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Helpful Tips

Invest a few minutes and watch our training videos. Also, keep an eye on our home page
for training webinar and seminar announcements.

Use the Monthly Checklist tab on the SmartBenefits® Transit Benefits Program landing
page to check your order each month. Your order deadline is 11:59pm ET on either the
15™ or 21% of each month as indicated on your Current Order web page.

Create a Transit Pass benefit type to allow participants to purchase Metro passes with
SmartBenefits. Metro’s Monthly Unlimited Pass is popular. However, do not use this
benefit type for MARC, VRE, or MTA Commuter Bus.

The Primary Account Administrator is the only person that can view, add, modify and
terminate sub-administrators for the account. This includes resetting passwords for sub-
administrators if they are unable to take advantage of the Forgot My Password feature.

Immediately notify your Metro account representative of any changes associated with
your payment method: credit card, bank account, purchase order and contract.

Consider opting in for SmartBenefits AnyTime to give you complete benefits flexibility.

SmartBenefits® Benefit Types

Transit; Parking & Transit Pass | account each month

NON-ROLLOVER Unused monthly benefits are credited back to the employer’s

Transit; Parking & Transit Pass | participant’s transit, parking, and/or transit pass account.

ROLLOVER Unused monthly benefits accumulate from month-to-month in the

Sends value directly to the after-tax stored value purse on a

OFFICIAL TRAVEL SmarTrip card. Not eligible for commuter benefit tax treatment.

SmarTrip® Card Serial Number Format

The serial numbers are on the bottom right hand corner on the back of each card. There are
four types of SmarTrip® cards. The most common starts with 0167 (highlighted below). You
enter card serial numbers without spaces during the Add Employee process.
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https://www.youtube.com/playlist?list=PLoZZNbz79tHQrIVYcqYkmG90yZmzrpb9U
https://www.wmata.com/business/smartbenefits/upload/SB-Transit-Pass-Benefit-Overview-2019.pdf

PROGRAM MANAGEMENT

You use SmartBenefits to:
o Assign value to SmarTrip® cards for use on Metrorail; Metrobus; participating regional bus
systems, and Metro parking fees.
o Pay for travel on systems that do not accept SmarTrip cards such as registered vanpools;
MARC, VRE & MTA Commuter Bus via Commuter Direct; and MetroAccess.
o Cover official travel costs for employees.

You use Program Management configure SmartBenefits® to satisfy those needs. To start:
1. Onthe top menu bar, click Program Mgmt to reveal the sub-menu.
2. Click on a sub-menu item to access the features described below.

BENEFIT CATEGORY

This function cannot be used between after your order deadline and the last day of the month.
The features below are hidden or disabled during that time.

To deliver SmartBenefits each month to your participants, you must first create benefit
categories and then assign each participant’s SmarTrip card to one using either the Add
Employee or the Self-Service process. You may want to survey your participants to learn what
their monthly transit and Metro parking needs are before creating your benefit categories.
Benefit categories can consist of one or more benefit types. For example, a benefit category
might be set-up with these benefit types and amounts: $50 transit rollover, $100 transit pass
rollover, and $100 parking rollover.

To create a benefit category, follow these steps (also, see the example on the next page):
1. Click Program Mgmt, then click Benefit Category
2. Click the New Benefit Category button. The Step-1 Add Benefit Category box will appear.

3. Click on each blank field and enter the appropriate information. Note:

a. Use up to seven characters to describe the ‘Category Type’ (this short description
will appear on other screens and reports and cannot be edited once saved);

b. Leave the Category Status as Eligible.
4. Click Save. The Step 2 - Define the Benefit Amount page will appear.
5. Select the Benefit Type from the dropdown list. (See page 3 for definitions.)

6. Enter the monthly benefit amount. The range is 1 to 999 and must be in dollar increments
with no cents. For example, enter 255 not 255.00.

7. Click Save.

8. "BENEFIT AMOUNT HAS BEEN CREATED SUCCESSFULLY" is displayed. Click Save to create
an additional Benefit Type and Benefit Amount for that category or click Finished.

9. Repeat the process to create more Benefit Categories.
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Example: Add a Benefit Category with $125 Transit Non-Rollover & $50 Parking Rollover

SN RSN ADD BENEFIT CATEGORY
Add
Benefit Step 1 - Add Benefit Category
Category | Enter the SmartBenefits benefit category information in the followin
The system will go to next step to assist you with adding the benefi
Category Type: T125P50
Category Description:  $125 Transit $50 Parking
Category Status:  * Eligible . Not Eligible
Save | | Cancel
Step 2 - ADD BENEFIT AMOUNT
Define
Transit Define the Benefit
B fi MOTE: Rollover Benefit Types allow unused benefits to remain on the
enefit employee's SmarTrip card; Mon-Rollover Benefit Types credits unused
Type and | benefits back to the employer each month. Select 'Transit Pass' to allow
Amount employees to purchase Metro and selected Regional Partner Passes via
their SmarTrip Online Account. Select 'Transit' to send benefits directly to
an employee's SmarTrip card and to allow employees to pay for MARC,
MTA Commuter Bus, and VRE passes as well as Vanpools using the
Passenger Allocation System. 'Official Travel' and 'Parking’ will also send
benefits directly to an employee's SmarTrip card.
Benefit Category: T125P50
Benefit Type: Transit Rollover v
Monthly Benefit Amount: § 125 (1-999)
Benefit Status:  ® Eligible ' ' Mot Eligible
Step 2
Success & BENEFIT AMOUNT HAS BEEN CREATED SUCCESSFULLY,
Def":‘e Either define another Benefit Type for this Benefit Category and click
Parking Save, or click Finish if you're done. For example, if your Benefit Category
Benefit has both Transit Rollover and Parking Rollover and you just saved the
Transit Rollover Benefit Amount, you can now create and save the
Type & Parking Rollover Benefit Amount. Once you're done, click Finish.
Amount

Benefit Category: T125P50

Benefit Type: Parking Rollover v
Monthly Benefit Amount: § 50 {1 -999)
Benefit Status:  * Eligible . Not Eligible

Save |  Finish

In Step 2, the
$125 Transit
Rollover
Benefit Type
was created for
T125P50 when
Save was
clicked as
acknowledged
by the BENEFIT
AMOUNT HAS
BEEN CREATED
SUCCESFULLY
message.

In Step 3, the
$50 Parking
Rollover was
entered and
saved to
complete the
T125P50 set-

up.

After Saving the
Parking Benefit
Type, click
Finish.
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After clicking Finish, you’ll see this screen.

MODIFY BENEFIT CATEGORY CUSTOMER ID

Enter or adit the SmartBenafits benefit category information in the following fields. Be sure to click Save wi

Category Type: TI125P50 Category Status: * Eligible Mot Eligible
Category Description: 3125 Transit 350 Parking
Last Updated By: EO014 Last Updated: 2018/07/11 15:11:04

Save | | Cancel

ADD/MODIFY BENEFIT AMOUNT

Click Add Benefit Amount to create a new benefit amount, or click change to modify benefit amount,

Add Benefit Amount
Benefit type Amount Status Last Updated By Last Updated Action
Parking Rollover £50 Mot Eligible E014677 2018/07/12 15:15:54 Change
Transit Rollover £125 Eligible EQL14677 2018/07/12 15:32:13 Change

Click Cancel to see the benefit category list with your new Benefit Category (Row 74 below). The
Enrolled count is zero because no participants have been assigned to it yet. The $175 Amount is
the total of the Eligible benefit types (5125 + $50 = $175).

BENEFIT CATEGORY/AMOUNT SUMMARY CUSTOMER ID: 050005 USER ID

Mote: Categories in red/italic don't have any benefit amount assigned.

New Benefit Category Benefit Category: Status: | All v
Benefit Category Description Status Enrolled Amount

74 T125P50 $125 Transit $50 Parking Eligible 0 $175

75 T125P55 Transit $125 Parking $55 Eligible 0 $180

Tip: You can create many combinations of Benefit Types and Amounts. Be careful to distinguish
between Rollover and Non-Rollover.

Tip: If your participant wants to purchase a pass from Metro or one of Metro’s regional bus
partners, then select the ‘Transit Pass’ benefit type. Transit Pass benefits are allocated to your
participants SmarTrip accounts and are credited against pass purchases. HOWEVER, select
‘Transit’ to apply benefits to travel on vanpools, MetroAccess, MARC, VRE, or MTA Commuter
Bus and inform your participant to follow the instructions for the SmartBenefits Dashboard
Transit Allocation feature described here.
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https://www.wmata.com/business/smartbenefits/How-to-Use-SmartBenefits.cfm#allocation

Tip: Remember, Official Travel is added to a SmarTrip card’s after-tax stored value purse. It
remains there until used. Official Travel does not qualify for IRS commuter benefit treatment.

Tip: If you no longer need a Benefit Category, then: 1) Verify that no participants are using that
benefit, and 2) Mark the category Not Eligible. The Enroll column on the Benefit Category page
shows how many participants are in each category. Click the link to identify those participants.

To modify an existing Benefit Category or Benefit Type:
1. Click Program Mgmt, then Benefit Category
2. Click the Benefit Category link on the summary.
3. Options to modify the Benefit Category include:
a. Changing the Category Status
b. Editing the Category Description

Click Save after making your changes. Reference the MODIFY BENEFIT CATEGORY
screenshot on the prior page.

4. To modify an individual Benefit Type, click Change. Your options are to:
a. Edit the amount
b. Change the Status

Reference the ADD/MODIFY BENEFIT AMOUNT on the prior page for a sample
screenshot.

Once you click Change, you’ll see a screen like one below where you can make and save
your changes. Once saved, you'll receive a Benefit Amount Has Been Modified
Successfully message. Click the Back button to return to the prior screen.

MODIFY BENEFIT AMOUNT

BENEFIT AMOUNT HAS BEEN MODIFIED SUCCESSFULLY.

Benefit Category: T125P50

Benefit Type:  Transit Non-Rollover

Monthly Benefit Amount: & 150 (1-999)

Benefit Status: ' Eligible Mot Eligible

Save Back
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ADD EMPLOYEE (See the ENROLLMENT REQUESTS section for an easier way to add employees)

1. Click Add Employee. The screenshot below is displayed.

2. Enter the participant’s SmarTrip® card serial number without any spaces. (See the Helpful
Tips for a graphic that identifies the serial numbers.)

3. Click Find or hit the Tab key.

a. The participant's name is displayed if the SmarTrip® card is registered; otherwise
Not Registered is displayed.

b. Although you can add an unregistered card, the card will not receive SmartBenefits
until it is registered. Unregistered cards are displayed with asterisks for the name.
If you choose to add an unregistered card, you may want to type the participant's
name in the User Defined Key box to remind yourself who the card belongs to.
Participants can create a SmarTrip account and add (i.e., register) their cards at:
https://smartrip.wmata.com/Account/Create

4. The Kickoff Date field is computed by the system. It is the earliest date that

SmartBenefits can start for this participant. You may enter a later date, but you cannot

enter an earlier date.

5. Select a Benefit Category Type from the dropdown list.

6. Optionally enter User Defined Key up to a 20-characters that will appear on SmartBenefits
reports to help you manage your account.

7. Review your information. To erase the information and start over, click Reset.

8. Click Save. The message "THE EMPLOYEE HAS BEEN SUCCESSFULLY ADDED" is displayed in
the lower portion of the screen.

EMPLOYEE ENROLLMENT

Enter the employee's SmarTrip card number and click Find or hit the 'Tab' key to retrieve the employee's name. "Not Reng!Crcd will Jppc.ﬂ
If the employee has not added their SmarTrip card to their SmarTrip Online Account. The card must e

Match the employee’s Smartrip card number from the back

right-hand corner of the card to one of the examples.
Enter the corresponding numbers inside the brackets,

SmarTrip Card Number:
First Name:

Middle Initial:

Last Name:

Kickoff Date:

Benefit Category Type:

User Defined Key (optional):

Save | | Reset | Cancel

0167060000000 000000

Wmata Test

Five

08012018

T125P50 - $125 Transd S5

Find

(mm/dd/yyyy) Do not backdate

0 Park ng

Do not use <>=()

CUSTOMER 1D:

be reqis

Example 1: [016706923456479929601)
Example 2: [012345678)

Example 3: [012345678] 3
Example 4: 0020 00[012345678] 1 or [0020000223456781)

tered t

rtBe

fits

This card is
registered

because it

returned a
name.

You've
selected the
Benefit
Category
Type and are
ready to click
Save.
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https://smartrip.wmata.com/Account/Create

EMPLOYEE LIST
This feature enables you to see all the SmartBenefits® information relating to each participant.
You can sort, filter or download the information. Simply enter your criteria and click Find.

EMPLOYEE SUMMARY CUSTOMER ID: 050005 USER ID: EO1
Sort By: Employes Name v Card Mumber: Benefit Category: v ‘ Find | | Reset | | Download ‘
® psc Desc Last Name: First Name: Status: Enrolled ¥ | User Defined Key:
Last First SmarTrip Status Kickoff Benefit User
Name Name Card Number Date Category Defined Key
1 Five Wmata Test 01670609595786000000 Enrclled 01/01/2018 T125P50 -

Click on an individual participant’s name to open the Employee Enrollment Modification page.

1. The modification page allows you to:
a. Make these changes to a participant before your order deadline:
i. Benefit Status
ii. Benefit Category
iii. User Defined Key
b. View assigned benefits
c. View benefit claims (the six most recent uses of the benefits)

Reassign benefits to a new card if the current card was lost or damaged (however,
it’s faster if participants do this themselves using their SmarTrip account)

e. Retrieve or Restore benefits to a card
f. View Benefits/Claim Activity for the current month
Click the Benefits, Claims, Reassign, or Retrieve/Restore tabs to toggle between them

Click the Current Month Report button to see benefits and claim activity from the first of
the month to the current date

4. Click Cancel to return to the Employee Summary

Home Program Mgmt Account Admin Order Report Logoff

Benefit Category | Add Employee | Employee List | | SmartBenefits AnyTime

EMPLOYEE ENROLLMENT MODIFICATION CUSTOMER ID: 05 USER ID: EO

Change an employee's status to On Hold by the monthly order deadline to temporarily prevent the employee from receiving future benefits, Do
not change the Kickoff Date. While On Hold, the employee may use their rollover benefits,

SmarTrip Card: 016705101526 Name: Test, Wmata
Benefit Status: @ Enrolled Removed On Hold @ Kickoff Date: |12/01/2019 (mm/dd/yyyy) Do not backdate
Benefit Category: T200PES - Transit $200 andrpar'ki'ng $65 v User Key (opt.): N | Do not use <>=()
Last Updated By: EOD Last Updated: 2019/08/23 09:25:16
Save | | Cancel | | Current Month Report

©ee @ O

BENEFITS {12) CLAIMS (0) REASSIGN {0) RETRIEVE/RESTORE (12)

. e iti. Reassigned Amount i ini
Benefit Type Effective Date Expiration Date 1gitial 9 £lalinag gemainng Status
Amount (In) (Out) Amount Amount
1 Transit Rollover 04/01/2020 06/01/2020 200.00 0.00 0.00 0.00 200.00Available
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To permanently or temporarily prevent a participant from receiving benefits:

1. Click the appropriate Benefit Status by your order deadline.
2. Click Save

Choose:
Removed: To permanently prevent future benefits from being loaded.

On Hold: To temporarily prevent a participant with rollover benefits from receiving additional
monthly benefits. This status allows the participant to use their remaining rollover funds.

To retrieve (take back) unexpired, unclaimed benefits that were previously delivered or to
restore recently retrieved benefits:

1. Click Program Mgmt; then Employee List; then on a participant name to open the Employee
Enrollment Modification screen.
2. Click the Retrieve/Restore Tab
Click the checkbox for an Available benefit you wish to retrieve. The Availability will change to
Retrieve. (Click the checkbox of a Retrieved benefit to, and Available will display.)
4. Click Submit.
a. You’'ll be taken to the first row of the benefits tab to see the retrieved or restored benefit.
b. The screen will indicate EMPLOYEE RECORD HAS BEEN SUCESSFULLY MODIFIED
c. Onthe Retrieve/Restore tab, the benefit’s Availability will indicate Retrieved if the
starting point was Available, and Available if the starting point was Retrieved.
5. Retrieved benefits will appear as a credit a future order.

Starting Point

EMPLOYEE ENROLLMENT MODIFICATION CUSTOMER ID: 05000 USER ID: EO

Change an employee's status to On Hoeld by the monthly order deadline to temporarily prevent the employee from receiving future benefits.
Do not change the Kickeff Date. While On Hold, the employee may use their rollover benefits.

SmarTrip Card: 01670707 Mame: Five, Wmata Test
Benefit Status: * Enrolled Removed On Hold Kickoff Date: |01/01/2018 (mm/dd/yyyy) Do not backdate
Benefit Category: |10BOTH - 510 TROLL & RCHECK v User Key (opt.): Do not use =<==()
Last Updated By: WMATA Last Updated: 2017/12/15 14:56:24
Save Cancel Current Month Report
BEMEFITS (3) CLAIMS (D) REASSIGN (3) RETRIEVE/RESTORE (3)
Benefit Remaining Effective Expiration A Update Updated
Type Amount Date Date (s Date By
1 Parking Non-Rollover $£2.0011/05/2018 12/01/2018 Available 11/05/2018 EQ
2 Transit Pass Non-Rollover $3.0011/05/2018 12/01/2018 Available 11/05/2018 EQ
3 Transit Non-Rollover £1.0011/05/2018 12/01/2018 Available 11/05/2018 EOD
Submit
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Click the Checkbox to Mark the Benefit to Retrieve

BENEFITS (3) CLAIMS (D) REASSIGN (3) RETRIEVE/RESTORE (3)
Benefit Remaining Effective Expiration -
Type Amount Date Date (Al
1 Parking Mon-Rollover $2.0011/05/2018 12/01/2018 Available
v 2 Transit Pass Non-Rollover $3.00 11/05/2018 12/01/2018 Retrieve
3 Transit Mon-Rollover £1.0011/05/2018 12/01/2018 Available

Submit Click Submit to save your change.

Click Submit to Retrieve the Benefit
You'll see this success message:
EMPLOYEE RECORD HAS BEEN MODIFIED SUCCESSFULLY.

The Benefit is listed as Retrieved on the Benefits tab.

BEMEFITS (3) CLAIMS (D) REASSIGN (3) RETRIEVE/RESTORE (3)
iti R i d A it i
Benefit Type Effective Date Expiration Date LITTiEE SRS e ez
Amount (In) (out) Amount
1 Transit Pass Non- 11/05/2018 12/01/2018 3.00 3.00 0.00 0.00
Rollover
2 Transit Non-Rollover 11/05/2018 12/01/2018 1.00 1.00 0.00 0.00
3 Parking Mon-Rollover 11/05/2018 12/01/2018 2.00 2.00 0.00 0.00
The Benefit is also listed as Retrieved on the Retrieve/Restore Tab
BENEFITS (3) CLAIMS (D) REASSIGN (3)
Benefit Remaining Effective Expiration oA
Type Amount Date Date el i
1 Parking MNon-Rollover $£2.0011/05/2018 12/01/2018 Available
2 Transit Pass Non-Rollover $3.0011/05/2018 12/01/2018 Retrieved
3 Transit Mon-Rollover $1.0011/05/2018 12/01/2018 Available

Submit

Timing is important when you change a participant’s benefit status and/or retrieve previously
delivered benefits. These examples illustrate how you might respond to common situations:

Example 1: Your employee terminated after your order deadline.

Update
Date

11/05/2018
11/05/2018

11/05/2018

Remaining
[t Status

3.0¢
1.00

2.00

Update
Date

11/05/2018
11/05/2018

11/05/2018

Updated
By

EO
EO

EO

Reassigned (in) /
""" Retrieved
Keassignea (inj ¢
"~ Available
Reassigned (in) /

b Mvailahla

Updated
By

EO
EO

EO

e You may want to immediately Retrieve the remaining non-rollover benefits for the rest of

current month.

e Log backin on either the 28t™, 29t 30t or 31%t to Retrieve the former employee’s

benefits for the upcoming month.

e Once you're in the new month, log back in any time from 1% thru your order deadline to
change the employee’s Benefit Status to Removed to prevent the employee from

receiving benefits going forward.
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Example 2: Your employee was terminated before your order deadline.

e You may want to immediately retrieve the former employee’s remaining non-rollover benefits for
the current month.

e Change the employee’s Benefit Status to Removed by your order deadline to prevent the
employee from receiving future benefits. (If you missed the deadline, then follow the steps in
Example 1.)

Example 3: Your employee has a large rollover balance and asks you before your order
deadline to temporarily stop his benefits until he uses his existing rollover balance.

e Login and change the employee’s enrollment status to On Hold. This will prevent his
benefit from being added to your upcoming month’s order.

e If the employee opts to participate in the future, then the month before the employee
wants to start, log in before your order deadline and change his status back to Enrolled.

REASSIGN BENEFITS (from one card to another)

With one exception, unclaimed benefits will automatically be reassigned from a lost or damaged
card to a replacement card if a participant follows the Report a Lost or Damaged Card process
from the Card Summary page of their SmarTrip account. The replacement card will inherit the
same benefit status and same benefit category as the lost card.

Here’s the exception to this process: If a participant is due a refund for a pass on the
lost/damaged card that was purchased with the transit pass benefit. In that case, the refund for
that pass will be added to the lost/damaged card one to two days after the card was reported
lost/damaged. Simply follow the Reassign Benefits Process below to transfer the value of the
refund to the participant’s replacement card.

BENEFITS (6) CLAIMS (1) REAS@SN (5) RETRIEVE/RESTORE (1)

- Initial Reassigned Amount  Claimed Remaining
Benefit Type Effective Date Expiration Date ABtine (1o (out) Rmountal Arasupt Status
1 Transit Pass Rollover 02/13/2019 03/01/2019 17.50 0.00 0.00 0.00 17,507,238 refunded /
Available
2 Official Traval n2/n8/2n1Q n/n1/2n1Q snn s.nn s5.nn n.nn N.NNReassinned fant)

Reassign Benefits Process for Registered Cards

1. Click Employee List.

Click the participant’s name.

Click Reassign on the Employee Enrollment Modification screen.
Enter the registered replacement card’s SmarTrip card number.

Click Continue

o Uk w N

If the information on the confirmation screen is correct, then click Reassign Benefits. If
not, then click Cancel.

7. If you click Reassign Benefits, then a success message will confirm that the benefits have
been reassigned to the new card. You can also confirm this by reviewing the Benefits tab.
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The Benefits Status and Benefit Category on the new card will match the ‘From’ card.

The reassigned benefits are typically available for pick-up the next day. To complete the
reassignment, your participant must tap their SmarTrip card to a SmarTrip target.

SAMPLE REASSIGN SCREENS
Enter the Registered Replacement Card’s SmarTrip Card #

EMPLOYEE ENROLLMENT MODIFICATION USER ID: EO

Change an employee's status to On Hold by the monthly order deadline to temporarily prevent the employee from receiving future benefits.
Jo not change the Kickoff Date. While On Hold, the employee may use their rollover benefits.

SmarTrip Card: 01670707 Mame: Five, Wmata Test
Benefit Status: ® Enrolled Removed On Hold Kickoff Date: 01/01/2018 (mm/dd/yyyy) Do not backdate
Benefit Category: 10BOTH - $10 TROLL & RCHECK v User Key (opt.): Do not use <==()
Last Updated By: WMATA Last Updated: 2017/12/15 14:56:24
Save | | Cancel Current Month Repaort
BENEFITS (3) CLAIMS (D) REASSIGN (3) RETRIEVE/RESTORE (3)
Smartrip Card Number MName Amount Updated Date Updated By
1 From SmartBenefits AnyTime 2.00 11/05/2018 13:48:03 EO
2 From SmartBenefits AnyTime 1.00 11/05/2018 13:48:03 EOD
3 From SmartBenefits AnyTime 3.00 11/05/2018 12:48:03 EQ
Reassign Benefits to this Registered SmarTrip Card Number: 01671373 | | Continue |

Click Continue to Go to the Confirmation Screen
(Note that the $3.00 above will not be reassigned because it was previously ‘Retrieved’)

EMPLOYEE BENEFIT REASSIGN PROCESS CUSTOMER ID: 050005 USER ID: EO

Use the employee benefit reassign process to transfer benefits from a lost or damaged SmarTrip card to a registered replacement card.

After clicking the Reassign Benefits button:
1) The 'To' card inherits the 'From' card's original benefit status (Enrolled, On Hold, or Removed) and is added to the employee list;
2) The 'From' card's benefit status becomes Removed.

The reassignad benefits are typically available for pick-up the next day. Your employee must tap their card to a SmarTrip target to retrieve them.

Smartrip Card Number Cardholder Name
From: 01670707 Five, Wmata Test
To: 01671378 Five, Wmata Test

| Reassign Benefits | | Cancel |

Benefit Effective Expiration Initial Remaining

Type Date Date Amount Amount
1 Transit Mon-Rollover 11/05/2018 12/01/2018 £1.00 £1.00
2 Parking Non-Rollover 11/05/2018 12/01/2018 $£2.00 $£2.00
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Click Reassign Benefits to Complete the Process and Receive a Success Message

EMPLOYEE BENEFIT REASSIGN PROCESS

CUSTOMER ID: 05000

USER ID: EO

Use the employee benefit reassign process to transfer benefits from a lost or damaged SmarTrip card to a registered replacement card.

After clicking the Reassign Benefits button:

1) The 'Teo' card inherits the 'From' card's original benefit status (Enrolled, On Hold, or Removed) and is added to the employee list;

2) The 'From' card's benefit status becomes Removed.

The reassigned benefits are typically available for pick-up the next day. Your employee must tap their card to a SmarTrip target to retrieve them.

Smartrip Card cardholder Name

From: 01670707 Five, Wmata Test

To: 01671378 Five, Wmata Test

Benefit reassignment completed successfully.

The replacement card is now Enrolled (matches the lost or
benefit category with the current benefits Reassigned (in).

EMPLOYEE ENROLLMENT MODIFICATION

CUSTOMER ID: 05000

damaged card) with the same
It will receive future benefits.

USER ID: EQ

C“hange an employee's status to On Hold by the monthly order deadline to temporarily prevent the employee from receiving future benefits.

Jo not change the Kickoff Date. While On Hold, the employee may use their rollover benefits.

SmarTrip Card: 01671378 Name:

Benefit Status: ® Enrolled Removed On Hold Kickoff Date:

Benefit Category: 10BOTH - $10 TROLL & RCHECK User Key (opt.):

Last Updated By:

EO Last Updated:

Five, Wmata Test
01/01/2018 ({mm/dd/yyyy) Do not backdate
Do not use <>=()

2018/11/05 15:02:01

Current Month Report

CLAIMS (D) REASSIGN (3) RETRIEVE/RESTORE (2)

Benefit Type Effective Date Expiration Date ,IAr:nit(i)a[lnt E{If-;‘]a)ssigned (ﬁ;n;:b)unt g::'u":.:': is:gta.ir?tiﬂg Status
1 parking Non-Rollover 11/05/2018 12/01/2018 2.00 2.00 0.00 0.00 2.002333:5'&‘“ s
ot Transit Non-Rollover  11/05/2018 12/01/2018 1.00 1.00 0.00 0.00 1.00§§:ﬁ:ﬁ2"d 3

The lost or damaged card is now Removed with the benefit
receive future benefits.

EMP

EE ENROLLMENT MODIFICATION

Change an employee's status to On Held by the monthly order deadline to temperarily prevent the empl
Do not change the Kickoff Date. While On Hold, the employee may use their rollover benefits.

SmarTrip Card: 01670707

Benefit Status: Enrolled '* Removed On Hold

Benefit Category: 10BOTH - §10 TROLL & RCHECK

Last Updated By:

EO

Saw

MName:
Kickoff Date:
User Key (opt.):

Last Updated:

s Reassigned (out). It will not

CUSTOMER ID: 05000 USER ID: EO

oyee from receiving future benefits.

Five, Wmata Test
01/01/2018 (mm/dd/yyyy) Do not backdate
Do not use <>=()

2018/11/05 15:02:01

Current Month Report

CLAIMS (0) REASSIGN (3) RETRIEVE/RESTORE (1)
iti Reassigned Amount i ini
Benefit Type Effective Date Expiration Date Itz g BEimeE R Status
Amount  (In) (Out) Amount  Amaunt
1 Parking Non-Rollover 11/05/2018 12/01/2018 2.00 2.00 2.00 0.00 0.00Reassigned (out) -
2 Transit Non-Rollover 11/05/2018 12/01/2018 1.00 1.00 1.00 0.00 0.00Reassigned (out)

Page 14



SELF-SERVICE ONLINE ENROLLMENT REQUESTS

Save time and let each new enrollee submit their SmartBenefits enrollment request via their
SmarTrip account. With this feature, you can avoid keying in each enrollee’s SmarTrip card
number AND you’re assured that your enrollee has registered their SmarTrip card (a requirement
to receive SmartBenefits).

To take advantage of this feature, simply:

1. Educate your new enrollees

a.

Share your Organization Code with them
(see the Account Administration/Self-Service section for more info)

. Ask them to sign into their SmarTrip account; click on the SmarTrip card they want to

enroll; click Join SmartBenefits; and enter the organization code to start the process.
Your enrollee’s desired benefit request will be compared to your existing benefit
categories. If a perfect match isn’t found, then the participant will be presented with
the closest options less than their request. (Alternatively, the enrollee can ask you to
create a new benefit category to meet their need.)

. Your enrollee will receive an acknowledgement email when they submit their request

as well as a notification email once you approve or reject their request. The email
notes their “SmartBenefits enrollment date” (i.e., their kickoff date).

2. Use the Program Mgmt/Enrollments tab to approve or reject requests.

a.

You can do this at any time. The kickoff date will automatically update if you’re past
your order deadline and your new enrollee will be notified accordingly.

. You can add an optional user defined key to identify your enrollee with, for example,

a department name or other identifier.

. The Monthly Benefit amount is displayed to let make it easier for you to update your

payroll or other internal system to pay for the benefit. We’ve included an email
address for the enrollee should you need to contact them.

. Click the checkbox to select an enrollee’s request and then click Enroll or Reject.

You'll receive a success message. (Enroll or reject several requests at once by clicking
the checkbox to the left of Last Name.)

. Enrolled requests are immediately added to the Employee List. Rejected requests

remain on the Enrollment Request List. Change the Status filter to Rejected to see
them.

Request Notification

o The letters on the tab will turn red if you have a pending request at login. They revert to white

after you’ve cleared all the requests and logged off.
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e You will also receive a notification email up to three times before your WMATA order deadline if
there are pending requests: 10-days prior; 5-days prior, and the day of.

Note: You can take advantage the Self-Service Enrollment Requests feature even if you do not
use the Self-Service Change Requests feature.

Sample Enrollment Request Screenshot

Account Admin Order Report
Benefit Category | Add Employee | Employee List : Change Requests | SmartBenefits AnyTime
NROLLMENT REQUEST LIST CUSTOMER ID: 050005 USER ID: EO
Filter By: Last Name Kickoff Date (mm/dd/yyyy) Status: N-New v Find Download
New 3
. Smartrip - Request Kickoff Benefit Monthly User
(eEilEame  [AEEREE Last Four [T Date Date Category Benefit Define Key SEE
Art Renato 8324 vk@wmata.com ag8/02/2019 |[10/01/2019 145T100 5245 wmata Mew
Test Test 0720 itss_test@wmata.com 08/16/2019 |10/01/2019 2x$100 $200 Mew
Woers Jock 5129 wmatatest@wmata.com 11/07/2018 |10/01/2019 15PROLL $15 Mew -

n = Displaying 1 to 3 of total 3
Enroll Reject Tecords

Disabled until a checkbox is checked.

SELF-SERVICE CHANGE REQUESTS

If your organization has opted-in for SmartBenefits Self-Service, then your participants may
submit benefit status change requests and/or benefit category change requests electronically
from the SmartBenefits Dashboard linked to their SmarTrip account. (See the Account
Administration/Self-Service section to learn about your Self-Service configuration options.)

We recommend that you check the Change Requests tab for pending requests each time you
login to SmartBenefits.

o The letters on the tab will turn red if you have a pending request at login. They revert to white
after you’ve cleared all the requests and logged off.

e You will also receive a notification email up to three times before your WMATA order deadline if
there are pending requests: 10-days prior; 5-days prior, and the day of.

Your participants may submit change requests at any time; however, you can only approve or
reject the requests from the 1% of the month thru your order deadline. They system
automatically calculates an Earliest Effective Date based on your WMATA order deadline. For
example, if your deadline is the 15% of the month and a participant submits a request on the
April 16, then the system will calculate a May 15t Earliest Effective Date. If you do not act on the
request by May 15%, then the system will automatically set the Earliest Effective Date to June 1°t
and so on.

The same table is used to display both benefit status and benefit category change requests.
o The benefit status and benefit category columns display the current benefit status and category.
e The change request column displays the requested change.
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o Monthly Benefit:
o For benefit category changes, the total benefit for requested benefit category is displayed.
o For benefit status changes, the total benefit for the current benefit category is displayed.

Approve or Reject Change Requests.

1. Click on Program Mgmt then Change Requests before your order deadline. The Change Request
page will display just New (pending) requests by default.
2. Select one or more New change requests (click the top checkbox if you want to select all
requests). Once you select one, the Approve and Reject buttons are enabled.
3. Click Approve or Reject
a. You'll be asked to confirm your decision. Click OK.
b. You'll see a “Change Requests Processed Successfully” message.
c. Approved changes are:
i. Immediately applied to your Employee List and to your order.
ii. Are removed from the Change Request page. (Tip: If you want to keep a history of the
requests, use the Download button to download a .csv file before you take any actions.)

d. Rejected changes are kept on the list. Filter on Rejected to see them.
e. All changes are confirmed by a success message below ‘Filter By:’.
f.  An email is automatically sent to your participant to notify him/her of your decision.

Sample Change Requests Screenshots

Home Account Admin Report Logof!

Benefit Category | Add Employee | Employee List | | SmartBenefits AnyTime
CHANGE REQUEST LIST CUSTOMER ID: 050005 USER ID: EO1
Filter By: Last Name Effective Date (mm/dd/yyyy) Status: N-New v Find Download
User Smartrip Request Effective Benefit Benefit Change Monthly
Last Name - First Name Define Key Last Four Date Date Status Category Request Benefit Swtus
Seif Serve Ben Cat Demo 4400 03/27/2019 04/01/2019% Enrolled Ti25PS50 Hold 5178 New
Shannon  Rosita P g:‘,;"“y San 4168 03/26/2019 04/01/2019 Enrolled  PS8IT40  Hold $121 New
T Jan Jan Report 5070 03/25/2019 04/01/2019 On-Hold PIPS250 1457100 $245 New
™ Jan Jan Report 5070 03/29/2019 05/01/201% On-Hold PTPS250 Enroll $250 New -

Displaying 1 to 4 of total 4
Disabled until a checkbox is checked. records

Also disabled from the day after the
WMATA order deadline until month end.

Page 17



SMARTBENEFITS ANYTIME (optional)

SmartBenefits® Anytime is an optional feature that lets you assign transit benefits directly to
SmarTrip® cards anytime of the month. For example, it gives you the flexibility to assign benefits
to a participant who may have started after the order deadline for the upcoming month.

SmartBenefits® AnyTime assignments are available for participants to pick up within four hours
for Metrorail and within 24 hours for Metrobus and Metro’s regional bus partners.

Unassigned SmartBenefits® Anytime funds are available for use from month-to-month until they
are depleted.

Participate in SmartBenefits® AnyTime
To participate in SmartBenefits® AnyTime, submit an order before your order deadline to create
your ‘pool’ of SmartBenefits® AnyTime funds. Simply:

1. Click Account Admin, then Modify Account.

2. Click Yes for the SmartBenefits® AnyTime box and then Save (Screenshot #1). The
SmartBenefits tab will be available the next time you log in.

3. Click Program Mgmt, then SmartBenefits® Anytime (Screenshot #2)

4. Add an Order Amount in whole dollars and click Add. The amount will appear along with
a ‘Current Month Order Has Been Updated Successfully’ message (Screenshot #3)

5. Before the order deadline, you may enter a new order amount and click Change or click
Remove to delete the order. (Screenshot #3)

#1 | SmartBenefits® AnyTime Option: '# Yes Mo

#2 SMARTBENEFITS ANYTIME SUMMARY CUSTOMER ID: 050005 USER ID:
Order Order Used for Used for Used for Used for Remaining
Date Amount Transit Parking Official Travel Transit Pass Amount
1 11/08/2017 25.00 9.00 3.00 0.00 0.00 13.00
2 06/22/2014 2,500.00 314.00 473.00 14.00 2.00 1,697.00
3 03/18/2012 2,500.00 1,600.00 790.00 0.00 110.00 0.00

There is no Order Created for Current Month (July, 2018)

Add Order Amount: $ Add
“SmartBenefits AnvTime Qrder Deadline: The 15th of each month at 11:59nm ET. Your order will he availahle on the 15t of the uncomina month
#3 SMARTBENEFITS ANYTIME SUMMARY CUSTOMER ID: 050005 USER ID:
Order Order Used for Used for Used for uUsed for Remaining
Date Amount Transit Parking Official Travel Transit Pass Amount
1 11/08/2017F 25.00 9.00 3.00 0.00 0.00 13.00
2 06/22/2014 2,500.00 314.00 473.00 14.00 2.00 1,607.00
3 03/16/2012 2,500.00 1,600.00 790.00 0.00 110.00 0.00

Current Month Order Amount(July, 2018) is $75
Change Amount to: %75 Change

Or Remaove All | Remove

Current Month Order Has Been Updated Successfully.
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Assign or View SmartBenefits® AnyTime Funds

View your completed SmartBenefits® Anytime orders by clicking Program Mgmt, then
SmartBenefits® Anytime. You will see Screenshot #2 above. Click the order date to:

e View or download SmartBenefits® AnyTime benefits assignment data for that order.

e Allocate benefits from that AnyTime order to a SmarTrip card enrolled in SmartBenefits.
o Enter the SmarTrip card # and click Find
o Allocate an amount to the desired Benefit Type(s) and month(s).

o To assign the benefit as non-rollover (i.e., unclaimed funds are credited back to
you), leave the default as Yes. To assign non-rollover funds, click No. (Note that
the Expires date becomes N/A for if No is selected.)

Click Assign

o You’'ll see AnyTime Benefits Assigned Successfully and the Remaining Amount for
that order will decrease by the amount of the assignment.

o Click Cancel to return to the AnyTime Order Assignment screen.

ANYTIME ORDER ASSIGNMENT CUSTOMER ID: 050005 USER ID: E014
Order Date: 11/08/2017 Order Number: 531247
Order Amount: 25.00 Remaining Amount: 13.00
Used for Transit: 9.00 Used for Parking: 3.00
Used for Official Travel: 0.00 Used for Transit Pass: 0.00
Last First Smartrip Benefit Effective Benefit Remain
Name Name card Type Date Amount Amount
1 Ben Smart 01670 Parking Non-Rollover 11/17/2017 3.00 3.00
2 Ben Smart 01670 Transit Non-Rollover 11/17/2017 5.00 5.00
SmartBenefits Enrolled Smartrip Card #: |EM 670 Find Download

SMARTBENEFITS ANYTIME BENEFIT ASSIGN

SmartBenefits AnyTime Order
Order Date: 11/08/2017 Order Number: 521247
Order Amount: 25.00 Remaining Amount: 13.00

Assign to Smartrip Card

Card Number: 01670 Cardholder Name: Five, Wmata Test
CETED TR ::ll:;ver ?:::?:3;9) ExL=
Jul, 2018 (Available 07/13/2018)
Transit Yes * No |5 N/A
Parking = Yes L No |5 08/01/2018
Transit Pass * Yes No 08/01/2018
Official Travel
Aug, 2018 (Available 08/01/2018)
Transit = Yes _ No 09/01/2018
Parking = ¥Yes _ No 09/01/2018
Transit Pass * Yes No 09/01/2018

Official Travel

Assign ! Cancel
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ACCOUNT ADMINISTRATION

1. On the top menu bar, click on Account Admin to reveal the sub-menu.
2. Click Administrators, Modify Account, Change Password or Self-Service.

ADMINISTRATORS

This feature is available to the Primary Account Administrator only. It allows the Primary
Account Administrator to add sub-administrators to help maintain SmartBenefits. Note that the
Primary Account Administrator must perform password resets for sub-administrators that are
unable to take advantage of the automatic password reset feature.

1. Click Administrators to view your User ID and any sub-administrators you added.

2. To add new sub-administrators, click New Administrator. A dialog box will appear. Fillin
the required information and click Save.

3. Toremove a sub-administrator, click on the administrator’s name in the list, change the
Status to Terminated, and click Save.

ADMINISTRATOR PROFILE SUMMARY CUSTOMER ID: 050005

New Administrator

User ID User Name Status [ T O Connection = ?f “EII (s
Date Failure Exp Date

1 00 oo New 12/31/9999  Logoff o] 06/17/2018

MODIFY ACCOUNT
Any administrator can view the Modify Account page; however, only the Primary Account
Administrator may make changes and see the bank account number.
The page has two sides.
e The left side has your contact information and lets you opt in to SmartBenefits Anytime.

o Unless you indicate otherwise on the Self-Service page, the contact information
here will display on your participants’ SmartBenefits Dashboard.

o Click Save Customer Details to save your changes. You'll see a response.
e The right side lets you select and maintain the WMATA Originated ACH Payment Method
o Selection

= |f you select WMATA-Originated ACH, you are authorizing WMATA to
automatically debit your bank account the first business day after your
monthly order deadline for the total amount of your order.

= Click Save ACH to save your changes. You’ll see a response.

= |f you want to switch to a different payment method in the future, then
contact your SmartBenefits account executive.

= The WMATA-Originated ACH feature is disabled for government agencies
that pay by purchase order.
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o Maintenance

Customer Information

Acck #

Business Name

Address

City:

State

Zi

Contact

Title:

Phone:

Fax:

E-mail

p:

You can update and save your WMATA-Originated ACH information at any
time. However, changes made after your order deadline will not take
effect until your following order.

When you make a change, you must reconfirm your bank routing number

and bank account number.

Click the eye icon to display your bank account number.

Click Save ACH to save your changes. You'll see a response.

: 050005

3 |'.‘|'|'-1ATA Tast Account

: 600 Sth Street

| |

: |DC - DISTRICT OF COLUMBIA |

ooy |-[_|]

3 |Ji m Bongiorno

202-962-2351

|

3 |j bongiorno@wmata.com

SmartBenefits® AnyTime Option: (®ryas CNa

| Save Customer Details || Cancel |

CHANGE PASSWORD
Your password may be any combination of letters and numbers that follow the Password Rules
on the screen. Simply complete the dialogue box and click Save.

SELF-SERVICE

Mame on Acct:

Bank Mamsa:

Address:

City:

State:

Zip:

Phona:

Routing #:
Reconfirm Routing #:
Account #:

Reconfirm Account #:

| Payment Method: WMATA Originated ACH ®Yes  No

|WMATA Test Account |

Test Bank

[123 Main st. |

Washington

|DC - DISTRICT OF COLUMBIA -~

[

2029999559

20001

123456789

il

@

| Sawve ACH || Cancel |

The Self-Service configuration determines what your participants see and can do on the
SmartBenefits Self-Service Dashboard Page linked to their SmarTrip account.

The Self-Service configuration can be viewed by any administrator, but changes may only be
made by the primary administrator. Changes may be made at any time.

By default, the contact information under Modify Account is displayed to your participants and
each Employee Self-Service Option is set to Yes.
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If you want to display the contact information for a different administrator on the participant

Self-Service page, then modify and save the Contact Information Displayed on the Self-Service
Page. The changes you make here will not alter the primary contact information listed under

Modify Account.

The Employee Self-Service Option lets you tailor the self-service feature to meet your needs.

e Selecting “No” for the Request Benefit Status Change and/or the Request Benefit Category
Change will prevent your participants from submitting those changes from their SmartBenefits
Self-Service Dashboard. However, your participants will still be able to view their upcoming
benefits.

e Selecting “No” for Parking as a Desired Benefit or Transit Pass as a Desired Benefit will prevent
participants from entering amounts for those benefit types when they submit a benefit category
change request. If you do not have any benefit categories that offer a parking or a transit pass
benefit, then it makes sense to select No for these two options.

Share the Organization Code for Enrollments with new enrollees to allow them to submit their
enrollment request via their SmarTrip account.

e See the Program Management/Self Service Enrollment Requests section for more info.
e If you are ever concerned that your Organization Code has been compromised, simply click
Generate New Organization Code. The new code will take effect immediately.

Program Mgmt Account Admin

Administrators | Modify Account | Change Password | Self-Service

SELF SERVICE CUSTOMER ID: 0500

Welcome to SmartBenefits Self-Service®. Employer can update contact details and Employee Self-Service options from here.

Contact Information Displayed on Seli-Service Page

Organization WWATA Test Account
Admin Name WIMATA Customer Service
Email Address smartrip@wmata.com
Phone (opticnal) 202-952-13268

Employee Self-Service Option Allow ?
Request Benefit Status Change *  Yes Mo
Request Benefit Category Change ' Yes No
Parking as a Desired Benefit * Yes No
Transit Pass Benefit as a Desired Benefit *  Yes No

Save Cancel

Organization Code for Enroliments.
Organization Code aB03igz3
Create Date 08/15/2019

Generate New Crganization Code |
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ORDER

Your order is automatically placed each month on your order deadline. After your order
deadline, your order cannot be changed.

1. Onthe top menu bar, click Order to reveal the sub-menu.

2. Click Current Order or Order History.

CURRENT ORDER

This page displays the status of your order for the upcoming benefit month. Your order deadline
appears in red under Customer Name and the Order as of date on the left side as well as at the
bottom of the page.

The example below shows the final status for an August 2019 order for September benefits for
an account with a 15% of the month order deadline. Credits from prior months for unclaimed
non-rollover benefits and retrieved benefits will be automatically displayed.

Program Mgmt Account Admin Order

Current Order | Order History

(CURRENT ORDER CUSTOMER ID: 050005 USER ID: EO

Customer Name: WMATA Test Account -Internal Use Pnnter Friendly View

Final Order for September 2019 Benefit Month: 08/15/2019

Item Type Description Unit Price Quantity Total Value
1 SBFT MR Tran %3 TPass 3 Park £3 £9.00 1 £9.00
2 SBFT Transit $0 £0.00 X £0.00
3 SBFT Transit $5 Non-Rollover $5.00 7 535.00
Transit & Transit Pass Benefits = 541.00
Metro Parking = £3.00
Official Travel = 0.00
Total order value = 544.00
Credit applied to this order = 544.00
Cradit for unclaimad SmartBenefits, Matro Parking and Official Travel 07/2019 = 541.50
Credit remaining value = 541.50
Payment due WMATA = %0.00

Your payment method appears at the bottom of the Current Order page.

o If you pay by credit card, you will also see a Credit Card Convenience Fee (#.#%) line. This fee is
applied to the total order value net of any credits.

e Customer Originated ACH Payments are not processed automatically. Please submit the amount
on the Payment Due WMATA line by the first business day after your order deadline month to
avoid disruption in fulfilling your order. As a courtesy, we will send you a reminder email.

Page 23




ORDER HISTORY

To view a previous order, click Order History and then the date of the order. The last 12 orders
over the past 16 months are kept online. You can download orders to maintain additional history
offline.

SmartBenefits’ NEFITS PROGRAM

Home Pragram Mgmt Account Admin Order
Current Order | Order History

ORDER HISTORY CUSTOMER ID: 05 USER ID: EO1

Last 12 Orders (in past 16 months)

Order Order Payment Smart SBFT Metro Official SBEFT Order Credit Creadit Total
Date Status Method Benefits Voucher Parking Travel AnyTime Total Applied Card Fee Payment
1 06/24/2020 In progress fﬁ‘HA;_ﬁ $12,682,.00  $0.00 $4,388.00 536,00  $0.00 $17,706.00 $17,706.00 50,00 $0.0
Originated
Credit

2 05/25/2020 In progress £12,502.00  £0.00 %4,898.00 $36.00  $0.00 $17,436.00  £8,794.45 £06.42 £a727.97

Card
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REPORTS

1. Onthe top menu bar, click Report to reveal the sub-menu.

2. Click Benefit Authorization, Benefits Claimed, or Reassignments.

BENEFIT AUTHORIZATION (current month reports)

To view or download the benefits you have authorized for the current month:

1. Click Benefits Authorization

2. Left click the [month].txt link to display the results or [month].csv to download them.
3. Click Unclaimed Benefits to view unclaimed benefits for the current month.

Program Mgmt Account Admin Order

Benefit Authorization

Report

| Benefits Claimed

BENEFITS AUTHORIZED FOR CURRENT MONTH CUSTOMER ID: 050005

Benefits Authorization Reports for Current Month

el e (s WordPerfect, Notepad, etc.).

el S () Quattro, Lotus, etc.).

Unclaimed Benefits {.csv) Quattro, Lotus, etc.)

BENEFITS CLAIMED (for previous months)
1. Click Benefits Claimed

2. Click on the desired month for the format (text or csv) that you prefer.

Program Mgmt Account Admin

BENEFITS CLAIMED PREVIOUS MONTHS

The report can be viewed/printed using your word processing software (MS Word,

The report can be viewed/printed using your spreadsheet software (MS Excel,

The report can be viewed/printed using your spreadsheet software (MS Excel,

Order Report
Benefit Authorization | Benefits Claimed

CUSTOMER ID: 050005

Employee benefits/claims activities for the previous month will be available to download in text or csv format
beginning at least by 12:00 Noon of the fifth business day of the new month. For example, the report for
November 2011 can be run starting at 12:00 Noon on December 7, 2011. Reports for the previous 12 months are

available for downloading.

Benefits/Claims Activity Reports in text Format

Eebruary, 2019 January, 2019 December, 2018  The report can be viewed/printed using your word
processing software (MS Word, WordPerfect, Notepad,

November, 2018  October, 2018 September. 2018 gre,),
August, 2018 July, 2018 dune, 2018
May, 2018 Apdl, 2018 March, 2018

Benefits/Claims Activity Reports in csv Format

Eebruary, 2019 January, 2019 December, 2018  The report can be viewed/printed using your
spreadsheet software (MS Excel, Quattro, Lotus, etc.).

November, 2018  Qgtober, 2018 September, 2018
August, 2018 July, 2018 June, 2018
HMay,. 2018 Aprl 2018 March, 2018

Vanpool Benefits Allocation Reports in csv Format

Eebruary, 2019 January, 2019 December, 2018  The report can be viewed/printed using your
spreadsheet software (MS Excel, Quattro, Lotus, etc.).

November, 2018  October, 2018 September, 2018
January, 2018
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REASSIGNMENT REPORT

The Reassignment Report shows reassignments made by participants who reported a
lost/damaged SmarTrip card via their SmarTrip account as well as reassignments made by
administrators. There is one exception: If a participant allocates 100% of their transit benefit to
a third-transit provider such as a vanpool, then the reassignment will not appear on this report.

There are two ways to generate the report:

e Click on one of the months to open a .csv file. Up to 12 months of history are accessible.

e Enter dates and click Get Report to display the results.
o You can enter a specific day or a date range spanning multiple months

o Once the results are displayed, click Download Report to obtain a .csv file.

Enter Date Range

Program Mgmt Account Admin Order Report

Benefit Authorization | Benefits Claimed

REASSIGNMENTS REPORT CUSTOMER ID: 050005

From Date (MM/DD/YYYY) : 02/01/2019 To Date (MM/DD/YYYY) : [02/01/2019

Reassignments Activity Reports in csv Format

2019 Apr 2018 Mar 2019 Feb The report can be viewed/printed using your
spreadsheet software.

2019 Jan 2018 Dec 2018 Nov

2018 Oct 2018 Sep 2018 Aug

2018 Jul 2018 Jun 2018 May

Number of Records to Display : 0
Select a Date Range or click on Month

Results and Download Report Button Appear

Program Mgmt Account Admin Order Report Logoff

Logoff Help
| Reassignments

USER ID: EO1

Help

Benefit Authorization | Benefits Claimed | Reassignments

REASSIGNMENTS REPORT CUSTOMER ID: 050005

From Date (MM/DD/YYYY) : To Date (MM/DD/YYYY) :

Reassignments Activity Reports in csv Format

2019 Apr 2019 Mar 2019 Feb The report can be viewed/printed using your
spreadsheet software.

2016 Jan 2018 Dec 2018 Nov

2018 Oct 2018 Sep 2018 Aug

2018 Jul 2018 Jun 2018 May

Reassignments between 02/09/2019 and 02/09/2019

USER ID: EO1

Download Report

REASSIGNMENT CARDHOLDER CARDHOLDER

Sl.No DATE ORIGINAL CARD # REPLACEMENT CARD # FIRST NAME LAST NAME USER DEFINED KEY
2019-02-09 -
08:00:06.0 01670770 01671069 JAMES B AutoloadTest =

Total Number of Records: 1
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CUSTOMER SERVICE

Metro Home Page: https://www.wmata.com/

SmartBenefits® Home Page: wmata.com/smartbenefits

Create a SmarTrip’ Account: https://smartrip.wmata.com/Account/Create

How to Use SmartBenefits (for participants) https://www.wmata.com/business/smartbenefits/How-to-
Use-SmartBenefits.cfm

SmarTrip® & SmartBenefits’ Customer Service:
Participants: 1-888-SMARTRIP (762-7874) or smartrip@wmata.com

Employers (including primary account administrator password resets): 202-962-1326 or smartrip@wmata.com

SmartBenefits® Account Executives: smartbenefits@wmata.com

Commuter Direct: 703-228-RIDE (7433)

MetroAccess: 301-562-5360
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