Transit Benefit Online Application

Frequently Asked Questions (FAQs) - Participants

Question:        Whom do I call if I have questions about the online Transit Benefits Application and Integrity Awareness Training?
Answer:          You should call the Helpdesk at 708-HELP (4357), Option #3.  A helpdesk representative will create a ticket for your questions/concerns and forward the ticket to the Transit Benefits Office.  A Transit Benefits Coordinator will contact you within 4 hours of receiving the ticket to discuss your questions/concerns.  

 

Question:        Is it necessary to complete the Online Integrity Awareness Training?
Answer:          Yes.  All transit participants are required to complete the Online Integrity Awareness Training to gain an understanding of the Transit Benefits requirements and participants’ roles and responsibilities.  

Note:  Applications will not be approved by the Approving Officials if the IAT Certificates are not provided.  

 

Question:        How do I receive my certificate for the Online Integrity Training?
Answer:          After completing theOnlineIntegrity Awareness training, you should print the entire document, sign the certificate page to confirm completion, and provide the signed certificate to your Executive Officer or his/her Designee.  Your Executive Officer or Designee will submit a copy of the training certificate to the ED Transit Benefits Office. 

 
Question:        When registering my information, what do I use as my User Name?
Answer:          You must use your official payroll name as your User Name (i.e., the name that appears on your ED ID Badge).  Your user name should be entered in the following format:  First Name.Last Name (Note:  Please do not include your middle initial in your User Name).  Your middle initial should be included in the field shown as “Middle Name” on the registration screen.  

 
Question:        Is the User Name case sensitive?
Answer:          Yes.  

 
Question:        Are there any password rules?
Answer:          No, there are no rules or naming conventions for passwords.

 
Question:        When completing the application, do current participants need to select the button shown as “enroll in the transit benefit program” or “recertify?”
Answer:          Current and new participants should select certify/enroll. 

 
Question:        How do I determine my actual commuting costs?  
Answer:          You may access the following transit links for help in determining your commuting costs:
                        www.wmata.com - Washington Metropolitan Transit Authority (Subway/Vanpool/Bus)
www.mwcog.org/commuter/ccindex.html - Commuter Connection
www.mtamaryland.com - Maryland MTA (Bus)
www.virginiadot.org - VDOT
www.vre.org - Virginia Railroad (Rail)
www.commuterpage.com - Transportation options for the Washington DC Area

 

 

Question:        On the Transit Benefits Verification Worksheet under the “Mode of Transportation and Expense section,” can I combine my “To Work” and “From Work” commuting costs on the same line?
Answer:          No.  These costs should be entered on different lines unless you are commuting one-way or participating in a vanpool.  If you commute two-ways and do not complete the “to work” and “from work” commuting costs on separate lines, your Approving Official (Executive Officer) will disapprove your application, and it will be returned to you for correction.

                        Note:  Vanpool participants are required to combine their “To Work” and “From Work” commuting costs on the vanpool line of the worksheet under “Total Monthly Expense” column.

                                
Question:        Am I required to complete one or all of the expense columns of the Transit Benefits Verification Worksheet (i.e., daily expense, weekly expense, and total monthly expense)?
Answer:          No.  The daily expense and weekly expense fields are optional.  However, you are required to complete the “Total Monthly Expense” column.  If this is not completed, your Approving Official (Executive Officer) will disapprove your application and return it to you for correction.  

                        Note:  Your total monthly commuting costs should be calculated to the nearest dollar.  For example:  If your monthly commuting cost is $105.63, you should enter $106 as your total monthly commuting costs.  

 

Question:        How do I select two transit systems in the application?
Answer:          You should select the first transit system with your mouse, hit the “ctrl” key, and select the second transit system.

 

Question:        In the address field of the application, can we use a P.O. Box address if this is the address reflected on our official payroll records?
Answer:          Yes 

 

Question:        Who do I select as my Approving Official?
Answer:          You should select your Executive Officer or his/her Designee as your Approving Official.

 

Question:        Who do I select as the Manager/Funds Certifier?
Answer:          You should select the ED Transit Benefits Coordinator.

 

Question:        What do I enter in the field listed as “SmarTrip Card Number” if I am not receiving Smart Benefits.  
Answer:          You should enter “NA”.

 

Question:        Can I use one SmarTrip card to commute to/from home, work, and personal commuting or do I need two separate cards?
Answer:           The Transit Subsidy provided to you is for your commute to/from work ONLY.  If you use the same SmarTrip card for business and personal use, you must add your own funding for personal use.

 
Question:        Can I supplement my monthly transit benefit by putting additional money on my Smartcard in order to use the card for both Metro rail and parking? 
Answer:          Yes

 

Question:        How do I know if my application was approved or disapproved?
Answer:          You will receive an email notification when your application is approved or disapproved.  If it is disapproved, it will include the reason the application was disapproved.  

Note:  You may receive up to three approval messages.  Each time it is approved/disapproved by any of the approving officials (i.e., Executive Officer, Transit Benefits Coordinator, or DOT), you will receive a notification from the following author:  

“PTB Public Website Administrator”
 

 

Question:        If my application was disapproved, how do I correct it?
Answer:          Please follow the steps below to correct your application:

Access the TRANServe website:  http://transerve.dot.gov
Click "Other Federal Employees" tab
Click "Forms"
Click "U.S. Department of Education"
Click "Transit Benefit Application and Worksheet"
Log In (Type your User Name and Password) 
Select "Transit Benefit Application" 
Select button that begins with "Update Disapproved Application......."       
Click "Proceed"
Note:  You will see a message at the top of the application that provides a reason for the disapproval
Make the appropriate corrections
Click "Continue"
                  You should see a message that your application was updated      successfully
Note:  Once submitted, your application will have to go back through 3 levels of approval:  1) your Executive Officer, 2) the ED Transit Benefits Office (Funds Manager), and 3) the Department of Transportation (DOT).  The entire approval process will take 10 business days. 

 

Question:        What is the turnaround time to process/approve the online applications?
Answer:          The turnaround time to process an online application is 10 business days.  It has to go through 3 levels of approval (i.e., Approving Official, Manager/Funds Certifier, and DOT Contact) as shown in the order below:

· Approving Official (Executive Officer) – approves the application within 3 business days of receipt.  Once approved, the application is routed to the Manager/Funds Certifier. 

· Manager/Funds Certifier (Transit Benefits Coordinator) – approves the application within 2 business days of receipt.  Once approved, the application is routed to the DOT contact. 

· DOT Contact (Department of Transportation) – approves/processes the application within 5 business days.
Note (Smart Benefits): DOT’s rule of thumb is – for benefits to be effective for the next month. Applications must be submitted and approved by DOT on the 10th of the prior month. Ex: For benefits to be effective for April 1, 2010. The application must be submitted and approved from DOT by March 1, 2010.
 

Question:        How will I know when my application is approved?
Answer:          DOT will notify the Transit Benefits Office when the applications are processed.  For new participants and interns, the Transit Benefits Office will send an email to the participants to notify them that their applications were processed and when/where they can pick up their benefits.  

Question:        Do I need to reduce/adjust my benefits if I receive a monthly pass?
Answer:          No, the reduction does not apply to monthly pass holders. 

 

Question:        Why is the maximum number of days for transit benefits based on a 20-day work month when there are actually 21 or more days in most months? 
Answer:          The 20 workday estimate is based on the assumption that all employees do not work every day and it takes into account Holidays.  There is no accuracy in an estimate; however in working with DOT and other agencies, this is considered a reasonable estimate.  The same 20 workday estimate is used when employees withdraw from the program.  However, the estimate is reduced for 9 hour (18-work day) and 10 hour (16-work day) workdays. 

 
Question:        Do I need to go into the online application system every time I have to make a reduction/adjustment?
Answer:          No, you would not have to go into the online transit system unless your normal (usual) monthly commuting costs change.  Reductions for time off should be addressed at the quarterly transit benefit distributions for Transit participants.  Additionally, reductions for Smart Benefits participants should be done when you download your monthly benefits at any of the Smart Benefit machines. 

 

Question:        How do I withdraw from the program?
Answer:          Participants are required to submit the online withdrawal form 2-weeks in advance of their withdrawal date.  Withdrawal forms can be downloaded from http://connected/index.cfm?navid=307. Participants should complete the form in its entirety leaving the amount owed field blank then fax to 202-205-1866.  Upon receipt of the form the Transit Benefits Coordinator will contact DOT to determine if there is a fee amount to be returned.  If so the Transit Benefits Coordinator will then contact the participant or their Executive Officer.

 

Question:        What should I do if I lose my Smartrip Card?
Answer:          1)    Contact Metro Smartrip at 1-888-762-7874. Metro will charge $5 dollars from     your old Smartrip card to replace the card with a new card. They will register the card under your name and transfer any remaining funds from the old card to the new card. You will receive your new Smartrip card 3-5 business by mail.

· Once you have received your card. Email the OMFMSTransportationService@ed.gov with your new SmarTrip card number and the last 4 digits of your ssn.

 

For additional questions about the Transit Benefits Program, please refer to the Department of
Transportation’s FAQs at the following link: 
http://transerve.dot.gov/Frequently%20Asked%20Questions.html
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