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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”.
[image: image5.png]{/~ Training - Windows Internet Explorer

@@ ~ [2] to:#anserve.dot gov/U5 %20Department’z200f 20 ducation il

=149 { x Weooge

Fie Edt View Favostes Tools Help < Convert + P Select

Qz =IRANServe

- business in motion -

‘ DoT EMPLDYEE‘ OTHER FEDERAL EMPLOYEES

O ANSPO,

ABOUT TRANSERVE

BEST PRACTICES U.S. Department of Education

FINDINGS, AUDITS &
RECOMMENDATIONS Transit Benefitntearity Awareness Training

FORMS

FREQUENTLY ASKED
QUESTIONS (FAQs)

POC DESK GUIDE
ssistant Secretayfor
POLICY Applicants Guide Regions T i
REGULATIONS &
LEGAL INFORMATION Approving Oficial's Guide for Managers and
SMART BENEFITS Supenisors &)
TRAINING

TRANSIT LINKS

‘Transit Benefit Application and Worksheet

Appicants Guide 1)

ContactUs

CONTACT US

/G'SA Web Policies & Notices | Accessibilt | Privacy Policy | No Fear Act
00V, Last updated: 1172012008

I

4/Start| | Inbox - Microsoft O... | 4] Document] - Micro... | ] Department of Educ...| ) New Employee Ori... |[2 Training - Window.

[ [ Trusted stes

28 &4y

I

« 735 AM




· Click on “Integrity Awareness Training”.
· Complete the Integrity Awareness Training.
· Please print the entire document, add your name, and give the last page of the document to your Executive Officer for processing and keep the remaining pages for future reference.
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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.
· Click “Register”.
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· 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.
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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ENROLL IN THE TRANSIT BENEFIT PROGRAM
TRANSIT BENEFITS VERIFICATION WORK SHEET

Al employees are required to certify their monthly commuting costs by calculating to the nearest dollar for
their daily commute to work

Employees are reminded that parking fees are not eligible for transit benefits and should not be
included when computing daily, weekly or monthly commuting costs.

Instructions: Calculate your Total Monthly Mass Transit Expenses based on the way (daily, weekly,
monthly) that you pay for your commute. List your mode of mass transportation and how much it costs
you. All costs must be compted to a monthly expense

; Total
Mode of Transportation Daily Weekly Monthly
Expense | Expense !
xpense
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Gherde o Wk o o Company
s s s
Girote o o e o Corpany
s s s
o o oo
et = _:
[Coamot] s 206 ol

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
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· Complete the “Transit Benefits Verification Worksheet”.
· Complete the “Converting Daily and Weekly Costs to Monthly Cost” section. (See above instructions)
Remember:  Parking fees are not eligible for transit benefits and should not be included when computing daily, weekly or monthly commuting costs.
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· Fill out the transit benefit application.
· Ensure that you select the correct choices              from all from all drop-down menus.
· Click “Submit Application”.
Fill out Mode of Transportation (for example, Keller Bus)





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








Fill out Daily, Weekly or Monthly Expense from Work (Example: Weekly and Monthly)





Click “Calc Total” button








Insert your Total Monthly Cost








NOTE: Both the “Calc Total” and the “Total Monthly Cost” must match.





 Enter last four of SSN (Identifier)








Enter full names, email address and work phone.








Select appropriate choice for Agency, Region, Principal Office, Location/Building, Civilian/Military and Work Status fields.





Select Vendor








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








Enter Work Street Address








Enter Home Address








Select appropriate Approving Official (Executive Officer) and Manager/Fund Certifier (Transit Benefit Coordinator).








Manager phone is optional








Enter your SmarTrip card number or put “NA” if you don’t have one.








Click “Submit Application”
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