Department of the Navy
Transportation Incentive Program System (TIPS)

Outside the National Capital Region (ONCR)

Reviewing Official Vanpool Guide

Version 1.1

July 2015

Unclassified. Not approved for public distribution.

SPAVAR

v

Systems Center
PACIFIC

SSC Pacific
San Diego, CA 92152-5001

Page 2 of 36



Revision History

Date Version Description Author

3/25/2014 DRAFT v1.0 | Initial creation of Vanpool Coordinator/Reviewing SSC PAC
Officials Guide.

4/27/2014 V1.0 Vanpool Coordinator/Reviewing Officials Guide SSC PAC

7/23/2015 V1.1 Updates related to new functionality SSC PAC
Added Troubleshooting section

TIPS Vanpool Coordinator/Reviewing Official Guide Page 3 of 36




Table of Contents

1 VANPOOL REGISTRATION ..oooiiiiiiii ettt ettt e e eaba e e nres 7
1.1 REGISTERING A VANPOOL ...cooiiiiie ittt 7
1.2 CREATE A VANPOOL.....ciiiiittiieeiitieeeeeitieee et ibaeeesassbaeeesasbesesssbaeesssabbessesassbseessssbeeeessassnesesns 8
1.3 CHOOSE A COORDINATOR ..uutttiiiiiieiiiiiittrtteiteessssssssbbbesssssesssssbsbaseeesasssssssbbbbaseeesessssssssrssens 11
1.4 ADDING PICK UP/DROP OFF LOCATIONS ....viiiiviiiiitiieiitieestie e srie e steessire s ssve e snvesssnaeesneeas 11
1.5 VANPOOL COMPANY INFORMATION .. .ututiiiiiieiiiiiitiieiie e e e s s s s stsbrrer e s e e s s s sssbbbeees s s e e s s s sassrnrens 13
I = =Y o1 [N TC 1Y, (o] ] = ORI 14

0 200 [0 To [/ o [N | SRR 15
1.6.2  Group of SHAING SCAIE........ccciuiiieiiei e 16
1.7 VANPOOL PARTICIPANTS .ottt 17
1.8  UPLOADING DOCUMENTS ...uttiiiiiittite e iittee e s sittee e e s sbveeeeseabaeesssbsseeesesbbaessssnbaseessbbaeessansreeens 19
1.9  VANPOOL SUMMARY AND REVIEW ...ttt ettt et re e n s e sarraees 20

2  REVIEWING OFFICIAL APPROVAL......ooo ittt 22
2.1  VANPOOL MODULE MANAGEMENT ...cceitietttteiiteeeessessstsrereseeesssssssbesesssesssssssssssesesssesssssnes 23
2.2 REVIEWING OFFICIAL VANPOOL DETAIL PAGE .....cccvviii i 25
2.3  REVIEWING OFFICIALS VANPOOL COMMENT PAGE ....uvvviiiieiiiiiitiieiie et 26
2.4  REVIEWING OFFICIAL VANPOOL APPROVALS ....cciiitiieeeiitrteeesetrieeesiaraeeessisssessssnsaeesssnnens 27

2.4.1  Approving increased cost fOr Vanpool ..........ccoeireiiiiieiinieeee e 29
2.5 REVIEWING OFFICIALS VANPOOL RETURN......uvtiiiiitiieeiiitiiee et siirae e e srrae e s eaabne e sares 29
2.6 REVIEWING OFFICIALS VANPOOL ACTIVATION/DEACTIVATION ....coovveeeeiiirieeeseveiee e 29
2.7 VANPOOL HISTORY ...oitttiiiiiiiiii e e ettt e e s ettt e e e s ettt e e s sttt e e e s st e e e e s sttt e e e s s bt ae e e s sabbeeeesaabbaeeessarens 30
2.8 VANPOOL DOCUMENTS PAGE.....tuiiiiiiiiiicetiiiiii ettt tbete s e s s saaba e e e e e e s s seanes 31
S I AN [0 N 1Y, = N[ PO 32

2.9.1  Add AUt COMMENT......coeiiiiiiiii et e e e st r e e s et e e e s s sabee e e s sbeeeeeaans 32

2.9.2  Change Reviewing OffiCial...........ccccooiiiiiiiiiiicc e 33

2.9.3  SENA EMAL.....oeiiiiieeeeee e e e s aa e e e an 33

PN B U o] [oF: Yo [ Lo Tol [ 1 < o ST PSS T 34
2.10 PARTICIPANT VANPOOL SELECTION ..cciiiettttteiiieeeessesstreeerssessssssssssresesssesssssssssssesesssesssssnes 34
A B = L0 TN =S 0 o N PO 36

2.11.1 Participant unable to find vanpool ..o 36

2.11.2 Vanpool Coordinator is not eligible for TIPS.........ccccooe i, 36

2.11.3 Changing vanpool COOMdINALON...........ccoiiiiiiiieieie e 36

Table of Figures

Figure 1 — Register Vanpool (Reviewing OffiCials) ...........ccooiiiiiiiiiiiiiseeeee e 7

Figure 2 - Register Vanpool for COOrdiNators ...........coeiiiiiiiieieiese s 8

Figure 3 - ENQIDIIITY StAtUS.......ccviiiie it srae e rearee s 9

Figure 4 - Vanpool Initial Registration INformation............cccocoevii i 10

TIPS Vanpool Coordinator/Reviewing Official Guide Page 4 of 36



Figure 5 - Choose INSLAIIALION..........c.cciiiiiiciece e nne e 10

Figure 6 - Cho0Se @ COOMTINALON...........eeiiiieieeite ettt e e re e e e e saeenee s 11
Figure 7 - Pick Up Location of the Vanpool............cccooeiiiiiiiiiiieeee e 12
Figure 8 - Drop Off Locations of the Vanpool ... 13
Figure 9 - Vanpool Company INFOrMAation ...........cccooiiiiiiiiiiieccc e 14
Figure 10 - Pricing Model INformation...........cccooiiiiiiiiiiiicee e 15
Figure 11 — Individual Pricing Method...........ccoouiiiiiieiicc e 16
Figure 12 - Group Method USEd...........coiuiiiiiicie sttt 17
Figure 13 - Vanpool Pricing Method WarNiNg ..........ccooiveieiieeiieiie e sie e 17
Figure 14 - Vanpool PartiCIPANTS ........c.ueiiiieiieiisie et re e e nne e 18
Figure 15 - Vanpool uploaded dOCUMENES .........coviiiiiiiiiiiiiiieiee e 19
Figure 16 - REVIEW REGISIIALION ........ciuiiiiieiieieieie ittt 20
Figure 17 - Vanpool SUDMISSION PAGE........coiiiiiiieiieiiiii st 21
Figure 18 - Completed Vanpool Registration Page ............coveiriiiiiiieieiisieeee e 22
Figure 19 - Vanpool Listing for Reviewing OfficialS...........cccccoviiiiiiiiciiccee e 24
Figure 20 - View Vanpool INfOrmMation ............coceoieiioiiic e 25
Figure 21 - Vanpool SUMMArY PAgE.........ccoeiieiiiieiieie ettt sae e sre e esne e 25
Figure 22 - Vanpool Reviewing Official Audit COMMENt .........cccccoveiiiieiieieee e 26
Figure 23 - Vanpool CommEeNt AQUEU...........oouiiiiiiiiiiiieeee e 26
Figure 24 - Vanpool APProval PAgE .........cooieiiiiiiieieieeeeeee et 27
Figure 25 - Vanpool ApProval WINAOW ..ot 28
Figure 26 - Vanpool Updated WINGOW...........cceciuiiiiiiiiecic et 28
Figure 27 - Vanpool RELUIM PAJE ..........oiuiiiiiieciie ettt steene e sae e 29
Figure 28 - Vanpool Activate/Deactivate Page ...........cccocveiieiiiie e 30
Figure 29 - Vanpool HIiStOIY PAgE .........coviieiiiie ettt sre e 30
Figure 30 - Vanpool DOCUMENTS PAJE ........coviiiiiieiieitisie st 31
Figure 31 - Vanpool SUMMAIY PagB.........cuiiiiiiiiiiieiesiesieeeeee et 35

TIPS Vanpool Coordinator/Reviewing Official Guide Page 5 of 36



[THIS PAGE INTENTIONALLY LEFT BLANK]

TIPS Vanpool Coordinator/Reviewing Official Guide Page 6 of 36



1 Vanpool Registration

Vanpools can be registered and maintained by Vanpool Coordinators or Reviewing Officials.
Vanpool Coordinators must register for an account and have met the criteria to be a participant
in the TIP program (Navy or Marine Corps civilian or military). Once registered, the Coordinator
does not have to be a participant in the program receiving benefits to be a Vanpool Coordinator.
Once the Vanpool Coordinator completes the registration, a Reviewing Official will need to
approve the vanpool along with any changes that are made following approval.

1.1 Registering a Vanpool

To register a vanpool, Reviewing Officials should log onto the TIPS website. Only Vanpool
Coordinators and Reviewing Officials can register a vanpool. Other riders are not authorized to
register vanpools. Reviewing Officials register a vanpool using the Register Vanpool button
shown in Figure 1, Coordinators log into the participant site and use a register vanpool link
shown in Figure 2.

Home Supervisor  Reviewing Official  Program Office  Review  Rec/Rbmn Benefits  Installation Manager JAVUSGRTECERRNN Reports My Info  Help

Vanpool Manager
Vanpool ID Registration Status @ Active Status @ Vanpool Name Coordinator Last Name Coordinator First Name Fare Media Type
Ay - Any - Ay -
City State  Reviewing Official Installation Ridership Approved Cost
[ wo
Ay - Any - Any ~ Primary Any -
Coordinator
Results per page: 50 ~ Find Clear Fitters
Actions: Selectone - (DHelp  Records 1-27 of 27 Export to Excel (@) Help
Wanpool ID Registration Status Active Status Wanpool Name Number of Riders "C‘g"m‘;':nﬁ;“c'g:? Primary Coordinator
D 000152 Not Submitted Not Approved Inactive 1 2 MORLEY, Christine A *
0 000163 Not Submitted Not Approved Inactive & 0
B 000170 Approved Approved Active Denna Wanpool #567 3 55502 Wilismson, Donna A
D 000157 Approved Approved Active Donna's vanpool #2 1 598.48 Wiliamson, Donna A
D 00016 Returned Approved Active Edwyn's Vanpool 2 521002 YU, James Z
D 000158 Not Submitted Mot Approved Inactive  Hello World 0 Afalla, Edwyn TEST ACCOUNT
D 000151 Approved Approved Active How to Train a Van Pool 0 $155.00 RODRIGUES, NICHOLAS
D 000154 Not Submitted Mot Approved Inactive  Hung Van Pool 0 VAN, Hung P
D 000155 Not Submitted Mot Approved Inactive | Hung Van Pool 0 Afalla, Edwyn TEST ACCOUNT
|} 000147 In Progress Approved Active Jack Burten Mediocre Van Pool 1 58594 Dine, Barbara J =

Figure 1 — Register Vanpool (Reviewing Officials)
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Current Status

Application Status

Applicant Information UIC Command Information Reviewing Official
Hquyen, Jenny G Majer Command: NA instalation NA
Date Submitted: 01/08/2014 UIC: NA Reviewing Offcial b
5 " Command: NA Phane: NA
Enrollment Status: In Progress e

Your applicatian is in progress. Your mass Lansil comanting costs is pending approval

Van Pool Management - Current Van Pool Reg

[ Edt | Active Status: Approved Active  Van Pool Hame: SSC PAC BLDG 627
| Ede | Active Status: Approved Inactive  Van Pool Nama: S5C PAC BLDG A33

Action Request Description '
Yau akady have an active apphcation

[ Recey |  Recenity your appication ! mmm e,
[ Change |  Maks a change to your application HE-R;:“ g;'w ‘:::d
| Wahdraw | Withdraw from Transpoetation incentive Program (TIF) abave Usé the "Help® icon 1o

find this information during the
application process.

@ Intemet | Protected Mode: Gn v RN v

Figure 2 - Register Vanpool for Coordinators

1.2 Create a Vanpool

To create a new vanpool click the Register Vanpool link in the center of the screen. The below
processes for registering a Vanpool are the same for both Coordinators and Reviewing Officials

unless noted.

Vanpool Coordinator/Reviewing Officials registering a vanpool will be required to acknowledge
the eligibility information. Vanpool Coordinator/Reviewing Officials can have multiple vanpools
they register and maintain.
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@& https://tipsdevsupport.sd.spawar.navy.mil/vanpool/VanPool.htm| P-adx

File Edit View Favorites Tools Help

Enrollment Steps

TO BE ELIGIBLE TO RECEIVE TRANSIT BENFITS FROM THE TRANSPORTATION INCENTIVE PROGRAM (TIP), THE
VANPOOL MUST:

Eligibility

Vanpool Information
Pick Up Location
Drop Off Location
Vanpool Company
Pricing Model (a) For the purposes of transporting personnel in their local commute to and from their residence to their Permanent
Vanpool Participan Duty Station (PDS).

(b) On trips during which the number of riders transported for such purpose is at least one-half of the adult seating
capacity of such vehicle (not including the driver).

+ Have a seating capacity of at least six adults, not including the driver,
+ Meet the "B0/50 rule,” whereby at least 80 percent of the expected mileage use of the vehicle must be:

+ Charge all vanpool participants (government and non-government riders) the same rate for the same vanpoal service
+ Where local transit authorities exist, comply with rules and procedures established by that local transit authority, to
. Your enroliment form will be saved include registration if required
i every time you navigate to a « Provide documentation (e.g., receipt, invoice) to substantiate the vanpool participant's actual commuting cost
different page. » IMaintain on a daily basis and upload a vanpool log to TIPS by the fifth of every month to document which participants are
using the vanpool to commute to andfor from their PDS.

mn

THE FOLLOWING ARE NOT ELIGIBLE TO RECEIVE BENEFITS:

« Contractors

» DOM civilian employees and military members who are named on a federally subsidized parking permit.

+ Vanpool owners who are drivers or passengers of a for-profit vanpool.

+ Military member, civilian, and NAF employee vanpool drivers riding at no cost or receiving compensation. monetary or
non-monetary, for driving the vanpool.

DOM Resenists who are drilling or training in an inactive duty for training status.

Students or others who provide voluntary senice.

MNAF employed personnel whose salary is not funded by a duly constituted NAFI.

Reserve Officer Training Corps students unless they are enlisted and serving on active duty.

DOM military retirees and DON civilian retirees unless otherwise eligible.

Military dependents unless otherwise eligible.

Military members, and civilian and MAF employees who are receiving transportation benefits from other sources to
compensate for the same commuting expenses. Complimenting subsidies are permitted.

i have read and understood the above eligibility 1fs}

Cancel ConTinue Wi

H100% -

Figure 3 - Eligibility Status

Following the eligibility information the Coordinator/Reviewing Official completes information
about the vanpool. Green check marks will appear on the left side of the screen for showing
progress of completed screens throughout the registration process.
¢ Enter a name for the vanpool that riders will recognize when selecting a vanpool.
o Select the installation the Coordinator commutes to, which is the final vanpool drop
off location.
¢ Click the continue button to move to the next section.
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Figure 4 - Vanﬁool Initial Registration Information

sd.spawar.navy.mil/vanpool/VanPool html

Favorites  Tools Help

Enroliment Steps

Eligibility

Vanpool Information
Pick Up Location
Drop Off Location
Vanpaool Company
Pricing Model
Vanpool Participants
Supporting Documents
Review Registration
‘Submit Registration
‘Completion

Your enroliment form will be saved
every time you navigate to a
different page.

Vanpool Name
Vanpool Name: San Diego Vanpool #7

(Be sure fo enter a name that will be recognizable by riders when they select the vanpool, i.e. primary coordinator
name and/or vanpool number, i.e. VPS] 1422)

Mo installation specified

Reviewing Official: Mo reviewing official available

Primary Coordinator

Name:

Vanpool Installation:

Phane:
Change Installation
Email: =

Installation: Please select the installation that will be managing the vanpool.

Reviewing Official: Installation:

Alternate Coordinatol

4 Previous

CoONTINUE W

#100% -

TIPS Vanpool Coordinator/Reviewing Official Guide

Figure 5 - Choose Installation
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1.3 Choose a Coordinator

Reviewing Officials can be Coordinators of a vanpool or they can choose a Coordinator from a
list of existing coordinators in the TIP System.

Coordinator’s information will automatically be populated into the system.
Coordinators will not be able to change the coordinator. Reviewing Officials will need
to do it if necessary. This is to keep riders who are not Coordinators from registering

vanpools.
¢ Only Coordinator/Reviewing Officials may register a vanpool.
Alternate Coordinators can be added by Coordinators and Reviewing Officials.

LP-radcx

-
@ @ @ https://tipsdevsupport.sd.spawar.navy.mil/vanpool/VanPool.html

File Edit View Favorites Tools Help

i
Find Coordinator

Last Name and First Name (starts with) are mandatory fields. Click "Find Coordinator” to display a list of Coordinators.
Highlight a desired Coordinator and click on "Select Coordinator® to choose one. Click on “Find Coordinator” to display

that specific Coordinator's information.
Last Name (starts with) *

First Name (starts with)

hung
Phone

van
Email *
hung.van@navy.mil

1 resuit(s) returned.
Last Name First Name Email Reviewing Official
VAN Hung hung.van@navy_mil Williamson, Donna A
Select Coordinator ] [ Cancel ]

4= Previous ConTinue

Cance

H100% -

Figure 6 - Choose a Coordinator

1.4 Adding Pick Up/Drop Off Locations

Add one or more pick up locations for the vanpool to include a generic name for the location (i.e.
Target on Liberty Ave.) and the specific address of the pick up location (i.e. 1234 Liberty
Avenue). Be sure to enter a description that will be recognized by other riders.

Pick up Locations should be added in the order that riders are picked up.
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@& https://tipsdevsupport.sd.spawar.navy.mil/vanpool/VanPool.htm|

File Edit View Favorites Tools Help

Enrollment Steps Pick Up Locations

(Enter acations i the exact order your vanpool picks up rders.)

1st Pick Up Location

Drop Off . . Target on Main Street
Vanpool Company Location Name: f
. (Example: Walmart on Main Avenue)

Street: 123 Main Street

State: CA - Califarnia -

= Completion City: San Diego

7. Your enroliment form will be saved  [Radatied 52152
"I every time you navigate to a
different page.

Save and Exit Cancel 4m Previous Continue

100% v

Figure 7 - Pick Up Location of the Vanpool

Add one or more drop off locations for the vanpool to include the name of the location (i.e.
Target on Liberty Ave.) and the specific address of the drop off location (i.e. 123456 Electron
Dr.).

e Select the drop off Installation from the drop down list.

e Calculate and input the round trip community distance in miles from the first pick up to
the last drop off x 2.

Drop off locations should be added in the order riders are dropped off.
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@& https://tipsdevsupport.sd.spawar.navy.mil/vanpool/VanPool.htm|

File Edit View Favorites Tools Help

Enrollment Steps Drop Off Locations and Commuting Distance
(Enter locations in the exact order your vanpool drops off riders.)

1st Drop Off Location Remaove

Drop Orffnmzionl Location Name- Maval Base Pt. Loma )
Vanpool Company (Example: Naval Base San Diego)
Pricing Mode|

Vanpool Participants Street: 222 Catalina Bivd

Supporting Documents

Review Registration State: CA - Califarnia hd
Submit Registration

Completion City: San Diego

: Zip Code: 92152
*’5 Your enroliment form will be saved

1.1 every time you navigate to a Installation: TIPS TEST Installation -
different page.
Reviewing Official: Williamson, Donna A

Roundtrip Commuting Distance

Roundtrip Commuting Distance (Miles) 38 (Enter distance between 1st pick up and last drop off location.)

Save and Exit Cancel 4m Previous Continue

H100% -

Figure 8 - Drop Off Locations of the Vanpool

1.5 Vanpool Company Information

Input the vanpool company information including company name, company address, and the
company Point of Contact name, phone number, and email address. The
Coordinator/Reviewing Official must also include other information regarding the vanpool such
as if it is registered with the transit authority, payment methods, and how many seats are
available in the vanpool.

¢ Not all local governments require vanpools to register their vanpool. Select the
appropriate response: (Yes, No, Not Required, Don’t know)

e Select if the riders can use debit cards to pay for the vanpool. If the vanpool does not
accept debit cards, select no, and choose another payment method from the list
provided. Note: Vanpools that do not accept the debit card are required to submit an
electronic benefit waiver.

e Select if the vanpool allows more riders than number of seats. This is possible if not all
riders use the vanpool every day. Select the number of riders allowed.

o Enter the number of seats in the vehicle, including the driver seat.
o Vanpools are authorized to accept more riders than the number of seats in the
vehicle.

e Provide vehicle information for the vanpool to include the make, model and year of the
vehicle.
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o Enter the average miles per gallon the vehicle gets, and the average number of days per
month the vanpool operates.

@& https://tipsdevsupport.sd.spawar.navy.mil/vanpool/VanPool.htm| P-adx
File Edit View Favorites Tools Help
Enrollment Steps City: San Diego i
State: CA - California -
Zip Code: 92222
Phone: 222-222-2222 Ext:
Wanpool Company/Lease Company POC: John Doe I
Email: John.doe@navy.mil
. g Local Transit Authority
= Completion
Is your Vanpool registered with Local Transit Authority?  No -
#* Your enroliment form will be saved Vanpool Payment Information
" i every time you navigate to a
different page. Debit Card Accepted? Yes -
Fare Media Type: TRANServe Debit Card
Vehicle Information L
Make: Ford
Model: Econovan
Year: 2013
Number of Seats: 8
Does your vanpool accept more riders than seats? Mo @ Y, Enter M Mumber of Riders: 9
(Commuting cost may be impacted by the # of riders) o @ Yes  Emeriamam Fumber of siders:
Miles per Gallon (mpg): 22
Average Number of Commuting Days per Month: 5-4/9 Schedule - 18 days - |
Save and Exit Cancel 4m Previous Continue
0% v

Figure 9 - Vanpool Company Information

1.6 Pricing Model

Coordinator/Reviewing Officials must provide information regarding the Pricing Model of the
vanpool. Coordinator/Reviewing Officials must select from the drop down menu whether the
pricing model is individual, group, or sliding scale.

TIPS Vanpool Coordinator/Reviewing Official Guide
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ricing Model Type (Required)
Select Pricing Model @ Selectone 1
Pricing Model Information
Participants and reviewing official should regularly review the vanpool supporting documentation to ensure that an accurate certified commuting cost is recorded in the Transportation
incentive Program System.
Individual Receipt Priging Mode!

For a participant who receives an individual receipt for one seat in a vanpool, the actual commuting cost for that individual should equal the amount on the invoice or receipt. The participant is eligible for the amount listed
on the individual receipt for one seat in the van pool. In this pricing model, illustrated by Table 1, the cost of riding in this van pool does not change based on the number of riders.

Description Formula Value
A Cost of one seat in a vanpool: $125.00
B Number of seats: 7
c Number of riders: NA
D Certified commuting cost =A $125.00

Table 1 - Individual Receipt Pricing Model

Group Receipt Prising Mode!

For participants in a vanpool that receives one invoice or receipt for the entire vanpool, the actual commuting cost for each individual should equal the total amount of the inveice or receipt divided by the number of seats in
the vehicle (determined by the vanpool company). regardless of whether those seats are currently occupied by a rider. Transit benefits cannot be used to offset the cost of empty seats in a vanpool. In the pricing model
illustrated in Table 2, the participant is eligible for a certified commuting cost of $150.00. The riders in the van would be responsible to pay out-of-pocket for the empty seat

Description Formula Value
A Cost of leasing vehicle: $700.00
B Estimated gas costs: $350.00
c Local transit subsidy: $0.00
D Total cost of vanpool: =A+B-C $1,050.00
E Number of seats. 7
F Number of riders: 6
G Certified commuting cost. =DIE $150.00

** This pricing mode! 15 SIS0 SppIICaDIE When the nUMBEr Of riders equals the
number of seats.

Table 2 - Group Receipt Pricing Model, Where Number of Riders Is Less Than the Number of Seats™

For participants in a vanpool that receives one invoice or receipt for the enfire vanpool and whose vanpool has more riders than the number of seats available, the actual commuting cost for each individual should equal the
total amount of the invoice or receipt divided by the number of riders. In this pricing model, illustrated by Table 3, the participant is eligible for a certified commuting cost of $100.00

Description Formula Value
A Cast of leasing vehicle: $1.400.00
B Estimated gas costs: $500.00 ¥
L Lnral trancit cubeid 2400 NN
Cancel 4m Previous CONTINUE  map-

Figure 10 - Pricing Model Information

1.6.1 Individual

The Individual Invoice pricing model is characterized by Individuals who receive a per seat
invoice from their Vanpool company. An example of this would look like an individual
purchasing a monthly bus pass, if there are empty seats in the vanpool it is the vanpool

company’s responsibility to fill the seats. This cost does not change when there are empty seats

in the vehicle. The costs stay steady.

Select Individual pricing model, and enter the amount on the invoice provided to an individual

rider.

TIPS Vanpool Coordinator/Reviewing Official Guide Page 15 of 36



|
Pricing Model Used

Pricing Model Type (Required)

Select Pricing Model @ Individual
Individual Model

Cost Information

Cost of one seat in Vanpool 110.00
DoD Maximum Monthly Benefit Allowed $130.00

Figure 11 — Individual Pricing Method

1.6.2 Group or Sliding Scale

The Group or Sliding Scale method shares the cost to operate the vanpool across the riders in
the vanpool. The total cost of the vanpool is divided by the number of seats (or riders whichever
is greater). With these pricing models, the benefit to the riders does not change when the
vehicle is not operating at full capacity, the riders must pay out-of-pocket to cover the cost of the
empty seats, or recruit new riders to fill the vanpool capacity.

¢ Provide the amount it will cost to lease the vehicle for the vanpool.

e Provide the Estimated Gas Price per Gallon, as according to an average for the
region of the country the vanpool is operating.

¢ Provide the Estimated Tax and Fees associated with this Vanpool.

e Provide any Local Transit Subsidies or discounts that this company or vanpool might
receive as part of creating this vanpool.

The Calculated Monthly Allowance section breaks up the costs of the vanpool by estimated
monthly gas allowances, total monthly cost of the vanpool, and how much an individual rider will
receive to participate in the vanpool. The individual rider’s certified commuting cost takes the
total operating costs and divides them among the number of seats (or riders whichever is
greater) indicated in the vanpool.

TIPS Vanpool Coordinator/Reviewing Official Guide Page 16 of 36



Pricing Model Used

Pricing Model Type

Select Pricing Model:

Group Model

Cost Information

Cost of Leasing Vehicle
Estimated Gas Price per Gallon 3.85
Estimated Tax and Fees
Local Transit Subsidy 24|
Calculated Monthly Allowance

Estimated Monthly Gas $134.75
Total Cost of Van Pool 5984 .75
Individual Rider Certified Commuting Cost 59848
DoD Maximum Monthly Benefit Allowed $130.00

Figure 12 - Group Method Used

When the pricing model is changed, or any of the factors that the certified commuting cost of the
vanpool, a warning message will pop-up to advise the Coordinator or Reviewing Official that this
change may impact the benefit provided.

UG5
59848

Pricing Model

@ Making these changes may affect the benefit a participant receives for the van pool. Are you are you want to proceed?

& Pricing Model has been changed from Individual to Group.
+ Individual commuting cost has been changed from $130.00 to $98.48.

Figure 13 - Vanpool Pricing Method Warning

1.7 Vanpool Participants

The vanpool participants page will display the riders in the vanpool. The maximum number of
riders in this vanpool has already been entered as part of this registration process.

The system will only allow new riders to select this vanpool if there are seats available. When a
new or changed application is submitted, if the participant selects a vanpool, a seat in that
vanpool is held as pending. Once available seats show 0 no new riders will be able to select
this vanpool until another rider withdraws from the program, selects a different mode of
transporation, or selects another vanpool.
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Rider Summary displays the status of riders in the vanpool.
¢ Maximum Number of Riders Accepted
e Current Approved Riders
¢ Pending Riders (riders have selected this vanpool are awaiting application approval)
e Available Seats

Current Mass Transit Incentive Benefit Riders (Riders receiving benefits from the Navy)
e As applications are approved the name and amount of benefit is displayed
o Initially this will be empty until participant select this vanpool in their TIPS application.
Once the vanpool registration is approved it will be made available to riders to
update their application to show they commute in this vanpool. Participants are not
manually added to this section, they will only be added when their application that
has selected this vanpool is approved.

Current Non-Navy Vanpool Riders: (Riders receiving benefits from another service or program,
or riders who pay their own way.)
It is possible that riders are from other services, organizations, or contractors. Since they are
not receiving benefits from the Navy program, these riders need only to added so that seats that
they occupy do not appear available to other applicants.
¢ Enter the name and organizational association. (If non-Navy riders do not wish their
name and organization to be captured, the Coordinator can simply enter Rider #1,
Rider #2, etc. ). While having the name makes it easier to know the riders, it is only
important to capture that the seat is taken.
¢ Riders can be removed if they no longer use this vanpool by clicking the Delete
button. This will make a seat available for another rider.

. Vanpeol Participants

Riders Summary

Vanpool Name: Test Vanpool (ID #600)

Maximum MNumber of Riders Accepted T
Total Riders 4
Approved Riders 3
Pending Riders 1
Available Seats 3

Current Mass Transit Benefits Participants

Participant (Rider) information will not be available until after 1 July 2014.

Registration of vanpool is initially taking place starting 1 April. Participants will not be able to select these newly registere
You cannot manually enter the riders of your vanpool, it must be done through the application process by the participant &

Rodrigues, Micholas J O

Dine, Barbara J O

Current Non-DON Riders

Non-DON Riders are eligible riders from other Organization. Enter any vanpool riders who are not Department of Navy emr

First Name Last Name Organization

|| ||Select One V|
Name Organization

Jim Jones U.S. Army

Figure 14 - Vanpool Participants
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1.8 Uploading Documents

Coordinator/Reviewing Official must submit supporting documents for the vanpool which

including monthly rider logs and financial documentation.

¢ The Coordinator or Reviewing Official must fill out monthly rider logs which include
which participants rode in the vanpool that month and on which days, and whether or

not it was for the full round trip.

e Coordinator or Reviewing Official should browse and select a file from a designated

area on their computer and upload it.

e Coordinator or Reviewing Official must select the month and year of the log. Click

the Upload button to upload.

NOTE: RIDER LOGS MUST BE UPLOADED BY THE 5™ OF EVERY MONTH.

» Coordinators or Reviewing Official must upload documentation that supports the
amount of benefit being requested. If vanpool amount requested changes, new

documentation must be uploaded to support the change.

e Coordinators cannot delete any documents which have been uploaded. If an error
was made on a uploaded document, the Reviewing Official must delete the

document.

Supporting Documents and Comments

Rider Logs
Select Files to Upload

Select File: Browse...

Description: |

Rider Log For:[Menth ] [Year v

Upload History

Delete: Download  File Name RiderLog  yyou0a0ed By Upload Date Descriplion

Date

Delete Dovnload  Emor.pptx 201414 Janga, Jimmy Enchilada 17232014 43242rewfd

Financial Documents
Financial documents are required
Select Files to Upload

Select File: Browse..

Description |

Document Type [Select Type of Documeni v
Upload

Upload History

Delete Download ~ Type File Name Uploaded By Upload Dale

Delete Downioad  Receipt Emor pptc Janga, Jimmy Enchilada 12202014

Delete Download ~ Receipt Eror.ppbe Janga, Jimmy Enchilada 12202014

Delste Download  Invoice Errorppbx Janga, Jimmy Enchilada 12202014

Delete Downlozd ~ Invoice Erorppbx Janga, Jimmy Enchilada 12202014

Delete Download  Invoice Spelling Error.png THOMPSON, CARLEAN NMN 17212014

Cancel Registration 4m Previous

Description rs
thyyftysy

XEVEVXEVXEVK
3c4q24bauivSwz3se

zz3esfvz5a2anve
v
v

test

CoNTINUE WP

Figure 15 - Vanpool uploaded documents
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1.9 Vanpool Summary and Review

The review page gives the Coordinator or Reviewing Official the opportunity to review all of the
information about the vanpool and make any changes if any of the information is incorrect. The
Coordinator or Reviewing Official can use the “Previous” button to go back and make changes
as necessary in previous screens, or click on the edit buttons in each of the sections where
changes are necessary. By clicking the “Cancel Registration” button all information regarding
this vanpool will be deleted. By clicking “Continue” the Coordinator/Reviewing Official can
submit the registration for this particular vanpool.

Review Registration

Vanpool Status

Vanpool ID Number: 171

Registration Status: Not Submitted

Active Status: Mot Approved Inactive :
Vanpool Information Edit Vanpool Info |

Vanpool Name

MName: San Diego Vanpool #7

Vanpool Installation: TIPS TEST Installation |
Reviewing Official: Williamson, Donna A

Primary Coordinator

MName: VAN, Hung P

Phone: 619-553-6261

Email: hung.van@navy.mil

Installation: 12th MCD / Recruiting Station Salt Lake City

Reviewing Official: Williamson, Donna A

Alternate Coordinator{s)
There are no Alternate Coordinators to display.

Pick Up Locations Edit Pick Up Locations ]

Location Mame: Target on Main Street

Address: 123 Main Street, San Diego, CA 92152

Drop Off Locations Edit Drop Off Locations |

Location Name: Naval Base Pt. Loma

Address: 222 Catalina Blvd, San Diego, CA 92152

Installation: TIPS TEST Installation =

Save and Exit Cancel 4 Previous CONTINUE

#100% -

Figure 16 - Review Registration

Coordinator/Reviewing Officials must click the “Submit Registration” button in order to finalize
and submit the registration for review.
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@& https://tipsdevsupport.sd.spawar.navy.mil/vanpool/VanPool.htm|

File Edit View Favorites Tools Help

Enroliment Steps Submit Registration

Registration Complete

You have completed the vanpool registration form.
You must agree to all the certification statements before you are abie to submit the form.

Certification Statements

| certify that the number of seats of my vehicle reported in this vanpool application is accurate.

certify that the commuting cost is accurate and supported by the financial documentation that has been uploaded.

| certify that the commuting cost does not include costs incurred for parking, tolls. van pool ferry cost, late payment fees. mailing costs, or
costs for holding space in a van pool.

| certify that any local subsidy or discount that the vanpoal has received has been reported on this application.

certify that the estimated gas price per gallon reflects the reasonable price of gas in my region.

'.*" :3:;:';5:':L:IH:I;(\:T;;::T(P; saved certify that all other information in this vanpool registration is accurate and agree to notify the installation Reviewing Official of any change to!

different page. rovided:
Submit Registration

Save and Exit Cancel 4m Previcus

#100% -

Figure 17 - Vanpool Submission Page

The following page shows the Coordinator or Reviewing Official that the vanpool he/she has
created has been submitted and will be in queue for review and approval.
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@& https://tipsdevsupport.sd.spawar.navy.mil/vanpool/VanPool.htm|

File Edit View Favorites Tools Help

Enroliment Steps Completion

Registration Completed

Congratulations.
Your vanpool registration form has been submitted successfully.

Vanpool ID: 171
Vanpool Name: San Diego Vanpool #7
Date Time: Sunday, 2014 April 27

# Your enroliment form will be saved
% | every time you navigate to a
different page.

Close Form

H100% -

Figure 18 - Completed Vanpool Registration Page

2 Reviewing Official Approval

Reviewing Officials can approve or return, set active/inactive, make comments, and send email
through the main Vanpool summary page. These pages show all of the existing and pending
Vanpools. TIPS is a role-based system, so Reviewing Officials will only see Vanpools that fall
into their area of responsibility.

The process for Vanpools is as follows:
1) Complete Vanpool registration (by Coordinator or Reviewing Official)
2) Reviewing Official approves vanpool
3) Participants select vanpool in participant application
4) Reviewing Official approve participant application

Reviewing Officials are responsible for reviewing and approving vanpools that belong to their
installation based on the installation selected by the vanpool coordinator. It is also possible that
a Reviewing Official may have participants that ride a vanpool from another installation. In this
case, the vanpool will be available for view only (no modification is allowed).
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2.1 Vanpool Module Management

Reviewing Officials can select the Vanpool Manager tab to display the summary page for
vanpools. This summary works like other summary pages in TIPS with similar views and

functions.

Reviewing Officials are able to search for vanpools based on a number of filter options:

Field Description
Vanpool ID A unique identifier of the vanpool. This number is generated by
the system.

Registration Status

There are four status available:

Not Submitted - vanpool registration is still in work and has not
been officially submitted

In Progress — vanpool has been submitted and requires RO
review

Returned — RO has returned that vanpool registration for update
Approved — RO has reviewed and approved the vanpool.

Active Status

This status indicates if the vanpool is active or deactivated

Vanpool Name

Vanpool Name. The search will work for full or partial name
search.

Coordinator Last
Name

Coordinator Last Name. The search will work for full or partial
name search.

Coordinator First
Name

Coordinator First Name. The search will work for full or partial
name search.

Fare Media Type

Fare Media Type used by the vanpool

City Vanpool City

State Vanpool State

Zip Code Zip code for the Pick up and Drop Off locations. This is useful
when trying to identify a vanpool for a potential rider.

Installation Vanpool Installation based on the coordinator installation

Ridership Used to find vanpools with fewer riders than seats, equal riders

and seats or more riders than seats

Approved Cost

Used to find vanpools that have approved costs greater than,
less than, equal or between specified costs.

Vanpool Ownership

Indicates vanpools that are in the ROs Area of Responsibility.
Some cases the vanpool is under a different Installation but there
are participants from another installation. In these cases the
vanpool is available read only to the RO to verify participant
ridership.

Vanpool
Delinquencies

Used to find vanpools that are missing required supporting
documentation such as Financial documents and Rider Logs.

TIPS Vanpool Coordinator/Reviewing Official Guide
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From the summary page, Reviewing Officials can click the FIND button to view all vanpools.
Vanpools can also be searched and filtered using the filter options at the top (described above).

The system is role based so a Reviewing Official will only see vanpools that they are
responsible to manage or that have drop off locations in the installation. The vanpools that are
managed by the Reviewing Official will have both the Vanpool ID and Vanpool Name links
enabled. Vanpools that are not managed by the Reviewing Official (but that does not have drop
off location in the installation) will only have the Vanpool Name link enabled for view only
access.

The Vanpool ID link, like application ID link will open to a detailed view of the vanpool
information. The typical summary page functionality: Change Reviewing Official, Send Email,
Add Comments, Upload documents. Clicking on the Vanpool Name link will allow for editing the
vanpool information.

Home Supervisor Reviewing Official Program Office  Review Rec/Rtrn Benefits  Installation Manager [AVURESEPVERPCE Reports My Info  Registration Viewer

Vanpool Manager
Vanpool ID  gegistration Status & Active Status & Vanpool Name Coordinator Last Name Coordinator First Name Fare Media Type
| | [any v] [y v | | \ | [y v]
City State  Rewiewing Official Installation Ridership Approved Cost
[ no
| [y v] [y v any Verimary  [Any ~
Coordinator
Vanpool Ownership Vanpool Delinquencies
| Any ~ | | Any hd
Results per page: Find Clear Fiters Register Vanpoal

Actons:[Selecione | (e

Registration

Vanpoal ID
Eried Status

Active Status

Records 1-50 of 1,318

Vanpool Name

Company Neme

Pricing Maodel

Mumber of Riders

Monthly Certified
Commuting Cost

Export to Excel (@) Help

Frimary Coordinator

O 001818 Approved Approved Active | #1 Port Orchard Van Focl Kitsap Transit Ingivigual 7 545,36 JOHNSON, CLIFFORD C ~
O 00087 Approved Approved Active  #202 Jeffersan Transit Group 12 $157.52 Minaker, Kelly Jo
0 001685 Approved Approved Active | #2119 Road Riders Intercity Ingivicual 7 $128.00 ACKERSON, MARK A
O 001745 Approved Approved Adtive | #7325 Pierce Transit Individual 13 $125.00 LODHOLZ, JOHN
0 001778 In Prograss Net :‘;x:"'“ #Gifford Van masan county transit Sliding Scale 0 BALTER, Gifford T
O 001052 Approved Approved Active  +Benmemin Figuerca V-Ride INC. Group 7 $226.11 FIGUEROA, BENJAMIN
O 001445 Approved Not Approved | o755 WRide INC Group 3 315567 Smith, Anthony Deric

= Inactive e
O Doo3ss Approved Approved Active 001017 V-Ride Ingividual 7 $165.00 HUDSON, JAMES RICHARD

Mot Approved

O 001751 In Progress DIHE';"IL:_:‘E 1180 Friends 0830-1600 EnterPrise Group 0 FRENZEL, Cynthia A
O 001300 Not Submitted  NOUAPPIVEd 55554010000 0

Rt Inactive el
0 001344 Approved Approved Active | 12 Area Dental Enterprise Group & s128.78 MCHAY, TAMARR L

W

m nn14/7 Annrmved Annmved Active 1487 lsland fransit Gronin 7 812507 GOONFNOINGH PAILN LAY

Figure 19 - Vanpool Filter Page for Reviewing Officials

Note: If a Reviewing Official wishes to view information on a vanpool they do not manage, but
have a participant who rides in that vanpool, the Reviewing Official can view that information
from the Reviewing Official tab, by viewing the participant’s application and clicking on the
“vanpool information” button.
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Home Supervisor [LEVISUNELENE Drogram Office  Review  Rec/Rbm Benefits  Installation Manager  Vanpool Manager Reports My Info  Help

Review Application #42925 - MORLEY, Christine A

View Application Personal and Work Location Information 2
Add Audit Comment
Audit History Application Number:
Change Application Status DOT Customer ID: Not Available 3

Aoprove Appiication + Current Application Status: Approved

Disapprove Application

Figure 20 - View Vanpool Information

2.2 Reviewing Official Vanpool Detail Page

Reviewing Officials and program office will be able to edit, comment on, change status, set
active state, view history, and upload documents via the Vanpool Detail Page.

Review Registration =

Vanpool Status

Vanpool ID Mumber: 171

Registration Status: Not Submitted

Active Status: Not Approved Inactive =
Vanpool Information [ Edit Vanpool Info ]

Vanpool Name

Name: San Diego Vanpool #7

Vanpool Installation: TIPS TEST Installation |
Reviewing Official: Williamson, Donna A

Primary Coordinator

Name: VAN, Hung P

Phaone: 619-5653-6261

Email: hung.van@navy.mil

Installation: 12th MCD / Recruiting Station Salt Lake City

Reviewing Official: Williamson, Donna A

Alternate Coordinator(s)
There are no Alternate Coordinators to display.

Pick Up Locations [ Edit Pick Up Locations |
Location Name: Target on Main Street

Address: 123 Main Street, San Diego, CA 92152

Drop Off Locations [ Edit Drop Off Locations |
Location Name: Naval Base Pt. Loma

Address: 222 Catalina Blvd, San Diego, CA 92152

Installation: TIPS TEST Installation =

Figure 21 - Vanpool Summary Page
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2.3 Reviewing Officials Vanpool Comment Page

Reviewing Officials can add comments and view the Vanpool information via the Add Audit
Comment tab on the left side of the screen. Only Reviewing Officials and Program Office
personnel can view these comments.

TRANSPORTATION INCENTIVE PROGRAM

OQutsinE THE NATIONAL CAPITAL REGION

Office of Financial Operations

Home Supervisor Reviewing Official Program Office Review Rec/Rtrn Benefits Installation Manager RELEGHEELELE Reports Help

Review Van Pool #153 - San Diego Vanpool #5

View Application Add Van Pool Audit Comment
Add Audit Comment Audit comments can only be seen by Reviewing Official and Program Office personnel.
Audit Comment History
Van Pool ID: 153
Approve Van Pool
Van Pool Name: San Diego Vanpool #5
Retum Van Pool
Status: In Progress
N .. iivc Sintus: Not Approved Active
eI Coordinator Name: Wiliamson, Donna A
Documents
Close Enter Comments (Required)

Add Comment || Cancel

Figure 22 - Vanpool Reviewing Official Audit Comment

s> TRANSPORTATION INCENTIVE PROGRAM
OuTsipE THE NATIONAL CAPITAL REGION

Office of Financial Operations

Supervisor  Reviewing Official  Program Office  Review Rec/Rtrn Benefits  Installation Manager [RETEISIIEIEREUE Reports

View Application

Add Audit Comment — . Van Pool Audit Comment
| w2szn4 Willamson, Donna
Audit Comment History this is a test
Approve Van Pool
Retum Van Pool
Activate/Deactive Van Pool

Van Pool History

Documents

Close

Add Comment

(;;u Comment for Van Pool #1563 has been added.

Figure 23 - Vanpool Comment Added
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2.4 Reviewing Official Vanpool Approvals

Reviewing Officials can approve or return the Vanpool registration to the Vanpool Coordinator
for adjustments via the Approve Vanpool menu item on the left side of the screen.

The Reviewing Official is responsible for determining if the benefits requested are fair and
reasonable for the local area and for the vanpool type. If the benefits requested are deemed
unreasonable, and inconsistent with other like vanpools, the Reviewing Official can set a
reasonable commuting cost. In this case the Reviewing Official would select “No, the
commuting cost is not reasonable.” The Reviewing Official is then required to enter a
reasonable cost. This action does not change the costs entered by a Coordinator, it only
changes the benefits amount that can be requested by a participant. Any changes here are
visible to the Coordinator and other Reviewing Officials from the vanpool information page.

Home Supervisor Reviewing Official  Program Office  Review  Rec/Rtrn Benefits Insta\lationManager Reports My Info  Registration Viewer

Vanpool ID:
Vanpool Name:
Registration Status:

Active Status:

Coordinator Hame:

SRS ~\pprove Vanpool 232 - Donna Test #100

corment | Acknowledgements

| have reviewed Vanpool Id #232 - Donna Test #100 for completeness
I have reviewed the fare media type, and itis consistent with the mode of ransportation selected

Reviewing Official Certified Commuting Cost

Is the certified commuting cost of $298.43 reasonable for this vanpool?
@ Yes, the commuting cost is reasonable ) Mo, the commuting cost is not reasonable
Enter a new reasonable commuting cost (if select Mo above):

G

Figure 24 - Vanpool Approval Page
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Home Supervisor

Review Vanpool #232 - Donna Test #100

iewing Official

og Office Review Rec/Rtrn Benefits Installation Manager Vanpool Manager Reports My Info

View Application Approve Vanpool Registration
Add Audit Comment
Audit Comment History Vanpool 1D: 222

Approve Vanpool Vanpool Name: Donna Test #100

Tl Registration Status: In Progress

B Active Status: Mot Approved Active
i : Systemn, BD
S — Coordinator Name: ystem
Documents Enter Reasons for Approval (Optional)
Close comment
@ Are you sure you wish to approve Vanpool #2327
Figure 25 - Vanpool Approval Window
Home  Supervisor Reviewing Official Program Office Review Rec/Rtrn Benefits Installation Manager Van Manager Reports My Info

Review Vanpool #232 - Donna Test #100

=
RS Vanpool Status
Audit Comment History
Vanpool ID Mumber: kvl View Changes
Approve Vanpool Registration Status: Approved
Return Vanpool Active Status: Approved Active
ActivatelDezctive Vanpodl | o 0061 Information
ETTEE fEET Vanpool Name
Documents Mame: Donna Test#100
Close Vanpool Installation: TIPS TEST Installation

Reviewing Official:
Primary Coordinator

Williamson, Donna J

Mame:
Phane: Q Vanpool #232 has been updated to Approve Status and saved.
Email:

Installation:

Reviewing Official:
Alternate Coordinator{s)

WWITATTISOmT, OoTa J

There are no Alternate Coordinators to display.

Pick Up Locations

Location Name:
Address:

Walmart on Main Avenue
123 Main Ave, Anytown, CA 92152

Drop Off Locations

Location Mame: Maval base San Diego

TIPS Vanpool Coordinator/Reviewing Official Guide
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2.4.1 Approving Increased Cost for Vanpool

When changes affecting the cost of a vanpool are approved, the applications for the
riders of that vanpool are returned to the participants so that they can recertify the new
higher cost. They system will also send an email to the participant and let them know
that the vanpool has changed and that they need to resubmit their application. These
applications once resubmitted will require approval.

2.5 Reviewing Officials Vanpool Return

Reviewing Officials can return the vanpool information to the Coordinator if he/she believes
more information is needed.

Home Supervisor Reviewing Official Program Office Review Rec/Rtrn Benefits Installation Manager Vanpool Manager Reports My Info
Review Vanpool #732 - Donna's Test #500

e
Add Audit Comment
Audit Comment History Vanpool 1D: T3z
Approve Vanpool Vanpool Name: Donna's Test #500
Return Vanpool Registration Status: In Progress
. 0 e Active 5tatus: Approved Active
e Coordinator Hame: Williamsen, Donna J
Documents Enter Reasons for Return (Required)
Close

Retum ||  Cancel

Figure 27 - Vanpool Return Page

2.6 Reviewing Officials Vanpool Activation/Deactivation

Vanpools also have an “Active” or “Inactive” status. Initially vanpools are “Active” during the
approval process and as long as the vanpool continues to operate. Once the vanpool is no
longer operating the Coordinator or Reviewing Official can set the vanpool to be inactive. Any
riders associated with a vanpool that is set to inactive status will have their application set to
“Returned” and require the rider to select a different vanpool, withdraw from the program, or
select another mode of transportation.
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Home Supervisor Reviewing Official Program Office Review Rec/Rtrn Benefits Installation Manager Reports My Info
Review Vanpool #732 - Donna's Test #500

View Application Activate/Deactivate Vanpool
Add Audit Comment
Audit Comment History Vanpool ID: 32
Ap Vanpos! Vanpool Hame: Donna's Test #500
R Vs Registration Status: In Frogress
e e e Active Status: Approved Adtive
— Coordinator Name: Williamsen, Donna J
an| ismqr
Documents By clicking on "Deactivate Vanpool”, the vanpool will be inactive and any riders in the vanpool will have their
Close applications returned to them and require an updatefrecertification.

| Deactivate Vanpool || Cancel |

Figure 28 - Vanpool Activate/Deactivate Page

2.7 Vanpool History

The vanpool history page lists all entries, changes, or adjustments which have been made to
that particular vanpool.

Home Supervisor Reviewing Official  Program Office  Review  Rec/Rtrn Benefits  Installation Manager [EAVETTCISLEVEREYE Reports My Info  Registration Viewer

Review Vanpool #732 - Donna's Test #500

View Applcation Date Who Entry A
Add Audit Comment Vanpool Registration
81972015 System, BD _
‘Aucit Cosmmant History Vanpesl #7322 registration form has been submitted
Removed from Vanpos!
Approve Vanpool a18/2015 Systemn, BD R
Application #47343 has been remaved from Vanpos! #732 becauss the program office has the
teturn Vanpool - . . Approved for Vanpool
e yatem. Application #67343 has berome sn active rider of Vanpool #7232 bersuse the program office spproved the application
Vanpool History 818/2015 Dine, Barbars Feserved far Vanpool
Application #47343 has reserved & sest in Vanpos! #722 by the participant.
Documents
8r12/2015 Dine, Barbars from Vangool
Close ' Application #47343 has been removed from Vanpool £732 because the participant has the
) Approved for Vanpool
CHAENE I Emie Application 247243 has become an active rider of Vanpool #732 becsuse the program office approved the application
a/9/2015 Dine, Barbara Reserved for Vanpool ) )
Application #47343 has reserved & sest in Vanpool #732 by the participant
amz0is Bine. Barbar Removed from Vanpos!
LLh = Application 247243 has been remaved from Vanpeal #7322 because the ipant has the v
< >

Figure 29 - Vanpool History Page
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2.8 Vanpool Documents Page

The vanpool documents page is where Coordinators/Reviewing Officials can upload documents
pertaining to invoices receipts, rider logs, etc.

Home Supervisor Reviewing Official  Program Office  Review  Rec/Rtrn Benefits  Installation Manager Reports My Info  Registration Viewer
Review Vanpool #732 - Donna's Test #500

Supporting Documents A

View Application
Add Audit Comment Rider Logs
Audit Comment History Select Files to Upload
Approve Vanpool Select File: Browse:
Return Vanposl Desaiption: |
Activata/Deactive Vanpoal Rider Log For.
Vanpool History Upload
Documents.
Close Upload History
No entries to display.

Financial Documents (Reguired)

Select Files to Upload

Select File: Browse..

Dessiption: |

[ Type: | Select Type of Document W

Upload History
Download Type File Name Uploaded By Upload Date Desaription
Delete Download Invoice test docx ‘Williamson, Donna J 2/18/2015 Invoice
Delete Download Invoice  testdom Williamson, Donna J 12/912014 test v

Figure 30 - Vanpool Documents Page
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2.9 Action Menu

From the Vanpool Manager, the reviewing official has an action menu.

Home Supervisor Reviewing Official  Program Office  Review  Rec/Rtrn Benefits  Installation Manager Reports My Info Registration Viewer

Vanpool Manager
Vanpool 10 Registration Status & Active Status & Vanpool Name Coordinator Last Name Coordinator First Name Fare Media Type
| | [aw | [ny | [Donna | | 1 [Any |
city State  ZipCode Reviewing Official Installation Ridership Approved Cost
[ he
| [2ny ] | ey w [ Ay ~erimary  [27y v
Coordinator
Vanpool Ownership Vanpool Delinquencies.
[Any v [Any v
Results per page: Find Claar Fihess Register Vanpool
.
Actions: | Select one w| (Zyiels  Records 1-2 of 2 Exportto Excel (@) Heip

Monthly Certified

Vanpool ID FEPEOAET Active Status Vanpool Name Company Name Pricing Model  Number of Riders o b Primary Coordinater
Status Commuting Cost
O poozaz Approved Approved Active | Donna Test #100 Donna Vanpeol Group 1 5738 43 Dine, Barbara
O 000732 InProgress  Approved Active Donna's Test #500 Enterprise Group 3 $129.00 Williamson, Donna J

To use the action menu, a check mark is placed in the checkbox to the left of the vanpool id.

2.9.1 Add Audit Comment

Reviewing Officials can add an audit comment on a vanpool. These comments are retained in
the audit history and are only viewable by the Reviewing Officials and the Program Office.

Vanpool Audit Comment - Donna Test #100
Add Vanpool Audit Comment f

Audit comments can only be seen by Reviewing Official and Program Oifice personnel.

Vanpool 1D: 232

Vanpool Hame: Donna Test #100
Registration Status: Approved
Active Status: Approved Active
Coordinator Name: Dine, Barbars

Enter Comments (Required)

4dd audit comment here.....

Add Comment || Close
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2.9.2 Change Reviewing Official

Use this action if the vanpool coordinator has selected the wrong installation during registration.

Change Reviewing Official

Click on "Find Reviewing Official™ for a list of all Reviewing Official. K you want to filter by name, installation, city,
| arddor ztate, please provide informaticn in the search criteris input fields.

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

Find Reviewing Official |

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

2.9.3 Send Emall

Reviewing Officials can send emails to the vanpool Riders, Coordinator(s) and other Reviewing
Officials.

Email Message
To: [JRider(s) [] Coordinator(s) [_]Reviewing Official
Subject: | |
Attachment: Browse. . |
Bady: B/UXK, Y EEESwa—=ciza=e]
Background VI Foreground vlSize vl
Send || Cancel
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2.9.4 Upload Documents

Reviewing Officials can use the action menu to upload supporting documents for the vanpool.

Upload Documents - Donna Test #100

Rider Logs
09 A
Select Files to Upload
f
Select File: Browse...
Description: |
Rider Log For| Month || Year |
Upload
Uplead History
. Rider Log L
Delete Download File Name Date Uploaded By Upload Date  Description
Delete Download Test.doox 201506 Dine, Barbara TM42015 test
W
Cinanrial Macanmaante fDnooimadl

2.10 Participant Vanpool Selection

After the vanpool registration is complete, a participant will first select vanpool as a mode of
transportation, this will open up the Vanpool Information section allowing for selecting the
specific vanpool.

The Vanpool selection dropdown menu will show all active vanpools. If a vanpool is full (no
open seats) the title will show that. The vanpool information is shown, including Reviewing
Official, Coordinator, and pick up and drop off locations. If the participant’s vanpool choice is full,
or not shown at all, the participant can contact the Reviewing Official or Coordinator.

As mentioned previously, a seat in the vanpool is reserved when the participants submit their

application for approval. That seat will be shown in a ‘Pending’ status until the application is
approved, withdrawn, or another mode of transportation is selected.
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Participants are also asked if they are being compensated for driving the vanpool or for being
the Coordinator. If they answer yes, they will need to enter the amount of the compensation,
which will be deducted from the amount of benefit they will receive.

As you can see in Figure 31, the fare media type, vendor and benefit amount are grayed out for
the participant. These fields are populated for the participant when they select the vanpool.
This reduces error and ensures participants are getting consistent benefits.

1]
3 v NC v 8 v 3 v 8 v 8 v 8 - SCNEOUIED 10 WOrK
Select NC for Non Commuting days that you are scheduled to work (i.e.
NC = Nen Commuting RDO = Regular Day Off Pay day regular telework, etc.)
The maximum monthly allowance is $130.00.
If your projected monthhy exp exceeds the i allowance, you

are entitled to receive up to the maximum allowed amount only.

Mode of Trans rF‘rquency o

Debit Card Accepted? Fare Media Type Name of Com pany Cc-_st

Remove

Vanpool

Total Monthly Commuting Expense

Monthly Expense Reguested _

} e p—

m

Monthly Expense Allowance $45.02 |
Vanpool Information
Active Vanpools
Iseled your vanpool Donna Vanpool #5867 vI [ Can't Find Your Vanpool?
Point of Contact
Installation Reviewing Official Coordinator
TIPS TEST Installation Wiliamson, Donna A Wiliamson, Donna A
555-555-5555 Ext: 0000 555-555-5555 Ext: 0000
San Diego, CA 91911 denna.wiliamsontest@navy.mil donna. wiliamsentest@nawvy. mil
Locations
Pick Up Locations. Drop Off Locations

Walmart on Main Avenue MNaval Base 32nd

123 Main, San Diego, CA 82152 222 Harbor Drive, San Diego, CA 81252

Target on E Street

129 E Street, San Diego, CA 52152
Compensation
Are you being compensated for driving or coordinating this Vanpool? @
@ es, | am being compensated. No, | am not being compensated. If yes, enter amount compensated $10.00
Are you eligible to participate in reduced fare programs? @
@ “fes, | am eligible to participate in a reduced fare program. No, | am not eligible to participate in a reduced fare program.
Additional Information

4 Previous ConTinue

#,100%

-

Figure 31 - Vanpool Summary Page
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2.11 Troubleshooting

2.11.1 Participant unable to find vanpool

First step is to verify the vanpool is approved and active.

Next step is to verify drop off locations. In order for the vanpool to be enabled for selection by a
participant, a drop off location must occur in the installation that the participant has selected on
their application. Please check to ensure that the participant has selected the correct
installation.

In some cases, a vanpool may have riders from multiple installations. These vanpools need to
have drop off locations for each installation that they service. This will enable the participants in
the serviced installations to select the vanpool.

2.11.2 Vanpool Coordinator is not eligible for TIPS

The vanpool coordinator must be a Navy or Marine Corps civilian or military personnel.

This enables the creation of an account in TIPS. In some cases the vanpool coordinator is non-
DON, yet there is one or more Navy riders on the vanpool. Typically in these cases, one of the
DON riders will need to act as the vanpool coordinator to register the vanpool and upload the
necessary documentation.

2.11.3 Changing vanpool coordinator

The Reviewing Official can change the vanpool coordinator. Similar to application updates, the
Reviewing Official should click on the vanpool name. On the next screen press the Edit
Vanpool Information. Press the remove button to remove the previous coordinator if necessary.

Use the Look Up Coordinator to select the new vanpool coordinator. The Look Up Coordinator
feature requires the entry of the coordinator’'s email. Please ensure that you have the correct
email address when trying to look up the coordinator. This would be the email that the
coordinator used to register for an account and the one used by the system to send
notifications.
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2.11.4

A. Acronyms

CAC
DEERS
DOB
DoD
DON
EDIPI
FAQs
FM&C
FMO
ONCR
ORG
PAC
PDF
POC
RDO
RO
SPAWAR
SSC
SSN
TIPS
uIC

Common Access Card

Defense Enrollment Eligibility Reporting System
Date of Birth

Department of Defense

Department of the Navy

Electronic Data Interchange Personal Identifier
Frequently Asked Questions

Financial Management and Comptroller

Office of Financial Operations

Outside the National Capital Region
Organization

Pacific

Portable Document Format (Adobe Acrobat file format)

Point of Contact

Regular Day Off

Reviewing Official

Space and Naval Warfare

SPAWAR Systems Center

Social Security Number

Transportation Incentive Program System

Unit Identification Code
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