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· Log on to http://transerve.dot.gov.
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· Click on the “Other Federal Employees” tab.
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· Click on “Forms”.
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· Click on “U.S. Department of Education”.
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· Click on “Integrity Awareness Training”.
· Complete the Integrity Awareness Training.
· Ensure you print and fill out the completion certificate.      Note: You only need to print the last slide (#47)
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· Click on “Transit Benefit Application and Worksheet”.

Clicking on the “Transit Benefit Application and Worksheet” link will take you to the Transit Benefit Application website (https://transitapp.ost.dot.gov)
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· Type in the User Name and Password that you were given.
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· Select “Approval Section” from the menu.
· Select either “Pending Supervisor” or “Pending Manager” from the drop-down menu.
Note: Executive Officers should select “Pending Supervisor” and the Transit Benefit Coordinator should select “Pending Manager” 

















Used to enter a new transit application, withdraw from the program, request information on the program or change an existing account.     












Used to update Name, User Name, Phone Number, Email Address and Agency.
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· The “Approval Section” will show all of the pending applications for the approving official’s particular agency.
· There are four types of Pending Applications:
1) New
Any employee who is applying to the transit benefit   program for the first time.

2) Recertify
Used during agency recertification of existing participants.

3) Change
Any employee that changes information on their application (i.e. moved and commuting cost changed).

4) Withdrawal
Any employee wishing to withdraw from the program.
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· To view an employee’s full application, click on the  employee’s name.
· Doing so will display the completed application.
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· Applications can be “Approved” or “Disapproved” using the appropriate button(s).
· If the application is disapproved, a reason must be supplied.  The employee will receive an email stating their application has not been approved.  The email will contain the reason for disapproval, which will assist the employee in fixing the error.
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· Click on “History” to see employee’s transit benefit application history 
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