy, and then select Approve to approve the
application. After the selection is made the label will change into a checkmark.

Disapprove
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c. Review according to your Agency Policy then select Disapprove to disapprove the
application. After the selection is made the label will change into a checkmark.

Approve v

Reason

(11
C

+ Arreason is required when an application is disapproved. Enter a reason in the Reason
textbox. Where possible give instructions for correction. (i.e. Correct Supervisor’s name)

The number of applications approved or disapproved is displayed next to the Process button.

d. Click the Process button to approve or disapprove the application.

Note: Applications can be reviewed, approved or disapproved on the Transit Benefit
Worksheet/Application page by clicking the view button for the desired applicant.

Note: Applicants can be filtered by entering in the first few letters of the Mode (Agency Name), Admin,
Type, and Name. To filter by date, enter in the date the application was submitted in the Request Date
filter textbox.

Note: Click the column header, and then click the arrow next to the column header to sort applicants in
ascending or descending order.

Mode Admin Request Date Type v Name

Type to filter Type to filter... Type to filter.. Type to filter. ype to filter..

Note: To access the additional Approval Section menu options from a mobile device; click the additional
menus button at the top of the page. Click the Approval Section dropdown arrow to display the sub-
menus. Click the sub-menu to enter the appropriate Approval Queue to review an application.

Home
Transit Application
Approval Section ~

Pending Approving Official

Pending Manager/Fund Certifier

Pending Program Admin

Approved Records
Disapproved Records

Completed Records

Figure 46: Approval Section Menu Options
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4.1.1 Delete Application

Note: In most cases the applicant should delete their application to begin again. There are times when an
approver will need to delete an application. (i.e. an employee separates and the application is still
attached to an approver queue, sending the approver reminders.)

1. Click the Delete button. The Delete Confirmation is displayed.

Are you sure you want o delete the following Transit Application? Click the Continue bution below to delete the Transit Application. Click the Cancel button to retum to the previous

Certiy/Enoll (AREN RODRIGUEZ)

& Transit Benefit Application Worksheet

All Transit Benefit Program Applicants are required to certify the "Total Monthly Expense” of their Home to Work Mass Transit Commute.
Parking fees are not eligible for the transit benefit and must not be included in "Total Monthly Expense”.

Instructions: To calculate your "Total Monthly Expense”

Figure 47: Delete Confirmation page

a. Click the continue button to delete the application. The approval page is re-displayed
with the delete confirmation at the top of the page.

Note: The submitted application will be deleted and the applicant will need to resubmit another
transit benefit application.

4.2  Approved/Disapproved/Completed Records

+ From the Home page; hover over the Approval Section menu option. Select the type of
records to be viewed by selecting the link name. (Approved, Disapproved or Completed)

Pending Transit Application @

Mode Admin Request Date Type Name Approval Date
DOT-OSTM  OSTM 05/19/2014 New Transit Benefil  RAE SUNSHINE 051912014
Participant 03:56:20:PM
DOT-OSTM  OST-M-01 0111312016 12345 HUNG_TEST CHUN 011312015
01:15:53:PM
FDIC 121222015 New Transil Benefil  KAMERON 01/07/2016
Participant GRETCHENTEST 01:06:24:PM

Figure 48: Approved Records

Pending Transit Application @

Mode Admin Request Date Type Name Reason
DOT-OSTM  OST-M-O1 07/07/2015 SmarTrip and Rate MOBILE APPTEST  TEST
Change
ED ous 10/30/2015 Rate Change DARREN CHANG  ghfcfgnhig
FDIC DC 10/28/2015 Rate Change PAMELA TEST Disapproval
LIPSCOMBS

Figure 49: Disapproved Records
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¢+ When the Completed Records link is selected; the Find Completed Applications page is
displayed. Enter a First Name, Last Name, or select an Agency/Mode from the dropdown to
limit the search results. Click the Search button to return all completed records.

Find Completed Applications

First Name:

Last Name:

Agency/Mode:

Enter any portion of you

Figure 50: Find Completed Applications page

Note: Enter at least one search criteria. If no search criteria are entered the system will retrieve and
display all completed records. This load may be quite time consuming.

Pending Transit Application

Mode Admin Request Date Type Name

DOD-NCR A-NGB 12/30/2015 Agency Change ANNIE AARON
DOT-FTA FTA 09/03/2015 TEST CERTIFICATION HUNG CHUN

DOT-FTA FTA 09/0412015 Agency Change HUNG CHUN

Figure 51: Completed Records
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Note: To access Admin menu options from a mobile device; click the additional menus button at the top

of the page. Click the Admin dropdown arrow to display the sub-menus.

51 User Admin

1. Mouse over the Admin menu bar; select the User Admin option.

Home

Transit Application

Approval Section ~

Utilities ~

Admin ~

User Admin

Figure 52: Admin Menu Options

The Find Users page displays.

Find Users

User Name:

First Name:

Last Name:

Agency/Mode:

Role:

Govemnment Email Address

First Name

Last Name

Test Role
Read Only
Applicant
Approving Official

Enter any portion of your desired search criteria. The system will search for all entries that begin with the entered values,

“NOTE: Leave all fields blank to Find all Users.

>

Cancel

Figure 53: Find Users page

a. Tosearch for an existing user; enter the Username, First Name, Last Name, or select an

Agency/Mode or Role from the dropdown menu.

b. Click the Search button. The Search Results page displays.
Note: At least one search criteria field should be entered; if no search criteria are entered the system will

retrieve and display all users. This load may be quite time consuming.
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Add New User

User Admin @
User Name First Name v Last name A Mode Role v
1 tammydehi@usda.gov Tammy Dehl USDA Manager/Fund Certifier
2 frederickgaines@usdagov  Frederick Gaines USDA Manager/Fund Certifier
3 adenjefferstest@usdagov  Aden Jeffers USDA Applicant

Figure 54: Users Search Results page

Note: Applicants can be filtered by entering in the first few letters of the Mode, First Name, Last Name,
and Role.

51.1 Add User

1. From the User Admin page; click the Add New User button. The Account Information page
displays.

Add User Account Information
*User Name:

“First Name: Middle Name: “Last Name:

“Agency/Mode: v

show once your Govermnment Emal
validated

Phone Number:

“Role: Test Role v

Cancel

Figure 55: Add User Account Information page

Enter the applicant’s official government email address in the User Name textbox.
Complete the account information form.

Select the user role from the Role dropdown.

Click the Add User button. The Add User Confirmation displays.

oo o

User eddie. makaltest@ed.gov has been Created

Thank you. The Login Password has been sent to eddie makaltest@ed gov

Figure 56: Add User Confirmation

Note: * indicates required field.

Note: The agency used in the email for the username will determine the agency names displayed in the
Agency dropdown.

Note: This page can also be accessed by hovering over the Admin menu option and clicking the Add New
User sub-menu option. In most cases all users should create their own profile using the Registration

Page 5-2



Transit Benefit Program Approver Guide

Office of the Secretary of Transportation

process on the login page. When an Admin creates a new user, they also create a communication chain to
inform and educate the user to obtain the password through their official government email address. This

slows the process and also defeats the control point of the user providing all certified information.

5.1.2 Update User
1. From the User Admin page; click the Username link. The Update User Account Information
page displays with the applicant’s information.

“User Name:

“First Name:

*Agency/Mode:

Phone Number:

“Role:

Update User Account Information

eddie. makaltest@ed.gov

Eddie Middle Name:

ED v

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

(202) 555-2352

Applicant v

[ Allow Access to Agency Reports.

\ | cancel

“Last Name: Makal

Figure 57: Update User Account Information page

a. Update the applicant’s user information.

b. Click the Update User button. The Update User Confirmation displays.

User eddie_makaltest@ed.gov has been Updated

Figure 58: Update User Confirmation

Note: * indicates required field.

Note: After the Add User button is clicked the page re-displays as the Update User Account Information
page. Updates can be made on this page.

5.1.3 Delete User
1. From the User Admin page; click the Delete button. The Confirm Delete message displays.

Confirm Delete

You are about to delete user eddie.makaltest@ed.gov.

Do you want to proceed?

Cancel Delete

Figure 59: Confirm Delete Message

a. Click the Delete button to confirm deletion. The Delete Confirmation is displayed.

User eddie_ makaltest@ed.gov has been Deleted

Figure 60: Delete Confirmation
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5.1.4 Bulk Update View
The Bulk Update View allows the administrator to update multiple user roles at one time.

1. From the User Admin page; click the Bulk Update View button. The Bulk Update View

Add New User Bulk Role Update
[ check At v
User Admin @
User Name First Name \/ Last name A Mode Role

Manager/Fund Certifier v
L tammydehi@usda gov Tammy Denl USDA

Manager/Fund Certfier v
select frederickgaines@usda.gov Frederick Gaines USDA

el Applicant v
select aden jefferstest@usda.gov Aden Jeffers. USDA

Figure 61: Bulk Update View page

5.14.1 Single User Role Update

1. Click the select button next to the username. The button changes to a check mark after it is
selected.

Manager/Fund Certifier v
frederickgaines@usda.gov Frederick Gaines USDA

Figure 62: Single Username Select

a. Click the down arrow for the User Role dropdown menu.

L tammydenl@usda.gov Tammy Dehl USDA Test Role
Read Cnly
Applicant
Approving Official
Manager/Fund Certifier
frederickgaines@usda. gov Frederick Gaines USDA Approval/Supervisor
Program Admin
TRANServe TBM
TRANServe Admin
System Admin
select  aden jefferstest@usda.gov Aden Jeffers USDA

Figure 63: Role Change Select

b. Select the desired user role from the dropdown menu.

Roprovng Ocer———— 19

frederickgaines@usda.gov Frederick Gaines USDA

Figure 64: Role Update

c. Click the Process button. The Confirm Bulk Update message is displayed.

Confirm Bulk Update

Run Bulk Update for selected 1 User(s)?

Cancel Process

Figure 65: Confirm Bulk Update Message

d. Click the Process button to confirm the update and close the dialog box. A
confirmation message is displayed at the top of the page.
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Bulk Update Completed for 1 user(s)

Figure 66: Role Update Confirmation

Note: If the user is associated with an Agency that has multiple Modes/Agency Names, the Mode can be
updated using the same steps used to update the User Role.

DOT-FHWA
DOT-FMCSA Approving Official v
select  prooke.mondellitest@dot.gov Brooke Mondelii ¥

DOTFTA

Figure 67: Multiple Modes

5.1.4.2 Multiple User Role Update
1. Click the select button next to the usernames. The button changes to a check mark after it is

TRE-HQ v Applicant v
emma.clarkson@treas.gov Emma Clarkson

TRE-HQ v Applicant v
timothy_cole@treas.gov Timothy Cole

TRE-HQ v Applicant v
kevin.drummond@treas. gov Kevin Drummond

Figure 68: Multiple Username Select

a. Click the down arrow for the Bulk Role Update dropdown menu at the top of the page.

Add New User Bulk Role Upda k

Test Role

Read Only

Applicant

Approving Official
Manager/Fund Certifier

Approval/Supervisor
Program Admin
TRANServe TBM
TRANServe Admin

Name Last name ~ Mode Role

System Admin

Figure 69: Bulk Role Update Select

b. Select the desired user role from the dropdown menu.

TRE-HQ v Read Only ~
emma clarkson@treas gov Emma Clarkson

TRE-HQ v Read Only v
timotny cole@treas gov Timotny Cole

TRE-HQ v Read Only v
Kevin.drummond@reas.gov Kevin Drummond

Figure 70: Bulk Role Update

c. Click the Process button. The Confirm Bulk Update message is displayed.

Confirm Bulk Update

Run Bulk Update for selected 3 User(s)?

Cancel Process

Figure 71: Confirm Bulk Update Message

d. Click the Process button to confirm the update and close the dialog box. A
confirmation message is displayed at the top of the page.

Note: Program Admins can only update user roles below the Program Admin level within their Agency.

Page 5-5



Transit Benefit Program Approver Guide Office of the Secretary of Transportation

TRANServe Admins can only update user roles below the TRANServe Admin level.

TRANServe Transit Benefit Managers can only update user roles below the TRANServe TBM
level.

5.1.4.3 Role Update Lock

Approvers that have applications in pending status cannot have their roles updated. This will ensure that
applications are not orphaned when user roles are changed. This includes applications that are anywhere
in the approval process. The number of pending applications is displayed in place of the Select button.

| [1] james hamilton@treas.gov James Hamilton TRE-HQ Approving Official |

Figure 72: Pending Application Link

1. Click the number next to the username to display the Pending Transit Benefit Application Status

page.

Pending Transit Application @

Mode Admin Request Date  Type Name
TRE- TREASURY  07/29/2015 Rate HUNG3
HQ Change CHUN3

Close

Figure 73: Pending Transit Benefit Application Status page

a. Click the view button next to the applicant’s name. A confirmation message is
displayed. Click the OK button.

Message from webpage @

[ :] Click OK to close this popup and navigate to the selected application

[ ok ][ cance |

Figure 74: Open Application Confirmation Message

The application is opened. If the status is at the final approving level the application is approved and will

display the status at the top of the page (i.e. CERTIFICATION DISAPPROVED or WITHDRAWAL
APPROVED).

Certity/Enroll (HUNG3 CHUN3)
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If the application needs further approval the buttons will display at the top of the page along with the
pending certification level.

nnnn

Certify/Enroll (ANDREW FENSTERMACHER)
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APPENDIX A: THIS ITEM WAS REMOVED

Page A-1



