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1 What is TIPS?

The Office of Assistant Secretary of Navy for Financial Management and Comptroller
(FM&C), Financial Management Office (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).

Based on eligibility requirements, TIPS helps DoN employees to reduce their daily
contribution to traffic congestion and air pollution, as well as expand their commuting
alternatives. TIPS is designed to pay for mass transit costs incurred by personnel in their
local commute between their residence and permanent duty station.

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:

e Reduce error rates of submitted TIPS applications

e Reduce the number of paper applications received for manual processing

o Reduce the overall processing time for applications

o Decrease administrative overhead by eliminating redundant effort

e Provide monitoring of applications by cognizant authorities

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

2 Document Overview

This User Guide is intended for supervisors who will perform the following duties:

e Search for an employee using name, Unit Identification Code (UIC), application
number and status

e Certify that an employee is eligible to participate in the program
e Edit an employee application
e Select a new supervisor for the employee

e Send email to participants, Reviewing Official (RO), and supervisor with reference to
a particular employee

¢ Withdraw an employee application and delete an employee application

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

3 Login to the TIPS Website

To get started with TIPS, a supervisor will need access to a computer connected to the
Internet. From there the supervisor will perform the following steps.

a. Open a web browser (e.g., Internet Explorer).
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b. Type the following address into the browser’s address field: https://tips.navy.mil (Note:
“https” is required in the web address.)

c. Click the Enter or Return key on the keyboard. A banner will be displayed telling you
that you are accessing a government information system.
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d. Click the OK button to close the banner window. The TIPS website appears.

The Depanment of Detense Instruction 100027 Login for Participants and New Applicants
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Department of Navy Program Manager TIPS Technical Support
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e. Onthe TIPS Login Page, click the Log In button under the “Login for Supervisors,
Reviewing Officials, Program Office Personnel” heading. Select either digital certificate
then click the OK button.

Select a Certificate

x| MORLEY.CHRISTINEA.123.. |
' | Issuer: DOD EMAIL CA-29
Valid From: 2/5/2012 to 2/5/2015 |
| iClick here to view certificate prope...:

i Il MORLEY.CHRISTINEA.123..
| Issuer: DOD CA-29
| Valid From: 2/5/2012 to 2/5/2015

[ ok || cancel
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4 Annual Training

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

a. A privacy act statement will be displayed.

[l

 FMO::

Office of Financial Operations

TRANSPORTATION INCENTIVE PROGRAM Wel TR AT Uned i ESE Logour
Outsipe Tue Nationar Caritar REGION

Privacy Act Statement ? Help

Paivacy EveieiLmy

Authority: 5 U.5.C. 301. Department Regulations; 5. U.5.C. 7905, Programs to Encourage Commuting by Means other than Single Occupancy Motor Vehicles. 10
U.S.C. 131, Office of the Secretary of Defense; E.O. 12191, Federal Facility Ride Sharing Program, E.O. 13150, Federal Workplace Transportation; and E_O. 9397
(SSN).

Principal Purposes: To manage the Department of the Navy Transportation incentive Program including, but not limited to, evaluation and reimbursement of
participants. To track the allocated funds in support of the program and prevent misuse of those funds.

Routine Use(s): To the Department of Transportation for the purposes of administering the program and/or verifying the eligibility of individuals to receive a fare
subsidy. Data may be provided under any of the DoD "Blanket Routine Uses".

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

[T] I have read and understood the above program information. L4

CoNTINUE, |

b. Read the statement 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.

Ja{ TRANSPORTATION INCENTIVE PROGRAM Weicoma Clatstine ATEST) Logour
S Ouvrsine Tue Namosar Carimar ReGion — E g g
Parvace Euvomary

4

EuGIBILITY

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

Use a quaified means of transportatson to commute to and from work or designated telework center
Mot be recerang transportation benefits fom other sources
Faill within coe of the followng Categones

.

1. DON Actew Mitary

2 DON Reserve Miltary on qualfinng actve duty for more than 30 days

1 DON Federal crshan emgioyees, nciudng Federal employees on pan time work schedules and paed intems
4. DON NAF perscnnel employed by 8 duly consttuted DON non-appropriated funded mstrumentaldy (NAFT)

THE FOLLOAVING ARE NOT ELIGIBLE TO RECEIVE BENEFITS

o Contractors

o DON crlian employess and military members who are named on a federally subsedzed parkang permt
+ Wanpool owners who are deners of passengers of a foe-proft vanpool

« Miltary member, calian, and NAF employee vanpool drivers riding st no cost of recening compensation. monetary or non-monetacy ke deing =

™M Pronous Frozn mp

d. Read the Eligibility statement all the way to the end, and then click the FINISH button.
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5 Home Tab

Once you log into TIPS, the Home tab displays information about TIPS.

TRANSPORTATION INCENTIVE PROGRAM ~ Welcome Christine A TEST!
szx. Ouvrsipe Tue Nariosar Carirar REGION

Transporiation aceative Program o] Training Materials .
What is TIP? ; Training Materials
The Department of Defense Instruction 1000.27 establishes a mass transt benefit program for Supervisor Traming: -

outside the National Capkal Regeon, In accordance with thes Instruction the Department of the Navy ——
(DON) has wnplemented the Transportation Incentive Program (TIP) for DON employees (see
ehobity requrements below) to help reduce ther dady contnbution to traffic congestion and ar
poliubon, as wel 35 expand thew commuting akematries. Effectrve Apri 1, 2013, DON members are Important Dates
ehgble for transt benefts up to $245.00 per month (parking fees are not included) for specific pre-

approved commuter mass transit transportabion costs not to exceed actual expenses.

TIPS Newsletiers and Archives

Information ¥ TIP Newsletters and I Links

Archives
Installation Points of Contact - -

6 Supervisor Tab

This tab allows a supervisor to validate, return, or disapprove an application, after reviewing
the employee’s name, UIC, installation, work schedule, and appropriation.

To get started, a supervisor will click the Supervisor tab to display the Supervisor Page.
From here they can find an employee using the employee’s hame, application number,
status, UIC, and/or other search criteria.

Supervisor Page () Heilp
sl =2 3 Last Name First Name SSN
Application ID Application Status Validated Approved (starts with} (starts with) (last 4)
Any - Any v Any v
Work Schedule uic Installation
Any - Look Up UIC Any ¥
Results per page: 50 ~ Find Clear Fiters Create New Application

Enter search critenia above and press the "Find" bution to displav a list of files.

6.1 Find

If you click this button without entering any search criteria, you will see displayed all the
records of participants in TIPS for which you are supervisor. To find specific information,
enter various search and filter criteria, and then click the Find button. See section 6.3,
Search and Filter Criteria, for more information.
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Supervisor Page @ He

Search criterias are oplional. Click on Find Button to see all applications that you are the Supervizor for. To further narrow down the resuit list, click on Glear Filters, enter any of the search
fields then click Find Button to obtain new results.

s v : Last Name First Hame SSN
Application 1D Application Status Validated Approved (starts with) (starts with) (last 4)
Any - Ay - Ay -
Work Schedule uic i
Any - Look Up UIC Any -
Results per page: 50 ~ Find Clear Fitters Create New Application
Actions:
Saboie = (@ Help Records 138 of 38 Export to Excel (2 He
M Application : ) i =
Application 1D Status Validsted Approved Installation
S
nrol o o igner, Malinda nstallation
oooonge Enrolled N N Ai Malinda TEST ACCOUNT cn NMMNNN | TIPS TEST Installati 2120 WCF
nrol es o ogar, Mathew nstallation
0o00a1 Enrolled ¥ Ny B Mathew TEST ACCOUNT c NHNNNN TIPS TEST Installati 220 WCF
5 nro o &8 ogar, Mathew T nstallation
000115 Enrolled N b B Mathew TEST ACCOUNT Cn NHNNNN | TIPS TEST Installati B20 WCF
rawn es 0 eqroot, Maryiou nsi n
o0oo112 Withdi ¥ Ny Ds it, I TEST ACCOUNT cn NHNNNN TIPS TEST Installatiol 9M8 WCF

6.2 Actions

Actions allow a supervisor to do several things, including change the supervisor of a
participant, change the application status of a participant, and upload documents. There are
8 possible actions. The help button for these actions is described in paragraph 6.8.

Supervisor Page

Search criterias are optionai. Click on Find Button fo see all applications that you are the Supervisor for. To further narrow down the result list, click ¢
fields then click Find Button to obtain new results

—_— — " Last Name First Na
Application ID Application Status Validated Approved (atarts with) (startss
Any - Ay « Any -
Work Schedule uic Installation
Any - Look Up UIC Any
Results per page: 50 ~ Find Clear Fiters Create New Application
Actions:

[Socciore —To @M Recorde 1380138

Selectone Frm—
Change Supervisor Stal Validated Approved
Delete

Disapprove rolied No No Aigner, Malinda TEST ACCOUNT cnv NNNNNN TIPS TEST insta
Return

Send Email rolied Yes No Bogar, Mathew TEST ACCOUNT cnv NNNNNN TIPS TEST Insta
Upload Documents

Validate rolied No Yes Bogar. Mathew TEST ACCOUNT cv NNNNNN | TIPS TEST Insta

Withdr.
‘gd = = Yes No Degroot, Manyioy TEST ACCOUNT cv NNNNNN TIPS TEST Insta

6.2.1 Change Supervisor

This action allows a supervisor to select a new supervisor for the employee. An email is sent
to the employee and to the former and new supervisors. You may click multiple checkboxes
to make a “global” change to multiple employees. You may only Change Supervisor for
those applications which are Not Submitted, In Progress, Returned, Approved, Enrolled,
Return Enrolled, and Suspended. (You may NOT Change Supervisor for an application
that is Disapproved, Inactive or Withdrawn.)

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

c. Click Change Supervisor.
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Select New Supervisor

Change Supervisor
To change the supervisor of an employee, type the name of the supervisor. Supervisors
listed in TIPS will appear, select the appropriate supervisor. If the supervisor is not listed
the new supervisor will need to be registered in TIPS.

Last Mame:

First Name: |

Work Phone: |

Email: |

oK)

d. Enter the Last Name of the supervisor in the Last Name box. The supervisors’ last
name must match an existing supervisor in TIPS.

e. Once the last name is found, the other fields such as First Name, Work Phone, and
Email address are auto-filled.

If the supervisor was responsible for the participant’s application, changing the supervisor
for the participant may include an additional step. The window will include a section about
Responsible Party.

If a supervisor changes the supervisor for two or more applicants, where they are not
responsible for all, then this step will not occur. In this case, the applicants will continue to
be responsible for their applications if they had been, and if the supervisor had been
responsible, then the new supervisor will be, too.

Email: |

Responsible Party

You are listed as the responsible person for re-certifying and updating this application for the
employee or serviceman. You have selected to change the supervisor for this participant from
you to another supervisor.

Will the new supervisor you have selected be responsible for re-certifying and updating this
appilcatiaon as needed?

) Yes - the new supervisor is responsible

) No - the applicant will update their own application

f. Click OK to make the new supervisor responsible as well, or click No if the participant(s)
will be responsible their own applications under the new supervisor.

TIPS Supervisor UG v2.0 Page 10 of 29
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g. Click the appropriate button, OK or Cancel, to perform the action and send an email to
the participant, the former and new supervisors, and the RO.

6.2.2 Delete

This action allows a supervisor to permanently delete an application from TIPS that the
same supervisor created and which has a status of either Not Submitted or Returned. This
action requires a comment. Only a single Application ID can be deleted at a time.

Note: Once deleted, you cannot recover the application.

If the application was not created by the supervisor who is attempting to delete it, or if it has
been approved already, a message is displayed stating the action cannot be performed.

a. Click the checkbox next to the chosen Application ID.

b. Click the Actions drop-down menu.
c. Click Delete.

Delete Application

If you delete the application you will not be able to recover it later. Please provide a
comment for this action.

Application selected for deletion: Warring, Kurt Z

Comment Required

[ Delete Application H Cancel l

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

e. Click the appropriate button, Delete Application or Cancel, to perform the action. A
guestion will be displayed to ask if you are sure you want to delete the application.

f. Click the appropriate button, Yes, to permanently delete, or No. Remember, once you
delete an application, you can’t recover it.

6.2.3 Disapprove

This action allows a supervisor to disapprove an application for an employee who was
determined to be ineligible for the benefit. Only applications which show a status of “In
Progress” may be disapproved and only a single Application ID can be disapproved at a
time. This action requires a comment.

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

c. Click Disapprove.
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Disapprove Application

You can indicate that an applicant does not meet the eligibility requirements because
of their work schedule, benefits they receive, or for other reasons.

Please enter the reason for denying bensfits to the applicant.
Application selected to disapprove: Aigner, Malinda Z

Comment Required

Cancel

d. Enter a comment in the Comment Required box describing the reason for ineligibility.

e. Click the appropriate button, OK or Cancel, to perform the action. If you click OK, the
application will be disapproved, and an email will be sent to the participant, the
supervisor, and the RO.

Note: Once an application has been approved, if the participant makes a change, the
supervisor does not have the option to disapprove the change. The supervisor must Return
the application and work with the participant to change the application as needed, or the
participant must be withdrawn from the program. The participant would be withdrawn if their
situation has changed to make them ineligible and they should no longer receive benefits.

6.2.4 Return

This action allows a supervisor to return the application to the employee to modify or clarify
the information. Only applications which show a status of “In Progress”, “Enrolled”, or
“Returned Enrolled” can be returned and only a single Application ID can be returned at a
time. This action requires a comment.

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

Return Application

You can return an application to an employee to get more information before you
validate their eligibility and work schedule.

Please enter the reason for returning the application:
Application selected for return: Aigner, Malinda Z

Comment Required

Cancel

d. Enter a comment in the Comment Required box describing the reason for returning the
application.
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e. Click the appropriate button, OK or Cancel, to perform the action. If you click OK, the
application will be returned to the participant and an email will be sent to the participant,
the supervisor, and the RO.

6.2.5 Send Emalil

This action allows a supervisor to send an email(s) to the participant, supervisor, and/or RO,
with reference to particular employee(s).

The email sent will be captured in the history of the participant file. You can click multiple
Application IDs to send emails to the multiple individuals.

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

Email Message

To: [CIParticipant(s)  [[]Supervisor ] Reviewing Official
Subject:

Attachment: Browse. ..

Body: BIUX, Y *ESE=ESry==—iTa=sa]

Background E| Foreground E Size E|

d. Enter text in the Subject field (required).
e. To add any attachments, click the Browse button to locate the file(s).
f. Enter text in the body of the message (required).

g. Click the appropriate button, OK or Cancel, to perform the action.

6.2.6 Upload Documents

This action allows a supervisor to upload documents for a participant’s record. Documents
may be uploaded for only 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. Click Upload Documents. A window will be displayed which includes a history of any
previously uploaded documents. This history will display “No entry to display.” if none
have been previously uploaded.
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Upload Documents
Application |D: 98 Applicant Name: Aigner, Malinda Z
Select Files to Upload
i Description: Upload

Upload History

Dedete Download Title File Name: Upload Date Uploaded By Description

Delete Download Parficipant Document  Book1.xls 82712012 WAN, HUNG test

PTEST

d. Click the Browse button to find the document(s) to upload.
e. Enter text in the Description field (required).
f. Click the Upload button.

6.2.7 Validate

This action allows a supervisor to validate one or more applications. You can click multiple
Application IDs to validate multiple applications at the same time. To validate an application
it must NOT be validated, as indicated in the Validated column, and it must be in one of the
following statuses: In Progress, Approved, Enrolled, Return Enrolled, or Suspended.

a. Click the checkbox next to the chosen Application ID.
b. Click the Actions drop-down menu.
c. Click Validate. The Validate Application screen will be displayed.

| Validate Application

| certify that Yu, James "s application | am approving for consideration for the
Transportation Incentive Program meets the below criteria:

[T Civilian or Military, Mavy or Marine Corps

["1Have entered their correct work location

[C1Have entered their correct work schedule

[C1Have entered their correct Command Appropriation
[C] Are eligible for the Transportation Incentive Program

d. Click all checkboxes for the application (required).

e. Click the appropriate button, Submit or Cancel, to perform the action. A question is
displayed asking if you are sure you want to validate the application.

f. Click the appropriate button, Yes or No, to perform the action. If you click Yes, a
message will be displayed to say that the application has been successfully validated.

g. Click the OK button to return back to the main Supervisor Page.
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Validation Application

() The application has been successfully validated.
y

6.2.8 Withdraw

This action allows a supervisor to withdraw a participant from TIPS. Only a single
Application ID at a time, with a status of Enrolled, Returned Enrolled, or Suspended, can be
withdrawn. This action requires a comment and will send email to the participant, supervisor,
and RO.

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

Withdraw Application

‘You can indicate that an employee 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 situation that would no longer 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 do it

Please enter the reason for withdrawing benefits.
Application selected to withdraw: Mings, Clayton Z

Comment Required

| Withdraw Employee Benefits ][ Cancel ]

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

e. Click the appropriate button, Withdraw Employee Benefits or Cancel, to perform the
action. A question is displayed asking if you are sure you want to withdraw the
application.

Withdraw Application

@ Are you sure you want to withdraw the application for Yu, James ?

f. Click the appropriate button, Yes or No to perform the action.

6.3 Search and Filter Criteria

Desired search and filter criteria may be used to narrow the search for participants. Search
fields include Application ID, Last Name, First Name, and/or social security number (SSN -
last 4). Drop down lists available to choose from include Application Status, Validated,
Approved, Work Schedule, UIC, and/or Installation, and select a value.
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After entering one or more search and filter criteria, click the Find button to display the
employees who match the entered search criteria.

6.3.1 Application ID, Last Name, First Name, SSN

Some of the fields used to narrow a search must be entered (as opposed to chosen from a
menu). An Application ID contains only numbers, and the complete ID must be entered
correctly. In the Last name and First Name fields, it's only necessary to enter what the
name starts with, such as “A” for all first or last names that begin with “A”. In the SSN field,
you must enter the correct last 4 digits of a person’s social security number.

In the example below, enter an Application ID, and then click the Find button, to display only
the employee whose application ID you entered.

Supervisor Page €]

Search criterias are optional. Click on Find Button to see all applications that you are the Supervisor for. To further narrow down the result list, click on Clear Filters, enter any of the se
fields then click Find Butfon fo obtain new resuifs.

A . Last Hame First Name SSN
Application 1D Application Status Validated  Approved o ) (starts with) (st 4}
128 Ay - Ay - Ay
Work Schedule uic ) N Installation
Aoy - [LosklpUC | A =
Results per page: 50 ~ Find Clear Fiters Create New Application
Actions:
Solactone = (@ Heip. Records 1-1 of 1 Exgott 1o Excel i@

Application
Status

PR
] Application D Valdated  Approved Work

Schedule

p00128 Withdrawn No Yes Dog, John M cv NHNNNNN TIPS TEST Instakation 220 WCF

Approg

6.3.2 Application Status

In the Application Status drop down menu, the following choices are available:

Status Description
Any Any status; no filter is applied.
Not Submitted Application has been created but not yet submitted for approval.
In Progress Application has been submitted but is not yet approved.
Returned Application has been returned to the applicant for updating.
Disapproved Participation in the program is disapproved.
Approved :ﬁrrz)ligﬁion has been approved by Reviewing Official, but applicant is not yet
Enrolled Currently enrolled in the Transportation Incentive Program.
Applicant is currently enrolled in the TIP, but application has been returned to
Return Enrolled : . .
the applicant for more information.
Withdrawn Application is closed out; participant is no longer receiving benefits

If you click the value Enrolled, and then you click the Find button, only those employees
who are enrolled are displayed:
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Supervisor Page (Z) He

Search criterias are optional. Click on Find Button to see ail applications that you are the Supervisor for. To further narrow down the result list, click on Clear Filters, enter any of the search
fields then click Find Button to obtain new results.

& -] < Last Name First Name SSN
Application 1D Application Status Validated  Approved o (starts with) et &)
Envolled O Ay ~ y——

Work Schedule mc Installation

Aevy - [ Lock UpuIiC ] Ary -

Resulis per page: 50 ~ Clear Fiters Create New Application

Actions:
(@ reip, Records 1-14 of 14 Export to Excel (@ Hs

Select one >
Work

Sl Appropriatid

Application
Status

Application D

000106 Enrofied No No I i, M n TEST AC NT (=" NNNNNN TIPS TEST Installation a20 WCF
] 000043 [Enrolied No No Thom, John (=7 NNNNNN TIPS TEST installation 820 WCF
000085 Enrolied Yes Yes Warring, Kuri TEST & NT cv NNNNNN | TIPS TEST Instaliation 820 WCF

6.3.3 Validated and Approved

The Validated and Approved drop down menus allows you to filter by those participants who
have been validated or approved. Selecting Any displays any participants who have been,
or who have not been, validated or approved (in effect, displaying all participants).

6.3.4 Work Schedule
There are 5 work schedules to choose from. Click a value, such as “9/18 Work Week (5-4/9
schedule)”, and then click the Find button, to display those employees who are working
during the specified schedule.

Supervisor Page

Search criterias are optional. Click on Find Button fo see all applications that you are the Supervisor for. To further narrow down the resuit list, click on Glear Filters, enter any
fields then click Find Button fo obtain new results.

. Last Name First Name SSN
Application ID Application Status Validated  Approved 0 AU atarta Wit dasta)
Any A Ay - Aoy -

Work Schedule uic o Installation

9/18 Work Week (5-4/9 schedule) ~ Any

Results per page: 50 ~ Find Clear Fiters Create New Application

Actions:

Selectone ~ (@) Heip. Records 1-9 of 9 Export to

Application
Status

Vabdated Approved N installation

- Application ID

000137 Enrolled Yes Yes  Minos Clavion TEST ACCOUNT v TPS TEST m

6.3.5 UIC

You may enter a UIC to search for participants who belong to a particular UIC. If you are
not sure of a UIC, the Look Up UIC button allows you to search for a valid UIC.
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Supaervisor Page ) Hek
Search criterias are cptionsl. Click on Find Button 1o see all applications Ihat you 8re the Supsrvisor for. To Rurther narrow Cown the result st click on Clear Filters, anter sny of the sesrch
Frtids then CliCk Find Bution 10 obisin new results.

Last Name First Name S5N
Application 10 Applicetion Sttus Validated  APProved | oierts with) (starts with) (tast 4)
Aery - Ay - Ay -
Work Schedule uC Installation
Aoy -

[ oe] 4w
Results per page: 50 ~
Actions:

Select one - (@ meip, Records 1-38 of 38 Expon to Excel (@) ey

Appicaton
ADDEC St
- S Status

00002 Enroled No

a. Click the Look Up UIC button. This will bring up a window to find a UIC.

Use the search below, and click on the Find UIC button to search for a UIC. Navy UICs begin with the letter
N,
and Marine Corps UICs begin with the letter M.

UIC (starts with) City
Command Name (contains) State Any -
Find UIC

b. Find a UIC by one of two methods:
1. Fillin afield then search.

i. Enter 1 or more characters that the UIC starts with, Command Name, City,
and/or State. Note: There may be no City associated with a particular UIC, so if
no results are returned when entering a City, you may enter the Command Name
or State instead, to find a UIC.

ii. Click the Find UIC button.

2. OR search without filling in any fields. Click the Find UIC button. This will display a
list of all UICs in the database, whether there are applicants within that UIC or not.
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Find UIC

Use the search below, and click on the Find UIC button to search for a UIC. Navy UICs begin with the letter N,

and Marine Corps UICs begin with the letter M.

UIC (starts with) M55 City

Command Name (contains) State Any -

Find UIC

9 result(s) returned.

Command Name uic City State

1 MEF AUG CMD ELEMENT MS5206  CAMP PENDLETON California |

CBIRF M55208  INDIAN HEAD Maryland 1

CG I MEF MS5205  CAMP PENDLETON California B

CG Il MEF MS5207  CAMP LEJEUNE North Carolina

CG Il MEF poayy:  (DICHANARER Unknown/Other  ~
[ SelectUIC I [ Cancel ]

c. Scroll down and click the row having your chosen UIC. (This will cause the row to be
highlighted.)

d. Click the Select UIC button, or click the Cancel button to return to the main search

page. Note: In order to see these buttons, you may have to move this window up on
your screen.

e. If you did not click the Cancel button, the Supervisor Page will be displayed with the
chosen UIC in the UIC field.

f. Click the Find button. This will display any participants assigned to that UIC. (There
may be no one assigned to a particular UIC.)

Supervisor Page

A ™ A i " Last Hame First Name

i (wtarts with) [wtarts with)
i =] by [=] Ay [=]
Work Schedule . wc Instaliation
= E D wwE o =
Results per page: 50 ﬂ E Oear Fters Create New Acchcation
Actions: Selectone [=] @uele  Records 110 1

ocols Returned o You Waereg Kynt 7 o B ot Loma 820

6.3.6 Installation

Use the Installation drop down menu to select an installation. Selecting the Find button
next will display those participants who belong to the selected installation.

6.4 Clear Filters

This button, when clicked, will reset all search criteria to blank and drop down lists to “Any”.
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6.5

Create New Application

This button, when clicked, will take the supervisor through the process of adding an
employee to TIPS. The first step will be to register the participant and the second step will
be to complete the application for the participant.

6.5.1 Register

The first part of creating an employee’s application is to register the employee.

a.

~® a o0

Click the Create New Application button. A part of the screen that will appear is
displayed here.

Register New Applicant (Step 1 - Submit New Application)

Work Phane* Ext
Usemame®

Password®
{Password must be at least 8 characters long and must contain af least
1 special character, 1 uppercase, 1 lowercase, and 1 number)

Confirm Password*
Last 4 SSN*
Confirm Last 4 SSN*

10 Digit EDIPI

“Denotes Required Fields

‘ Submit || Cancel

Scroll up and down to enter either all fields, or at a minimum those which are required,
indicated with *. (Note: it may be necessary to move the window to view the scroll bar.)

1. Username is the name the participant will use to login if not using his or her CAC
card. This must be unique, and if a participant with this name already exists, a
message will be displayed to state this.

2. The Email address may be that of the user or the supervisor.

3. The EDIPI number may be found on the back of his or her CAC card, under “DoD ID
Number”.

Scroll down to see the remainder of the window.
Enter the last 4 digits of the participant’s Social Security Number (SSN).
Read the Process notes to understand what happens when the application is submitted.

Click the appropriate button to Submit or Cancel. If participants were validated in
Defense Enroliment Eligibility Reporting System (DEERS), you will receive an emall
within 24 hours from TIPS saying that the application has been created. At that time,
you may complete the application. If a participant is not in DEERS, the supervisor may
still get an email saying that the application has been created, or they will get an email
requesting additional information or denying the application (for a contractor).

6.5.2 Complete
After a supervisor receives an email saying that an application has been created for their
employee, the supervisor may complete the employee’s application.
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April 2013

Go to the Supervisor page and find the name of the applicant, as described in section

6.1. The status will be “Not Submitted”.

Enroliment Steps

M, Your earcliment lorm will bo saved

| every time you navgate 1o 8
aMerent page

Point of Contact

Click the name of the applicant. This will display a screen with Personal Information.

Update Personal information

)
If the below DEERS mformaton is sot comect, chck the g . 1o e 5 websle 10 update your ot

Information mil be populated i TIPS after the next date c

Personal Information - ( : Erﬁguoﬁf‘;;loems: Personal Information

FstName *  James 4 First Name: James

Last Name * Yu 4 Last Name: Yu

Ldde Name 4 Midde Naere

Strest 1° street 1 4 Street 1

Streat 2 *-@ 14 2

City * oty ‘_@‘

State AL « Arzona - 4 State Anzona

ZpCode® @182 . 4 Zip Code

Work Phone * 5568556685 Exa | 4 Work Phone 5665655665

Werk Emad * jamas yu@navy mi - ¢ [ WorkEmsl james yu@eay mi
- Pronous Contene =)

c. There are several ways to enter or update the applicant’s personal information.

1.

Click the link link at the top of the screen, to change the information in DEERS. This

is the preferred method.

w

Enter the appropriate information in each field.
Click one or more blue triangles to copy the data from the DEERS.
Click COPY ALL FROM DEERS to copy all of your personal information that exists

in DEERS into the Personal Information fields at once.

Click the PREVIOUS button to see the Ethics Training page, which is not editable, or

click the CONTINUE button to go to the Supervisor Information page, also not editable.

Enrollment Steps

Supervisor Information
Organization Information

.,ﬁ,, Your enrofiment form will be saved

%y i every time you navigate to a
different page.

Point of Contact

Ifyou have any q while filling out the
ct your Reviewing

Official

TIPS Supervisor UG v2.0

Supervisor Information

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

[TEST |

Last Name *

First Name *

Waork Phone *

Waork Email *

Confirm Email

4m Previous Conminue - mip-
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e. Click the PREVIOUS button to go back to the Personal Information page or click the
CONTINUE button to go to the Organization Information page with information on Work
Location, Command, Applicant Type, and RO.

Enroliment Steps

Organization Information

Work Location

Work Location
Address:*

(Enter address, building number, etc. of acfual work location)

City:*
State:* AL - Alabama -
Zip Code:®
Application sibility Temporary Dates: o T to
:i%ﬁ*“pﬂ (Only populate if you are on a temporary assignment for more than 30 days and less than 1 year, i.e. TDY
= : temporary hire)
#*; Your enroliment form will be saved Command
Uy i every time you navigate to a -
different page. uic: 000000
Command Name: Test Command
Point of Contact Major Command: DCMA
Applicant Type
If you have any s while filling out the Sarice Tyne™ %
application, pl ontact your Reviewing ki b U.5. Navy b
Official Personnel Type:*  Selectone  ~
Admin-* -Select one v
Appropriation:* Select one ~
tample.org
Reviewing Official
Installation:* TIPS TEST Installation v
Reviewing Official-* Test, John -
Phaone: 565-555-6555
Email: John.Test@example org

4m Previous ConTinue W

1. Enter, or choose through a drop down menu, any of the necessary fields which are
available to you.

i. Fields marked with * are required.

ii. Use the Edit button to modify the UIC, Command Name and Major Command.
This will bring up the Find UIC window discussed in paragraph 6.2.5.a.

iii. Temporary dates may be selected from a pop-up calendar, or entered by hand,
MM/DD/YYYY.

iv. Use the drop down menus in the Applicant Type section to fill in these fields.
The Admin values to choose from will change depending on the personnel type
selected, and the appropriation will change based on the admin selection.

v. Inthe Reviewing Official section, once you choose the Installation, you can
choose from ROs assigned at that installation (if there are any assigned for that
installation). The phone number and email will be automatically filled in, for the
RO you select.

2. Click the PREVIOUS button to go back to the Supervisor Information page or click
the CONTINUE button to go to the Expense Worksheet page.

f. The Expense Worksheet page will have a number of items to be entered and selected.
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Enrollment Steps Expense Worksheet

Work Schedule - Enter your typical work scheduls for a twa week period. For civilian employees, the first Friday in the work schedule below is pay dey Fridsy. If you typically have your regular day off on the same Friday that you et paid, please select RDI
Friday. If your regular day offis the Friosy opposite of pay day, then sefect RDO for the Second Friday in the Scedule below.

Selectyour work schedule: 9/18 Work Week (5-4/9 schedule) ~
sun won TUE weD THU FRI sar
NG v 9 Y1ne =~ [ = e p— RO - Select # of hours for Commuting days
. Select RDO for Regular Day Offto nclude weekend days that you are not scheduled to wark

NG v 9 v NC - e « NC + NC + RDO =~ Select NC for Non Commuting days that you are scheduled to work (i. regular tekework, efc.)

NC = Non Commuting RDO = Regular Day Off Pay day The maximum monthly alowance is $245.00.
If your projected monthly expense exceeds the
maximum alowance, you are entiled to receive

up to the maximum allowed amount only.

Your enrollment form will be saved Total Monthiy |
%1 every fime you navigate to a Mode of Transportation it Crid Vendor Hame of Company Freqtency: Cost e
s — o Accepted? of Purchase $16.0

Point of Contact Bus to Work * Yes = | Debit Car ~| Bus co. Daily ~ 200 Vonthly Expense|

.
s Completion

Add Anather Mode of Transportation ] Calculate Total $16.0

IFyou have any ‘while filling out the
application, please contact your Reviewing Rl 2]
Official

Enter any addiional information or explanation regarding commuting practices, or work schedule.
Test, John ‘
g

] in I 3

4m Previous CONTINUE

1. Click the Work Schedule drop down list at the top of the screen to select the
applicant’s work schedule.

2. In the two week schedule shown, click the drop down list to choose the number of
hours for that day: NC, 8, 9, 10, or RDO.
e NC - No Charge for that day. Participant will not be taking TIPS transportation.
e 8,9, and 10 —the number of hours the participant works that day

e RDO —Regular Day Off. A participant will not be taking TIPS transportation.

3. Click the top Mode of Transportation drop down list to identify a mode of
transportation that the participant will be taking. There will be an opportunity to add
additional modes of transportation in step 9.

4. Click the Debit Card Accepted? drop down menu to indicate whether a debit card is
accepted or not. Ifitis, the next drop down menu will be automatically populated.

5. If necessary, click the Vendor drop down menu to choose the form of payment.
Enter the name of the company providing this mode of transportation.

7. Click the top Frequency of Purchase drop down list to indicate Daily, Weekly, or
Monthly frequency. Daily frequency will use the schedule to calculate cost. Monthly
doesn’t use the schedule. It uses the cost which is entered. Weekly doesn’t use the
schedule either; it uses the weekly cost entered, multiplied by 4.

8. Enter the cost for this transportation.

9. If necessary, click the Add button to add another mode of transportation then repeat
steps 3-8 for the additional mode of transportation.

10. Repeat step 9 as necessary, for additional modes of transportation.

11. Click the Remove button to the right of the Cost field to remove that mode of
transportation if necessary.

12. Click the Calculate Total button. The total monthly expense and the Monthly
Expense Allowance will be displayed. The allowance shows whichever is lower: the
total monthly expense or what is allowed for the participant. Currently $245 is the
maximum allowed.

13. Enter any additional information necessary.

o
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14. Click the PREVIOUS button to go back to the Organization Information page or click
the CONTINUE button to view the entire updated application. Your data will be
saved when you navigate away from the current page.

g. From the updated application, click the PREVIOUS button to go back to the Expense
Worksheet page or click the CONTINUE button to go to the Application Responsibility

page.

Application Responsibility

Supervisors, Reviewing Officials, and
Program Officials can add an
application for a participant. If the
participant does not have access to a
computer to enter, update, and
certify their file, a Supervisor,
Reviewing Official, and Program Office
can take the responsibility to do this
for the participant. If a Supervisor,
Reviewing Official, and Program Office
selects to be responsible, they will be
able to modify all fields in the
participant's records. If when adding
an application for a participant, the
Supervisor, Reviewing Official, or
Program Office does not wish to
continue to be responsible for future
updates and certifications, they will
only be able to modify selected fields
vice the entire file. Please select your
desire:

©Yes, I am responsible.

© No, the applicant will update their
information.

4m Previous CoNnTinug  map-

1. Click the appropriate field to indicate who will be responsible for the application.
2. Click the PREVIOUS button to view the entire updated application or click the
CONTINUE button to go to the Application Certification page.

h. The Application Certification page will have a number of boxes to check. If the
participant was not yet enrolled, the window will look like this:

Enroliment Steps

AvrpLicant CertiFicaTion

This Certification concemns a matter withan the junsdiction of an agency of the United
States and making a false, fictitious, or fraudulent certification may render the maker
subject to criminal prosecution under Title 18, United State Code 1001, Civil Penalty

Action, for of up to $10,000 per viclation, and/or
agency disaplinary actions up to and induding dismissal, Last, damage, destruction, or
theft of fare media shall be in o of Defense

W
Finandial Management Regulation Volume 12, Chagter 7,

I certify that | am employed by the Department of the Navy (U.5. Navy or LS, Marine Corps) and | am
not @ contractor.

1 cartify that this infarmation is accurate and agree to notify the installation POC of any change ta the
nformation provided.

11 cortify that the monthly transst benefit amount reported on this sibe does not exceed my monthly

ComMmULing costs.

1 certafy that 1 will use thes benefit for my daily commute to and from work and will not transfer it to
different page. anather individual,

1 agree to notdy the installation POC should the fare ameount andfor my ridership level
mereases/decreases,

1 certify that upon transfer, ion of emph ar 1 will
return any unused vouchers of outstanding debt to the mstallabion POC,

1 certify that the transit benefit | am receiving meets the aitenia cutlined in IRC 26 Section 132(f) as
well as any further restrictions mandated by the DON.

Point of Contact

1 certify that the employee has certified the above statements.

Upload Documents

Upload signed application: )
[Browse_ | Description: | Uplaad |

4| Presous
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If the participant had been enrolled, this page will be much the same, but the title will be
“Applicant Recertification” and there will be a Recertify Application button instead of the
Submit Application button.

1. Click each of the boxes to indicate you certify the statement as it is written. This will
highlight the Submit Application button.

2. To upload an application which is prepared and signed by a participant, click the
Browse button, to locate the application and enter a description (required), and then
click the Upload button.

3. Click the Submit Application button to process the application, or to cancel, close
the page or click one of the links on the left and go to a previous enrollment step.

4. You may click the PREVIOUS button at any time. This will go back to the Application
Responsibility page and clear any certification boxes you’ve checked, documents
you’ve uploaded, and descriptions you’ve entered.

6.6 View and Edit an Application

Once a new application has been created, either by an employee himself, or by a
Supervisor, it is assigned an Application ID which is an auto-generated number. You will
see the result on the Supervisor page, described in section 6.1, and you may see and edit
the application by clicking the name which is a link to the application.

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

a. Click the Name link seen in the Name column. The application will be displayed.
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Personal and Work Lecation Information Edit

Application Number: 32620
DOT Customer ID; 9999

+ Cumrent Status: Enrolled
. Reviewing
Personal Work Supervisor UIC - Command official
Yu, James Work Location seaside 627 TEST, PERSON Semvice: U.S. Marine Corps TIPS TEST
street 1 Address: 555-555-6555 uIc: NEE001 Installation
city, AZ 92152 City: san diego test.person@navy.mil  Command SPAWAR System VAN, HUNG PTEST
State: CA Name: Centar 619-553-
Zip Code: 92152 Personnel Type: Civilian 6261 Ext: 666
Work Mumber:  555-565-5555 Appropriation:  WCF test@example.com
‘Work Email: james_yu@navy.mil
Commuting Costs Edit
Work Schedule: Military (no standard schedule)
SUN MON TUE WED THU FRI SAT
RDO NC NC 9 9 NC RDO
RDO NC NC 9 9 NC RDO
Mode of Debit Card Vendor Name of Frequency of Cost Total Monthly Expense
Transportation Accepted? Company Purchase $1050.50
Bus to Work Yes Debit Card mts Monthly 1000.00 -
Bus from Work Mo A”"‘Eﬂ;ﬁ” - mts Monthly 50.50 Monthly Expense Allowance
$245.00
Additional Information
lplease approve me.

b. Review the contents.

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. A Supervisor 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.

6.7 Exportto Excel

This link allows the supervisor to export the results to a Microsoft Excel file. This file will
have the same fields, in the same order, that are displayed on the Supervisor Page.

a. Click the Export to Excel button. This will display a window that states, “Generating
Excel...”, then a window stating your workbook is ready.
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Workbook Ready
Your workbook is ready to download. Click here to begin your download. |

_Cancel

b. Click the Click here link to begin to download your data to an 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. 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.

6.8 Help Buttons

There are three Help buttons on the Supervisor Page, located in the blue bar at the top,
right of the page, near the Actions drop down menu, and near the Export to Excel button.

Supervisor Page iy |
5
Lant Name First Name SsN
Appiication I Appllcation Status Validuind Appecvad (starts with) {starts with) flast 4)
oy - P oy -

Viork Schedule nC Instaliation

i 54 Lok Up UIC Aoy b

Results per page: 50 ~ / 2 Fid Cear Fters Create Mew dppicatin (3)

{2) > ;\

Actions: Selectone - o«n'. 110 of 10 i'.zmn._w_!.ai:'

1. Supervisor Page Help Button. This button, inside the blue bar and to the right of “Supervisor
Page” displays a window describing each of the three buttons on the page, Find, Clear
Filters, and Create New Application, plus two of the drop down menus, Application
Status and Work Schedule.
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Find - Find applications based on search criteria. Specifying search criteria is optional. -

m

Clear Filters - Clear search criteria. ‘

Create New Application - Register a new applicant and create an application to participate in TIPS.

Application Status

Not Submitted - Application has been created, but has not been submitted for approval.
In Progress - Application has been submitted, but has not been approved.
Returned - Application has been retuned to the applicant for more information.

.
.
.
» Nisannroved - Annlication has heen disannroved

2. The Help button, next to the Actions drop down list displays a list and description of actions

that a supervisor may take.
3. The Help button next to the Export to Excel button provides a description of the Export to
Excel button function which will, “Export search results to Excel file”.

7 Help Tab

There is a Help tab when you first log into TIPS and three Help buttons on the Supervisor
Page. This provides help for the supervisor to use TIPS.

Home
Supervisor Page

Application 1D

There are also 3 help buttons on the Supervisor Page which were covered in paragraph 6.8.
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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
Financial Management Office

Outside the National Capital Region
Organization

Pacific

April 2013

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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