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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
e [talic 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.

For Agency specific questions, please contact Transit@occ.treas.gov
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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.
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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.
; "Hﬁ;"illv.-" Aty Inlsrmalian 1
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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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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. Click the Register button.
f.  The Login page is displayed with the confirmation message at the top of the page.

Nimbarty | gravasesidva JOV I e RO

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. Enter your official government email address in the User Name textbox.
h. Enter the temporary password in the Password textbox.
Login
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Figure 5: Log In page

i. Click the Log In button.
j. 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 [[EEEsnEeey

CIRIW 3 HEw

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.

o /a0 o

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.

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

Yl Feewin fas bedn successiiilly cf
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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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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.
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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.

Frogal Passweand
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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.

24 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 Informakion

Firr ddarea Aoa e rans Lami Har
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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. The Update My Account Information
page displays.

Update My Ascount Informaton
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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.

Inot selecied] [selecied]

Chonavon. ks (DOT-05T-41- SE

Figure 14: Selected Proxy

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.
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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.

Homie

Transit Appécation
Approval Section =
it =

My Account

Chifnpe 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 at the top of

e To exit the system from a mobile device, click the additional menu button
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.

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

to you. 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.

¢

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,
Budget Officials, 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.

2

U T e

Pariing and Transi Benef Public YWobsihe «
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=

Figure 16: 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.

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 SmarTrips 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.

Salect an fcbion o Canfinae

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.

Last Updated July 27, 2019 Page 3-2



Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

Regues! Bformation
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Figure 19: Request Information page
a. Ifa POC 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. An email 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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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.
a. Click the Continue button. The Withdraw From The Program page is displayed.

nEwa W LE SHATHIHTLE

Dreadl Arideena. Torurda il Eug gy
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Figure 21: Withdraw From The Program page

b. Click the pop up calendar to select a withdrawal date.
Click the Select button to display the list for your agency’s Supervisors.

Approving Official

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

Close

Figure 22: Approving Official (1° Approver)

d. Select your 1** Approving Official (1** Approver is the Supervisor).
e. Click the Select button to display the list for your agency’s 2™ Approvers.
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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 thru the TRANServe Electronic
Application (TEA) before they can 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
An NCR 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/ SmarTrip® page is displayed.

menemeew ]

Emi damean;  bevsen —r——
Ageery

PO T
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il Cmw b

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/ SmarTrip®
information. Registering a username does not mean that the applicant has enrolled in the program.
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3.14 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.

WWARNING !

et CoRer i b e e e oF B agecy o Dhe Ll Sarica: Rlaieg o Al Bt $Ehicr! CErP LD ra L
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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.

Last Updated July 27, 2019 Page 3-7



Transit Benefit Program Applicant Guide Office of the Secretary of Transportation

[ P —r—

W | B O S IFTE RS | S ~TIRL M ETH T T T L T
P ey ey e g e ey R e s o i e o Tk by Brprn

S T b R

S e s m——
B e L T Y D VS e e o i« B s - 000
A S L G 1 T e LT

(=R PP e R

s e i Bl G4 Lo e B ey B Sy B B

o Ay

Frmy g e oy i
i

[ T ] B S,

—
[ e
v —
i——— " ——ge ——— b

]
!
1.

PRy A ———— i

[e——
—r - - i
by s e
—

T L —

e 8 —n ——rt =

bl 0 =R ——

e mn—
| e—— s mtm:

e (L

Figure 28: Transit Benefit Application Worksheet

Note: * indicates required field.

c. Select the reason for certification.
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¢

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

Agency Change. This is for organizational changes within the Program

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 defaults to Civilian)
Select your work status. (This feature defaults to Full Time)
Full Time

Part time

Intern

d. Select your transportation method(s).

Bus

I TURRT S FYRRL FLT 1] PG L T el P O] T W L L T
M R U TR [ 00 T A B A AR

Figure 29: Bus Method

Other Bus

Farry Teama s e S P i o 1 W S e T

Figure 30: Other Bus Method
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¢+ Rail

Brm g e S B o B o s Y B W Y L S L TS BT
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Figure 31: Rail Method

¢+ Other Method

Bory Torman i Boageem Formansd 1 s s mss o o o8 rm b moa famos v gl Bl
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Figure 32: Other Method

¢ Vanpool

Hrby TIPS b L T ] 8 [ WEEL el TR—
N e T AL L B ot P B el A

Figure 33: Vanpool Method

Note: If all 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 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)

Fomm tmum Bamas frege rm ety g e T P L RTE R

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 is the U.S. Customs and Border Protection HASH ID.
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g. The Common Identifier is not in use in the OCC Electronic Application. It is hidden
from view.

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

j. Optional Fields: For OCC, two of these fields are hidden. All applicants must use the
Location/Building Field to identify their Field Office. Click the Select link to display

the list for your agency.
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k. Enter your Work Information.
1. Enter your Residence Information. (The address from which you routinely commute)
m. Click the Select button to display the list for your agency’s 1** Approvers (Supervisor).
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Figure 36: 1% Approver

n. Select your 1*" Approver. (Check the help menu to clarify)

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

ManagenFund Certiflar
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Figure 37: 2" Approver

p- Select your Budget Official.
q. Click the Select button to display the list for your agency’s Points of Contact.
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Point of Contact

Wama

Office of the Secretary of Transportation

Region Email

[[) TReasiRY POC oC PO ganey gev

Figure 38: Points of Contact

r. Select your Point of Contact.

s. Field Offices always enter “NA” in this required field. NCR employees, enter your
SmarTrips card information. If you have not purchased a SmarTrips, enter NA. See
Appendix A — SmarTrips Card Instructions.

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

Last Updated July 27, 2019
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=3
Figure 39: Completed Transit Benefit Application

Click the Continue button. The SmartBenefits. Program page is displayed.
.S.'?I!art 'Enn-z'f;m F'.r:.:;;ram .
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Figure 40: SmartBenefits:rsam page

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

Field Offices click the NO Thank You button. You do not want to join the
SmartBenefitss 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.

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

few Traeil Bensfl Paricpant Application hes been sulimmes

Thank Yoo for eeeniing in the Transd Benef Progam Someoee Smom the Srar Genefs Temm sl be ontscing yoo st

Figure 41: Transit Benefit Program Confirmation

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

3.1.5 Disapproved Applications

Applications that have been Disapproved are sent back to the applicant. Approvers must enter a reason
for disapproval. 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.
ki b gt s st |
=

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.
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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.

= mam ranm

Figure 44: 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.
d. 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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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** Approver (Supervisor), Approval Officer (Budget Official) or
Approval/Supervisor (a combination of the 1 and 2™ Approvers), for instance a Budget Official who also
Supervises or a 3™ Approver (Program Admin, Customer Service Desk( 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. Log on as an approver.

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

1]
15]
o
73]
]
3

¢+ A reason 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.

Maode admin Requesi Date Type = Name

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.) Never delete a completed record.

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

-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 ."u:p::;r:nm By |
|
Moes Adrun Mrgauni Dan ] e Aporaeai s
| ] M [ o ! T m
Figure 48: Approved Records
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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
Fr e
Laat biarms

Ay Wiy -

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 Transil Appiicaton @2

Wras Larin Wirjandl it Ty LT

Figure 51: Completed Records
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The Admin function allows the Program Office to update users to 1* or 2™ Approver.

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.

Home

Transit Application

Approval Section ~

Utilities ~

Admin ~

User Admin

Figure 52: Admin Menu Options

5.1 User Admin

1. Mouse over the Admin menu bar; select the User Admin option. The Find Users page displays.

Find Uisers

Lines Ko
o e
Lam naw

A ey Wb w

Al ey A

Figure 53: Find Users page
a. To search 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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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.

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

displays.
Ade] User Accoun] Intarmaton
Figure 55: Add User Account Information page
a. Enter the applicant’s official government email address in the User Name textbox.
b. Complete the account information form.
c. Select the user role from the Role dropdown.
d. Click the Add User button. The Add User Confirmation displays.

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
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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.

LUipdale User Az coont Friomabon
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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.

10 Seiste user e makalesighed gov

s m

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
page displays.
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Figure 61: Bulk Update View page

5.1.4.1 Single User Role Update
1. Click the Select button next to the username. The button changes to a check mark after it is

selected.
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Figure 62: Single Username Select

a. Click the down arrow for the User Role dropdown menu.
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Figure 63: Role Change Select

b. Select the desired user role from the dropdown menu.
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Figure 64: Role Update

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

[WERE 1 EEFER I 1 Fa FALDEE ek y -

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

selected.
ﬂ o JNPAE Y L + s el a
|ﬂ e B LR E o e e & h

Figure 68: Multiple Username Select

a. Click the down arrow for the Bulk Role Update dropdown menu at the top of the page.
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Figure 69: Bulk Role Update Select

b. Select the desired user role from the dropdown menu.
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Figure 70: Bulk Role Update

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

Run Bk Lipdae for sekisched 5 Usetjsf?

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.
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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 must complete all pending applications prior to having 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] STz M I T LTS Hamiln TRE-HG AgapErrang O lal |

Figure 72: Pending Application Link

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

page.
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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.
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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).
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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.
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APPENDIX A: SMARTRIP CARD INSTRUCTIONS

For SmartBenefit 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 government initiatives to support and improve the environment through more
sustainable practices.

¢ a. You can purchase at a Metro Sales Store, Station Kiosk (these are located in Stations where
parking is available, a Commuter Store and many retail establishments.

Note: Look here for more information on locations: http://www.wmata.com/fares/purchase/where.cfm

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

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

a. Create a Personal Account to register your SmarTrip® Card. You must register your
SmarTrip® card with WMATA in order to receive your transit benefit electronically.
Registration may take up to 48 hours to be reflected in the WMATA system. An
additional benefit of registering your card is to protect the funds on the card. If lost or
stolen you may cancel the card. After you replace your SmarTrip® card, you can transfer
the funds to the new card.

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

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

Card Type #1: 12 :LefL-xi-ﬁu ATAXTE, 600 FHt Strect MLV

Bl (012345678 ) C30DW803 |

v

serial number

Card Type #2 ) | s e o WNATA, it it Sreey, AW
2 e s v (012345678 ) 3 | C3DWEO3
searial numberf check sum
Card Type #3 @ | g roum to: wetrs, 800 A Srest, KW,
LIl
oo marks 6 WHRTA, czawrg 1020 0001 5644 364 &

serial number

Card Type #4 & %? WMATA, 500 Fifthy Sireet, 3.V,

I et SmartBenpfits” &
wasarvicn mariss of WHATA. (01137

0167 0652 4564 7992 9601

cerial number

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

TIP 2: If your SmarTrip® (or CharmCard) serial number is fewer than nine (9) digits, you need to add
zero(s) to the front to make it nine (9) digits.
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