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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. Goto: https://ftips.navy.mil (Note: “https” is required in the web address.)
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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.

Transpoertation Divcentive

Program System

Technical Support
Epulacwws ravy ™
H619-5534884, or 1-810-553-4321

Contact TIFS Gup0od

ThEs 1§ an Orifcsal OFSce of Financial Opaaion YWk Site

Select Login Method

= Conmmon Access Card [CACY
7 username and Fassword

 LoGm |

Raguarar 1or & Hearw Accolm

B & Sty Nela

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.

Command Information

Is Your UIC Information Correct? p Fino UIC

If the Command information below is not correct, please click on the Find UIC button to search for
your correct Command.

UIC: NEE0O01
Command: SPAWAR System Center

Installation:
Select Installation -

[ Yes, the Command is cormect ]

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.

Current Status

Application Status

Applicant Information UIC-Command Reviewing Official
MORLEY, CHRISTINEA Information Installation: NB Point
UIC: 00024 Loma
Mot Enrolled
N HotEnm o Command: Reviewing Official: Doe,

NAVSEASYSCOM John M
Phone: 619-555-5555
Ext: 123
Email:

john.m.doe@example com

Commuting Costs

You are not enrolled. You have not certified your actual mass transit commuting cost.

Status Request

Request Description

To enroll, start a new enrallment application today.
You do not have an active application to recertify.

You do not have an active application to change.

You do not have an active application to withdraw.

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.

Enroliment Steps Update Personal Information

If the below DEERS information is not correct, click this link fo go fo the DEERS website to update your
data. Information will be populated in TIPS after the next data refresh.
&) COPY ALL DEERS: Personal

Personal Information FROM DEERS Information

First Name * Christine 4 First Name: PERSON
Last Mame * Test 4 Last Name: TEST
.
T AGETIEEY Middle Name A 4 Middle Name:
M, Your enrollment form will be saved Street 1* 123 Apple Street 4 Street 1: 12345 Main Street
1 every time you navigate to a Y
dillemiri peige. Street 2 4 Street 2
City * Nowhere 4 City: Nowhere
Point of Contact _———
State * CA - California b 4 State California
nile filing outthe [NV 4 Zip Code: 92101-
your Reviewing
WorkPhone g1 cceco85  Ewi: 4 Work Phene: 555-555-5555
Work Email * christine.test@example.org 4 Work Email- test person@navy. mil
Close Enroliment Form 4m Previous Conminue M-

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

Supervisor Information

Your supervisor will be required to approve your employment, work schedule, and work location.

Last Name *  TEST

on First Name *  PERSON
Supervisorinformation

Organization Information Work Phone * 3945554782 | Ext-

Applicant Certification Work Email *  test.person@example.com

Completion

Elunﬁnn Eined test,persun@sxampls,com
Your enroliment form will be saved
3 ™ every time you navigate to a
\_ different page.

Point of Contact

Ifyou have any g s while filling out the
application, please contact your Reviewing
Official

Close Fnrollment Form 4m Prruioiis Continie

c. Organization Information. Enter, or modify if necessary, information about your work
location, Command, Applicant Type, and your RO.
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Enrallment Steps

Work Location
Wark Locatian
Addrass:*

Caty*

State

Zip Code:*
Temporary Dates

Command

uic:

Command Hame
Major Command;
Applicant Type
Serace Type*
Personnel Type:*
Aderun *
Appropriation
Rervivwing CHficial
Installation:*

Fhane:
Emai

Rewewing Oficral *

Close Enroliment Form

April 2013

Organization Information

12345 Test 2

(Enfar adaress, buiding number, efc. of acfual wovk focation)
Mawhors

AL - Alabama -

99999

o

{Only populate i you am on a temparry asaigamant for morm than 30 days and lesa fhan 1 year, (6 TOY
femporary hire)

MEEDD1
SPAWAR System Center
SRAWAR

US. Navy -
Cvilian -
Cralin =

WCF =

TIPS TEST Instaltation -
Test, John -
555-555-5565

4. Previous Contmue

d. Expense Worksheet. Enter your work schedule, mode of transportation, and additional
information then it will calculate and validate the data for you.

in Program

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

Application Number: 32627
@ current Status: Hot Submitted
Personal Wark Supervisor UIC - Command Reviewing Official
Test. Christine A Work 12345 Test St TEST. PERSON Serace US. Nany TIPS TEST Installation
123 Apple Str Location 3945554782 uic: NG5O0 1 Test, John
Nowhere, CA 55565 Address test person@example com  Command  SPAWAR System 5565555555
Cty.  Nowhere Name Cantar John Test@example org
State AL Personnel Type: Cahan
Zip Code 93999 Approprition.  WCF
Work  619.555.5555
Number
Wiork  christine test@exsmple.org
Emai
Commuting Costs | e |
Work Schedule: 820 Work Week (regular schedule)

SUN MON TUE WED THU FR1 SAT

RDO 0 Ne ne e ne ROO

RODO 0 e nNe e NG ROO

Name of Frequency of Total Monthly Expense.
Made of Transpormation o promais Cost > '
Rail to Wm(wmw::":mn subvay. o bt o o Daily 00 S

Additional

Monthly Expense Allowance
$16.00

Ciose Enrolment Form

4= Prevous

f. Applicant Certification. Check the several ‘| certify that” statements that are displayed
then click Submit Application to send the application to your Supervisor for approval.

TIPS Participant Quick Start Guide v1.0
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Enroliment Steps

ArpLicant CerTIFICATION

m This Certification concerns a matter within the jurisdiction of an agency of the United States and making a

false, fictitious, or fraudulent certification may render the maker subject to criminal prosecution under Title 18,
United State Code 1001, Civil Penalty Action, providing for administrative recoveries of up to 510,000 per
violation, and/or agency disciplinary actions up to and including dismissal. Lost, damage. destruction, or theft
of fare media shall be p d in accord: with Dep of Defense Financial Management
Regulation Volume 12, Chapter 7

[711 certify that | am emplayed by the Department of the Navy (UU.S. Navy or U.S. Marine Corps) and | am nat a contractor.
[711 certify that this infarmation is accurate and agree to notify the installation POC of any change to the information provided.
[C11 certify that the monthly transit benefit amount reported on this site does not exceed my monthly commuting costs.

[CI1 certify that | will use this benefit for my daily commute to and from work and will not transfer it to anather individual.

Your enroliment form will be saved [711 agree to notify the installation POC should the fare amount and/or my ridership level increases/decreases.

Svn D e YK AGHIE O & [711 certify that upon transfer, separation, termination of emplayment or retirement/resignation, | will retum any unused
G vouchers or outstanding debt to the installation POC.

[C11 certify that the transit benefit | am receiving meets the criteria outlined in IRC 26 Section 132(f) as well as any further

Point of Contact
st letosd il restrictions mandated by the DON.

Ifyou have any que: s while filling out the

application, ple; ntact your Reviewing Mot Accept Submit Application

Official

Close Enroliment Form 4m Previous

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.

TRANSPORTATION INCENTIVE PROGRAM PRESET RS EE RS E S Logour

OutsE THe NaTioNaL CapitaL REGION

Program Information

Eligibility
Privacy Notice
FAQs Applicant Information

UIC-Command

Reviewing Official

My Information TEST, PERSON Information Installation: NB Point Loma

Current Status Date Enrolled: 02/14/2013 uic: 00024 Reviewing Official: Doe,
Command: John M

i Rl g AErihica NAVSEASYSCOM  Phone: 619-555-5655

Recertify Application Ext: 123

Change Application Email:

withdraw from Program John m dos@example com

Return Unused Fare Media

= Pised Fare Heds Command Information
Application History

Review Ethics Training uIC: 00024
Command: NAVSEASYSCOM

£

Installation: NB Point Loma If you have any questions

Reviewing Official: Doe, John M completing this application,
please contact your Command

Phone: 619-555-5555 Ext: 123 TIP Reviewing Official shown
Email: john.m doe@example com above. Use the "Help” icon to
find this information during the
application pracess.
CoONTINUE WP

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.

Application has been approved by Reviewing Official, but applicant is

Approved not yet enrolled.

Enrolled Currently enrolled in the Transportation Incentive Program.
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