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1 Introduction 
This document is intended to be a quick reference to getting started with TIPS.  For more 
information about using TIPS, see the TIPS Participant Guide. 

2 Login to the TIPS Website 
To get started with TIPS, you will need a CAC card. 

a. Go to:  https://tips.navy.mil  (Note: “https” is required in the web address.) 

 

b. On the TIPS Login Page, click the Log In button under the heading for Participants and 
New Applicants. A screen will appear where you will “Select Login Method”.  

c. Ensure the circle next to Common Access Card (CAC) is checked. 

 

d. If you have an account, click the LOGIN button.  
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e. If you don’t have an account, click the Register for a New Account link.  A screen will 
appear where you will enter your new account information.   

Note: the password must be at least 8 characters long and must contain at least 1 
special character, 1 uppercase, 1 lowercase, and 1 number. 

3 Pre-Enrollment Steps 
The first time you log into TIPS, you will be required to provide your Command Information, 
including your Unit Identification Code (UIC), your Installation, and your RO. 

 

a. Select the installation you’re commuting to and the corresponding Reviewing Official 
(RO) and you will see a window displaying your Application Status (currently Not 
Enrolled), UIC and Reviewing Official (RO) information, and Commuting Costs and 
Status Request. 

 

b.  Click the ENROLL button. 
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4 Enrollment Steps 
Several steps will guide you through the enrollment process. If you have already submitted 
an application in the past but you’re no longer enrolled, you must re-enroll from the 
beginning. The steps of the enrollment process are listed on the left side of each screen, 
with a checkmark by the steps as you complete them. Each step is a link to the process. 

a. Applicant Information. Enter or modify your personal information and edit other related 
information.   

 

b. Supervisor Information. Enter information about your supervisor. Submit this form to 
your Supervisor for acknowledgement and approval. 

 

c. Organization Information. Enter, or modify if necessary, information about your work 
location, Command, Applicant Type, and your RO. 
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d. Expense Worksheet.  Enter your work schedule, mode of transportation, and additional 
information then it will calculate and validate the data for you. 

 

e. Applicant Review. Review, and update if necessary, information entered so far.  

 

f. Applicant Certification.  Check the several “I certify that” statements that are displayed 
then click Submit Application to send the application to your Supervisor for approval.  
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5 Participant Screens 
Once you have submitted an application, the first screen you see each time you log in will 
display “Current Status” and several links on the left. 

 

The Application Status at the top displays an applicant’s name, date, status, and UIC 
and RO information.  A typical status is one of the following. 

Status Description 
Not Submitted Application has been created but not yet submitted for approval. 
In Progress Application has been submitted but is not yet approved. 
Returned Application has been returned to the applicant for updating. 
Disapproved Participation in the program is disapproved. 

Approved Application has been approved by Reviewing Official, but applicant is 
not yet enrolled. 

Enrolled Currently enrolled in the Transportation Incentive Program. 

 


