
 

 

 

 

 
Department of the Treasury Federal Employee 

TRANSIT BENEFIT 
PROGRAM 

  
        Applicant Guide 
 

 

 

 

 

 

 
 

                                                                                                                               

 



 2 

 

 

Apply for the transit benefit program in five easy steps: 
 
 
 

1) Complete Transit Benefit Integrity Awareness Training 
 

2) Purchase and Register a SmarTrip® card 
 
3) Get your Employee ID Number 

 
4) Create a User Name at the TRANServe website 

 
5) Submit the Transit Benefit worksheet and application 
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    (1) Complete Transit Benefit Integrity Awareness Training  

 
 

 

 
 
 

 Log on to http://transerve.dot.gov 

 Click on “Participants” 
 Click on “Treasury - HQ” 
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 Click on “Treasury Transit Benefit Integrity Awareness 
Training”  

 Complete the training 

 Print two copies of the Completion Certificate and give one 
to your supervisor. 

 
NOTE:  Ensure your supervisor emails your certificate to  

 

PTIPBenefits@treasury.gov. 

 

mailto:PTIPBenefits@treasury.gov
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(2) Purchase and Register a SmarTrip® card 
 
SmarTrip® card usage is mandatory for all participants in the National Capital Region. 

1. Purchase a SmarTrip® Card – This is a reloadable electronic fare card. Using a reloadable card 

supports the government’s initiatives to support and improve the environment.  

a. You can do this at a Metro Sales Store, Station Kiosk (these are located in Stations where 

parking is available, a Commuter Store and many retail establishments. 

i. Look here for more information on locations: 

http://www.wmata.com/fares/purchase/where.cfm   

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

i. An online order will require you to provide a shipping address which must match 

the billing address on line with your credit card provider. 

2. Create a Personal Account to Register your SmarTrip® Card – You must register your 

SmarTrip® card with WMATA in order to receive your transit benefit electronically. Registration 

may take up to 48 hours to be reflected in the WMATA system. An additional benefit of 

registering your card is to protect the funds on the card.  If lost or stolen you may cancel the card.  

After you replace your SmarTrip® card, you can transfer the funds to the new card. 

a. Register  your SmarTrip®  card here:  

https://smartrip.wmata.com/Registration/Register.aspx   You must indicate the type of 

card by matching the serial number on the back with the pattern that is circled below:

 

http://www.wmata.com/fares/purchase/where.cfm
http://www.wmata.com/fares/purchase/
https://smartrip.wmata.com/Registration/Register.aspx
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TIP 1:  If your SmarTrip® (or CharmCard) serial number is fewer than nine (9) digits,  you need  to 
add zeros to the front to make it nine (9) digits. 

 

Still have Questions?  To Contact WMATA Call: 202-637-7000, Email: smartrip@wmata.com   
Web Inquiry: http://www.wmata.com/about_metro/contact_us/ridercomment.cfm   
Do you ride more than one transit system in your regular home to work to home commute?  
Allot some of your benefit to your SmarTrip® card and the rest to another transit system using 
Commuter Direct. 
 
 

 
 

Finally: 
 

 Use your Transit Benefit – Remember it is only for your Home-to-Work-to-Home commute. 

 Protect Your Transit Benefit  

 Anytime the amount you receive exceeds the amount you need you must adjust!    
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:smartrip@wmata.com
http://www.wmata.com/about_metro/contact_us/ridercomment.cfm
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(2) Get your Employee ID Number 

 

 

 Log on to HR Connect 

 Click on “My Information” (located on the top left-hand side) 

 Look in the middle of the page for EMPLID 

 

 

 

 

 

 

 
 

 

 
NOTE:  You will need your Employee ID Number for the PTIP Application 
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(3) Create a User Name and password at the TRANServe website 

  
 
 

  
 
 

 

 Log on to: https://transitapp.ost.dot.gov  

 First time enrollments click the “Register” button 
 

 
REMEMBER – YOU ONLY NEED TO REGISTER ONCE. 
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 Complete the registration form 

 Use your government email address as your User Name 

 Select “TRE-HQ” from the Agency/Mode drop-down box 

 Click “Register” 
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NOTE:  A temporary password will be emailed to you.  Once you have received 

your temporary password, please follow instructions beginning on Page 10. 

 
 
 

 
 

 
 

 Type in your User Name and Password 

 Click “Log In” 
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 Select “Change Password”  
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 Complete the Change Password form 

 Click “Submit”  

 “Password Changed!” will be displayed 

 Click “Home” on the blue task bar 
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 Select “Transit Benefit Application”  
 
 

 
 
 

 
 
 
 

Enter a new transit application, withdraw, 
request information or change an existing 
account. 

Update account information (i.e., Name, 
User Name, Phone Number, Email 
Address and Agency). 



 14 

 
 

 
 
 
 
 
 
 
 
 
 

 Click on your selection  

 Click “Continue” 
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 Read the terms and conditions of the Transit Benefit 
Program 

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

 
YOU MUST AGREE TO THE TERMS AND CONDITIONS OF THE TRANSIT BENEFIT PROGRAM TO 

PROCEED WITH THE APPLICATION. 
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(4) Submit the Transit Benefit worksheet and application 
 

 
 

 

1) Specify Reason for Certification (i.e., 

Annual Certification, New Transit 

Benefit Participant) 

 

2) Select your transportation method(s) 

and enter: (a) Name of Company for 

your method of transportation, (b) daily 

or monthly expense, (c) number of days 

you routinely work in a month.  

Complete these steps for every 

transportation method (i.e., bus and 

rail).  The Total Monthly Expense value 

automatically calculates.   

 

3) Select “Civilian/Military” from drop-

down menu 

 

4) Select your work status from drop-down 

menu 

 

5) Enter your Employee ID number    in 

the “Identifier” box 

 

6) Enter the first initial of your first name 

and entire last name in the “Common 

Identifier” field. 

 

7) Select your Agency/Mode and Admin  

 

8) Select your Region  

 

9) Select your Admin 

 

10) Enter work information 

 

11) Enter residence information 

 

12) Select Approving Official 

 

13) Select Manager/Fund Certifier 

 

14) Select Point of Contact 

 

15) Enter SmarTrip® card number.  All 

Treasury employees within the NCR 

must have a SmarTrip® card 

 

16) Enter any comments or additional 

information for your POC in the 

“Comment Box”. 

 

17) Click “Submit Application” 
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The PTIP Benefits Office is always available to assist you.  Please 
see our contact information below: 
 
 
Location: Treasury Annex                                                                                  

6000/Office of Environment, Health and Safety 
 
Main Office number:  (202) 622-6333  

 
 
Email:  PTIPBenefits@treasury.gov  
 
 

 
 
 
 
 
 
 

mailto:PTIPBenefits@treasury.gov
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Frequently Asked Questions 
 
 

Category:     TRANServe Electronic Transit Benefit System Access 

 

 

1) Is this your First Time?  

 
You must create a User Name and Password 

 

1) Go to: http://transerve.dot.gov/ 

 

2) Open the “Participants” Page 

 

 
 

 

3) Click “Treasury”   

 

4) Click “Treasury – Transit Benefit Program Enrollment/Change Application “ 

 

http://transerve.dot.gov/
https://transitapp.ost.dot.gov/
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5) Enter your Government email address, then click “Register” 

 

 

 

 

 

 

 

 

 

 
 

6) Enter your Name, as it appears on your Gov’t ID 
7) Select “TRE-HQ” from the Agency/Mode drop down box 
8) Enter your office phone number 
9) Enter a Hint to help you remember your password 

 

Remember you only need to register once 

 

A temporary password will come via email 
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10) Repeat steps 1-4 

11) Click “Log In” 

 

 

 

2) Did you forget your password?  
 

1) Go to: http://transerve.dot.gov/ 

 

2) Open the “Participants” Page 

 

 
 

 

3) Click “Treasury” then  

 

4) Click “Treasury – Transit Benefit Program Enrollment/Change Application “ 

 

 

 

 

 

 

 

 
 

 

 

5) Enter your Government email address 

http://transerve.dot.gov/
https://transitapp.ost.dot.gov/
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6) Click “Forgot Password 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

7) Enter your Government email address to either “Try Again”  

or “Send it by Email” 

 

 

 
 

8) Click “Return to Login Page 
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