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♦ Click on “Transit Benefit Knowledge Check”. 
 
 

THIS INFORMATION IS VERY IMPORTANT TO TRANSIT USERS, AND IT IS STRONGLY SUGGESTED 
THAT EMPLOYEES REVIEW AND UNDERSTAND IT. 
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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. 
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♦ Click “Register”. 
 
 
 

NOTE:  ALL PARTICIPANTS (NEW AND CURRENT) MUST REGISTER THE FIRST TIME THEY VISIT THE 
TRANSIT BENEFIT APPLICATION WEBSITE. 
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♦ Complete the registration form. 
♦ You must use your official payroll name (i.e., the name 

that appears on your payroll records) as your User Name.  
Please note that if you do not use your official payroll 
name, you will be automatically removed from the on-line 
transit system during annual recertification. 
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♦ Click “Register”. 
 
 
 
 

 
 
 
 
 
 
 
 
 

♦ Enter your User Name and Password. 
♦ Click “Log In” 
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♦ Select “Transit Benefit Application” from the main menu. 
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♦ Select your Agency from the drop-down menu. 
♦ Click “Recertify/Enroll” (for both new applicants and 

participants who are recertifying). 
♦ Click “Proceed”. 
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♦ Read the terms and conditions of the Transit Benefit 
Program. 

♦ Click “I Agree” to proceed with the application process. 
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YOU MUST AGREE TO THE TERMS AND CONDITIONS OF THE TRANSIT BENEFIT PROGRAM IN 
ORDER TO PROCEED WITH THE APPLICATION PROCESS. 

 

APPLICATION TIP 
 

 Who is my “vendor” 

Vendor- The application asks for each vendor (transit authority) used for 
transportation to and from work. i.e., in the National Capital Region the vendor is 
WMATA which gives you three choices: WMATA, WMATA Senior and WMATA 
Disabled. 

WMATA – Select this vendor if you receive the Metrochek or use SmartBenefits. 

WMATA Senior or WMATA Disabled – Senior citizens (65 and older), persons 
with disabilities and customers with a Medicare card and valid photo ID ride for 
half the regular fare. On Metrorail, use a senior/disabled fare card or SmarTrip® card. 
On Metrobus, use a senior/disabled bus pass or SmarTrip® card or show your Metro ID 
or Medicare card and valid photo ID and pay the reduced fare. 

These cards only work on Metrorail, Metrobus or Metro Access. For instance, if you are 
a senior citizen and ride the Metrobus you may receive the WMATA senior farecard or 
SmarTrip® card. If you are a senior citizen and ride the MARC or VRE you must choose  
WMATA as the vendor to receive a Metrochek. The WMATA senior ticket will not 
work on the MARC or VRE . 

If you are a participant outside the National Capital Region, choose the vendor or 
voucher you receive in your area. For example, participants in Atlanta riding MARTA 
select MARTA-ATLANTA from the drop-down box.` 

MARTA-ATLANTA – Select this vendor if you ride the MARTA system in Atlanta. 

COBB COUNTY, COMMCHEK-GENERIC, DOUGLAS COUNTY RIDESHARE, 
GRTA-ATLANTA, TRANSBEN, or VPSI are other Atlanta options. 

If more than one vendor is used for your commute, select the one with the greater 
value. All vendor(s) must be listed by name on the worksheet portion of the 
application. Enter the name and monthly cost for each of the vendors you use to and 
from work. 
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♦ Complete the “Transit Benefits Verification Worksheet”. 
♦ Complete the “Converting Daily and Weekly Costs to 

Monthly Cost” section. (See above instructions) 
 

1) Fill out Mode of 
Transportation (for 
example, Keller Bus) 

 
2) Complete the Daily, 

Weekly or Monthly 
Expense to Work 
(Example: Daily and 
Monthly) 

 
3) Fill out Daily, Weekly 

or Monthly Expense 
from Work (Example: 
Daily and Monthly) 

 
4) Click “Calc Total” 

button 
 

5)  Complete the 
“Converting Daily and 
Weekly Cost to 
Monthly Cost” section 

 
6) Insert your Total 

Monthly Cost 
 
 
NOTE:  The “Calc Total”, 
the “Converting Daily and 
Weekly Cost to Monthly 
Cost” and the “Total 
Monthly Cost” must 
match. 
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REMEMBER:  PARKING FEES ARE NOT ELIGIBLE FOR TRANSIT BENEFITS AND SHOULD NOT BE 

INCLUDED WHEN COMPUTING DAILY, WEEKLY OR MONTHLY COMMUTING COSTS. 
 

 
 
 
 
 
 

♦ Fill out the transit benefit application. 

1)  Enter Employee ID  
 
2) Enter full name, email 

address and work phone. 
 

3) Select appropriate choice 
for Agency, Region, Admin, 
Civilian/Military and Work 
Status fields.   
 
NOTE:  The Admin field is 
to select your region.  The 
Region field is to pick your 
sub-region.  (Example: LA, 
San Diego) 

 
4) Select Vendor 

 
5) Highlight all Transit 

Systems used.  If using 
more than one, hold the 
“CTRL” key while 
selecting. 

 
6) Enter Work Street Address 

 
7) Enter Home Address 

 
8) Select appropriate 

Approving Official (Transit 
Subsidy Coordinator) and 
Manager/Fund Certifier 
(Select appropriate approver 
for your region). 

 
9) Manager phone is optional 

 
10) Enter your SmarTrip card 

number or put “NA” if you 
don’t have one. 
 

11) Enter any additional 
information in the comment 
box.  For example, notate 
multiple modes of 
transportation, multiple 
forms of fare media, 
different denominations 
needed, etc.                                      
D.C. participants: You must 
enter your metro on/off 
stop, as well.  
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♦ Ensure that you select the correct choices                            
from all drop-down menus. 

♦ Click “Submit Application”. 
 


