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Online Commuter Benefits Participant Guide

Introduction Online Commuter Benefits (OCB) is a convenient, easy-to-use online
ordering platform that allows you to order your transit passes and set up your
direct pay or commuter checks for parking through a single online source.

The way the product works is simple:

1. You make your election through your employer.

2. Your employer sends the election information to ADP. Once we
receive the election information, you will be able to access the
Commuter Benefits portion of www.flexdirect.adp.com.

3. You can now go to the website and place your order(s). You will need
to provide your personal credit card information for orders that exceed
your pre-tax balance. When the order(s) are placed, your pre-tax
balance will be used first and any remaining balance will be charged
to your personal credit card.

This guide gives step-by-step instructions for how to use the ordering
platform as well as making edits after you have placed orders.

Order Cycle You have until the 5 of each month to place your orders for passes that will
be effective the following month.

Here is a sample timeline for a January pass:

Ordering November 6™ — December 5"

Balances December 6"- 7" the system will check and use any pre-tax
balance available. If there isn’t enough money to cover the
cost of the pass, your credit card will be charged the
difference.

Fulfillment | December 17" — 23"

November 6™ — December 5th December 6™ — December 7th December 17" — December 23rd
Orders Placed — Pre-tax balances used & credit Transit passes mailed January Pass
www.flexdirect.adp.com cards charged for orders Parking vendors paid Timeline

HHHLE  Note: If you did not provide a credit card number when you placed your order
and there is not enough money in your pre-tax account to cover the cost of the
! order, the order will NOT be processed.

Continued on next page
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Online Commuter Benefits Participant Guide, Continued

Paper Claims If your company allows you to submit Eaper claims, we will suspend
processing paper claims between the 5" and the 11" of each month. This will

(§ y/ﬁ prevent processing a paper claim and using pre-tax balances that are needed
for purchasing Commuter Benefits products using the online platform. We
will resume processing paper claims after the online products ordering

information has been received.

Page 2 OCB Participant Guide
Version 1.0 6-30-2008



Ordering Platform

Introduction All new transit and/or parking orders, order history, and changes to existing
orders can be made from the main page of the transportation benefits ordering
platform.

To access the ordering platform, follow these steps:

Step Action
1 Go to www.flexdirect.adp.com.
2 The first time you visit the website, you will need to register.

e Click Click here to register, and

e Follow the steps to register.

Once you are registered,

e Type your username and password, and
e Click Login.

B ADP Flaxdirect - Home - Microsoft lntarnet Cxplorar (= E:
Fla Edt  View Faovorbos Took  Hep &

Q-0 HEG Lo e @ @3- = LIE O

4] et Nt acp comy » e

to Flaxible

_ Participant Login

3 Click the Commuter Benefits tab.
A summary of your current balance is shown here.

© FimDirect Home @ Help @ Co dact Us 8 Log Ou
16 § il i Cliveni Vit

Coermuker Benedfbs
Mare: Abo: " OCB Select Client
el Corp FEA x i
Transit or Parking Balance
o) Prrpugn FSA
Dimraed Care FSA Thisiiss yooue csreent Pris_To pilan bakance as of iy wkatury Monlhly Limils
EZA Card Parking:  $52.00 4 in RS Document
Trarat 4 In RS Document
i Transil: $0.00
o )
FT
clm Form
Blon Qvendgwa Reminder: ifvou order moee than your swailsble Dalance you will need to enter 3 valld cregit card
UMD 10 FECENE YU Order. CINervse, Your order Wil not process and you will not recelve your
pass

e ermcrai ]
4 Click the Continue button.
The main page of the ordering platform will be displayed.

Continued on next page
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Transit Orders

New Order After you have accessed the main page of the ordering platform, follow the
steps below to make a new transit order:
Step Action
1 Click transit order on the left-hand side of the page.
The benefit month and ordering deadline are shown in the upper
right-hand corner of the window.
5P
© Flaslirect Homw € Help, omtact Us © Log Ot
Comenuter Benents
i Transportation Benefits Online Ordering Platform -
| — e
ey nceount WelCOmE, (i & Delivery Address:
e |(P)
WEICOME, o b -
2 To Find Your Product:
®Select your Greater Metropolitan Area, and
@Select your Provider from the drop-down.
Order Your Transit Product gf::f';;fﬂgg?gs v
Find Your Product Select Y our Product Confirm Order Done
Select your Greater Metropolitan Area: <_®
Select your Provider:
If you cannot find your Provider, click here
HHTHYS  Note: If your provider is not listed, follow the steps for New Provider.
| [
Continued on next page
Page 4 OCB Participant Guide
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Transit Orders, Continued

New Order (continued)

Step

Action

3

The products available will be displayed.
e Select the product you would like to order.

1 Benefit Month: July
Order Your Transit Product e R

= ,

Find Your Product Select ¥ our Product Confirm Order Done
Greater Metro Area: Allanta
Transit Authority: MARTA,

wevi tamarta.com

Product Hame

(5] Morthly Transcard ($52 500

Back

A summary of your order will be displayed.
e Click the order certification, and
e Click Continue to place the order.

>
>

1 i Benefit Month:  July
Confirm Your Product Choice e

; {

Find Your Product Select Your Product Confirm Order Done

. Order Selection

Greater Metro Area: Ablarta

Transit Authority: MARTA,

Product Selected: Marthly Transcard ($52.50)
Product Retail Price: $49.57

Quantity: 1 (You are only allovwed 1 item of this type, per benefit manth order)

Home Address:

City:
State: e

Zip Code:

Important Information: “our Commuter Benefits arder will be mailed to the above stated address. The current address in
our system on the 13th of the month, prior to the benefit month, will be used only for the delivery of your commuter procucts
and does not update your address maintained by your Employer. For address changes - please make sure to change your
address on both this site and with your Emplayer.

Order Information:

| agree that the above transt product ordered 05292008 iz correct, and | certify that all orders of transit products will be used by me only
for the purposes of commuting to and from work at the Employer . | authorize my employer to decduct the amourt of my order noted above from
my paycheck on a pre-tax basis up to the monthly IRS limit, and the remainder on & post-tax basis

Back  Continue

Continued on next page
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Transit Orders, Continued

New Order (continued)

Step Action
5 If there are not enough funds in your pre-tax account to cover the
cost of your purchase, you must enter your credit card information
to ensure fulfillment of your product.
e Select the | WANT to provide... to provide credit card info, or
e Select the | DO NOT want to provide... if you do not want to
provide credit card information. Skip to Step 7.

H Benefit Month: July
Backup Credit Card Request TR
Q !
Find Your Product Select ¥ our Product Confirm Order Done

“Your order may require & post tax fullfilmert source

This order for will be submitted sgainst the balance in your transit spending account

Please provide a Credit Card to cover any amount nat available in your pre-tax balance on the
Sth day of every month. This will ensure that your arder will be fulfilled it your avalable pre-
tax balance is less than your arder

For Example: If you place & transt order of $30.00 for May, snd you only have $75.00 in your
pre-tsx bakence on April 11th, unless you provide a valid Credit Card, vour order cannot be
fulfilled .

Crptions:

G) IWANT to provide & Credit Card to ensure proper fulfilment of my transit order every
manth. By providing a Crecit Card, any amount not covered by my pre-tax balance will
be charged to my Credit Card. If | stop participation in this plan, | wil need to cancel any
recurring orders.

Y | DO HOT wvant to provide a credit card to cover any amount aver my pre-tax balance
By selecting this aption, | uncerstand that my order may not be fulfiled.

It your recurring order is not fulfiled due to lack of funds, credit card rejection or ending of

plan participstion, your pending recurring orders will be cancelled. You will need to re-enter

and place a newy order to reinstate future recurring orders

Back

IS Note: If you do NOT provide credit card information and there is not enough
money in your pre-tax account to cover the cost of the order, the order will
’ NOT be processed.

Continued on next page
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Transit Orders, Continued

New Order (continued)

Step

Action

6

OEnter your card information,
@Read and click the authorization below the credit card detail,

and
®Click Continue.

Credit Card Update

Benefit Month: July
Order By: 0B/05/2005

Find Your Product

Select ¥ our Product

E |

Confirm Order Done

To complete your order, please provide & personal credit card, which will be used to pay for the post-tax portion of your arder

: Your Card Detail:

/' First Rame:

Last Name:

Billing Address 1

Billing City:
(D '< Billng State:
Billing Fip Code:
Card Type:

Card Mumber:

\ Exp Date:

CWY Nalue:

Billing Address 2

Sample
Participant

125 Anywhere Lane

Alpharetta

Ga -
30041

WISA w
1234567891 234564

Mar W |y 2011 »

123

®—’ Your credit card will be charged at the end of the enroliment period. If your accourt does

niot hald sutficient funds, your arder will not be processed and you will not have the
apportunity ta rearder far that enroliment period. The charge an your credit card statement will
appear as "Transportation Benefits"

Cancel  Continue 4_< :)

e Select Yes to have the order automatically re-created each
month, and uncheck the months you do NOT want an order.
e Select No if you want to come back and order each month, and

e Click Purchase.

. Monthly Order Recurring Settings:

Monthly Recurring: YES

®ves Oro

The recurring feature allows for orders to be automatically re-crested on & monthly basis.

Select "Yes" to have your arder automatically re-created every month
Select "Mo if you weart to come back to the system every month to order.

An order will he created for every checked box.
Uncheck = hox it you do not weant to receive an order for that month.

Jul 2008 Aug 2008 Sep 2008
Jan 2009 Feb 2008 War 2008

\ 4

Mo 2008

Wy 2009

Thiz iz & twelve month revalving calendar festure. Your order will re-creste for every checked month, and for every subsequent manth
follovwing the listed twelve months above. You can re-enter at any time to manage the wpcoming twelve months.

Back  Purchase <:|

Oct 2008
Apr 2008

Dec 2008
[#]un 2008

Continued on next page
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Transit Orders, Continued

New Order (continued)

Step

Action

8

Your order is complete.
Order Update Complete

Benefit Month: July
Order By: 08/05/2005

Find Your Product Select Y our Product

Thank you for your order. Your order is complete. Please Return Home if you want

to change the below order.

. Current Transit Order

Confirm Order

.

Done

MARTA ) )
Monthly Transcard ($52.50) €z Gk XBEY e
Totsl Estimated Cost: $40.57

Monthly Recurring: YES
This order will be crested on a morthly basis.

New Provider

If you cannot find your provider on the site, follow the steps below:

Step

Action

1

e Click transit order from the left-hand side of the page, and
e Click If you cannot find your Provider, click here.

f [ |

Order Your Transit Product

” Commuter Benefils ]

Benefit Month: July
Order By: 06/05/2008

hoime Ty
porking order Find Your Product Select Your Product
order histary
my accourt
= Select your Greater Metropolitan Area:
e p—— Select your Provider: -

Hfyou cannot find your Prou @ </

Confirm Order Done

Continued on next page

Page 8
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Transit Orders, Continued

New Provider (continued)

ﬂﬂﬂﬂﬂﬂﬂ%

Step

Action

2

e Type the requested information, and

e Click Continue.

We will contact the transit provider to establish a relationship or
set up your requested pass. This process takes approximately 10
business days depending on the response time of the provider.

home:
transit arder
perking order

order history

my account
help

close window

Cormmuter Benefits

Requesting a New Transit Authority and Transit

2 Benefit Month: July
Order? Order By: 06/05/2008

Plzase provide the following Transtt Pass information. The information is needed, per IS regulstions, to properly idertify and confinn the Transt
Fass information

W will work to add the requested Transit Authority and Transit Authority Pass. You will be notified within 10 business days on the status of
your request

Transit Authority: *

Transit Pass: *

Transit Authority City: *

Transit Authority State: * - Select One — v

Email Contact

Phong humber: *

Any Comments and additional details of the transit and pass:

Back  Continue

Note: It is up to the provider if they want to set up a relationship. This request
does not constitute an order or guarantee a relationship will be established.
Once you receive notice of the status of your request, you can return to the

site to place your order.

Continued on next page
OCB Participant Guide Page 9
6-30-2008 Version 1.0



Transit Orders, Continued

View Current  Current orders can be viewed on the main page of the ordering platform. The
Orders fare media ordered, price, and recurring status are shown.

© FlexDirectHome © Help © Centact Us @ Log Out

| i 1| Commuter Benefits |

transit order

parking order Transit Home ) fi m
Commuter Benefits Information olii
arder history 1

my account Welcome, “ahis e Delivery Address:
help
Instructions:
close windoww Pleass use the menu bar on the et side [Eeft Frofile]
Current Transit Order
. Gy 1 Cost $49.67 4867 edt | remove

Monthly Transeard ($52.50)

Total Estimated Cost 548,87
Monthly Recurring: YES Edfit Recurring Options

Thiz order will be crested on & morthly basis.
Delete Entire Order

Order History  To view order history, click order history on the left-hand side of the page.
For more details about the order, click the reference number.

£33

© FlexDirectHome € Help @ Contact Us € Log Out

[ ” ” ” Commuter Benefits

~
Commuter Benefits i Benefit Month:  August
[T order History =

home List of all completed orders

transtt order
Reference Humber Benefit Month Status Order Type

July, 2008 APPROVED Transit

parking order

 — one istry ﬂ

my account
help

close windomw

Note: Only orders that have processed/cycled will be displayed here.

Continued on next page
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Transit Orders, Continued

Edit Recurring
Orders

If you need to edit a recurring order, follow the steps below:

Step

Action

1

From the Home page, click Edit Recurring Options.

Transit Home (el V)
Commuter Benefits Infermation {1

Welcome, ‘i e Delivery Address:

Instructions:

Pleaze uze the menu bar on the lett side. [Edlit Prafile]

. Current Transit Order _

MARTA
Trangcard ($52.50)

Total Estimated Cost:

Gy 1 Cost: $49.87 $49.87 edit | remove

4057

Monthly Recurring: YES

Edit Recurring Cptions

Thig order will be created on & monthly basis.

Delete Entire Order

Uncheck months you
do not want a pass

e If you want to stop your passes from recurring, click No, or
e Uncheck the months you do not want to receive a pass, and

e Click Update.

Recurring Options Benefit Manth: Augst

Order By: 05052008

Update Recurring Done

Monthly Order Recurring Settings:
Monthly Recurring: YES
This order wil be created on a monthly basis

Eves Chiin
The recurring feature alowes for orders to be automaticaly re-crested on & monthly basis.
Select "Yes" to have your order automatically re-created every month
Select "Mo" if you weant to come back to the system every morth to orcer

An order will be crested for every checked hox,
Uncheck a box if you do not want to receive an order for thet morth.

Bug 2008 [ sep 2008 Oct 2008 Mor 2008 Dec 2008 Jan 2009

Feb 2008 [Fntar 2008 Apr 2009 My 2008 Jun 2008 Jul 2009

TS 1% 3 TWETwe MO TEwON NG CRETar TEStre. YOUr OTEr wil [E-CTESE 10 SVery CHECked MON, SN0 107 EVery SUBSequEnt mortn

following the listed twetve months sbove. You can re-eter st any time to manage the upcoming twelve months

Back Update<::|

Continued on next page
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Transit Orders, Continued

Delete/Change
Order

To delete an order, follow the steps below.

Step Action

1 From the Home page, click Delete Entire Order.

it tance | Leatiocartt | Toos bt JC=r T T

parking ordee Transit Home PR
Commuter Benefits Information N
wnder higdory

my sccount Welcome, bl du e Delivery Address
nep
Irerfrustione
choe window Pienan use e merd bar on the lefl aie |Lat Profee|

Gyl Cost MEET LT w0 | reve
Mnethiy 2

© FlexDivect Homa @ Help @ Contact Us @ Log Out

Morithiy Becurring: VES
This ceder wil e cresed on o monthiy asis.

2 Click Delete Order to confirm.

‘ Delete Order Confirmation

Please confirm you want to delete the following order

MARTA a1
Transcard (§52.50) b

Current Transit Order

Benefit Month:  Sugust
Order By: 0810552008

Cost: $49.87 $49.57

Total Estimated Cost:

Monthly Recurring: YES
Thiz order will be created on a morthly basis

$49.57

Skip Delete Order

Page 12
Version 1.0
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Parking Orders

Monthly
Direct Pay

If you need to set up monthly direct pay, follow the steps below:

Step

Action

1

Click parking order from the left-hand side of the page.

2

Select Monthly Direct Pay.
‘ Order Your Parking Product

Benefit Month: August
Order By 08/05/2005

J— ® |

Select Parking Type Setup Parking Order Confirm Order Done

Select a Parking Type

:> @) Morthly Direct Pay — Pay my morthly parking expenses to the Parking Provider

C‘ Commuter Check for Parking - Daily, weekly or morthly checks payable to a Parking Provider and msiled to my home address

For the Commuter Check for Parking option, your Parking Provider must be able to handle check payments. Please verify with your Parking

Prowider before continuing. If you pay on a daily basis and your Parking Provider only accepts cash or credit card then you canncot continue.

e Type your parking provider,

e Click Search to find the provider, and
e Select the correct parking provider.

‘ Pay My Parking Provider

Benefit Month: August
Order By: 08/05:2008

@® ® |

Select Parking Type Setup Parking Order Confirm Order Done

To setup a direct-payment to your Parking Provider, please search for your Parking Providet's monthly parking payment sddress.

Parking Provider Hame (Payee): ace parking Search

Mote: &l stored Parking records are Payinent addresses for morthly parking peyments, not the actual Parking Location address.

Page Mumber: [First Page] [Last Page] Display Rowes: | 20 %

Parking Provider Mame Payment Address Location

2425 E Camelback Road #B-1

O Ace Parking Management Phoenix, AZ 85018

() Ace Parking System :.;:.107:; :‘f: ;IzE'lm

(3 Ace Parking System 19::?.59?:; ?.VEA 22101

O Ace Parking System e
© Ace Parking System awpart 3each, CAGZ880
(  Ace Parking System Bs:?. fgs.: ;.t.rece,: a2101

O Ace Parking System e S
O Ace Parking System One hlaket Street

San Francisco, CA 89105

Page 1of1

It you cannct find your parking provider's payment address listed above, click here.

Back

HHHHLES

different than the physical location of where you park.

Note: Choose the location based on billing or payment address. This may be

Continued on next page

OCB Participant Guide
6-30-2008
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Parking Orders, Continued

Direct Pay (continued)

Step

Action

4

e Type your parking provider’s information into the fields, and
e Click Continue.

‘ Pay My Parking Provider

Benefit Month:  August
Order By: 05/052008

O @ |

Select Parking Type Setup Parking Order Confirm Order Done

*required fizlds below, are needed to send accurate payment information to your parking provider. It you do not heve any of the reguired fizlds
helow, please refer to your parking invoice or contact your parking provider.

Parking Lot Address Information *required

Location Mame of Parking Lot * Walnut Creek Ace Parking

Lot Location

Parking Lot Address: 2165 M. California Blwd.

Parking Lot City: * Wl Creek |nf0rm atl on
Parking Lot State: * (o2} -
Parking Lat Zip Code: 94506

Parking Payment Information *required

Parking Payment § Payee

= o Ace Parking System

Parking Payment Address: * 2185 M. California Bl

Parking Payment City: * Walnut Cresk
Parking Payment State: *
Parking Payment Zip Code: * 94596

Parking Payment Phone

Mumker: 925-295-3283

Back  Cantinue

e Type your monthly parking cost and account number,

e Check the Monthly Parking Relationship certification, and
e Click Continue.

‘ Monthly Parking Setup

Benefit Month: 2August
Order By: 050572008

@® ® |

Select Parking Type Setup Parking Order Confirm Order Done

Plesse enter in the smount of your parking below.

My Monthly Parking Cost is:*

My Parking Account Humber:* 123456
Hiease lacate your parking CCount number on Your I8st IVGICE or COREGE your parking provider.

I have an existing Monthly Parking Relationship with my Parking Provider

Parking Paymert [ Payee Mame: Ace Parking System
2185 . California Bl
Wialnut Creek, CA 94596
Walnut Creek Ace Parking
2185 M. California Blvd

walnut Creek, CA 94596

Back  Continue <:|

Parking Payment Address:
Payment City, State, Zip Cocle:
Parking Locstion Name:

Parking Lot Address:

Parkiing Lot Cty, State Zip Code:

Page 14
Version 1.0
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Parking Orders, Continued

Direct Pay (continued)

Step Action
6 If there are not enough funds in your pre-tax account to cover the
cost of your purchase, you must enter your credit card information
to ensure fulfillment of your product.
e Select the | WANT to provide... to provide credit card info, or
e Select the | DO NOT want to provide... if you do not want to
provide credit card information. Skip to Step 8. See Note below.

H Benefit Month: August
Backup Credit Card Request a0
E I
Find Your Product Select ¥ our Product Confirm Order Done

“Your order may require & post tax fullfilmert source

This order for will be submitted sgainst the balance in your transit spending account

Please provide a Credit Card to cover any amount nat available in your pre-tax balance on the
Sth day of every month. This will ensure that your arder will be fulfilled it your avalable pre-
tax balance is less than your arder

For Example: If you place & transt order of $30.00 for May, snd you only have $75.00 in your
pre-tsx bakence on April 11th, unless you provide a valid Credit Card, vour order cannot be
fulfilled .

Crptions:

@ IWANT to provide & Credit Card to ensure proper fulfilment of my transit order every
manth. By providing a Crecit Card, any amount not covered by my pre-tax balance will
be charged to my Credit Card. If | stop participation in this plan, | wil need to cancel any
recurring orders.

O | DO HOT wvant to provide a credit card to cover any amount aver my pre-tax balance
By selecting this option, | understand that my order may not be fulfiled.

It your recurring order is not fulfiled due to lack of funds, credit card rejection or ending of

plan participstion, your pending recurring orders will be cancelled. You will need to re-enter

and place a newy order to reinstate future recurring orders

Back

Continued on next page
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Parking Orders, Continued

Direct Pay (continued)

Step

Action

7

OEnter your card information,
@Read and click the authorization below the credit card detail,

and

®Click Continue.
Credit Card Update

To complete your order, please provide & personal credit card, which will be used to pay for the post-tax portion of your order

Your Card Detail:

o<

/’

®—’ “our credit card will be charged at the end of the enroliment period. It your account does

N—

Benefit Month: August
Order By: 080572005

® ® |

Select Parking Type

Setup Parking Order Confirm Order Done

First Mame: Test
Last Mame: User
Billing Adcress 1: 123 Anywhere Lang

Biling Address 2

Billing City: Cumming

Billing State: G v
Billing Zip Code; 30044

Card Type: WISA, v
Card Mumber: 123456759999

Exp Date:
CWY Walus: 123

Jdan e p 2008 W

not hold sutficient funds, your order will not be processed and you will not have the
opportunity to recrder for that enroliment period. The charge on your credit card statement will
appear as "Transportation Benefits”

Cancel Continue 4—@

Continued on next page
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Parking Orders, Continued

Direct Pay (continued)

Step Action
8 e Select Yes to have the order automatically re-created each
month, or
e Select No if you want to come back and order each month.
e If recurring, uncheck the months you do NOT want an order,
e Check the order certification, and
e Click Purchase.

Review and Confirm the Product Addition to Your

Benefit Month: August
Order Order By: 05052008

@ ® |

Select Parking Type Setup Parking Order Confirm Order Done

Please confirm the addition of product to your cart. Check to see if the all information i= valid and in order

Parking Payment § Payee MName: Ace Parking System
Parking Payment Address: 4680 MacArthur Ct., Suite &
Paymert City, State, Zip Code: Mewwvport Beach, CA 92660
Parking Location Mame: Ace

Parking Lot Address: 123 Anywehere

Parkiing Lot City, State Zip Code: Alpharetta, GA 30041

Parking Crder Info:

Benefit Morth: August 2005
Parking Amoirit: §150.00
Guantty: 1

Tatal: $150.00

Monthly Recurring: YES

® ves Ono

The recurring feature alloves for orders to be automstically re-crested on a manthly basis
Select "ves" to have your order automatically re-crested every month

Select "Mo", if you want to come back to the system every month to order

An order will be crested for every cheeked box.
Uncheck a box if you do not want to receive an order for that month
Aug 2008 Sep 2008 Gct 2008 Moy 2008 Dec 2005 Jan 2009

lFen z009 [#IMar 2008 [#] &ar 2009 FMay 2009 [ un 2008 [#]ul 2009

Thig is a twelve month revolving calendar feature. Your order wil re-create for every checked month, and for every subsequent month
follovving the listed twelve months above. You can re-enter st any time to mansge the upcoming twelve months

| agree that the above parking product ordered D6 52008 is correct, and | certity that all ordars of parking products will be used by me only
for the purposes of commuting to and from wark at the Employer. | authorize my employer to deduct the smourt of my order noted above from my
paycheck on a pre-tax basis up to the monthly IRS limit, and the remainder on a post-tax basis

Back  Purchase

9 Your order is complete.

Note: If you do not provide credit card information and there are not enough
funds in your pre-tax account to cover the cost to your parking provider, your
order will not be fulfilled.

Continued on next page
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Parking Orders, Continued

Commuter If you pay for your monthly parking with a commuter check, follow the steps

Checks below:

Step

Action

1

Click parking order from the left-hand side of the page.

2

IMPORTANT: Your Parking
Provider must be able to
handle check payments.

Select Commuter Check for Parking.

Select a Parking Type
O Monthly Direct Pay — Pay my manthly parking expenses to the Parking Provider
@ Commuter Check for Parking - Daily, weekly or monthly checks payable to a Parking Provider and mailed to my home address

For the Commuter Check for Parking option, your Parking Provider must be able to handle check payments. Please verify with your Parking
Provider before continuing. If you pay on a daily basis and your Parking Provider only sccepts cash or credit card then you cannot continue

*Required fields

e Type the parking provider’s information in the fields below, and
e Click Continue.

1 Benefit Month: August
Commuter Check for Parking Order Setup e
® @ |
Select Parking Type Setup Parking Order Confirm Order Done

What are Commuter Checks for Parking?

Commuter Checks for Parking are bank checks, used to pay work-relsted parking expenses (daily, weekly, monthly, etc.). After receiving &
Commuter Check for Parking, simply provide the Commuter Check for Parking ss your check paymernt for your parking expenses. Checks may be
used to purchase one or more types of parking, and you may use more than one Check at s time. In any case, change wil not be given by the
parking provider.

*our Commuter Check for Parking order will be mailed to your home address on file

Parking Provider § Payes Name: * ABC Parking

Location Mame of Parking Lot * Main Street

Parking Lot Address: 123 Main Street

Parking Lot City: * Alpharetts

Parking Lot State: * [e 4
Parking Lot Zip Code: 12345

Commuter Check for Parking Amourt: 50.00
Guartity: 4w

Tatal Cost: $200.00

Back  Continue <:I

The remaining steps are the same as for Direct Pay Parking steps 6
- 9. You will need to decide if you want to provide your credit card
information and then follow the prompts to complete the order.

Continued on next page
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Parking Orders, Continued

New Provider

If you cannot find your parking provider on the site, follow the steps below:

Step Action
1 e Click parking order from the left-hand side of the page, and
e Select Monthly Direct Pay.
2 Click If you cannot find your parking provider’s payment address
listed above, click here.
Pay My Parking Provider o
® ® !
Select Parking Type Setup Parking Order Confirm Order Done
To setup a direct-payment to your Parking Provider, please search for your Parking Provider's monthly parking payment address
Parking Provider Hame (Payee): Search
Mote: &l stored Parking records are Payment addresses for monthly parking payments, not the actual Parking Location address
If you cannot find your parking provider's payment address listed abo
Back
3 e Type the requested information, and

e Click Continue.

After the information is received:

o We will work to verify the accuracy of your submitted
information by contacting the Parking Provider using the contact
information you provided.

e If the Parking Provider's payment details are confirmed as
accurate, your payment will be sent directly to the Parking
Provider.

e |f we cannot find your Parking Provider or if the information
you provide is inaccurate, then your Parking Payment (A
Commuter Check for Parking is made payable to the Parking
Provider) will be mailed to your home address on file, and you
will be responsible to then provide this Commuter Check for
Parking to your Parking Provider.
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Personal Account Information

Address If you change your address with your employer, it will NOT be changed on
Change the online ordering site. Follow the steps below to update your address:

Step

Action

1

e Click my account from the left-hand side of the page, and
e Click Click here to change your delivery address.

Comimuter Benefits

Personal Account Info

horme: Contact us, or update the information below.

transit order
First Hame:
parking order
Last Hame:
order history
Email Address: [Updste Email]

> F—— PPT Address on File:

help
[Click here to change your delivery address]

close window
Personal Account Information:

Morithly Direct Pay [edit]

AR

e Type your new address,
e Check the disclaimer, and
e Click Update.

Update Your Delivery Address

Pleaze updste your address information. The address vou provide here will be uzed a3 the delivery address for all future orders

Home Address: 123 Mew Address

City: Alpharetta
State: GA b

Zip Code: 12343

Important Information: Your Commuter Benefits order will be mailed to the above stated address. The current address in our
=system on the 13th of the month, prior to the benefit month, will be used only for the delivery of your commuter products and does
not update your address maintsined by your Emplover. For address changes - please make sure to change your address on both
this site and with your Employer.

>

e read and understand the above instructions.

_

Change e-mail  Follow the steps below to change your e-mail address:

address

Step

Action

1

Click my account from the left-hand side of the page.

2

Click Update Email.

OCB Participant Guide
6-30-2008
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Personal Account Information, Continued

Change e-mail address (continued)

Step

Action

3

e Type your new e-mail address, and

e Click Update Email.
Email Update

To update your email, enter your newy email address below and click Update Email. To return to the previous page click Cancel.

Email Address:

Skip

Update Email <:I

Continued on next page

OCB Participant Guide
6-30-2008

Page 23
Version 1.0



Personal Account Information, Continued

Edit Credit
Card Info

Follow the steps below to edit your credit card information:

Step

Action

1

e Click my account from the left-hand side of the page, and

e Click Edit from the Card Accounts section.

Personal Account Info

Contact us, or update the information below .

First Hame:
Last Hame:
Email Address: - [Upddste Email]

PPT Address on File:

[Click here to change your delivery address]

Card Accounts:

VISA

Humber on File: w1111
Expiration Date: 1212012

Hame on Card: Test User Edit Delete

Personal Account Information:

Monthly Direct Pay [ecit]

OEnter updated credit card information
@Check the confirmation box, and
®Click Continue.

Edit Your Card On File

Please carefully revievy the information below. To finalize any changes, click on the continue button below.

- Your Card Detail:

First Mame: |Test

Last Mame: |User

Biling Address 2 |1 2345

|
|
Biling &ddress 1: [12345 |
|
|

Billng City: |2upharetta

<

Billing State: GA

Billing Zip Code:

w
=]
=
=
II

Card Type: WISA

Card Mumber: g 1111

Exp Date: Dec ."

O Value:

e

=E| our credit card will be charged at the end of the enrollment period. If your account does

nct hold zufficient funds, your order will not be processed and you will not have the
opportunity to rearder for that enrolliment period. The charge on your credit card statement will
appear s "Transportation Benefits".

Cancel | Continue 4—@
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Lost Pass Procedures

Lost Pass If you never received your pass by the beginning of the benefit month or you
received an incorrect pass from the Transit Authority, you must follow these
steps to resolve the issue.

Employees will only be reimbursed for one lost pass per calendar year.

These steps can also be found on the website if you:
e Click help on the left-hand side of Ordering Platform page, and
e Click Lost / Missing Passes or Vouchers.

Commuter Benefits

Help - Commuter Benefits
hiome: Description of Frequertly Asked Guestions
transit order

parking arder

arder histary +« General: Commuter Benefits Ordering system
« Transit Questions: General
& Transit Questions: Washington DC (WMATA) SmarTrip Card

my accourt « Transit Questions: Chicago Card Plus
« Transit Questions: Metro North Railroad

help « Transit Questions: Long Island Rail Road
close window .

+« Contact Information {T}

Contact Form

Step Action
1 First, verify your delivery address:
e Logon to www.flexdirect.adp.com,
e Click the Commuter Benefits tab, and
e Click Continue.

¢ Click Edit Profile if you need to change your address:.

Transportation Benefits Online Ordering Platform

ADP

Transit Home

Commuter Benefits Information

WElcomE, & e bk - DE"VEW Address:

Instructions:
Please use the menu bar onthe left zide. [Edit Profils}«€

Continued on next page
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Lost Pass Procedures, continued

Lost Pass (continued)

Step Action

2 Contact the ADP Solution Center by the 3 business day of the
benefit month to report the pass as lost.
Fsa_webcare@adp.com or 1-800-654-6695

The Solution Center will ask you to complete the Lost Pass Form
which can be downloaded from the Help area of the website.

3 You must purchase a replacement pass for the exact amount as
the lost pass.

You must provide the following 2 pieces of documentation by the
10™ of the month for which the missing or late pass was intended
to be used.

¢ A receipt of your purchased replacement pass, and

e A completed Affidavit for Lost Pass Form.

Mail the this documentation to the following address:
Attn: Customer Service — Lost Pass
c/o Fulfillment Department (Express)
P.O. Box 620672
Newton Lower Falls, MA 02462-1440
Or Fax to 617-904-1680

ADP will determine if the pass is eligible for reimbursement after
receiving the above documentation. If eligible, you will receive a
check for the cost of the lost pass.

Lost Pass If you have reported a pass as lost, you can track the status of your lost pass
Status on the website by following the steps below.
Step Action

1 e Logon to www.flexdirect.adp.com,

e Click Commuter Benefits tab, and

e Click Continue.

2 Click order history from left-hand side of the page.

Continued on next page
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Lost Pass Procedures, continued

Lost Pass Status (continued)

Step

Action

3

e Click the reference number of the pass that was lost, and
e Scroll to the bottom of the window to see the Lost Pass Issue

status.
Order Detail

The belovy contsing details shout your previously made order

B Reference Number: 671077

GA2008 12:12:02 AW PST

Hote: Add Order to Member:5561398

Description

Comments/Questions

Issue Information

\/

Issue ID Created On

Issue Type Issue Priority

Benefit Month: July, 2008 Company: ADP
Order Type: TRM Fuill Mame:
PPT Address
Ordler Status: APPROVED on File:
Crder Date: 0B/06/2008 Recurring: v
PO
Product ID  Description Unit Price Gty Amount
1004 MARTA : hMorthly Transcard ($52.50) F49.57 1 F49.57
Parking Accournt Mumber: 123456
Time Order Status Payment Status
G/52002 12:12:24 AM FST APPROVED
Hote: Order Auto Approved.
008 129z2A M PST ORDERED BY USER  APPROVED [1131256]
Hote: Payment Auto Approved.
"""""""""""""""""""""""""" ORDERED Y USER |

Issue Status

Continued on next page
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Lost Pass Procedures, continued

FAQs

[rﬂn-]ﬂﬂn%

What should I do if my original pass arrives after | purchase a
replacement pass?
If your pass arrives after you have purchased a replacement pass, you MUST
return the pass to us. Include the unused pass in an envelope marked
"Customer Service — Lost Pass" and mail it to:

Attn: Customer Service — Lost Pass

c/o Fulfillment Department (Express)

P.O Box 620672

Newton Lower Falls, MA 02462-1440

What if I receive the wrong pass in the mail?
Call Customer Service 1-800-654-6695 at as soon as you receive the incorrect
pass. Please make sure not to use the pass in any manner.

Note: Employees are allowed only one replacement pass reimbursement per
year. If you lose more than one pass, it will have to be reviewed for
reimbursement eligibility by your employer.

OCB Participant Guide
6-30-2008

Page 29
Version 1.0



Frequently Asked Questions

Help On the website ordering platform, there are many frequently asked questions
found in Help. Follow the steps below to access Help online:

Step Action
1 e Logon to www.flexdirect.adp.com,
e Select Commuter Benefits tab, and
e Click Continue.
2 Click help on the left-hand side of the page, and

Click a link under Help to view Frequently Asked Questions
Commuter Benefits

Help - Commuter Benefits

home Description of Frequently Asked Questions

transit order

parking order

General: Commuter Benefits Ordering system

Transit Questions: General

Transit Questions: Washington DC {(WMATA) SmarTrip Card
Transit Questions: Chicago Card Plus

Transit Questions: Metro North Railroad

Transit Questions: Long Island Rail Road

order history

> my account

help

cloze window
Contact Information {E’)

Contact Form

Contact Us If you need to contact us for any reason, you can reach us by:
Email: fsa_webcare@adp.com
Phone: 1-800-654-6695

Transit I didn’t receive my pass, what do | do?

e Logon to FlexDirect, select Commuter Benefits tab, and click Continue.

e Confirm the order is in the system and has been processed for the benefit
month in question. If the order is in the system but not processed then it
could be because there were not enough funds available and no credit card
information was provided.

o If fully processed, confirm delivery address and make corrections if
necessary.

e If address is correct, contact us either by Email or phone.

Continued on next page

Page 30 OCB Participant Guide
Version 1.0 6-30-2008


http://www.flexdirect.adp.com/

Frequently Asked Questions, Continued

Parking

:’; Billing Information:
2155 10 Calllomnia B eurring Ortions |

HiHihS

Incorrect
Addresses

Lost Pass

I didn’t receive my commuter check, what do | do?

e Logon to FlexDirect, select Commuter Benefits tab, and click Continue.

e Confirm the order is in the system and has been processed.

o If fully processed, confirm delivery address and make corrections if
necessary.

e If address is correct, contact us either by Email or phone.

My parking garage says they haven’t been paid, what do | do?

e From the Commuter Benefits Home page, verify the billing address of the
parking garage.

e If the billing address is correct, please contact us for further assistance.

Parking Home »
Parking Benefits Information
- | 4 b

Welcome, 0

Instructions:
Pleaze use the menu bar on the left side,

: Current Parking Order

Direct Pay to Parking Operator ofy: 1 Cost: $150.00 $150.00  edit | remove

Product Details of Your Direct Pay to Parking Operator jula]

2185 N. California Bhed.

Walnut Creek CA 94596 elete Entire Order
| Parking Account Humber: 123456
(Monthhy: [1723])

Close

Note: The billing address is not always the same as the physical address of
the parking garage. It is common for the check to be received but not yet
applied to the participant’s parking account.

My pass or commuter check was sent to the wrong address, what do |
do?

If the address in the system was incorrect, ADP is not responsible. It is your
responsibility to update the website with any address changes to ensure your
passes and commuter checks are mailed to the correct address. When you
placed your order, you certified the order was correct.

I lost my pass, what do | do?
See section on Lost Pass Procedures for step-by-step instructions.

Continued on next page
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Frequently Asked Questions, Continued

Wrong Pass

Ordered
Wrong Pass

Provider Not
Found

I received a different pass from what | ordered, what do | do?
e Verify online you ordered a different pass than what you received.
e If you did receive something different, contact us for further assistance.

| received what | ordered, but it isn’t what | meant to order, what do |
do?
Contact us for further assistance.

I don’t see the transit authority, parking garage, pass, frequency, etc.
that | need, what do I do?

See the Transit Orders or Parking Orders section of this guide for instructions
on adding a New Provider.
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