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1 Whatis TIPS?

The Office of Assistant Secretary of Navy for Financial Management and Comptroller
(FM&C), Office of Financial Operations (FMO) is responsible for implementing and
overseeing the Department of the Navy’s (DON’s) Transportation Incentive Program System
(TIPS) Outside the National Capital Region (ONCR).

Transportation Incentive Program System (TIPS) is the website used to manage the DON
Transportation Incentive Benefit Program.

TIPS is intended to provide FMO with the tools necessary to strengthen internal controls and
mitigate fraudulent activities through automated solutions that validate data prior to
submission and decrease overall workflow processing time. The goal of these processes is
to:

o Reduce error rates of submitted TIPS applications

¢ Reduce the number of paper applications received for manual processing

¢ Reduce the overall processing time for applications

o Decrease administrative overhead by eliminating redundant effort

¢ Provide monitoring of applications by cognizant authorities

¢ Integrate process and policy certification of program participants (employees)
e Provide a secure, central repository of application data

The terms “employee” and “participant” refer to an individual who is in TIPS and are used
interchangeably.

2 Document Overview
This User Guide is intended for a Reviewing Official (RO) and is organized by these main
topics:

e Login to the TIPS Website

e Annual Training Requirements
e Home Tab

e Reviewing Official Tab

o Review Tab

¢ Rec/Rtrn Benefits Tab

e Reports Tab

e My Info Tab

e Help Tab

e Troubleshooting

Note: For information regarding the Vanpool Manager Tab — please see separate
documentation.

TIPSRO UG v1.1 Page 6 of 43



TIPS Reviewing Official User’s Guide July 2015

3 Login to the TIPS Website

To get started with TIPS, an RO must have been granted RO access to TIPS, and will need a
CAC card and access to a computer connected to the Internet. From there, the RO will perform
the following steps.

a. Open a web browser (e.g., Internet Explorer).

b. Type the following address into the browser’s address field: https://tips.navy.mil (Note:
“https” is required in the web address.) You will then be prompted to select a certificate.

Select a Certificate

Valid From: 2/5/2012 to 2/5/2015
iClick here to view certificate prope...;

| MORLEY.CHRISTINEA.123..
‘ D Issuer: DOD EMAIL CA-29

MORLEY.CHRISTINEA.123...

|
Issuer: DOD CA-29
Walid From: 2/5/2012 to 2/5/2015

Select either digital certificate and then click the OK button.

Click the Enter or Return key on the keyboard. A banner will be displayed telling you
that you are accessing a government information system.

Message from webpage - - =

Vou are sccessing a ULS. Government (USG) Information System (15)
L\ thotis provided for USG-authorized use only.
By using this 5 (which includes any device stteched to this IS], you
consent to the following conditions:

- The USG routinely intercepts and monitors cemmunications on this
IS for purpeses including, but not limited to,

penetration testing, COMSEC monitoring, network operations and
defense, personnel misconduct (PM), law

enforcement (LE), and counterintelligence (CI) investigations.

- At any time, the USG may inspect and seize data stored on thisI5.

- Communications using, or data stored on, this IS are not private, are
subject to routine monitoring, interception,
and search, and may be disclosed or used for any USG-authorized
purpose.

- This IS includes security measures (e.g,, authentication and access
controls) to protect USG interests--not for your
personal benefit or privacy.

- Notwithstanding the above, using this IS does not constitute consent
to PM, LE or Cl investigative searching or
menitering of the content of privileged communications, or work
product, related to personal representation or
services by attoneys, psychotherapists, or clergy, and their
assistants. Such communications and work product
are private and confidential
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e. Click the OK button to close the banner window. The TIPS website appears.

'E PROGRAM

REGION

The Department of Defense Instruction 1000.27
establishes a mass transt benefit program for outside
the National Capital Region. In accordance with this
Instruction the Department of the Navy (DON) has
implemented the Transportation Incentive Program
(TIP) for DON employees to help reduce their daily
contribution to traffic congestion and air pollution, as
well as expand their commuting aternatives. Effective
January 1, 2014, DON members are efigible for transit
benefits up to $130.00 per month (parking fees are not
included) for specific pre-approved commuter mass
transt transportation costs not to exceed actual
expenses.

TIP is designed to pay for mass transit costs incurred
by personnel in their local commute from residence to
permanent duty station. Participants must accuratety
claim an amount that reflects their actual commuting
cost failure to do so will result in a fraudulent
certification on the application and is subject to criminal
prosecution. This program is a benefi, not an
entitlement; thus, there is no retroactive reimbursement.

Program Contact Information and Technical Support

TIF Folicy FAQs

TIFS FA

This is an Official Office of Financial Operations Web Site

Login for Participants and New Applicants
receiving/requesting Mass Transportation Benefits

> ! inas rtrcrpant

{Navy, Marine C;

If you are participating or wish to participate in the Transportation I‘ncentive Program and do not

have an account, click here fo register.

Login for Supervisors and Reviewing Officials

©

©

Qs

Contact Us

Privacy & Security Notice

f.  Onthe TIPS Login Page, click the Sign in as RO button under the “Login for
Supervisors and Reviewing Officials” heading. Note: if you had been granted access
but you still get an authentication error, you may want to call the help desk.

4 Annual Training

When an RO logs into TIPS for the first time, they will see several pages regarding privacy
eligibility, and ethics training. The RO is required to go through the following steps to
proceed through these pages, and will not see them again for another year. After a year,
then every year after that, the RO is required to successfully complete the annual training for
Privacy, Eligibility, and Ethics Training in order to perform RO duties within TIPS.

a. A privacy act statement will be displayed.

TIPSRO UG v1.1
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TRANSPORTATION INCENTIVE PROGRAM
OUTSIDE THE NATIONAL CAPITAL REGION

Authority: 5 U.5.C. 301. Department Regulations; 5. U.5.C. 7305, Programs to Encourage Commuting by Means other than Single Cccupancy Motor Vehicles. 10 U.5.C. 131,
Office of the Secretary of Defense; E.0. 12191, Federal Facility Ride Sharing Pregram, E.O. 13150, Federal Workplace Transportation; and E.O. 5357 {S5N}.

Principal Furposes: To manage the Department of the Mavy Transportstion incentive Program incleding, but not limited to, evaluation and reimbursement of participants. To
track the sllocsted funds in support of the program and pravent misuse of those funds.

Routine Use{s): To the Department of Transportation for the purposes of administering the program andior verifying the eligibility of individuals to receive a fare subsidy.
Diats may be provided under any of the Dol "Blankst Routine Usss™.

Disclosure: Voluntary; however, failure to provide requested information may result in disapproval of the Mass Transportation Benefit Program Application.

[] 1 have read and understood the above program information.

b. Read the “l have read” statement and then click the checkbox to indicate you have. The
CONTINUE button will become available.

c. Click the CONTINUE button, and the eligibility statement will be displayed.

TRANSPORTATION INCENTIVE PROGRAM Welcome Christine A TEST!
Outsipk Tue Nationarn Carrmar REGion

Pravacy Evsomnmy

$

ELiGBILITY

TO BE ELIGIELE FOR THE TRAN SPORTATION INCENTIVE PROGRAM (TIF), PARTICIPANT § MU ST:

s Use a guslified mesns of transportation to commuts to and from work or designated telework center,
» Mot be receiving transportation bensfits from other sources.
« Fall within one of the following categories:

DON Active Military

DOM Reserve Militany on gualifying sctive duty for more than 30 days

DOM Federal civilian employess, incleding Federal employess on part-time work schedules and paid intemns
DOM NAF personnel employed by a3 duly constituted DOM non-appropristed funded instrumentality (MAFI)

Eal ol S

4m Previcus CoNTINUE W
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d. Read the Eligibility statement all the way to the end, and then click the CONTINUE button.
The Ethics Training page will be displayed.

TRANSPORTATION INCENTIVE PROGRAM Welcome Barbara Dine!

. Ovrsii Tue Namionar Carrmal REGION = ﬂ E g

TO BE ELIGIBLE FOR THE TRANSPORTATION INCENTIVE PROGRAM (TIP), PARTICIPANTS MUST:

* Use a qualified means of transportalion lo commute 1o and from wark or designated telewark center.
* Not be recening ransportation bensfits from ofher sources
o Fall within one of the following cafegories:

1. DOM Adive Military

DON Reserve Military an qualiying active duty for more than 30 days

DON Federal cilian emplogess. incusing Federal employees on partime work schedules and paid infems
DOMN NAF personnel employed by 2 duly consiuted DON )

THE FOLLOWING ARE NOT ELIGIBLE TO RECEIVE BENEFITS:

« Confractors
« DOM civiian employees and military members who are named on a federally subsidized parking permit.
* Vanpool owners who are drivers of passengers of a for-profitvanpool
o Miltary member, chilian, and NAF employee vanpool drivers riding at no cost of receivi monetary or etary, for driving the vanpool
» DOM Resenists wha are grilling of raining in an inactve duty for raining status.
& Students o ofhers who provids voluntary sefvice.
« NaF employed personnel whose salary is not funded by a duly consBtuted NAFL
« Resenve Officer Training Corps students unless ey are enlisted and serving on acive duty.
« DOM military retireas and DON civilian refirees unless omerwise eligiole.
« Maitary dependents unless otherwise eligible.
! and ciilian and benefits from other sources. forthe same C

. y
are permitted

Close Enrollment Form Conraue mp-

e. Read the Ethics Training Page and scroll down to view each certification statement.

TRANSPORTATION INCENTIVE PROGRAM
OutsipE Tue NATIONAL CAPITAL REGION

Prmvacy Evszaime Enace Tranane

¥

Ethics Traming

Ethics Awareness

Reviewing Officials (RO) are required to take 3 brief sthics training. The training informs ROs of important ethical condect associsted with managing 3 local Transportation
Incentive Program.

m

Program Certification
By signing, you are attesting that the statements made below are true:

| certify that | understand that:

[ 1.1 have been identified by my Command to serve as a Reviewing Official or Alternate Reviewing Official for my Command andior local Installation” s | 4
Transportation Incentive Program. -

4 Previcus Einjzie

f. Click the box next to each statement to certify you have read and understood it.
g. Click the I have read and understand the above program information checkbox.

h. Click the FINISH button. (Note: it is grayed out until you check all boxes on the page).
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5 Home Tab

Once you log into TIPS, the Home tab displays information about TIPS. The home page will
display new features, training dates and materials, as well as important dates and reference
material.

!t ANS / N INCENTIV RAN Welcome CHRISTINE
—/Aii\— TRANSPORTATION INCENTIVE PROGRAM

Outsipe Tue NatioNaL Caritar REGION

Office of Financial Operations |

w Reviewing Official Review Rec/Rtrn Benefits Help

—_— p_—
Transportation Incentive Program Training Materials

What is TIP? Training Materials

The Department of Defense Instruction 1000.27 establishes a mass transit benefit program for outside the

National Capital Region. In accordance with this instruction the Department of the Navy (DON) has . Participant User's Guide 5
implemented the Transportation Incentive Program (TIP) for DON employees to help reduce their daily = . Participant Quick Guide

contribution to traffic congestion and air pollution, as well as expand their commuting alternatives. . Supervisor User's Gu

Effective April 1, 2013, DON members are eligible for transit benefits up to $245.00 per month (parking . Sy or Training s

fees are not included) for specific pre-approved commuter mass transit transportation costs not to exceed . Re Official Guide &

actual expenses.

S
Important Dates

TIP is designed to pay for mass transit costs incurred by personnel in their local commute from residence to
permanent duty station. Participants must accurately claim an amount that reflects their actual commuting Importa nt Dates
cost. Failure to do so will result in a fraudulent certification on the application and is subject to criminal

prosecution. This program is a benefit, not an entitlement; thus, there is no retroactive reimbursement.

The application deadline for the July TIP

distribution (for benefits that can be
How does TIP work? used in August) was COB Tuesday,

June 18, 2013.

Future Deadlines: -

On behalf of the DON, the Department of Transportation (DOT) purchases and distributes prepaid “fare
edia” (transit passes, farecards, or vouche o DON memb emplovees for authorized ma an

TIPS Newsletters and Archives s LiNkS _—'
Information TIP Newsletters and Archives = Links
Installation Points of Contact Ell e— 013 Mowelattare

6 Reviewing Official Tab

This tab displays the Reviewing Official page which allows an RO to find one or more
participants, using any of a number of search criteria, including application number and/or
status, UIC, and other search criteria.

Home Supervisor [UEVEWIPL S program Office  Review  Rec/Rtrn Benefits  Installation Manager  Vanpool Manager Reports MyInfo  Help

Reviewing Official Page
D jon status @ participation status @ popenen” ﬁgprwed ;‘::ld:“::‘;} ;‘Z:l:‘f;‘;‘} Has Recertified Has Type of Benefits
e I — [ 9 | N | [l e
Supervisor o e c ing Cost Vanpool Eligibility Date
[ I J[ LookUpOrgCode [[Any v][any V] [ 3] [ CookUp Vanpaal JAny ]
Results per page: Find Clear Filters

6.1 Find Button

If you click the Find button without entering any search criteria, all the records of participants
in TIPS for whom you are the RO will be displayed. To find specific information, enter
various search and filter criteria, and then click the Find button.

6.2 Clear Filters

When an RO clicks this button, it will reset all search criteria to blank and all drop-down lists
to “Any”.

TIPSRO UG v1.1 Page 11 of 43
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6.3 Results per page

This dropdown menu allows the RO to choose how many results are seen in a single page.
The default is 50, but the RO may choose to see 100 or 250 results per page instead.

6.4 Search and Filter Criteria

Desired search and filter criteria may be used to narrow the search for participants. You can
enter one or more filter criteria, and click the Find button. If there are matching records, a
list of participants will be displayed based on your search criteria.

Most search and filter criteria are self-explanatory. Where the criteria is not self-explanatory,

we will go into more details below. Search fields include:

Search Criteria

Description

Application 1D

Application ID contains only numbers.
You must enter the entire id.

Application Status

See below for more details.

Participation Status

See below for more details.

Supervisor Validated

Select Yes or No to determine if the
supervisor has validated the application
or not.

Last Name

Enter full or partial name of participant.

First Name

Enter full or partial name of participant.

Has Recertified Application

Select Yes or No to find applications that
have or have not been recertified.

Has Suspended Application

Select Yes or No to find applications that
have or have not been suspended.

Type of Benefits

Select between Bus, Ferry, Rail or
Vanpool.

Supervisor See below for more details.
Organization Code Enter Organization Code.
Installation Select from Installation Drop down.

Commuting Cost

Select from the options related to
Commuting Cost — Greater than, Less
than, equal or between. When you use
this option, another field will be displayed
for you to enter the value(s) for the
search criteria.

Vanpool Enter the vanpool name. If you do not
know the vanpool name you may use the
“Look Up Vanpool” tool to find it.

Eligibility Date Select from the options related to the

Eligibility Date - Before, On or After.
When you use this option, another field
will be displayed for you to enter the date.

TIPSRO UG v1.1
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6.4.1 Application Status

The Application Status drop-down menu is used to filter applications based on their status
within the TIPS Application. This status is based on the workflow within the TIPS
Application. The following choices are available:

Status Description

Any Any status; no filter is applied.

All Active Any application that is not submitted, in progress, returned, or
approved.

All Not Active | Any application that is disapproved or withdrawn.

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
not yet enrolled.

Withdrawn Application is closed out; participant is no longer receiving benefits

Approved

If you click the value In Progress, and then you click the Find button, only those employees
whose applications are “In Progress” and waiting for Supervisor and/or RO Approval is
displayed.

Reviewing Official Page @ o
S RO Last N: First N
Application 10 appiication status @ participation Status @ Supervis RO ovea | atllame Firstame Has Recertified Application Has Suspended Application Type of Benents
[ [lnress - e i R —
Supervisor uic Major Command  Installation Commuting Cest Vanpool Eligibility Date
[ | [eckueue | [ ] [an v e v] ][] ook Up Vangoat ] Ay~
Results per page: Find Clear Fiters (Create New Application
Actions: @ Heip Records 1-1 of 1 Export to Excel (@) Heig:

Major =
Participation o Cartified Monthly _ _ :
o 1.u;v|m:nd Approved Date  Con D o Types of Bensits Installation Eligibility Dale

upervisor
Validated

Application ID  Application Status

[m] 047242 In Progress Not Enralled No No Dine, Berbare NNNNNN 39 08/03/2015 $482.00 Bus, Vanpeol TIPS TEST Installstion 08/03/2015
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6.4.2 Participation Status

The Participation Status drop-down menu allows the RO to filter applications by whether

they are Not Enrolled, Enrolled, or Withdrawn within the Department of Transportation
(DOT) System.

Status Description
Participant is not yet processed in the Department of Transportation (DOT)
Not Enrolled ; - .
system and is not yet receiving benefits.
Enrolled Participant is receiving benefits.
Withdrawn Application is closed out and participant is no longer receiving benefits.

6.4.3 Supervisor

The Supervisor search criteria field allows you to search for applicants working for a
particular supervisor.

a. Begin to enter the last name of the Supervisor and a list of supervisors who match the
letters you've typed will be displayed.

Supervisos
1

VAN, HUNG PTEST, iest@eample com, 619-553-6261 e 666
VERA PEDROLUIS, pete vera@navy mil, 619-571-4206
VETTEL MARK EDWARD, mark vesei@navy mil, 619-524-2050
VUONG, CHANH L chamn wuong©navy mill, 619-553-3469

b. Click the correct Supervisor name to select it.

Note: Supervisors listed are only those for applicants for whom you are the RO.

Note: Only Supervisors who have registered for TIPS will be available in the drop down.
Note: If you enter the name of a Supervisor who is not found in the suggested list of names,
then ALL applicants will be displayed, as if you had not used the Supervisor search criteria.

TIPSRO UG v1.1 Page 14 of 43
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6.5 Application ID

Once a new application has been created, it is assigned an Application ID. This is an auto-
generated number seen on the Reviewing Official page in the Application ID column. It
applies to applications whether they are submitted or not, and to applications uploaded by
the system from DOT.

Reviewing Official Page

Application ID Application Status Participation  SupervisorRO Last Name First Name

Status Validated Approved(starts with) (starts with
Any h¢ Any v Ay v Ay -
Type of Benefits Supervisor uic Installation
Any v Look Up UIC Any
Results per page: 50 ~ Find Clear Fiters Create Ne
Actions: v (@ Heip Records 1-21 of 21
. Application Participation Supervisor RO
M Appication D Status Status Validated  Approved
032668 In Progress Not Enrolled No No DINE, BARBARA J NE&001 06/17/2013
[l 032630 Not Submitted Not Enrolied No No Doe, John 000000
000084 Returned Not Enrolled Yes No Grothe, Christian T NNNNNN

The Application ID is also a link which, when clicked, will open a new window and display
the application for that participant. The content is read-only. The new window includes a left
menu option to display an audit history, history of benefits, and an application history, all
which are preserved regardless of timeframe or how many times the participant has
received benefits. In addition, it contains links which allow you to add audit comments,
change the application status, and recertify the application.

Note: If the Application Status is Not Submitted, clicking this link will display the Enrollment
screen to continue the enrollment process for this applicant.

a. View Application - The page that is active when you open an Application ID is the same
as if you had clicked the View Application link, highlighted in the list of menu items on
the left side of the screen. Here you review the contents.

TIPSRO UG v1.1 Page 15 of 43
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View Application Personal and Work Location Information
Add Audit Comment
Audit History Application Number: 54314
Change Application Status i DoT Customfer IP: Not Available
e A Current Application Status: In Progress
. Disapprove Application
e ta s e Personal Work Supervisor Org Code Reviewing Official
: Return Application
"""""""""" Dine, EBIZ E11111111 TEST, Sernvice: DFAS DFAS Cleveland - (Bratenahl)
i VihdmwAppleaton | PERSON1363634741J  Employee PERSON1242825680  Major 20 - DFAS Vaughn, Brenda K
| Reactivate Application Home Street 1 Number: 555-555- Command: 216-204-7007
q 7 Home Street 2 Work 123 Main Street 5555 Ext: 555 Org Code: ZBD brenda k.vaughn2.civ@mail. mil
Recentify Application Home Test City, CA Location test@example.com OrgName:  BudgetFinance
History of Benefis 12345-6789 Address: Personnel  Civilian
City: Cleveland Type:
Application History State: OH Appropriation: WCF
Zip Code: 44101
{IploRdad Doodmerns Work 555-555-
Email Supervisor Number: 5555 Ext: 555
Email: test@example.com

Commuting Costs
Work Schedule: 8/20 Work Week (regular schedule)

SUN MON TUE WED THU FRI SAT
RDO 8 8 8 8 8 RDO
RDO 8 8 8 NC 8 RDO

b. Add Audit Comment - This link allows the RO to provide comments that are only
internal viewable by the RO and program office personnel, in the Audit History. The
Audit History will not be visible to the participant from the Application History page.

Add Audit Comment to Applicant File

Comments will be viewed from Audit History menu item and will not be visibled from the Application History page. Only
Fucit Hezory program office personal will be able to view these comments.

Eere iz a comment added with the Add Audic Cooment link th zeviewing an applicaticn.

...................
...................
...................

1. Enter text into the comment box then click the Submit Audit Comment button. The
Audit History window will be displayed with the new comment.

c. Audit History — Here an RO will see a list of comments that were added with the Add

Audit Comment link, as well as any records of when an application has been flagged or
a flag has been removed.

e —— Audit History
———  EE N
Aaxdit
BE2013 TEST, Christine Auart mt
Changs Appiicaion S ) Hene k3 COMmMSnt 30090 W e A0 AUIR Comment Iink when reviewing 2 apolicstion.
Agprove Apgiicasan Application Fiagged for Auat
bammama e SN2013 SYETEM Agolication #110 h=s been ftagged for 10
Drapprorve Application
Fetumn Apgiicasion
Withdraw Applicesion
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d. Change Application Status — displays a statement that the RO has reviewed the
applicant’s information, along with information about the application. The next 5 links in
the list are associated with changing an application status.

Wew Agplicarion Change Application Status
Add Aacdin Commen.
— As the Reviewing Official'Program Office fior the applicant, | have reviewsd the spplicant’s information and requested benefits.

e Applicant Name: Degroot, Marylou T

Anprawve Agplcation Application 1D: 110
e e e Application Validated: Mo
o DigroveAglicsion. Application Approved: Yes

I — Application 5tatus: In Prograss

1. Approve Application — This link allows an RO to approve an application.

2. Disapprove Application — With this link an RO may disapprove an application.
Note: This action should be used only in rare cases when the applicant is not
gualified for the benefit. Using this button will close the application and require the
applicant to complete a new application. If you just want the applicant to fix
something, click Return Application instead.

3. Return Application — Use this link to return the application to an applicant to correct
information or to request additional information.

i. Click the radio button next to Return application.
ii. Enter a comment to explain why you are returning the application.
ii. Click the Submit button.

4. Withdraw Application — Click this link to withdraw an application.

5. Reactivate Application — This link allows you to reactivate an application that is
currently in an Application Status of Withdrawn. Note: Once the application was
reactivated by RO, the Application Status will be automatically updated to Approved
Status.

e. Recertify Application — allows an RO to recertify that an application is accurate when it
is in a Participation Status of Enrolled. Itis generally preferred that the participant
recertify their application themselves. This option should be used only in rare cases
when the participant cannot recertify for some reason.

f. History of Benefits — use this link to view the history of benefits received and returned
for a particular applicant.

o Appicalcs
R s Cam=a No entries to display.
T
202 ChecMoney Geoer 150
il e —=
i e M rpeprry sy e o
b e . 0mama Fa e P
Rk bglomiers ;00 CopcEaoey Do men
Facarvy Apphcman 02012 Eevieca Z=nm
opory o parwis B2 Farw Lisoa 100
prr———— e Fars bieca o
rre— 10200 ey Ceser T
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g. Application History — Using this link, an RO will see a history of all actions that apply to
all applications for the selected participant as well as emails to the participant.

h. Upload Documents — Use this button to upload related documentation for the
application, such as scans of paper applications, recertification forms etc.

i. Email Supervisor — Use this button to resend a link to register for a supervisor account
on TIPS. An email will be sent to the supervisor listed on the application containing a
token to enable registration.

Note: If you get a message that the application does not have a token — this indicates
that the supervisor has already registered for an account and should see this application.

j.  Close — use this link to close the Review Application window and return to the
Reviewing Official page.

6.6 View and Edit an Application

After a new application has been created, you will see it in the Reviewing Official page.
Click the Name which is a link to open a window that allows you to view and edit the
application.

Note: It is always preferable for a participant to edit their own application whenever
possible. However, if an applicant has no access to a computer and the RO is responsible
for the application (because the RO created the application, as opposed to the participant
himself), then the RO may edit it.

a. Click the Name link seen in the Name column. The application will be displayed.

Personal and Work Location Information Edit Personal and Work Information | A

Applcation Humber: 47343
DOT Customer ID: Not Available
) Current Application Status: In Progress

Personal Work Supervisor UIC - Command Reviewing Official
Dine, Barbara Wark Lacation 123 Seaside VAN, Hung Senice: Us Nawy TIPS TEST Installation
123 Testing Ave Address: 619-553-6261 Major Command: 39 - SPAWAR Williamson, Donna J

Anytown, CA 92103-5728 City: Anytown hungvan@navy.mil uic: NNNNNN 619-553-1596
CA

State: Command Name: TIPS TEST Command  danna williamson@navy.mil
Zip Code: 92103 Personnel Type:  Civilian

WorkNumper.  619-553-6555 Appropriation oHIN

Email barbara.dine@naw.mil

Commuting Costs Edit Commuting Costs |
Work Schedule: 8118 Work Week (5-4i9 schedule)

SUN MON TUE WED THU FRI SAT
RDO NC 8 NC NC NC RDO
RDO NC NC g NC NC RDO
Mode of Debit Card Name of Frequency of Monthly Expense Requested
Transportation Accepted? Fare Med@Type  company pucnase % | | s oo
Commuter Check
Bus to and from Work No A2 Dail $71.00
Vouchers v Monthly Expense Allowance
Vanpool Yes TRANServe DebitCard  Enterprise Wonthly — $120.00 $130.00
Bus to Work No TranBen Vouchers A1Bus Annual $91.00

Compensation

The compensation amount has been deducted from the Monthly Expense Requested amount. Monthly Compensation
($1.00)

Do you need a new debit card sent to you?
No, I still have my previous debit card, please load my benefitto my old card

Senior Citizens | People with Disabilities Discount - Reduced Fare Eligibility

1:am NOT eligible to participate in a Senior Citizens, People with Disabilities or any other reduced fare program,
Additional Information

st

b. Review the contents.
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c. If necessary, click the top Edit button to make changes to the application. This button
will step you through several screens where you may change any or all of the
application. If you are responsible for the application, you will be able to edit all of it, but
if you are not (because the participant created the application), you will only be allowed
to edit the Organization Information screen.

d. If necessary, click the Edit button in the middle of the page to change the information
related to Commuting Costs. An RO may only edit this information if they are
responsible for the application.

e. Click the Print This Page button to save a hard copy of this page.

f. Close the window by clicking the X in the upper right corner of the window.

6.6.1 View Application Changes

Click on the View Application Changes button to access to Application Diff Tool. This tool
provides the RO with the capability to select different versions of the application and
compare the changes between versions of the application. Differences between the

versions are highlighted in red.

Select two versions of the application to compare the data.

Any differences between the versions will be highlighted in

Application Information
Application 1D
Application Status
Enroliment Status

Personal Information
First Name
Last Name

Middie Name

Street 1
Street 2
City

Stale

Zip Code

‘Work Phone

Work Email
Supervisor Information

Last Name

First Name

Work Phong

‘Work Email

Work Location
EBIZ Employee 1D
‘Work Location Address

Select Version | Latest v

Select Version: Latest

53187

In Progress

Not Enrolled

PERSON1242825630
TEST

-

Home Strest 1

Home Street 2

Home Test City

CA - California

12345 - 6788
555-555-5555 Ext: 555

test@example com

Dine
PERSON1383634741
555-555-5555 Ext 555

test@example.com

E12345678

100 Catalina Bivd.

Compare Veiamwii. cu1v-va-12 te.ar00 rul

53187

Approved
Nt Enrolled

PERSON1242825630
TEST

-

Home Strest 1

Home Street 2

Home Test City

CA - California

12345 - 6788
555-555.5555 Ext 555

tesi@example com

TEST
PERSON1402140670
555-555-5555 Ext 555

test@example.com

E12345678

100 Catalina Blvd.

ey - » - -
§ :/"\'2" @ https://tipssuppart.sd.spawar.navy.mil/ diffapplication/#53187 L-akc
File Edit View Favorites Tools Help
)

| Organization information

State ©H - Chio CA - California

City San Diego San Diego

Zip Code 82152 82152

Temporary Dates v
H100% ~

a. Select two versions of the application
b. Click Compare button to display result

TIPSRO UG vl1.1
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6.6.2 View Vanpool Information

If the participant is riding a vanpool, the View Vanpool Information button is visible. Click
on this button to display the vanpool enroliment form. If the vanpool belongs to your
Installation, then you will be able to make changes to the vanpool. Otherwise, the display
will be in read-only format.

e - (ool
(::\)@\@ hitps://tipssuppert.sd.spawar.navy.mil/vanpool/#vid1723 P-aic \
File Edit View Favorites Tools Help
Enroliment Steps. Review Registration A
Vanpool Status
Vanpool 1D Number: 723
Registration Status Approved
Active Status: Approved Active I
Vanpool Information Edit Vanpool Info
Vanpool Name
Name: DFAS Vanpool
Vanpoal Installation TIPS TEST Installation Ml
* Completion Reviewing Official: Williamson, Donna TESTSERVER
Your enroliment form will only save RS ELLCS
% i when you submit the application. Name: Dine, PERSON1363634741 J
Phene: 555-555-5555 Ext 555
Email: test@example.com
Installation: DFAS Cleveland - (Bratenahl)
Reviewing Official: Vaughn, Brenda K
Alternate Coordinator(s)
There are no Alternate Coordinators to display.
Pick Up Locations
Location Name: Test Building
Address: 123 Test Avenue, Cleveland, OH 92103
Drop Off Locations
Location Name: 123 Seaside
Address: 123 Beach Road, Cleveland, OH 92103
Installation: DFAS Cleveland - (Bratenahl)
Reviewing Official: Waughn, Brenda K
Roundtrip Commuting Distance Edit Commuting Distance
Distance (mile): 50 e
Cancel 4= Previcus Continue W
H100% ~
6.7 Actions Menu
Actions allow a Reviewing Official to do several things: Return Benefits, Delete, Flag, or
Withdraw an application, Send Email to an applicant, and upload documents to support a
particular application.
To take a particular action, you must first click the checkbox(es) by the names of the
applicant(s) that the action pertains to. You may also click the checkbox in the blue header
to select all the applications. You may then uncheck individual applications or click this
checkbox again to uncheck all the applications.
Home  Supervisor Program Office  Review Rec/Rtrn Benefits  Installation Manager Vanpool Manager Reports My Info  Help
Reviewing Official Page
Application 1D @ @ Supervisor RO Last Name First Name Has " S Has _— Type of Benefit
Application Status Participation Status Approved {starts with) {starts with} Vype s
| | ooy o [ oy ~] (A~ | | | [~ Ay~
Supervisor o ization Code i . ing Cost Vanpool igibility Date
[ | ][ LookUpOrgCode | Any ~ [ Any | [ [ [ LoskUpvanpeal | 2ny ]
Results per page: Find Clear Fiters
Actions: [EECEELCIN] (@) Help Records 1-1 of 1 Export to Excel (@) Heip

Change Reviewing Official
Change Supervisor Certified

Delete cipaticn Supervisor RO Employee Menthly Types of
Flag tatus Validated Approved [ Commuting Benefits
Return Benefits Cost

Send Email
Suspend/Resume Application Dine, PERSON12363634741 J | E1111111°
Upload Documents

Org Code  Approved Date Installation

ZBD 05/27/2015 5145.00 WVANPOOL DFAS Cleveland - (Bratenahl) 08/01/

Withdraw
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6.7.1 Change Reviewing Official

Use this action if the participant should be under a different Installation/Reviewing Official.

Click the checkbox next to the chosen Application ID.
a. Click the Actions drop-down menu.
b. Select Change Reviewing Official

Actions:

ange Neviewing
Change Superisor
Delete

Flag

Return Benefitz
Send Email
Suspend/Resume Application
Lpload Documents
Withdraw

c. You can search for the reviewing Official by Name, Installation, City or State by entering
the search criteria and pressing the Find Reviewing Official button.

Change Reviewing Official

Click on "Find Reviewing Official™ for a lizt of all Reviewing Official. K you want to filter by name, installation, city,
and/or sfate, pleasze provide information in the search criters input fields.

RO Last Name Installaticn Hame City State
. . | [Any v

Find Reviewing Official |

| Save New Reviewing Official || Cancel-Do Not Save

d. Once selected you can press the Save New Reviewing Official.
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6.7.2 Change Supervisor
Use this action if the participant should be under a different Supervisor.

Click the checkbox next to the chosen Application ID.
a. Click the Actions drop-down menu.
b. Select Change Supervisor

Actions:
Change Reviewing Official
Change cUupenisor
Delete

Flag

Return Benefits

Send Email
Suspend/Resume Application
Lpload Documents
Withdraw

c. You can search for the Supervisor by Last Name.

d. Once selected you can press the Save New Supervisor.

Select New Supervisor

Change Supervisor

To change the supervisor of an employee, type the last name of the supervisor.
Supervisors listed in TIPS will appesar, select the appropriste supervisor. If the supervisor
is not listed, the new supervisor will need to be registered in TIPS.

Last Mame:

First Namme: | David, Shawn TESTSERVER, pid44@example.com, 556-555-5555
Dine, FERSON1382624741 J, test@example.com, 555-555-5555 ext 555

Work Phone: | b hovid TESTSERVER, pid15747227 @example. com, 555-555-5555
Email:
Save New Supenvisor || Cancel - Do Not Save
6.7.3 Delete

This action allows an RO to delete an application from TIPS, if they created the application

and if it has not already been approved. Only a single Application ID can be deleted at a
time and each Delete action requires a comment.

CAUTION: Once you delete an application, you cannot recover it.
a. Click the checkbox next to the chosen Application ID.
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b. Click the Actions drop-down menu.
c. Select Delete.

Actions:
Change Reviewing Official
Change Supervisor
|Lielete

Flag

Return Benefits

Send Email
Suspend/Resume Application
Lpload Documents
Withdraw

1. Enter a comment in the Comment Required box describing why the application was
deleted.

Delete Application

If you delete the application you will not be sble to recower it lster. Plesss provide 3
comment for this sction.

Application selected for deletion: Last, First

Comment Reguired

2. Click the Delete Application or Cancel button as appropriate.

Note: If you attempt to delete an application that you do not manage or that is not in a
status of Not Submitted, a message is displayed to let you know you cannot delete this
record. Click the OK button to return to the main Reviewing Official page.

Delete Application

° You cannot delete this record because

#1 - Application was not created by you
#2 - Application has already been approved

You can choose to withdraw an employee from the program
making the application inactive. Select the employee and

select "Withdraw” from the Action Menu
—
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6.7.4 Flag

This action allows you to flag an application for further review. You will need to provide a
reason for this action. Once an application has been flagged, it will be listed in the Review
tab, on the Review page. See section 7 Review Tab for more information.

Flag Application

Flagging an application will require the application to undergo further
investigation. Flesse sslect the rezson for investigation from the
dropdown or enter 3 new one. Flagged records will show up on the
Revigw Summary Fagse.

[T Flag thisithess record{s) for further sudit.

Mo scton teken =20 days

Enter 3 comment:

[ Fiag Application ] [Cancae:]

a. Acknowledge the Flag for Audit statement by clicking the Flag this/these... checkbox.
b. Select a flag category from the drop down list that best describes the reason for the flag.
c. Enter text in the comment field, describing why you are flagging the application.

d. Click the Flag Application or Cancel button as appropriate.

6.7.5 Return Benefits
This action allows an RO to record unused benefits that have been returned by the selected
participant.

a. Click the checkbox next to the chosen Application ID.
b. Click the Actions drop-down menu.

c. Select Return Benefits

Actions: [EEEETNE
Change Reviewing Official
Change Supervisor
Delete

Flag

Return Benefitz

Send Email
Suspend/Resume Application
pload Documents
Withdraw

1. If you are reimbursing the fare media with a certified check or money order, click the
checkbox next to Certified Check or Money Order and then enter the check or money
order number, the name of the bank or institution it’s from, the amount, and the
check date.
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3.
4.

Add Returned Fare Media

Mame: Degroot, Mandou T
Application 1D: 000110
DOT Employee [D: Mot Availsble

] certified Check or Money Order

E] Bank or Institution Amount § Date
[] Fare Media
-
$0.00

If you are returning the actual fare media, click the Fare Media checkbox and the
+Add button and then enter the denomination and quantity of the fare media you'’re
returning.

Click the Calculate Total button.

Click the Save or Cancel button as appropriate.

6.7.6 Send Email

This action allows an RO to send an email to a Participant, Supervisor, or Reviewing Official
about an application. The email will be captured in the participant’s history which can be
seen from the Application ID link, under the Application History menu item.

You can send email to more than one participant at a time by clicking the checkboxes next
to the Application ID of each participant.

a. Click the checkbox(es) next to the chosen Application ID(s).

b. Click the Actions drop-down menus.

c. Select Send Email.

Actions:
Change Reviewing Official
Change Supervisor
Delete

Flag

Return Benefits it
L =end Emall |
Suspend/Resume Application
Lpload Documents
Withdraw
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d. Click the checkboxes next to the ieoile who iou want to receive the email.

Email Message

Ta: O Participantis) [ Supervisor [ Reviewing Official

Subjsct:

Attachmeant: Browse...

Body: BJfUXKYyEE=EgfgEeE—isis a=en T
Background ™ Forsground ™ Size il

e. Enter text in the Subject field.

f. If you have any attachments, click the Browse... button to locate and attach the file.
g. Enter the text of the message.

h. Click the Send or Cancel button as appropriate.

Note: Emails will only be sent to the applications selected on the results page
currently displayed so if the RO is emailing to large groups of participants it is
recommended that the “Results per Page” filter is set to 250 to return the most
participants possible.

6.7.7 Suspend/Resume Application

TIPSRO UG v1.1

This action allows you to suspend the transit benefit account for a short-term period (i.e. less
than 90 days). Use this action for a participant who will not be using mass transit during this
period (e.g. extended TDY, maternity/paternity leave or temporary duty reassignments).

Note: Transit benefits will continue to be loaded to the debit card. It is the participant’s
responsibility to ensure that the debit card is not used during the suspended period.
Participants will be responsible to repay the Federal Government for any transit benefit used
during the suspended period.

a. Click the checkbox next to the chosen Application ID.
b. Click the Actions drop-down menu.

c. Select Suspend/Resume Application.

Actions: EEEETIE

Change Reviewing Official
Change Supervisor
Delete

Flag

Return Benefits

Send Email
Suspend/Resume Application
Lpload Documents
Withdraw
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d. Please Read the Important notice.

Suspend Application

Application Information
Application ID; 47873
Applicant Name: VAN, Hung P

Important

~

0 Please Read!

Transit benefit accounts may be placed in a suspended status to accommodate short-term periods
(less than 90 days) when a participant will not be using mass transit or a vanpool to commute to
and from waork (e.g. extended TDY or leave greater than 2 weeks, maternity/paternity leave, or
temporary duty station reassignment).

Paricipants with an application in a "Suspended” status are not authorized to use their transit

penefit during that period. In order to provide a smooth transition back to "Approved” status, transit
benefits will continue to be loaded to the paricipant's TRAMNServe debit card during the suspended
period. Participants must ensure that their card is not charged during this period by canceling any
recurring payments that have been set-up and if necessary notifying their transit provider or vanpool v
coordinator that their card should not be charged during the suspended period. Participants will be

| Submit || Cancel |

e. Select the Duration Period and enter a Suspend Reason.

Suspend Application

Participants will not be required to recerify while their transit benefit account is in a "Suspended”
status.

Instructions

Select a suspend period, i.e., 30 days, 60 days, or 80 days. Provide a reason for suspending the
application. Click on "Submit™ button to submit your request. Click an "Cancel” button to cancel your
action.

Suspend Duration

Duratiocn Pericd Suspension Expires On

Selectone w

Suspend Reason (Required)

Submit || Cancel |

July 2015

~

TIPSRO UG vl1.1
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6.7.8 Upload Documents

This action allows you to upload any documentation regarding the selected application. For
example, you are required to scan and upload a completed and signed paper application
from the participant, or you may want to upload benefit costs validation information.

a. Click the checkbox next to the chosen Application ID.
b. Click the Actions drop-down menu.

c. Select Upload Documents.

Actions:

Change Reviewing Official
Change Supervisor
Delete

Flag

Return Benefits it
Send Email
Suspend/Resume Application
Upload Llocuments |
Withdraw

d. Click the Browse... button to find and select a document.

Upload Documents

Application 10: 110 Applicant Name: Degroot, Marylou T
Select Files to Upload
Description:

No entries to display.

e. Enter text to describe the document in the Description field.

f. Click the Upload button to upload the document.

g. If any other documents had been uploaded in the past for this application, they are listed
under Upload History.

h. Click the Close button.
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6.7.9 Withdraw

This action allows an RO to withdraw a participant from TIPS. This action requires a
comment explaining the reason for withdrawing the participant, and it will send an email to
the Participant, Supervisor, and Program Office. You can only withdraw a single Application
ID at a time.

a. Click the checkbox next to the chosen Application ID.
b. Click the Actions drop-down menu.
c. Select Withdraw.

Actions:
Change Rewviewing Official
Change Supervisor
Delete

Flag

Return Benefits t
Send Email
Suspend/Resume Application
Lpload Documents
VVithdraw |

d. Enter text in the Comment Required box describing the reason for withdrawing the

application.

You can indicate that an empioyee wishes to withdraw their request for benefits. This can
be by the request of the employee, or upon termination, transfer, or other changes to the
employee siuation that would no Jonger make them eligible for benefits. it is preferred that
the employee initiate this action, but can be done by you if the employee does not or cannot
doit

Piease enter the reason for withdrawing benefis
Application selected to withdraw: Lanford, Earnestine Z

Comment Required

Enter comment

— [ Withdraw Employee Benefits ] [ Cancel ]

e. Click the Withdraw Employee Benefits or Cancel button as appropriate. A message is
displayed if the application has the incorrect status for withdrawal.

f. Click the OK button to return to the main Reviewing Official page.

6.8 Export to Excel

This link on the Reviewing Official page allows the RO to export the search results to a
Microsoft Excel file. This file will have the same fields, in the same order, that are displayed
on the Reviewing Official Page, plus additional columns such as: approved date, modified
date, and name of supervisor, each of which pertains to a particular application.
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a. Click the Export to Excel button. This will display a window that states, “Generating
Excel...”, and then a window stating your workbook is ready to download.

Workbook Ready

Your workbook is ready to download. Click here to begin your download

b. Click the Click here link to begin to download your Excel file. This will display a question
asking if you want to open or save your data, and three buttons.
1. Click the Cancel button to cancel the operation.
2. Click the Open button to open the spreadsheet which has just been created.
3. Click the Save button to save the spreadsheet to your computer.

c. If you click the Save button, a window will display that the download has completed, and
it will display three buttons.
1. Click the Open button to open the spreadsheet.

2. Click the Open folder button to view the folder where the spreadsheet has been
saved.

3. Click the View downloads button to see a list of all files that have been downloaded
to your computer.

7 Review Tab

This tab displays a list of applications that have been flagged for follow-up and allows an RO
to find one or more applications using any of a number of search criteria.

An RO may flag an application or TIPS may automatically flag one. To flag an application,
an RO uses the Actions menu described in section 6.7.4.

TIPS automatically flags an application as a result of changes to information for the
participant. For example, if the participant is no longer in DEERS, or address has changed,
the application will be flagged for the RO to see if any adjustments need to be made. Itis
possible that the participant separated or retired without withdrawing from the program.
TIPS also looks at trend data and flags any applications that are out of the ordinary.

Home Supervisor  Reviewing Official  Program Office Rec/Rtrn Benefits  Installation Manager  Vanpool Manager  Reports My Info  Help
Review Page (2) Heip

- - LastHame First Name

Application ID Application Status & Participation Status & {starts with} {starts with)

—

Issues Organization Code Reviewin q Official Flagged By

[ —

Results per page: Find Clear Fiters.
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7.1 Review Page - Find

If you click the Find button without entering any search criteria, you will see a list of all the
records of participants in TIPS who have been flagged for review, for whom you are the RO.

Review Page
s s Last Hame First Name
Application 1D Application Status & Participation Status &/ (starts with] (starts with]
[—
Issues Organization Code Reviewing Official Flzgged By
v - —
Results per page: Find Clear Fiters
Actions: @ tiaip Records 1-2 of 2 Export to Excel (@) Hein
Application Participation Emplayee - Primary Reviewing
B Application ID i i Validaled  Approved ue 5 Org Code g Flagged By Audit Flag Date
I:‘ 053187 In Progress Net Enrolled Yes Mo TEST, PERSON1242825680 T | Ne action taken =30 days E12345678 HGE Bourke, Josish C© Reviewing Official 05/21/2016
O 053137 In Progress Nat Enrolled Yes Na TEST. PERSON1242825880 T Suspicious expenses E12345878 HGE  Bourks, Josish C Program Office 05/28/2015

To find specific information, enter various search and filter criteria, and then click the Find
button.

7.2 Review Page - Results per page

The Results per page button allows the RO to choose how many results are seen in a
single page. The default is 50, but the RO may choose to see 100 or 150 results per page
instead.

7.3 Review Page - Search and Filter Criteria

Desired search and filter criteria may be used to narrow the search for applications to be
reviewed. Search fields include Application ID, Last Name, First Name, and Reviewing
Official. Drop down lists include Application Status, Participation Status, Issues,
Organization Code, and Flagged By.

After entering one or more search and filter criteria, click the Find button to display the
employees who match the entered search criteria. Records that match all criteria will be
displayed.

7.4 Review Page — Clear Filters

When an RO clicks this button, it will reset all search criteria to blank and drop-down lists to
“Any”. This works the same as the Clear Filters button on the Reviewing Official page.

7.5 Review Page — Application ID

The Application ID on the Review page is just like the Application ID on the Reviewing
Official page. lItis a link which, when clicked, will open a new window and display the same
read-only application for that participant and the same menu items. See section 6.5 more
information.

7.6 Review Page - Actions

The Actions drop-down menu on the Review page allows a Reviewing Official to do several
things regarding a particular application: Comment, Remove Flag, and Send Email to an
applicant.
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Actions: Selectone  ~| (@) Heip Records 1-2 of 2

Selectone
Comment

Remove Flag
Send Email

splication Participation

Status Status Validated  Approved Name

Degroot, Marylou TEST

ACCOUNT

Not Enrolled No Yes

The Help button next to the Actions drop-down menu displays a list and description of
these actions.

Actions Help

q;‘) Comment - Add a comment to the audit file.
Remove Flag - Remove the audit issue from the selected application. Only single selection allowed.

Send Email - Send an email to a participant. The email sent will be captured in the participant’s history
file. Multiple selections are allowed.

To take a particular action, you must first click the checkbox(es) by the names of the
applicant(s) that the action pertains to.

7.6.1 Comment

This action allows an RO to add a comment about an application that’s been flagged for
review. The comment will be added to the audit history for the selected application. This
application works on one application at a time.

a. Click the checkbox next to the chosen Application ID.
b. Click the Actions drop-down menu.
c. Select Comment.

Add Audit Comment

This sction will 3dd 3 comment to the audit histony for the selected application.
Application selected: Degroot, Marylou TEST ACCOUNT

‘Comment:

[ AddComment | [ Canesl |

d. Enter text into the Comment field, and then click the Add Comment button, or the
Cancel button, as appropriate.

7.6.2 Remove Flag

This action allows an RO to remove an application from the Review Page. It works on one
application at a time.

a. Click the checkbox to the left of the chosen Application ID.
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b. Click the Actions drop-down menu.
c. Select Remove Flag.

Remove Audit Issue

This action will remove the sudit issus from the sslected application. Plesse provide 3
rexson for this action.

Application zzlzcted: Degroot, Marylou TEST ACCOUNT

Reszon:

[ Remove Audit |ssue ] [ Cancel ]

d. Enter into the Reason field why you are removing the Audit Issue, then click the
Remove Audit Issue button, or the Cancel button, as appropriate.

7.6.3 Send Email

This action allows an RO to send email to the Participant, Supervisor, or Reviewing Official
about an application. The email will be captured in the participant’s history. Click multiple
Application IDs to send emails to multiple individuals.

a. Click the checkbox to the left of the chosen Application ID.
b. Click the Actions drop-down menus.
c. Select Send Email.

This action works the same as the Send Email action from the Reviewing Official page.
See section 6.7.6 for more information.

8 Rec/Rtrn Benefits Tab

This tab displays the Fare Media page which allows an RO to return benefits, run reports,
and upload documents. The Fare Media page describes the three actions that are available
from this tab. Note: Benefits tracking is currently not available.

Horme Reviewing Official Reenvi enar Rec/Rirn Benefits Help

Smn=fim Tracking » Benefits Tracking: Daily pick up reports from the Department of the Transportation.
FReurmed Sened
+ Returned Benefits: Displays all fare medias that the participant returned.
Reparts
Upload Doocument

+ Upload Document: Upload documents associated with the Reviewing Cfficial.

+ Reports: Reports generated from the Returned Benefits and Benefits Tradking tab.
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8.1 Returned Benefits

Using the Returned Benefits link on the Fare Media page, you can view a list of
participants for which you are RO, who have entered benefits that have yet to be returned,
whether they have yet actually turned in their unused benefits or not.

On the Returned Benefits page, you create a Return Media Report, Non-Appropriated
Fund (NAF) Memorandum, and Program Office Memorandum to be sent with the fare
media, check or money order.

Note: Once you generate a returned benefit report for a participant, the returned benefit is
no longer displayed in the list on this page.

Home Reviewing Official Review Rec/Rtrn Benefits Help

Fare Media
Benefzs Tracking « Benefits Tracking: Daily pick up reports from the Department of the Transportation
« Returned Benefits: Displays all fare medias that the participant returned
Repors
Uglcad Documene

« Upload Document: Upload documents associated with the Reviewing Official
« Reports: Reports generated from the Returned Benefits and Benefits Tracking tad

a. Click the Returned Benefits link on the Fare Media page. This displays the Returned
Benefits page, with a list of applicants, and for each applicant, the amount returned,
when, in what denominations, and by whom.

o ' s

St
e -

b. By default, 25 results are shown per page. Click the Results per page drop-down menu
to select 25, 50, 100, or 150 results per page.

c. Click a Name link, on the Returned Benefits page, to display the application for the
selected applicant in a new window. This is the same as that described in section 6.6 a.

8.1.1 Returned Benefits - Actions

Use the Actions drop-down menu to edit an applicant’s benefits or to review an applicant’s
application.

a. Click the checkbox next to a single participant’s name.
b. Click the Actions drop-down menu.

c. Select Edit Returned Benefits to display the participant’s benefits.
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Update Benefits

Name: Herz, Neil TEST ACCOUNT
Application |D: 000028
DOT Employee 1D: NiA
[# Certified Check or Money Crder
Bank or Institution Bank of the Nawy Amount 5 1.00 Date 10-12-2012
[ Fare Media
Denomination  $20 - Quantity: 1 [g
e -
Please prowide a reason for updating the refumed fare media. 521 '00
Reason for Update

1. Edit the benefits fields, as previously discussed when entering new fare media, in
section 6.7.5 .

d. Select Review Application to display the application for the selected applicant in a new
window. This is the same as that described in section

8.1.2 Returned Benefits — Generate Report

The Generate Report from Selected Entries button on the Returned Benefits page
allows the RO to create three different reports for one or more applicants: the Media
Returned Report, the NAF Memorandum Document, and the PO Memorandum Document.
These reports will be displayed by clicking the Reports link discussed in section

a. Click the checkbox(es) next to the participant’'s name(s) for whom you want to create the
reports. Make sure you only select the participants for whom you are returning benefits;
you can generate other reports later when you are ready to return benefits from other
participants.

b. Click the Generate Report from Selected Entries button. A message asking you to
confirm that you want to generate the report is generated.

Generate Report

0 Are you swre you want to generate 3 report from 1 selected entries?

c. Click Yes. You will see a message that the report is being generated, and then a
message stating that the report is ready.

(" The report was generated successfully. Please go to the Reports tab to view it
o

8.2 Reports

You can generate three kinds of reports regarding returned benefits for one or more
applicants. Media Returned Report — an Excel spreadsheet for returning unused media to
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DOT, for all employees for whom you are the RO. One tab is the media return form to be
sent with the media. The other tab is the instructions for returning the media and form.

1. NAF Memorandum Document — a memorandum created in Microsoft Word for those
participants you selected who are NAF participants. This memo is to be returned with
check, or money order for unused benefits.

2. PO Memorandum Document - a memorandum created in Microsoft Word for those
participants you selected who are non-NAF employees. This memo is to be returned along
with a check or money order for unused benefits.

Note: Once you generate a returned benefit report for a participant, the returned benefit is
no longer displayed in the list on the returned benefits page.

Home  Reviewing Officisl  Review Rec/Rtrn Benefits R

Fare Media
Benefis Tracking « Benefits Tracking: Daily pick up reports from the Department of the Transportation
Returned Benefs
« Returned Benefits: Displays all fare medias that the participant returned.
Repors
Upload Documere

« Upload Document: Upload documents associated with the Reviewing Official

« Reports: Reports generated from the Returned Benefits and Benefits Tracking tad

a. Click the Reports link on the Fare Media page. This displays the Fare Media Reports
with folders for each month for the current year, and the number of reports that may be
found for that month.

Home Reviewing Official Review Rec/Rtrn Benefits Help
Fare Media

Benefits Tracking Fare Media Reports n

Retumed Benefits

Rep Select a year to see reports by month.
orts

Year: 2013 ¥ |
T e T

Upload Document

Reports By Month - June(Reports: 6) Expand
Reports By Month - July(Reports: 0) Expand

Click the Year drop-down menu and select a different year to find a report from a previous year,
and then click the Get Reports button to display the months and number of reports per month,
for the year you selected.

Click the +Expand button for a particular month to display a list of reports found in that month.
(Note: You may have to use the scroll bar to see the complete list of reports in a month.)
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-
Report Type Filename Generated By Generated Date

Download PO Memorandum Document Returned_Benefits_Report_Program_Official_Memo_15746493_04_Jun_2013_14_35_36PDT.rtf TEST, Christine A 6/4/2013
Download PO Memorandum Document Returned_Benefits_Report_Program_Official Memo_15746493_04_Jun_2013_13_43_SSPDT.rtf TEST, Christine A 6/4/2013
Download NAF Memorandum Document  Returned_Benefits_Report_Naf_Coordinator_Memo_15746493_04_Jun_2013_14_35_36P0T.rtf TEST, Christine A 6472013
Download ~ NAF Returned_Benefits_Report_Naf_Coordinator_Memo_15745493_04_lun_2013_13_43_SSPOT rif TEST, Christine A 61412013

Download Media Returned Report Media_Return_Report_15746493 04_Jun_2013_14_35_36PDT.xls TEST, Christine A 6/4/2013 -

Reports By Month - July(Reports: 0) Expand

Reports By Month - August{Reports: 0) Expand
Reports By Month - September{Reports: 0) Expand

Reports By Month - October(Reports: 0) Expand

Reports By Month - November{Reports: 0) Expand

Reports By Month - December(Reports: 0) Expand

Click the Download button by a report to download that report. You will be prompted with, “Do
you want to open or save...[ the name of your report]?”.

Click the Open, Save, or Cancel button as appropriate.

8.3 Upload Document

The Upload Document link on the Fare Media page allows an RO to upload any kind of
document which is related to fare media. It also allows an RO to see a list of documents
that have already been uploaded.

Home Reviewing Official Review Help

Fare Media
Benefias Tracking « Benefits Tracking: Daily pick up reports from the Department of the Transportation
Rearned Benefs
« Returned Benefits: Displays all fare medias that the participant returned.

_ « Upload Document: Upload documents associated with the Reviewing Official

« Reports: Reports generated from the Returned Benefits and Benefits Tracking tab.

a. Click the Upload Document link on the Fare Media page. This displays a page with 2
panes, one that allows you to upload documents, and one that displays a history of
previously uploaded documents.

Fare Media

Benefits Tracking Select Files to Upload
Retumed Benefits
Rom Browse... Description: Select Type of Document ~ Month - Year v Submit
orts
i Upload Documert

pload History

Document
Date

File Name:

Uploaded By Upload Date  Description

Delete  Downoad DOTDelivery BenefitDocument TIPS Release notes 4-12-13.docx 62013 TEST, Christine A 8/5/2013 TIPS Receipt
Receipt Record
Delete  Download MediaRetun  Benefit Document  Retured_Benefits_Report_Naf_Coordinator_WMemo_15748493_04_Jun_2013_13_43_SSPDT.doc 6/2013 TEST, Christine A 8/5/2013  Retumed Benefits
Form Report_Naf_Coordinator
6413

8.3.1 Select Files to Upload

Use the Select Files to Upload pane to upload documents.
a. Click the Browse... button to choose a file to upload.
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b. Inthe Description field, enter a short description of the file you are uploading.

c. Click the Select Type of Document drop-down menu and then select the type of
document you’re uploading.

Select Type of Document

Select Type of Document

Detail Report

DOT Delivery Receipt Record

Media Return Form

MNavy Transit Benefit Certification Form
Other

d. Click the Month drop-down menu and then select the month the document was created.
e. Click the Year drop-down menu and then select the year the document was created.

8.3.2 Upload History

In the Upload History pane, you will see list of documents you’'ve uploaded in the past,
which you have also not yet deleted from this pane.

a. Click the Delete button to remove a document from the Upload History list.

b. Click the Download button to download a document.

9 Reports Tab

This tab displays reports available for the Reviewing Officials.

9.1 Enrollment Statistics Report
Home Reviewing Official Review  Rec/Rtrn Benefits VanpDD\ManagEr My Info  Help

Enroliment Statistic
From Date * To Date * Installation
e 0ts pe/me/215
Results per page: Find Clear Fiters

a. Select the Reporting period by entering a date in the From Date and the To Date
fields.

b. If you have more than one installation you can select the installation prior to

generating the report.

Press the Find Button to generate the report.

Press Export to Excel to download results into Excel.

e o
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Enroliment Statistic
From Date * To Date * Installation
Enans T
Results per page: Find Claar Fiters
Period: 06/01i2015 to 06/08/2015 Records 1-6 of 6 Statistic Chart  Exportto Excel (@ el

Femy
Participants

Number of

s Rail Participants
Vanpoal articipant sil Participan

Total 1 0 0 0 0 1 1 [ 0
DFAS Clevelznd - (Eratenani) Vaughn, Brenda K 1 0 0 0 0 1 1 [ 0
DOD SUFFOLK COMPLEX SHAW, SHARON TESTSERVER [ [ [ 0 [ [ 0 [ 0
test installation - San Diego Dine, PERSOM1382634741 J [ [ [ 0 [ [ 0 [ 0
TIPS TEST Installstion Willismson, Denna TESTSERVER o [ [ 0 [ [ o o o
Zinstallsticn - TEST INSTALLATION Dine, PERSON1383634741 J [ 0 0 0 0 0 L] [ L]

e. You may also select the Statistic Chart link in the right hand side to display the
report graphically.
i.  Click on the Vehicle Icon to display chart by Transportation Mode

4]
e
Il

Transportation Mode Report for 05/01/2015 to 05/31/2015

Ferry: 0.0

Rail: 34.0

Bus: 43.0
e

4
©

Vanpool: 53.0 -/

| B cus @8 vanpoo! I Rail B Ferr',f|

Close Chart
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ii.  Click on the People Icon to display chart by Application Status

Enrollment Report for 05/01 /2015 to 05/31/2015

New: 2.0
f ~ Reactivated: 2.0

\\— Changes: 3.0

Withdrawals: 12.0

| @@ New @ Reactivated [ Changes [l Withdrawals

Close Chart

10My Info Tab

The My Info Tab displays your contact information. Use this tab to make any changes to
your contact information by clicking on Update Info button.

Home Reviewing Official Review Rec/Rtrn Benefits Vanpool Manager Reports [EUNSCIZSN Help

Dine, PERSON1363634741

Cligk on Update Info button to updste information

Last MName Dine

First Name PERSOM1363634741

Middle Initial J

Email test@example.com

Phone 555-555-5555 Ext: 555
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11Help

The Help tab displays contact information or additional help.

Department of Navy Program Manager
M_WNYD TIP@navy.mil

TIPS Technical Support
tips@spawar.navy. mil
202-685-0374

Training Materials

Participant User's Guide
Participant Quick Guide
Supervisor User's Guide
Supervisor Training Slides
Reviewing Official User's Guide

(4 IS A S

12Troubleshooting
12.1 RO gets Authentication Error

Please confirm that you have :
1. Completed the New Command Registration Form and sent it to the Program Office.
2. Attended and completed the RO Training.
3. Clicked on the Registration Link provided to you via email by the Program Office.
If you have completed all of the above items, then please contact the Help Desk at
tips@spawar.navy.mil .

12.2 RO cannot see participant

First step is to ask the participant to verify they selected the correct installation. If they have
listed an incorrect installation, you will need to contact the helpdesk at tips@spawar.navy.mil to
reassign the application to your installation.

12.3 Supervisor cannot see participant

First step is to click the Application ID to verify the participant listed the correct information for
supervisor name and email in the application. If not, return the application to the participant to
update.

If supervisor information is correct, press the Email Supervisor button. See section 6.5

If you get an error message indicating that the token has already been taken. This indicates
that the application has been linked to the supervisors account and they should see the
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application. Please ask the Supervisor to simply press the Find Button without any values
entered in the search criteria.

Note: Occasionally, a supervisor is attempting to view an inactive application. If this is the case,
please ask the supervisor to change the search criteria for Application Status from All Active to
Any. This will enable the supervisor to see all applications (both active and inactive). The
default search is for Active applications only.
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13 Acronyms

CAC
DEERS
DOB
DOD
DOT
FAQ
FM&C
FMO
NAF
ONCR
ORG
PDF
POC
RDO
RO
SPAWAR
SSN
TIPS
uIC

TIPSRO UG v1.1

Common Access Card

Defense Enroliment Eligibility Reporting System
Date of Birth

Department of Defense

Department of Transportation

Frequently Asked Questions

Financial Management and Comptroller

Office of Financial Operations
Non-Appropriated fund

Outside the National Capital Region
Organization

Portable Document Format (Adobe Acrobat file format)
Point of Contact

Regular Day Off

Reviewing Official

Space and Warfare Systems Center

Social Security Number

Transportation Incentive Program System

Unit Identification Code
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