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Apply for the transit benefit program in four easy steps:
1) Complete Transit Benefit Integrity Awareness Training

2) Purchase and Register a SmarTrip® card

3) Create a User Name and Password at the TRANServe website

4) Submit the Transit Benefit worksheet and application

    (1) Complete Transit Benefit Integrity Awareness Training 
[image: image3.png]/~ Forms - Windows Internet Explorer d9-0&9=)s

Micro

ocumentl

Home | Inset  Pagelayout References  Mailings  Review  View  Acrobt @

— ‘
E 4

S _ . #ina -
Calibri (Body . NE = 4 Aﬁg
e o ; , 9 b (Body) AN|B) i Hj] aasnceoce AaBbCel aapbee AaBE A T
Paste lo Spacin: feadin feadin itle Change
3 e (B 2 U TNoSpacng  Hesdingl  Hesding2 T 52| e
IRANServe Cigpont 5 5 o ey
=Biithress b motion - = T RN SN RN KRR RRRE KRN RRRE KRN KL RREN] S
0 DO PLO 0 R FEDERA PLO .
il .
8
5 A forms :
DINGS, AUDITS &
ST Transit Beneft itearty Awareness Traning
OR Transit Benefit Application and Worksheet
REQ ASKED
QUESTIO Bartnership Aareement ] o
POC D D
DOT Applicant Guide 8]
= :
= B
i QS’V Web Policies & Notices | Accessibilty | Privacy Policy | No Fear Act -

“omd

DT Trstedies N

i g g o Pagelofl | Words:0 | %





· Log on to http://transerve.dot.gov/forms.html
· Click on “Transit Benefit Integrity Awareness Training” 

clicking on “Transit Benefit Integrity Awareness Training” 
will take you to the TMS website.
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TMS is DOTS learming management system. Using this training system, employees can take online courses, register for training, and view their training history. The below information provides links to User login. tips
for using the system and details about access. If you need technical assistance, please call the NBC Customer Support Center Monday - Friday 6:00 a.m. - 4:00 p.m. MST at 1-888-FOR-1NBC (1-688-367-1622)
(select option 3, option 4)

Click Here to Login to Click Here to Login to
™S ™S
Employee/Supervisor Administrator

y TMS Supported browsers and JAVA
TMS User Quick Reference Following ore TS approved setings
‘The TMS User Quick Reference is a one-sheet document that provides 1. Supported browsers:

TMS Users the essential steps to accessing, logging in and out of, and '+ Intemet Explorer (versions between 6.0 and 7.0.)
‘completing only the critical tasks required to use the TMS

Link to User Quick Access G * Mozilla Firefox (versions between 2.0 and 2.0.x.x )

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

TMS Job Aids TMS User ID and Passwords
‘The TMS contains many useful Job Aids for Users. You can find Job Aids User IDs and passwords are case sensitive, o ensure you enter them
in the TMS Public Catalog. Once you are logged into TMIS, use the exactly as they appear in the e-mails

following steps to find Job Aids for a specific task

Access TS at This application is "public facing.”
Use the following steps to find unique Job Aids which means it may be accessed from any computer that has Intemet
1. Select Catalog from the menu bar, select Advanced Catalog access (e.g.. home, offce, library, etc ), provided minimum system
Search requirements are met

1. Fillin User ID (ALL UPPERCASE) and Password
2. Select the Sign In button

+ Inthe Description field use the Search Selector “Contains™
and enter role type for desired job aid (User, Supenisor,
Admin)

+ Under Search Options, select Online and deselect all other
options

+ Select Search

+ Choose from the provided Job Aids by title

[ —

This is an offcial US Government System for authorized use only. This system may be monitored to protect against unauthorized use. Attempts to circumvent securty. use the system for unauthorized purposes, or
interfere with the s ration is prohibited. Unauthorized acts may result in criminal prosecution under the Computer Fraud and Abuse Act of 1986 and the National Information Infrastructure
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· Click on “Click Here to Login to TMS Employee/Supervisor”
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“This s a United States Government computer system, maintained by the Department of the Interior, to provide Offcial Unclassified

U5, Government Information only. Use of this syster by any authorized or unauthorized user consiitutes consentto monitoring,

UserID:

refrieval, and disclosure by authorized personnel. USERS HAVE NO REASONABLE EXPECTATION OF PRIVACY IN THE USE OF

THIS SYSTEM. Unautharized use may subject violators to criminal, civi, andior disciplinary action.

Login Information:

© Your User ID must be entered in ALL CAPS.

Password

 Ifyou forgotyour password, click the Foraot Password? link under the "Welcome” box. You will need your User ID and
secret question answer 1o have the system send you a new password to the email account contained in your TMS

record

Please Sign In

VIKKEY OWENS@DOT GOV

|
Lsen]

Foroot Password?

 Ifyou fock your account, you will be prompted to unlock it by entering your User ID and secret question answer. The

system will send you  new password to the smail account contained in your TS record
‘® Ifyou forgot or do not have a secret question created in TMS, call the NBC Customer Service Center
4:00 pm. MST at 1-888-FOR-1NBC (1-888-367-1622) (option 3, option 4)

Monday - Friday 6:00 az
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· Log in with your TMS User ID and Password
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· Type “Transit Benefit Integrity Awareness Training” in the Search Catalog box 

· Click on “Search”
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· Click on “Transit Benefit Integrity Awareness Training” 

· Complete the Transit Benefit Integrity Awareness Training

· Print the completion certificate and provide a copy to your supervisor
 (2) Purchase and Register a SmarTrip® card

SmarTrip® card usage is mandatory for all participants in the National Capital Region.

1. Purchase a SmarTrip® Card – This is a reloadable electronic fare card. Using a reloadable card supports the government’s initiatives to support and improve the environment. 

a. You can do this at a Metro Sales Store, Station Kiosk (these are located in Stations where parking is available, a Commuter Store and many retail establishments.
i. Look here for more information on locations: http://www.wmata.com/fares/purchase/where.cfm  

b. You can also purchase a SmarTrip® Card on line: http://www.wmata.com/fares/purchase/ 
i. An online order will require you to provide a shipping address which must match the billing address on line with your credit card provider.

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

a. Register  your SmarTrip®  card here:  https://smartrip.wmata.com/Registration/Register.aspx
b. You must indicate the type of card by matching the serial number on the back with the pattern that is circled below:
	Card Type #1:[image: image8.wmf]
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 TIP 1:  Enlarge the number on a Xerox machine and attach to your application 

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

3. Choose SmartBenefits® -

a. Van Pool and Transit Services such as MARC & VRE can allocate SmartBenefits® here: www.wmata.com/business/employer_fare_program/vanpool_transit.cfm 

b. Read the SmartBenefits® MARC & VRE Passenger Reference Guide .
Still have Questions?  To Contact WMATA Call: 202-637-7000, Email: smartrip@wmata.com  

Web Inquiry: http://www.wmata.com/about_metro/contact_us/ridercomment.cfm  

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

WHAT IS COMMUTER DIRECT?
Commuter Direct is a commuter service that enables you to use SmartBenefits®, even when using a SmarTrip® card is not an option for your mode of transportation.  Allocate some or all of your transit benefit to your Commuter Direct account using the SmartBenefits® allocation process detailed here: https://www.commuterpage.com/smartbenefits.cfm  

Remember, a transit benefit downloaded directly to your SmarTrip® card cannot be used on transportation not equipped with White SmarTrip® Target.

HOW DOES COMMUTER DIRECT WORK?

By creating a SmartBenefits® Personal Account, your benefit is placed in a personal Commuter Store or CommuterDirect.com mail order account so your SmartBenefits® are 
applied to your purchase of fare media.  (Sign up for a SmartBenefits® personal Account here: https://www.commuterpage.com/smartbenefits.cfm ) 
4. Create Commuter Direct Account:  Visit a Commuter Store or go on line to https://www.commuterpage.com/smartbenefits.cfm 

For location information: http://www.commuterpage.com/stores.htm


How do I sign up for Commuter Direct Mail Delivery Service?
Go to:  https://www.commuterpage.com/smartbenefits.cfm  

A. Read and Check the box stating that you have read the information.

To use the Commuter Direct Mail Delivery Service choose “Use SmartBenefits® at Commuter.Direct.com”

Follow these Steps:

1.  “Click here to create an account and get started” Next to the CommuterDirect.com Logo

2. Fill in all required Account Information

3. Click “I Understand and Accept” the Terms and Conditions

4. Click on “Create Account”

5. Add your SmarTrip® Card number to your account

6. Select the type of card (9, 10 or 16 digit )

7. Enter your SmarTrip®  Card number

8. Choose to create a new ID or use your existing METRO User ID (Your ID should match the exact name you used to sign up for the transit benefit at your Agency.)

9. Click  “Validate SmarTrip®  Card” 

10. Select Starting period (first pass delivery)

11. Enter your phone number

12. Verify that the “Registration Zip Code” is the same zip code used when you registered your SmarTrip® card with METRO. (If you do not know, call METRO @ 888-762-7874)

13. Enter your Employer 
14. Enter the cost of your ticket

15. Click “Verify my Passenger Allocation Account Information”

16. Click “Submit”

17. Click ”Enter Your Credit Card Information”

18. Enter your Credit Card information 

19. Click “ Add Payment Method”

20. Click “Continue” under “Payment was successfully added”.

21. Click “Add new” (Next to “Renewable Orders”).

22. Select your Transit System (For example: MARC or VRE)

23. Select the pass you use

24. Choose the start date. (Month you will first need the pass)

25. Choose Origin and Destination stops

26. Select “Shipping Methods” ( TIP: US mail is Free)

27. Select your SmarTrip®  Card from “Promise Type” 

28. Enter the cost of your pass in the Promise Value

29. Click on “Create Renewable Order”

30. Congratulations! Your Order Has Been Created

Your Pass will arrive in the mail in advance of each new month
To pick up your pass at the Commuter Store choose “Use my SmartBenefits® at the Commuter Store”

Follow these Steps:

1. Click on “click here” next to Commuter Store Logo.

2. Select the type of card you have 9, 10 or 16 digit card numbers. If you are unsure click the “? “ button for examples.

3. Enter your SmarTrip® Card #.

4. Enter your WMATA User ID and Password.

5. Click on Validate SmarTrip® Card before Continuing.

6. Select your Starting period. (the month you will need your first pass for)

7. Fill out the Name and Address information that you provided when you registered your SmarTrip® Card.

8. Enter your Employer Name

9. Enter the cost of your ticket in the box “Contribution Amount”.

10. Click “Verify my Passenger Allocation Account Information”

11. Click “Submit”
12. Now you can pick up your pass at one of the Commuter Stores starting the 22nd day of the previous month.(May 22 for June) You must bring your SmarTrip®  card and a valid photo ID

Still have Questions?  Contact Commuter Direct by calling: 703-228-RIDE (703-228-7433)

TDD for deaf and hard of hearing only: 711 or Email: CommuterDirect@arlingtontransit.com
Finally:
· Use your Transit Benefit – Remember it 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!

(3) Create a User Name and password at the TRANServe website
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· Log on to: https://transitapp.ost.dot.gov/index.cfm?method=passport.showLogin&CFID=393899&CFTOKEN=31327039 
· First time enrollments click the “Register” button
· Already registered? Skip to page 14
Remember – You only need to register once.
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· Complete the registration form

· Your first and last name must match the name on your badge

· Use your first initial and last name as your User Name (i.e, VOwens)
· Click “Register”
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· Type in your User Name and Password

· Click “Log In”

NOTE:  You must register using the first and last name on your badge (i.e. Jane Smith-Jones)

Update now if your previous registration does not meet these requirements
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· Select “Transit Benefit Application” 

· To update see Page 14, bullets 2-3
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· Click on your selection 

· Click “Proceed”
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WARNING !

[This certification concems a matter within the jursdiction of an agency of the United States. Making |
false, ficttious, or fraudulent certification may” constitute criminal violations punishable under Title 15,
United States Code, Section 1001, by imprisonment up to five years and fines up to 10,000 for eact]
fffense, and/or agency disciplinary actions up to and including dismissal.

-1 certify that | am employed by the U 5. Federal Government

-1 certify that | am not named on a federally subsidized parking permit with any other
federal agency

-1 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.

-1 certify that in any given month, | wil 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 | wil supplement those additional costs with my own funds
rather than use a Government-provided transit benefit designated for use in a future

morith.

-1 certify that | il not claim the transit beneftt in excess of my actual monthly
commuting expense. If at anytime during a given month | am out of work due fo sickness,
vacation or any other reason, on official travel, or use a private vehicle for cormuting, | will
claim less and adjust the amount of rmy transit benefit the following month if appropriate

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

tagee | Dot Agree

Thursday, April 24, 2008





· Read the terms and conditions of the Transit Benefit Program

· Click “I Agree” to proceed with the application process
You must agree to the terms and conditions of the Transit Benefit Program to proceed with the application.
(4) Submit the Transit Benefit worksheet and application
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Total Monthly
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NATIONAL CAPITAL REGION PUBLIC TRANSPORTATION
TRANSIT BENEFIT PROGRAM APPLICATION

Cilian/Mitary: [Chviian 2]
Work Status: [Ful Time 5]

Identifer 232 ot 4 s o Sosil Sesurty No)
Name: [cTorA [owens
) o s
Email Address: [VICTORIAOWENS@DOT GOV Work Phone: [202-386-4817
DEPARTMENT OF TRANSPORTATION
Agency/Mode: [DOT-OSTWCF 11-73 - 1103002000 [¥] Region [DC Vendor [WHATA
Admin: [OST-WCF -73- 1103002000 [5] Location/Building: [1200 NEW JERSEY A Transit System: |iTEREGEDMNA]

I certiy that my usual monthly commuting costs are: (207.00

®

RESIDENCE INFORMATION

Address: [1111 LAS VEGAS COURT

City: [CROFTON

Select

Approving Oficial: [STACEY CLARK

State: [WD[E]

Transit (Bus)
|Commuter (Rail) ]

er (Bus) K4

Zip: 1114
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Employees are responsible for adjusting their monthly transit benefits each month in accordance with their actual work | Total Monthly

Costs 5 [207.00

commute each month

NATIONAL CAPITAL REGION PUBLIC TRANSPORTATION
TRANSIT BENEFIT PROGRAM APPLICATION

Identifier. [1234 st 4 gt o Sociat securty oy
Name [icToRiA [owens
=) o =3

Email Address: [ICTORIAOWENS@DOT GOV

Work Phone: [202-366-4817

DEPARTMENT OF TRANSPORTATION

Agency/Mode: [DOT-OST-WCF H-73 - 1103002000 [7] Region: [DC

Admin: [OST-WCF -73- 1103002000 [5]

Cilian/Mitary: [Chviian 2]
Work Status: [Ful Time 5]

Vendor: [WHATA

®

Transit System: S ETYGETINA]

Transit Bus)
|Commuter (Rail) ]

Location/Building: [1200 NEW JERSEY A

Commuter (Bus) |

| certify that my usual monthly commuting costs are: [207.00 @

RESIDENCE INFORMATION

Address: [1T11 LAS VEGAS GOURT

city: [CROFTON State: [WD[E] Zip: 21114
Approving Offcial- [STACEY CLARK Select

Manager/Fund Certer. [EDWINACRABLE ] Select Manager Phone: [202.366-1234
‘SmartTrip Card Number: [012345678 @

‘Submit Application cancel

PRIVACY ACT STATEMENT:
This notice is provided pursuant to the Privacy Act of 1974, 5 U.S.C. § 552a: This information is solicited under authority of & U.S.C. § 7905
Furnishing the information on this form is voluntary, but falure to provide all or part of the information may result in disapproval of your request for a
public transit fare benefit. The principal purposes of the information are to facilitate timely processing of your request, to ensure your eligibility for
transit benefits, and to prevent misuse of the funds involved. The information may be used for production of listings and reports and for periodic review
o revalidation of ransit benefits. Partial SSN (last 4 digits) is used to compare applications within the system to detect duplicate applications. Other
routine uses are published in the Federal Register at 65 F R. 19476 (April 11, 2000)

[T Tstedites

Drawing Tools | DOT Approving Official Guide 4.6_11.docx

- Microsoft Word

Home ‘ @

Hd9-0&897@=)>s

Document3 - Microsoft Word

& (Cons Home | Insert  Pagelayout  References  Mailings  Review  View  Acrobat & Find -
@ & Replace
vate s | ¥ (o o T - | A [ e
] IE| | i i AsBbceode AaBbCcl e & select -
Clipboard = pte (87 U ke 2 AP A TNoSpacing  Heading1 | Change | Edting || 3| Eiting
- S z oA e el oudng | Hendiog1. [ QRS |52
eI B 5 o 5 stis 5
= TR R RN RN RN ==
N
i Ay
N m” = __ >
N o
Pager1of1 | Words0 | B
%) Verify that Mode and
[T
o i | Saee e | Mo v
o N eer———
ey ey
PageTof18 | Words 1125 | &





The Parking Transit Office is always available to assist you.  Please see our contact information below:
Location:  W12-190

Main Office number: (202) 366-1398
Email:  parking.transitoffice@dot.gov 
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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).








Specify Mode of Transportation (i.e., Keller Bus)





Complete the Daily, Weekly and Total Monthly Expense columns. Vanpool participants need only to complete the “Total Monthly Expense”





Click “Calc Total”





Indicate your work schedule





Complete the “Total Monthly Cost” section 





NOTE:  All totals on the worksheet must match.





Enter the last 4 of your social security number in the “Identifier” box





Select the your Agency/Mode and Admin 





Select your transportation vendor 





Select the transit system.  Hold the ctrl key to select multiple transit systems





Enter total monthly commuting costs.  This must be the same total as your worksheet total.





Enter residence information





Select Approving Official





Select Manager/Fund Certifier





Enter SmarTrip® card number.  All DOT employees within the NCR must have a SmarTrip® card.





Click “Submit Application”














PAGE  
21

_1367400425.unknown

_1367400426.unknown

_1367400423.unknown

_1367400424.unknown

_1367400422.unknown

_1367400421.unknown

