TO REGISTER
1.  Enter the following web address in your browser: https://transitapp.ost.dot.gov
2.  Click the Register button. 

3.  Type in a User Name.  Your user name can be any combination of characters; however, it is recommended the first initial of your first name and your last name be used, e.g., the user name for John Doe would be JDoe.

4.  The next 5 fields require your First Name, Last Name, Middle Name as listed on your DOT ID, DOT email Address, and work phone number.

5.  In the Password field enter in a password that is any combination of characters, it is recommended that the password be something that can easily be remembered.  THE PASSWORD FIELD IS CASE SENSITIVE!  For example, if you enter "TRANSPORTATION" as your password, "transportation" will not be accepted because it must be in all capital letters.

6.  The Hint field allows you to enter a few words to assist you in remembering your password if it is forgotten.  For example, if the password entered was "Richmond01", the Hint could be "VA State Capital."

TO ENROLL

1.  Log in using the user name/password that you created when registering.

2.  Select the “Transit Benefit Application” link.


3.  Select your agency from the pull down menu.

4.  Select the Enroll bullet and click Proceed.

5.  The terms and conditions of the transit program will appear on the screen.  You need to click the “I Agree” button to continue.  “I Do Not Agree” button will not let you proceed. 

6.  Fill out the expense verification worksheet.

7.  Fill out the online application form in its entirety.  You will be prompted to enter information into any field left blank. 
8.  Click “Submit”.

Note:  When properly completed “Thank You for enrolling in the Transit Benefit Program.” will appear at the top of the completed form.
TO RECERTIFY

1.  Log in using the user name/password that you created when registering.

2.  Select the “Transit Benefit Application” link.


3.  Select your agency from the pull down menu.

4.  Select the Recertify bullet and click Proceed.

5.  The terms and conditions of the transit program will appear on the screen.  You need to click the “I Agree” button to continue.  “I Do Not Agree” button will not let you proceed. 

6.  Fill out the expense verification worksheet.

7.  Fill out the online application form in its entirety.  (You will be prompted to enter information into any field left blank.) 

8.  Click “Submit”.

TO MAKE A CHANGE

1.  Log in using the user name/password that you created when registering.

2.  Select the “Transit Benefit Application” link.


3.  Select your agency from the pull down menu.

4.  Select the Change button and click Proceed.

5.  The terms and conditions of the transit program will appear on the screen.  You need to click the “I Agree” button to continue.  “I Do Not Agree” button will not let you proceed. 

6.  Fill out the expense verification worksheet.

7.  Fill out the online application form in its entirety.  (You will be prompted to enter information into any field left blank.) 

8.  Click “Submit”.

TO WITHDRAW

1.  Log in using the user name/password that you created when registering.

2.  Select the “Transit Benefit Application” link.


3.  Select your agency from the pull down menu.

4.  Select the Withdraw bullet and click Proceed.

Note: After the application, recertification or change request has been approved by the Mode’s Approving Official and Manager/Fund Certifier, the system will notify you via email.

