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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. Federal Labor Relations Authority”.
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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)

[image: image7.png]Y m——

WRANServe

~ business in motion ~

User Name: [VOWENS
Password: [o . Forgot Password?

NOT REGISTERED YET?  Register

Tuesday, May 13, 2008





· 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.

[image: image11.png]€ o /anstap ot o govindes cinmethod=appio showpenstapreamber-3278ictatus-NEWHstotus-NEW

WRANServe

~ business in motion ~

Home Transit Application _Approval Section _Utilities Logout Welcome STAN HODGE

Approve | Disapprove | cancel
Reason for Disapproval:
History]
TRANSIT BENEFITS WORKSHEET
] Total
Mode of Transportation Daily | Weekly | . iy,
Exponse | Expense | 1
xpense
Bus to Work o of Company
(lacal) § § §
Bus from Work o of Company
(lacal) § § §
Other Bus Mode to Work o of Company . . N
(commuter or county)
Other Bus Mode from Work [Ey— . . N
(commuter or county)
; [Ep—
Rail to Work
(MARC, VRE, Metro, other) METRO $225) S5 54500
p e o Company
Rail from Work
(MARC, VRE, Metro, other) METRO $225) S5 54500
Gt o [
e $ $ $
G ok [
e $ $ $
Subtotal: § 90.00
Cometing Daiy and Weekly Cost to Monthly Cost
10 hour workweek and compressed workweek
8hour work day conversion | 9-hour wark day conversion | 10-hour work day conversion
ol Comt [N Gaye [Ty | Caly ot o Gaye [Tty Doy ot [ | Ty
s~ [con s | o s [con
s |xm |smm s N s s
Other Work Schedule Conversions Weekly Work Schedule Conversions
(telecommuters, part-time, manxifex, etc.) =





[image: image12.png]€ o /anstap ot o govindes cinmethod=appio showpenstapreamber-3278ictatus-NEWHstotus-NEW

Other e, from o Name of Company

[ [ [

Subtotal: § 90.00

Converting Daily and Weekly Cost to Monthly Cost

40-hour workweek and compressed workweek

8-hour work day conversion | 9-hour work day conversion | 10-hour work day conversion

Daly Cost | Mo Days | Totl Vomly | Dally Cost | No. Cays | Toal Morily | Oay Cost | No.Gays | Tt ity
ired [ Cont ied | ot iked | Cont
sas [xm |sao s v s s i B
Other Work Schedule Conversions
(telecommuters, pat-time, maxlex, etc.)

Weekly Work Schedule Conversions

Dally Cost | Number ofcommute days ot Neritly | Weekly Cost | Namber of asks ol ety
per mort, Coxt per mort, Coxt
s . oy s s i s

Ermployees are responsible for adjusting their monthly transit benefits each month in ,Tﬂ‘:‘:"hly
accerdance with their actual work commute each morth, o 0
TRANSIT BENEFITS APPLICATION
STATUS: [NEW]

Smart Benefits Program: NO

Identifier: 1234 (as 4 Soc Sty tumber)

Name:  BLANCHARD VICTOR

@ e n
Email Address: VBLANCHARD@FLRA GOV Work Phone: 202-123-4557
Region: DC Vendor: WMATA
Location/Building: Transit System: Transit (Rai)
ary: Chillan

1 certify that my usual monthly commuting costs are: $90.00

RESIDENCE INFORMATION

Address: 1111 Litle Church West Court

City: Crofon State: MD Zip: 21114

Approving Official: STAN HODGE

Manager/Fund Certfier: STAN HODGE Phon





[image: image13.png]€ o /anstap ot o govindes cinmethod=appio showpenstapreamber-3278ictatus-NEWHstotus-NEW

40-hour workweek and compressed workweek

8-hour work day conversion | 9-hour work day conversion | 10-hour work day conversion

Dy Cost |No Days [TotslMeretly | Dally Cost [No_Days | Total Morahly | Dally Cost | Mo Days | Ttal ey
ot | Lot woked | Coxt okt |Cont
sam  |xm ss000 s B s s B s

Other Work Schedule Conversions
(telecommuters, pat-time, maxlex, etc.)
Daly Comt | Namberof commte days Wieedy Cost [ Namberot weeks | Toal borey

per mort, per mort, Coxt
s . oy s i s

Weekly Work Schedule Conversions

Total
Monthly
Costs § 90.00

Ermployees are responsible for adjusting their monthly transit benefits each month in
accordance with their actual work commute each month

TRANSIT BENEFITS APPLICATION

STATUS: [NEW]

Smart Benefits Program: NO
Identifier: 1234 (s of Secal Secury Nomber)

Name:  BLANCHARD VICTOR
) ) an

Email Address: VBLANCHARD@FLRA. GOV Work Phone: 202-123-4567

Mode: FLRA Region: DC Vendor: WMATA
Admin: FLRA  Location/Building: Transit System: Transit (Rail)
w/Military: Civiian

1 certify that my usual monthly commuting costs are: $30.00

RESIDENCE INFORMATION
Address: 1111 Little Church West Court

City: Crofton State: MD
Approving Official: STAN HODGE
Manager/Fund Certifier: STAN HODGE
SmartTrip Card Number: NA

Comment:

Tuesday, May 13,2008 5





[image: image14.png]WRANServe

~ business in motion ~
Home Transit Application Approval Section Welcome STAN HODGE

Approve | Disapprove | cancel
Reason for Disapproval: [iame s cormpielsly iled aul Wissing middie ]
story]
TRANSIT BENEFITS WORKSHEET
] Total
Mode of Transportation Daily | Weekly | . iy,
Exponse | Expense | 1
xpense
Bus to Work o of Company
(lacal) § § §
Bus from Work o of Company
(lacal) § § §
Other Bus Mode to Work o of Company s s s
(commuter or county)
Other Bus Mode from Work o of Company . . N
(commuter or county)
; [Ep—
Rail to Work
(MARC, VRE, Metro, other) METRO $225) S5 54500
p e o Company
Rail from Work
(MARC, VRE, Metro, other) METRO $225) S5 54500
Gt o [
e $ $ $
G ok [
e $ $ $
Subtotal §90.00
Cometing Daiy and Weekly Cost to Monthly Cost
10 hour workweek and compressed workweek
8hour work day conversion | 9-hour wark day conversion | 10-hour work day conversion
ol Comt [N Gaye [Ty | Caly ot o Gaye [Tty Doy ot [ | Ty
s~ [con s | o s [con
s |xm |smm s N s s
Other Work Schedule Conversions Woskly Work Schodule Canversions
(telecommuters, part-time, manxifex, etc.) =





· 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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