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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 Traqsit passes mailc?d J anuary 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

OCB Participant Guide Page 1
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Online Commuter Benefits Participant Guide, Continued

Paper Claims If your company allows you to submit paper claims, we will suspend
o processing paper claims between the 5™ and the 11™ of each month. This will
‘.Q:; %9‘ 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 1.1 8-11-2010



Ordering Platform

Introduction

First Time User

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. If you are a new user to the ADP Spending Account website, you’ll
need to register your online account before you can gain access to your
account information.

Follow the steps below to register your account online.

Step

Action

1

Go to www.flexdirect.adp.com and select the link “Never

accessed this site”.

m THE BUSINESS BEHIND DUSINESS*"
% Home  Spending Aceotnts  Commanes Benefits  ADP.eom

Spending Accounts

- Spending Accounts Learn Mare B - What Our Participants Say  Leam More B
i ¥¥hat can a Spending Account do for me and haw | Hearwhal palcipanis have 50 £3y aDoutthe value o
MUCh Money can | save? hew Spending Accounts.
Commuter Benafits Lmarn Murn B Opan Your Personal Spanding Account
How Fch MOney £an | Save commuting to wark and Today
parkang my vehicle white | am st wosk? i Your Hu rews or Employes Benefils

o ol in e o e af hie
youss amployes offis

Dparls
Spunding A

Ihome  SpendngAccounts  Loffeuter Derafrs LW cos Provscy biecrty  Leadl

ADP Spending Accounts

Participant Legin

Usiarr M

Password

(T

Hew User

| Mever Acceszed This
Ste

Facisding s

« Forgnt Prasword
= Foroot Usertasme

Ernplover Login

- Hecemed lemporery
Paenaened

Continued on next page

OCB Participant Guide
08-11-2010
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Ordering Platform, continued

First Time User

(continued) Step Action

2 Enter the required information and click Submit. A temporary
password will be e-mailed to you.

Note: If our system is unable to automatically verify your
identity or there is no e-mail address on file, you will need to
contact your Participant Solution Center for assistance.

Participant - First Time User

Welcome to the ADP Spending Accountwebsite registration! Prior to accessing this site, you will need
to verify your identity and receive a temporary password, When vou receive your termporary password,
please return o the login page for this site, wiww flexdirect.adp.com, and click on the link for "Received
Temporary Password".

To verify your identity and receive yvour temporary password, please complete the information below
and click"Submit”. Please he sure to provide the infarmation exactly as provided by wour employer.
Additionally, be sure to format all numbers as indicated within the field.

* = pequired Information

Last Name:
First Name:
Date of Birth: i
Zip Code:
Employer:
3 If our system has an e-mail address on file, you will receive the
following e-mail with your temporary password.
Requested Information Back tn messages | $ @
= Customer_Service@adp.com  sdd o contacts 10:17 AM
Tao Reply «

=

Flease find the reguested information: UY43ChC3377

This temporary password will expire in 15 days. To use, click on the link for "Received Temporary Passvord"
under the New Users section on the website home page. Follow the instructions provided to register.

wwrss THIS IS AN LUTOMATED EMAIL - PLEASE DO NOT REPLY ###ww

Continued on next page

Page 4 OCB Participant Guide
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Ordering Platform, continued

Registering Once you have received your temporary password, follow the steps below to
your Account complete the registration process.
Note: Temporary passwords expire 15 days from the date they are issued.
Step Action
1 Go to www.flexdirect.adp.com and select the link “Received
Temporary Password”.
Participant Login
User Mame:
Password:
LOGIN
Hew User
o Mever Accessed This
Site
» Received Temporary
Pazzward
2 Complete the fields below and click Submit.
Participant - Authentication
Congratulations! You have taken the first steps to managing your spending accounts anywhere,
anytime. Just enteryour temporary password, last name and zip code below and you are on your way
to making the most of your benefits!
MOTE: You must agree to the Terms and Conditions prior to submitting your registration™
* = Required Information
Temporary Password: LTI Y " Case sensitive
Last Mame: i provided by your employer
Zip Code:
¥ |Agreetothe Terms and Conditions
[(Suemit | [(Reset | [_Caneel |
Continued on next page
OCB Participant Guide Page 5
08-11-2010 Version 1.1



Ordering Platform, continued

Registering
your.Account Step Action
(continued) 3 Complete the Participant Registration page:

e Create a User Name and Password.

e Select and answer 4 challenge questions. These questions will
be randomly presented if you forget your username or
password. You can change these at any time through the
Participant Profile tab on the website.

¢ Authenticate your user profile.

e After completing all fields, click Register and you should now
have full access to your Spending Account information.

Accessing After you are logged on to the ADP Spending Account website, you can
Commuter access the transportation benefits ordering platform within the site.
Benefits
Step Action
1 Click the Commuter Benefits tab.
A summary of your current balance is shown here.
[— " OCB Select Client
ol e Transit or Parking Balance
Dimrated Care FSA |:1 |'.:|Ihlfl.i-|r|ilz.
PESE.
e e |
2 Click the Continue button.
The main page of the ordering platform will be displayed
Page 6 OCB Participant Guide
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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.

© Flaslireet Homa € Help, omtact Us © Log Ot
3 G fn Client View
...... e e
-
I i i) Denefit Month: Ly
AT Transportation Benefits Online Ordering Platform g
hawte ADP
[ ranak order ———
Datem rer Transit Home L n
Commuter Banafits Information i
nrdler history
oy neceunt WelCOmE, (i & Delivery Address:
et
Instructions
chose wingkre Pleae uss the manu har on e lef) side

[t Pretis]

"Yius have o orders o€ this tmed

Parking Home -
PJINIHE Benefits Information
T R e

Fistructons.
Plesse use the menu bar on the efl side.
Vi v 10 orders of Ui Lamed

2 To Find Your Product:
®Select your Greater Metropolitan Area, and
@Select your Provider from the drop-down.

1 Benefit Month: July
Order Your Transit Product e

= |

Find Your Product Select Y our Product Confirm Order Done
Select your Greater Metropolitan Area: Atlanta - ‘ ( )

Select your Provider:

If you cannot find your Provider, click here

'ﬂ'ﬂ'ﬂ'ﬂ'ﬂm@ Note: If your provider is not listed, follow the steps for New Provider.

F I
1

Continued on next page

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.

Benefit Month: July

Order Your Transit Product e R

= :

Select ¥ our Product Confirm Order Done

Find Your Product

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.

Confirm Your Product Choice I

Order By: 06052005

g |

Confirm Order Done

Find Your Product Select Your Product

. 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:

my paycheck on a pre-tax basis up to the monthly IRS limit, and the remainder on & post-tax basis

Back  Continue

>
> | 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

Continued on next page

Page 8
Version 1.1
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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.

R Benefit Month: July
Backup Credit Card Request el

; {

Find Your Product Select Y our Product Confirm Order Done

“Your order may require & post tax fullfilment source.

Thiz order for will be submitted against the balance in your transt spending account.

Please provide & Credit Card to cover any amount not availablz in your pre-tax balance on the
Sth day of every month. This will ensure that your order will be fulfilled if your available pre-
tax balance is less than your order

For Example: If you place a transt order of $&0.00 for May, and you only have $75.00 in your
pre-tsx balsnce on April 11th, unless you provide a valid Credit Card, your order cannot be
fulfille!

options:

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

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

It your recurring order is not fulfiled dus to lack of funds, credit card rejection or ending of
plan participation, your pending recurring orders will be cancelled. You will need to re-enter
and place a new order to reinstate future recurring orders

Back

WIS 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

OCB Participant Guide Page 9
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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: Juiy

Order By: 08/05/2008

E |

Find Your Product Select ¥ our Product Confirm Order Done

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

- Your Card Detail:
/' First Mame: |Samp\e

Last Name: |Par1ic\pant

Billing Address 2

Billing City: |apharetta
® '< Biling State: GA

|
|
Biling Address 1 |123 Anywwhere Lane |
|
|

<

Biling Zip Coce:

Card Type:

Card Mumber: |1 234567091 234564
& Exp Date:

CYY Value:

®_> Your credit card will be charged at the end of the enrollment period. If your account does

not hold sufficient funds, your order will not be processed and you will not have the
opportunity to rearder for thet enrollment period. The charge on your credit card statement will
appear a3 "Tranzportation Benefits".

Cancel | Continue @ ( :)

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 Recurring: YES |

®ves Omo

The recurring feature allows for orders to be automatically re-created on a monthly basis
Select "es" to have your order automatically re-created every month.

Select "No" if you want to come back to the system every month to order

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

A 4

followving the listed tvwelve months above. Yol can re-enter at any time to manage the upcoming tvwelve months

Back  Purchase <:|

Jul 2008 Aug 2008 Sep 2008 Oct 2005 Mo 2008 Dec 2008

Jan 2009 Feh 2009 War 2009 Apr 2009 May 2009 Jun 2009
This is & twelve month revolving calendar festure. Your order will re-creste for every checked month, and for every subsegquent morth

Page 10
Version 1.1
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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

to change the below order.

MARTA
Monthly Transcard ($52.50)

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

. Current Transit Order

Done

Select Y our Product Confirm Order

iy 1 Cost: $48.87 F49.87

Total Estimated Cost:

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

4957

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 [ I

home

tranat order

parking order

ortler history

my account

help

close windaw Select your Provider:

Order Your Transit Product

Find Your Product

Select your Greater Metropolitan Area:

Hfyou cannot find your Prou </

” Comimuter Benefils I

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

Select Your Product confirm Order Done

v

Continued on next page

Page 12
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Transit Orders, Continued

New Provider (continued)

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.

Cormmuter Benefits

Requesting a New Transit Authority and Transit
hotne: Order? Benefit Month: July

Order By: 0652008
transi order Plzase provide the following Transtt Pass information. The information is needed, per IS regulstions, to properly idertify and confinn the Transt
Fass information
parking order
order history We 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

my account
help Transit Authority: *
close window 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

IS 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
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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 |

~
transt order S
parking order Transit Home ) L&
Commuter Benefits Infermation il
arder history 1
my account Welcome, “ahis e Delivery Address:
help
Instructions:
close windoww Please use the menu bar on the Istt side [Eclt Profile]

Current Transit Order

MARTA
Monthly Transcard ($52.50) Oy 1 Cost $48.87 $48.87 edit | remowve

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.

© FlexDirectHome € Help @ Contact Us € Log Out

[ ” ” ” Commuter Benefits

Order By: 03105/2003

|>

home List of all completed orders

transtt order

Reference Humber Benefit Month Status Order Type
parking order

 — one istry ﬂ

July, 2008 APPROVED Transit W

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

Step Action
1 From the Home page, click Edit Recurring Options.

Transit Home L&
Commuter Benefits Information i]

Welcome, o e Delivery Address:
Instructions:
Please use the menu bar on the lett side. [Edlt Prafile]

. Current Transit Order _

MARTA

Monthly Transcard (§52.50) Gy 1 Cost: $49 87 $49.87 edit | remove

Total Estimated Cost: F4957

Monthly Recurring: YES Edit Recurring Options

This order will be created on & monthly basis.

Delete Entire Order

2 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.

A - Benefit Month: August
Recurring Options Order By: G3052003

Update Recurring Done

Monthly Order Recurring Setlings:
Monthly Recurring: YES

\J This arder will be created on a monthly basis
@ves Ono

The recurring festure allows for orders to be automatically re-crested on a monthly basis
Select "Yes" to have your order automatically re-created every maonth
Select "No" if you want to come back to the system every month to orcer

An order will be crested for every checked box
Uncheck a box if you do not weant to receive an order for that morth.

UnCheCk months you Aug 2008 [lsep 2008 Oct 2008 Nov 2008 Dec 2008 Jan 2009
Feb 2009 [Inar 2000 Apr 2000 hay 2009 Jun 2009 Jul 2009
do not want a pass T B e L e e e e T e
followwing the listed twetve months above. You can re-enter st any time to manage the upcoming twelve morths

Bark 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.

[ accoittetulance | Leanito Gents | 0 &Forme [t TL=r T

my account Ty T T — 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

Morthly Peeurring: YES [[_Edr esvering Optiona

This ceder wil e cresed on o monthiy asis.

© FlexDivect Homa @ Help @ Contact Us @ Log Out

parking ordee Transit Home PR
Commuter Benefits Information N
wnder higdory

2 Click Delete Order to confirm.

Please confirm you want to delete the following order

Current Transit Order

MARTA _ .
Transcard (§52.50) Gty 1 Cost: $48.57 $49.57

Total Estimated Cost: $49.57

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

Skip Delete Order

1 1 Benefit Month:  Sugust
‘ Delete Order Confirmation Pt i

Page 16
Version 1.1
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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.

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

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

‘ Pay My Parking Provider

@® ® |

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
Phoenix, AZ 85016

1111 Tth AVENUE

San Diego, CA Q2101

1368 Bth Ave

San Diego, CA Q2101

2185 N. California Blvd.
Wialnut Creek, CA 84596
4680 MasArthur Ct., Suite A
Newport Beach, CA 92660
845 Ash Street

San Diego, CA 92101

200 Bagby St Suite 300
Heuston, TX 77002

One hlatet Street

San Francizco, CA 94105

Page 1of1

Ace Parking Management
Ace Parking System
Ace Parking System
Ace Parking System
Ace Parking System
Ace Parking System

Ace Parking System

(CHRCRNCREC RN R R RG]

Ace Parking System

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
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Parking Orders, Continued

Direct Pay (continued)

Step

Action

4

¢ Type your parking provider’s information into the fields, and

e Click Continue.
| Pay My Parking Provider

Benefit Month:  August
Order By: 03/0552003

®

Select Parking Type Setup Parking Order

*required fields below, are needed to send sccurate payment information to your parking provider. If you do not have any of the reguired fiskds

below, please refer o your parking invoics o contact your parking provider

Parking Lot Address Information *required
Location Mame of Parking Lot * Walnut Creek Ace Parking

Parking Lot Address: 2185 M. California Blvd.

Parking Lot City: * waInut Creek
Parking Lot State: * A -
Parking Lot Zip Code: 34598

Parking Payment Information *required

Parking Payment / Payee

Name: * Ace Parking System

Parking Payment &ddress: * 2185 M. California Blwd.

Parking Payment City: * Walnut Cresk
Parking Payment State: *
Parking Payment Zip Cocle: * 94396

Parking Payment Phone

Mumber: 925-295-3263

Back  Continue

Confirm Order Done

Lot Location
Information

¢ Type your monthly parking cost and account number,
¢ Check the Monthly Parking Relationship certification, and

e Click Continue.
| Monthly Parking Setup
AR

Benefit Month:  August
Order By: 08/05/72008

@

Select Parking Type Setup Parking Order

Please ertter in the amourt of your parking below

My Monthly Parking Cost is:*
My Parking Account Humber:* 123436
Piease lncate yow Parking SCc0uUnt DUmMDEE 0B YOUr [2St IMVDICE OF COMECT Your ParkINg provider.

[¥]1 have an existing Monthly Parking Relationship with my Parking Provider

Parking Payment f Payee Mame: Ace Parking System
2185 M. California Blvdl
Walnut Creelk, CA 94596
Walnut Creek Ace Parking
2185 M. California Blvd.

Wialnut Creek, CA 94506

Back  Caontinue <:I

Parking Payment Address:
Payment City, Stete, Zip Code:
Parking Location Name:

Parking Lot Address:

Parkiing Lot City, State Zip Code:

Confirm Order Done

150,00 :

Continued on next page
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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.

R Benefit Month: August
Backup Credit Card Request R

; {

Find Your Product Select ¥ our Product Confirm Order Done

“Your order may require & post tax fullfilment source.

Credit Card Backup:

Thiz order for will be submitted against the balance in your transt spending account.

Please provide & Credit Card to cover any amount not availablz in your pre-tax balance on the
Sth day of every month. This will ensure that your order will be fulfilled if your available pre-
tax balance is less than your order

For Example: If you place a transt order of $&0.00 for May, and you only have $75.00 in your
pre-tsx balsnce on April 11th, unless you provide a valid Credit Card, your order cannot be
fulfille!

options:

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

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

It your recurring order is not fulfiled dus to lack of funds, credit card rejection or ending of
plan participation, your pending recurring orders will be cancelled. You will need to re-enter
and place a new order to reinstate future recurring orders

Back

Continued on next page

OCB Participant Guide Page 19
08-11-2010 Version 1.1



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

® O]

Benefit Month: August
Order By: 020572008

Select Parking Type Setup Parking Order

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

Your Card Detail:

/‘ First Mame: Test

Last Mame: User
Billing Address 1: 123 Anywhere Lane

Billing Address 2

Billing City: Cumming

(D -< Biling State; GA v
Billing Zip Code: 30041
Card Type: VIS v
Card Mumbet: 123456759899
Exp Date: Jan v || 2008 w

N | v vake 5

®—’ ‘r’nur credit card will be charged at the end of the enroliment period. | your account does
not hold sutficient funds, your order will not be processed and you will nat have the
opportunity to reorder for that enroliment period. The charge on your credit card statement will

appear as "Transportation Benefits"

Cancel Continue 4—@

Confirm Order Done

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

OCB Participant Guide Page 21
08-11-2010 Version 1.1



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 Select Commuter Check for Parking.

Select a Parking Type

IMPORTANT: Your Parking
. O Monthly Direct Pay — Pay my manthly parking expenses to the Parking Provider
PrOVlder must be able tO @ Commuter Check for Parking - Daily, weekly or monthly checks payable to & Parking Provider and mailed to my home address
handle Check payments. For the Commuter Check for Parking option, your Parking Provider must be able to handie check payments. Please warify with your Parking

Provicler before continuing. If yau pay on & daily basis and your Parking Provider only accepts cash or credit card then you cannot continue.

3 ¢ Type the parking provider’s information in the fields below, and
e Click Continue.

Commuter Check for Parking Order Setup g‘:;:r";;"“g‘a';ssggggs‘

® ® |

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

% 1 i

ReqUIred ﬁelds 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

4 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 ¢ Type the requested information, and

e Click Continue.

After the information is received:

e 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 If 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.

OCB Participant Guide
08-11-2010
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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

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

Commuter Benefits

Personal Account Info

hiorme: Contact us, or update the information below .

transit order
First Hame:

parking order
Last Hame:

order histary
Email Address: [Updste Email]

> T PPT Address on File:

help
[Click here to change vour delivery address]

close window
Personal Account Information:

Monthly Direct Pay [edit]

AR

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

Update Your Delivery Address

Pleaze update vour address information. The address vou provide here will be uzed az the delivery address for all future orders

Home Address: 123 Mew Address
City: Alpharetta

State: GA w
Fip Code: 12345

Important Information: Your Commuter Benefits order will be mailed to the above stated address. The currert address in our
system on the 13th of the month, prior to the benefit morth, 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.

have read and understand the above instructions.

_

Continued on next page
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Personal Account Information, Continued

Change e-mail
address

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

Step Action
1 Click my account from the left-hand side of the page.
2 Click Update Email.
3 ¢ 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
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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: - [Update Email]

PPT Address on File:

[Click here to change your delivery address]

Card Accounts:

Humber on File: AR 11N
Expiration Date: 1272012

Hame on Card: Test User Edit Delete

Personal Account Information:

Manithly Direct Pay [edit]

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: !

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

Help
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:
¢ [ ogon to www.flexdirect.adp.com,
e Click the Commuter Benefits tab, and
e Click Continue.

e Click Edit Profile if you need to change your address.

Transportation Benefits Online Ordering Platform

ADP

Transit Home

Commuter Benefits Information

WElcome' Sii-ihism- -4k il DE"VEW Address:
Instructions:
Please use the menu bar on the left side. [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.

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.

e 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

BIES2008 12:12:24 Ab PST

Hote: Order Auto Approved.
BIE/2008 12:12:24 Al PET

Hote: Payment Auto Approved.
B/5/2008 12:12:02 AM PET

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
APPROVED

ORDERED BY USER

Issue Status

Continued on next page
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Lost Pass Procedures, continued

FAQs 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.
HITHYS  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.
Page 30 OCB Participant Guide

Version 1.1

8-11-2010



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

close wincowy

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.

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

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

Continued on next page
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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.

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

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

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

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

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

o 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

Ordering

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 [f 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.

What if I don’t place my order by the ordering deadline?
You would not be able to order a pass for that benefit month. There are no
exceptions made to this rule.

I don’t see the transit authority, parking garage, pass, frequency, etc.
that | need, what do | do?
See the Transit Orders or Parking Orders section of this guide for instructions

on adding a New Provider.

Continued on next page
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Frequently Asked Questions, Continued

Rate Increase
Transit

Rate Increase

What do | do if the cost of my transit pass increases?

If the cost of the transit pass increases, with the exception of Metro North
Railroad (MNR) monthly pass or Long Island Rail Road (LIRR) monthly
pass increases, there is nothing that participants need to do to update their
election. The transit authority will advise ADP of the new price and the pass
will be automatically updated to the new cost. For the month in which the
price increase takes effect, ADP will cover the additional cost and the
participants’ payroll deduction will remain the same. In the month
following the price increase, the payroll deduction will reflect the new pass
cost plus the additional amount covered by ADP in the prior month. Each
month thereafter, the payroll deduction will reflect only the new cost of the
pass.

For example:

Month Pass Cost | Sent to employer on payroll file
Jan $20 $20

Feb $25 $20 (ADP covers $5 increase)
March $25 $25 + $5 that ADP covered in Feb

For LIRR or MNR monthly passes in NY, you will have to increase your
deduction amount in accordance with the increased rate on the LIRR or
MNR websites.

What do | do if the cost of my parking increases?

Parking If your parking rate is increasing, you will need to update your contribution
amount on the ordering website by editing your current order. You will
need to increase your parking election to the new amount indicated by your
parking provider.
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Sample Participant E-mails

Overview

Order
Confirmation

ADP’s ordering system creates and sends e-mails to you after you have
ordered transit and/or parking products. The e-mails are necessary to inform
you of the status of your order(s) as well as account information. ADP’s
platform uses the e-mail address maintained by you in the “My Account”
section of the ordering platform as the designated e-mail address.

Delivery: At the time the original order is placed, and when every recurring order is created.

Subject: Thank you for your transit order — Reference #:

Email Content:

PPT NAME,

Reference Number: 01111

Thank you for your Transit order.

Transit Authority: MTA/NYCT

Transit Pass: 30-Day Unlimited Ride MetroCard
Pass Amount: $76.00

Quantity: 1

Total Price: $76.00

Recurring Payments: YES

Month of Use: JANUARY

Delivery Address: Address 1
Address 2
City, ST Zip

Thank you,
Customer Support

TPA Name
TPA Phone Number

Continued on next page
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Sample Participant E-mails, Continued

Parking Order
Confirmation

Order
Approval

Delivery: At the time the original order is placed, and when every recurring order is created.

Subject:
Thank you for your parking order — Reference #:

Email Content:
PPT NAME,

Reference Number: 01111
Thank you for your following Parking order.

Parking Provider: Central Parking Corporation
Parking Location: 123 Main Street

Parking Amount: $230.00

Recurring Payments: YES

Month of Use: JANUARY

Thank you,
Customer Support

TPA Name
TPA Phone Number

Delivery: At the time the order is approved. Approvals take place at the end of the processing cycle.

Subject:
Your transit order has been approved — Reference #:

Email Content:
PPT NAME,

Your following Order has been approved.

Reference Number: 01111

Transit Authority: MTA/NYCT

Transit Pass: 30-Day Unlimited Ride MetroCard
Pass Amount: $76.00

Quantity: 1

Total Price: $76.00

Recurring Payments: YES

Month of Use: JANUARY

Delivery Address: Address 1
Address 2
City, ST Zip

Thank you for ordering the above Transit Pass. You will be receiving the Transit Pass in the mail by

the 1st of the month of use.
Thank you,
Customer Support

TPA Name
TPA Phone Number

Continued on next page
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Sample Participant E-mails, Continued

Order Denial Delivery: At the time the order is denied.

Email Subject:
Your transit order has been denied — Reference Number:

Email Content:
PPT NAME,

Reference Number: 01111

You recently placed an order for the transit pass detailed below. Unfortunately, your Transit Order
has been denied for the following reason:

#REASON#
Post-tax credit card denial
Termination

Transit Authority MTA/NYCT

Transit Pass 30-Day Unlimited Ride MetroCard
Pass Amount $76.00

Quantity 1

Total Price $76.00

Month of Use JANUARY

Because the enrollment cycle has closed, you will be unable to procure a pass for this enrollment
period. However, you may enroll for subsequent months at this time.

Also, if your order was set as recurring, the recurring status is now turned off.

If you have any additional questions, please do not hesitate to contact us.

Thank you,
Customer Support
TPA Name
TPA Phone Number
Continued on next page
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Sample Participant E-mails, Continued

Recurring
Order
Reminder

Credit Card
Expiration
Notification

Delivery: Ten days before the last order date

Email Subject:
Recurring transit order reminder

Email Content:
PPT NAME,

Reference Number: 01111

The following Transit Order is currently set to a status of "Recurring". Your Transit Order will be
processed every month until you change the status.

If there are any changes, or if you wish to edit or cancel this Order please do so immediately.

Transit Authority: MTA/NYCT

Transit Pass: 30-Day Unlimited Ride MetroCard
Pass Amount: $76.00

Quantity: 1

Total Price: $76.00

Recurring Payments: YES

Month of Use: JANUARY

Delivery Address: Address 1
Address 2
City, ST Zip

Thank you,
Customer Support

TPA Name
TPA Phone Number

Delivery: Email is sent 30-days prior to expiration of credit card
Subject: Transit Order — Credit Card Expiration

Email Content:
PPT NAME,

Please be advised that your Credit Card information on file is set to expire.

You must re-enter the ordering platform and update your credit card information before the end of the
enrollment period. Go to "my information", update your credit card details, and click on "update".

Please contact us if you have any questions.
Thank you,
Customer Support

TPA Name
TPA Phone Number

Continued on next page
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Sample Participant E-mails, Continued

Fulfillment
E-mail

Delivery: when transit pass is mailed to the participant

Subject:
Your transit pass has been mailed

Email Content:
PPT NAME,

Reference Number: 01111

Thank you for your Transit order.

The below Transit Pass has been Mailed to the following address:

#STREET1#
#STREET2#
#CITY#
#STATE#, #Z1P#

Transit Authority: MTA/NYCT

Transit Pass: 30-Day Unlimited Ride MetroCard
Pass Amount: $76.00

Quantity: 1

Total Price: $76.00

Recurring Payments: YES

Month of Use: JANUARY

You should receive your pass by the last day of the month.
Thank you,
Customer Support

TPA Name
TPA Phone Number

Continued on next page
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Sample Participant E-mails, Continued

Mailed ADP

Fulfillment P.O Box 12345
City, ST 12345
Letter i

DATE

PPT NAME,
#MEMBERADDRESS#
#MEMBERCITY,STATE,ZIP#

PPT NAME,
Reference Number: 01111

Transit Authority: MTA?NYCT
Transit Pass: 30-Day Unlimited Ride
MetroCard

Pass Amount: $76.00

Quantity: 1

Total Price: $76.00

Recurring Payments: YES

Month of Use: JANUARY

If you have any questions regarding this order please contact us immediately.
Thank you,
Customer Support

TPA Name
TPA Phone Number

Continued on next page
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Sample Participant E-mails, Continued

Mailed Refund  ADP
Letter P.O Box 12345

City, ST 12345
November 7, 2008
PPT NAME

PPT Address 1, Address 2«Address_on_LPF»
City, ST ZIP

PPT NAME,
Please see the enclosed bank check for:

Refund for a transit pass never received. This refund is in reference to your purchase of a
replacement pass and completing the lost pass procedures.

Reference Number: 01111

Transit Authority: MTA/NYCT

Transit Pass: 30-Day Unlimited Ride MetroCard
Pass Amount: $76.00

Quantity: 1

Total Price: $76.00

Recurring Payments: YES

Month of Use: JANUARY

If you have any questions regarding this refund please contact us immediately.

We apologize for the inconvenience.

Thank you,
Customer Support
TPA
Continued on next page
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Sample Participant E-mails, Continued

Rate Change TPA

Email Pending ~ PO Box 620672
Order 9 Newton Lower Falls, MA 02462-1440

November 7, 2008

PPT NAME

PPT Address 1, Address 2

City, ST ZIP

PPT NAME,

The following Transit Authority, #TRANSIT TRANSITNAME#, has changed the price of the
#TRANSIT TRANSITPASSNAME# from #OLDPASSAMOUNT# to
#FORMATCURRENCY (PASSAMOUNT)#.

This price change will be reflected automatically in your current pending order and all subsequent
orders of this specific transit product.

Should you wish to cancel your pending order, you must re-enter the ordering platform and cancel the
appropriate pending order.

Thank you,

Customer Support
TPA

Continued on next page
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Sample Participant E-mails, Continued

Rate Change AlgP 1234

; : P.O Box 12345
Email Pending City, ST 12345
and Approved

Order November 7, 2008

PPT NAME
PPT Address 1, Address 2
City, ST ZIP

PPT NAME,

The following Transit Authority, #TRANSIT TRANSITNAME#, has changed the price of the
#TRANSIT TRANSITPASSNAME# from #OLDPASSAMOUNT# to
#FORMATCURRENCY (PASSAMOUNT)#.

This price change, instituted by the Transit Authority, applies retroactively to one or more of your
previously approved orders and all pending and future orders.

The price change necessitates that the retroactive price increase and continuing post-tax portions of
your orders be charged to you.

The retroactive portion of previous orders will be reflected as an adjustment fee line item (noted as
"Transit Rate Increase Funds Due") on your pending order, while the new price change will be
reflected automatically in your current pending order and all subsequent orders of this specific transit
product.

Should you wish to cancel your pending order, you must re-enter the ordering platform and cancel the
appropriate pending order.

Thank you,

Customer Support
TPA
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Transit Authority Details

Overview This section of the guide details passes and regulations that are specific to
individual transit authorities and may be out of the ordinary functions of
your transit program.

Metro-North The Metro Transit Authority (MTA) in New York, the governing body of
Rail Road the Metro North Railroad (MNR) and Long Island Rail Road (LIRR)

(MNR) & Long  Transit Authorities (TA), has delivered an agreement for the management of
Island Rail pre-tax monthly transit orders.

Road (LIRR)

Need to Know Facts:

¢ On the OCB website, participants will enter an amount they would like
applied to their Mail & Ride account, which is managed by the participant
directly with MNR and/or LIRR.

e ADP will send the ordered amount to MNR and/or LIRR on a monthly
basis.

e Payroll Deductions — participants will continue to make their full pre-tax
and any post-tax elections via the OCB website. The exact pass amount
will be transferred to MNR and/or LIRR. For example, if a participant
has a pass order for $268.00, then the order for the product will be
$268.00.

e Credit Card — participants will be limited to making pre-tax elections only
via the OCB website. The pre-tax limit will be transferred to MNR and/or
LIRR. The participant will need to order any additional amount directly
from MNR and/or LIRR. For example, if the participant wants a $268.00
pass, they can elect $110.00 on the ADP ordering website and will pay the
remainder directly to MNR and/or LIRR.

e The participant will then be personally responsible to pay any additional
amount between the monthly pass managed by MNR and/or LIRR, and
the amount selected and paid for on the pay the remainder directly to
MNR and/or LIRR ADP ordering website. (For credit card post-tax
elections)

e MNR and/or LIRR will apply this amount to the following months transit
pass.

e MNR and/or LIRR will mail the transit pass along with an invoice
showing the amount paid by ADP and any amount owed by the
participant (for credit card post-tax elections) directly to the participant.

Continued on next page
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Transit Authority Details, Continued

Charlie Card MBTA (Massachusetts Bay Transportation Authority) CharlieCard is a

(MBTA) reusable and durable plastic card with a computer chip embedded, that
employees can recharge automatically every month until the monthly order
is cancelled. The “smart” CharlieCard will last for up to five years.

Need to Know Facts:

e MBTA only offers monthly products for the CharlieCard. — You can
order either a CharlieCard Monthly Link Pass, or a CharlieCard Monthly
Bus Pass.

e The commuter rail system does not yet have the capability to process
CharlieCards.

e Card is issued by ADP. This means that the initial card can be ordered on
the OCB website.

e Monetary values are not stored on the card. The card has been loaded
with a monthly time based pass.

¢ Once participant receives the card they should take it to a kiosk at a
station and hold the card to the card reader/target which will give them
approval to get on the train or bus.

e Each monthly pass card is equipped with a security feature that prevents
use of the card twice in a row at the same terminal.

e If a participant loses their Charlie Card, and the notification is received by
ADP after the 14™ of the month participants may receive a paper Charlie
Ticket until the Charlie Card request can be fulfilled.

Charlie Ticket ~ The CharlieTicket is a disposable, magnetic stripe pass that may be used on
the Commuter Boat, Commuter Rail and Express Buses within the MBTA.

Need to Know Facts:

e Magnetically encoded paper ticket that contains a stored value.

e Unlimited travel for a pre-set period of time.

e Distributed to participants every month.

e Stores single or multiple rides or a T pass on a paper ticket.

¢ Once you receive your ticket with the preloaded value, you “insert” your
paper ticket at fare gates and on-board fareboxes and the system deducts
value from your ticket accordingly.

¢ Additional values could be added to the paper ticket at MBTA stations
which would be outside the ordering platform of OCB.

Continued on next page
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Transit Authority Details, Continued

SmarTrip Card The SmarTrip Card is a reusable transit and parking card that allows a new
(WMATA) value to be placed on the card as needed for those in the Washington, DC
greater metropolitan area.

e The participant will need to purchase and register the SmarTrip Card
directly from the WMATA.

¢ Once the card is received, the participant must register their account
information on the ADP site under My Accounts and then submit his/her
transit and/or parking order.

e ADP will send the order details to WMATA, who in turn will add the
order value to the participant’s SmarTrip card.

¢ On a monthly basis, the participant will be required to activate the new
value at a fare machine in the WMATA before it becomes available.

Need to Know Facts:

e The maximum value of the SmarTrip card is $300.00.

e Unused balances on the card will be returned by the WMATA to ADP.
ADP will place the funds in the participant’s transit or parking shopping
cart for future use.

e The SmarTrip card can be used for both transit and parking, but it does
not differentiate between a transit purchase and a parking purchase.

e The WMATA’s maximum value on the SmarTrip card does not
accommodate both pre-tax limits, much less post-tax amounts above pre-
tax limits (if both parking and transit were be loaded to the $300.00 card
max). — The only way around this issue if the participant wanted the full
benefit would be to order the full amount for Parking to the card and then
$95 to Transit. The participant could then order a $10 Washington
Metrocheck. This Metrocheck could be loaded to the SmarTrip card after
$10 has been used from the SmarTrip card.

e The SmarTrip Card can be used for both daily and monthly parking,.

e Daily parking costs $4.00 per day or the participant can purchase an actual
space for the entire month.

Continued on next page
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Transit Authority Details, Continued

SEPTA

Chicago Card

SEPTA offers a weekly pass on location. This pass is only valid for
specific weeks and is only available a few days prior to the valid week.

e Participants must order a Delaware Valley TransitChek to purchase the
SEPTA weekly pass for use each month. — The lowest available Delaware
Valley TransitChek voucher amount is $15.00 — not the $13.00 some
participants may expect.

e ADP cannot purchase SEPTA Single Trip tickets. Instead, the participant
can purchase a 10 Trip ticket. — A 10 Trip ticket is good for 6 months, so
there should be adequate time to use all the tickets.

The Chicago Card Plus is a reusable transit card that allows monthly
funding to be placed on the card for participants who use the Chicago
Transit Authority (CTA).

e Participants using the Chicago Card Plus must register their card account
information on the ADP site under My Accounts.

e The ADP site includes a real time interface with the CTA, thus enabling
the participant’s registration information to be transferred to the CTA and
the ability to immediately place their order.

e Participants who do not have the Chicago Card Plus and would like to
order it online may do so using our online platform. The CTA will send
the reusable card directly to the participant after the enrollment period
closes.

e When participants place orders with ADP for their Chicago Card Plus,
they need to provide a PIN which is obtained from CTA. ADP does not
have access to reset or create this PIN.

Need to Know Facts:

e There is a $5.00 fee for the initial card or a replacement card.

e The fee is passed back to the participant via their payroll deduction
amount.

e The participant’s initial deduction will be $5.00 more than their election
amount.

Continued on next page
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Transit Authority Details, Continued

Freedom Card  The Freedom Card is offered by PATCO in the Philadelphia metro area. It
is a refillable card that is replacing the current magnetic stripe card offering.
PATCO is currently upgrading all of their terminals to accept only the
Freedom Card.

e Participants using the Freedom Card must purchase the card from PATCO
and must register their card account information on the ADP site under
My Accounts.

¢ During the conversion period, it is recommended that participants
maintain both the Freedom Card and a magnetic stripe card until all
utilized terminals have converted exclusively to the Freedom Card.

Need to Know Facts:
e There is a $5.00 fee for the initial card or a replacement card.
e The fee is passed back to the participant via their payroll deduction

amount.
e The participant’s initial deduction will be $5.00 more than their election
amount.
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