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WWaasshhiinnggttoonn  HHeeaaddqquuaarrtteerrss  SSeerrvviicceess  
MMaassss  TTrraannssppoorrttaattiioonn  BBeenneeffiitt  PPrrooggrraamm  ((MMTTBBPP))  WWeebb  AApppplliiccaattiioonn  

VVeerrssiioonn  11..44  
JJaannuuaarryy  22001100  

SSuuppeerrvviissoorr  UUsseerr  GGuuiiddee  
 
The WHS MTBP web based application is the online implementation of form DD2845.  The MTBP application was developed to 
allow DoD federal employees and military members in the National Capital Region (NCR) to apply for federally subsidized mass 
transportation benefits using the web.  This user guide is intended for DoD federal employees and military members who are 
supervisors and are designated by a MTBP applicant as his or her supervisor. 
 
If you are unfamiliar with the program and would like more information, please visit the program website at 
http://www.whs.mil/DFD/Info/NCRTransitSubsidy.cfm . 

• For program certification information, please click the link for “Ethics Awareness Training.” 
• If you have any questions, please feel free to contact the MTBP program office by email at transitpass@whs.mil or by phone 

at 571-256-0962. 
 
Please do not use the browser “Back” or “Forward” buttons, while in MTBP. 
 
Supervisor Portal Page 
The following is the URL for the Supervisor Portal page where Supervisors can review and confirm applications for the Mass 
Transportation Benefit Program: https://mtbp.whs.mil/Supervisor 
 
Email Notification 
After an Applicant completes and submits the MTBP application, an email is sent to the Supervisor that the Applicant designated him 
or her as the applicant’s supervisor on the application.  If you received an email stating that you have been designated as the 
Supervisor, you must review and confirm your employee’s MTBP application.  The email will contain a link to the Supervisor Portal. 
Click on the link to view the application in the MTBP system waiting for your review.  Below is an example of an email notification 
from the system to the Supervisor. 
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Accessing the Supervisor Portal 
If you attempt to access the Supervisor Portal and receive the following error message, you have not selected the correct CAC digital 
certificate.  
 
Close your browser and re-open MTBP 
in a new browser window, using the 
URL (https://mtbp.whs.mil/Supervisor). 
 
Close your browser and re 
 
 
 
 
 
 
 
 
 
 
 
Supervisor Registration 
When you as a new Supervisor first access the Supervisor Portal, you go to the Supervisor Registration screen. 
 
Enter your Title and Work Phone.   
 
If you don’t use your CAC email 
address (listed on this screen) as 
your primary email address, you 
should enter your primary email 
address (.gov, .mil, .edu, or .org) 
and confirm this email address.  
 
After entering this information, 
click on “Submit” to submit your 
information for registration as a 
supervisor for the MTBP system. 
 
 
 
 
If you do not provide an alternate 
email address, you will go directly 
to the Supervisor Portal page.  
 

HHiinntt  
A reminder email notification is sent to the Supervisor if the application is not acted on 
(confirmed or not confirmed) after 7 days. 

HHiinntt  
When prompted, for a digital certificate, select your DoD EMAIL CA-XX certificate. 
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Supervisor Registration- Alternate Email (optional) 
If you provide an alternate email address, when you return to the Supervisor Portal page, you receive the following message. 
 
Click on “Enter Registration 
Key” to enter the registration 
key provided you in the system 
email notification, after 
registering. 
 
 
 
 
 
 
 
 
 
Here is an example of the email provided if you submit an alternate email address.  
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Enter Registration Key 
After clicking on “Enter Registration Key” or clicking on the link from the email above, the following page is displayed. 
 
Enter the registration key from 
the email above and then click 
on “Complete Verification”. 
 
 
 
 
If you did not receive the 
registration key email or you 
cannot find the email, click on 
this link. 
 
(This will direct you to the 
Supervisor Registration Profile 
Update page, where you can 
reenter your  
Alternate Email Address and 
receive a new registration 
validation email notification.) 
 
After completing verification, the Supervisor Approval Portal is displayed. 
 
Supervisor Approval Portal 
If you do not have any applications to approve, you see the following page.  
 
If you have specified an 
alternate email, it 
would display here. If 
not it will say “Not 
Specified”, as shown 
here. 
 
 
 
Click here to update 
your profile. 
 
Click here for more 
information on why 
you have no 
applications awaiting 
your confirmation or 
why an application you 
were expecting to see is 
not listed above. 
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More Information 
When you click on the link “More Information” the following pop-up window is displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Update 
When you click on the “Update” link, the following Edit Supervisor Profile screen is displayed. See below for instructions on 
Updating your profile. 
 
Supervisor Approval Portal 
If you have applications to approve in your queue, you see the following page.  
 
Click on the “Review” link 
next to an application to 
review it.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                                                                                    
 

6

Application Review  
 As the Supervisor who reviews this application, you are 
reviewing to confirm the following aspects of the 
applicant’s application information:  
 
• The applicant is an eligible military member or a DoD 

civilian employee that works for you. 
• The accurate duty station is listed (and to the best of 

your knowledge, the correct residence is listed). 
• The applicant’s work schedule is accurately reflected 

in his/her commuting schedule stated on the 
commuting expense worksheet, e.g., part-time or full-
time; and/or work situation, e.g., telework, 
compressed/alternate work schedule.  The maximum 
number of work days per month is 21 days. 

• Please conduct other actions that may be required by 
local, command, or Component policy. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Enter reason for 

rejection here. 

Click here to 
confirm or not 
confirm. 

Click here to 
Submit. 
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Confirmation of Information 
Once you have reviewed the application and have found it to be accurate, select the radio button for one of the following: 

• “I confirm this information.” 
• “I cannot confirm this information.” 

 
Confirm 
If you select “I confirm this information”, an email notification will be sent to the applicable organization’s Agency Mass 
Transportation Benefit Reviewing Official (AMTB RO).  The applicant will also receive an email notification of the confirmation.    
 
Cannot Confirm 
If you select “I cannot confirm this information”, you must enter the reason, stating why you cannot confirm in the text field entry box 
below the confirmation radio button selections.  The reason will be sent in the notification sent to the applicant. 
 
Application Review 
Next, click the “Submit” button, to submit your review of the application. After clicking “Submit”, a screen similar to below is 
provided, stating the status of the application review. 
 
 
 
 
 
 
 
 
 
 
 
Click on “Return to Portal” to review other 
Applications in your Supervisor Review queue. 
 

Update Profile  
Click on the “Update” link on the Supervisor Portal page to update your profile in MTBP. You should update your profile if the email 
address for your CAC, which is shown on the Portal 
page, is different from the primary email address you 
use and that your staff would provide for you, when 
applying for the Mass Transportation Benefit Program. 
If the email address provided by your staff during the 
application process, is different that the email address 
on your CAC, you must provide an alternate email 
address in your profile or when you initially register to 
ensure that you receive email notifications from 
MTBP and so you can access the applications awaiting 
your approval. 
(Please note, only unclassified email addresses may be 
provided here.)  
 
Click on “Submit” to submit the profile change and 
return to the Supervisor Portal page. 
 
Click on “Return to Portal” to return to the 
Supervisor Portal page. 
 

Close MTBP  
Close the browser to exit the MTBP application. 
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Frequently Asked Questions (FAQ) 
_____________________________________________________________________ 
 
MTBP Supervisor Portal URL: https://mtbp.whs.mil/Supervisor 
MTBP WHS Program Office: Email at transitpass@whs.mil or by phone at 571-256-0962. 
 
 
TECHNICAL ISSUES: 
If you are experiencing technical issues with the MTBP system, please contact your Information Technology (IT) Help Desk.  The 
following are some common technical issues and their resolutions. 
 
I get a “Wrong Digital Certificate Selected” message I try to access the MTBP Supervisor Portal URL 
(https://mtbp.whs.mil/Supervisor) 
 
Error: You did not select your DoD EMAIL CA-XX certificate when prompted 
 
Solution: Close all Internet Explorer browser windows. Click on the notification link again or enter the link into a new browser 
window. When prompted for a digital certificate, select your DoD EMAIL CA-XX certificate. 
 
Error: You did not receive a prompt to select a certificate when you clicked on the notification link inside Outlook 
 
Solution:  Close all Internet Explorer windows. By doing this, you force Outlook to use a brand new window and, thus, prompt again 
for a certificate. When prompted, for a digital certificate, select the DoD EMAIL CA-XX certificate. If this does not resolve the issue, 
please contact your Information Technology (IT) Help Desk. 
 
I get an error when I try to access the MTBP Supervisor Portal URL (https://mtbp.whs.mil/Supervisor) 
Error: You click on the link from the MTBP Supervisor Reviewer email notification. 
 
Solution: Copy and paste the link from the email into the Internet Explorer (IE) web browser. 
 
Error: If you receive a page not found or a digital certificate error or other error message that prevents you from accessing the MTBP 
Supervisor Portal. 
 
Solution: Contact your IT Help Desk. 
 
I get a “Client Certificate Required” error 
Error: If you receive an error "Client certificate required". This is a client digital certificate problem that would occur if: 

(a) You cancelled the "Choose a digital certificate" window when you went to the site   
(b) You cancelled the "Choose a digital certificate" window when you went to the site and then tried to click on the link from  
Outlook 

 
Solution:  Close all Internet Explorer windows or, at minimum, close the last 1 or 2 Internet Explorer windows opened.  Open a new 
Internet Explorer session. (By doing this, you force Outlook to use a brand new window and, thus, prompt again for a certificate.) 
When prompted, for a digital certificate, select your DoD EMAIL CA-XX certificate. If this does not resolve the issue, please contact 
your Information Technology (IT) Help Desk. 
 
The MTBP Application does not work correctly on my Firefox browser 
Error: If you are using Firefox and having problems with the application display or functionality 
 
Solution:  Use Internet Explorer (IE) 6.0 or higher.  Firefox is not supported by MTBP 
 
I get “Couldn’t process request, contact your Help Desk” error  
Error: “Couldn’t process request”, error message 
 
Solution: Contact your IT Help Desk. 
 
I get a Session Time-Out Error 
Error: Get “Session Time-out” error. 
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Solution: Close the browser window, open a new window and go to https://mtbp.whs.mil/Supervisor. 
 
MTBP PROGRAM QUESTIONS OR ISSUES: 
If you have a question on the Mass Transportation Program, your application or about the mass transportation benefit program, please 
contact the WHS Program Office (PO). 
 
I Did Not Receive an Email Notification to Review my Employee’s Application 
Error: Your employee submitted an Application through MTBP; however you did not receive an email notification stating that you 
have an application awaiting your approval.  
 
Solution: Contact your employee to find out which email address they provided for you on their MTBP application. Go to the 
Supervisor Portal Page: https://mtbp.whs.mil/Supervisor and confirm that this address matches the email address from your CAC or 
your Alternate email address. If it does not, click on the “Update” link to update your Alternate Email Address on your Supervisor 
Profile. After submitting this profile change and verifying the new email address, you should see your employee’s application on the 
Portal page. 
 
If this does not work, please contact the WHS PO, so they can assist you or escalate this issue to their technical IT staff for resolution.   
 
I Receive an Email but No Applications are Shown in My Approval Portal 
After clicking on the link in the email, you go to the Supervisor Approval Portal page. There are no applications displayed here, it 
says, “You currently have no applications awaiting your confirmation.” 
 
Why don’t I see any applications? 
The Supervisor Portal determines which applications you are able to see by comparing your Common Access Card (CAC) Email and 
your Alternate Email (if provided in the MTBP system) to the Supervisor Email entered on the application. If either your CAC Email 
or your Alternate Email matches the Supervisor Email on the application, then you are confirmed to be the Supervisor and you will be 
able to review the application. 
If the Applicant specifies a different email address in the Supervisor Email field (on the application) which does not match either your 
CAC Email or your Alternate Email then you will not be able to see the application. 
 
How would I know if the email addresses are different? 
If an Applicant has informed you that they submitted an application, but you are unable to see the application listed in the Supervisor 
Portal, then please check with the Applicant in order to verify the email address that they provided on the application. 
 
How do I resolve this problem? 
If you are already aware of whom the applicant is, then please have the applicant update their application to reflect the correct email 
address or please contact the Program Office at transitpass@whs.mil. The email address provided must match either your CAC Email 
or your Alternate Email address. 
 
DOT Has Not Processed My Employee’s Application 
If the Applicant’s has not received a confirmation email that their application has not been processed by the Department of 
Transportation (DOT), the Applicant can go to the MTBP URL: https://mtbp.whs.mil, and click on “Check Enrollment Status” to 
check on the status of their application and their enrollment in the MTBP. If they still have questions, they can contact the WHS PO, 
which will investigate the reason for delay in the application being processed. 
 
 
 


