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

VVeerrssiioonn  11..44  
DDeecceemmbbeerr  22000099  

AAggeennccyy  MMaassss  TTrraannssppoorrttaattiioonn  BBeenneeffiitt  RReevviieewwiinngg  OOffffiicciiaall  ((AAMMTTBB  RROO))  UUsseerr  GGuuiiddee  
 
 
The WHS MTBP application is the web implementation of form DD2845.  MTBP is an application that was developed to allow DoD 
federal employees and military members in the National Capital Region (NCR) apply for federally subsidized mass transportation 
benefits. 
 
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.  
 
MTBP AMTB RO Portal: https://mtbp.whs.mil/Review/AMTBROPortal.aspx 
 
Please do not use the browser “Back” or “Forward” buttons, while in MTBP. 
 
Reviewer Registration 
If you are not already registered as a RO in MTBP, use the following link to register yourself as a MTBP Reviewer: 
https://mtbp.whs.mil/Review/Registration.aspx 
 
This link will take you to the following screen, where you can enter your Title, Work Phone and E-Mail Address information.   
 
Enter values for each of the fields, click 
on “Register”, to register your 
information.   
 
The WHS Program Office (PO) will 
then contact you after assigning your 
access to MTBP. 
 
 
 
 
 
 
 
 
 
Email Notification 
After an Applicant’s Supervisor has confirmed a MTBP application, an email is sent to the applicable AMTB RO.  If you receive an 
email to review a MTBP application, you have been named as the Reviewing Official (RO) for a MTBP (Mass Transportation Benefit 
Program) application.  The RO is the local responsible party, designated in accordance with Component policy, who is knowledgeable 
of program requirements.  Click on the link to view the application in the MTBP system.   
 
Below is an example of an email notification from the system to the RO. 
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Application Review 
After you click on the application link in the email provided to you, you will see the application review page.  Review the application 
carefully before signing, as your signature will confirm the following aspects of the applicant’s application/information: You have 
reviewed the application and certify that the employee is in compliance with eligibility requirements.  The following is a link to the 
qualification/eligibility requirements on the program website:  http://www.whs.mil/DFD/PSD%20Services/Qualifying.cfm. 

 
• You have reviewed applications for completeness, to include  

o Duty station, entire work 9 digit zip code, full work email address, and full work phone number. 
o Commuting origination point, city of residence, and entire residential 9 digit zip code. 
o Reasonableness/accuracy of commuting costs. ((i.e. modes of transportation listed are commensurate with costs listed,  

etc) You may require supporting documentation, including commuting cost calculations for program participants and 
you will conduct a random sample of cost calculations to ensure program compliance with program regulations. 

o An appropriate work schedule is listed (i.e. number of days worked per month.  Average number of days is 21 days, 
unless a compressed or alternate work schedule is in place) 

o Supervisory signature. 
• You have ensured applicants are not in receipt of a parking subsidy through comparison of participant and parking databases.  
 
 
 
 

HHiinntt  
A reminder email notification is sent to you, if the application is not acted on (approved or 
rejected) after 12 days. 
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Click here to 
approve or 
reject. 

Click here to 
Submit. 

Reason for rejection 
displays here, if “I 
reject…” is selected. 

Supervisor that has 
reviewed and 
confirmed application 

Application workflow 
history is provided for 
your information 

Click here for a full 
history listing. 
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If the application has already been reviewed by another RO, the following screen will display: 
 

 
 
From this screen, if you click on “View Application”, you will see a summary page for the application. 
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Application Approval/ Rejection 
Once you’ve reviewed the application and have found it to be accurate, please sign and approve and it will be forwarded on 
accordingly.  Click on the radio button for one of the following: 

• “I approve this application.” 
• “I reject this application.” 

Approve 
If you select “I approve this application”, an email notification will be sent to the Applicant to notify him/her that his/her application 
has been approved.   
 
Reject 
If you select “I reject this application.”, you must enter a reason for your rejection, in the text field entry box below the confirmation 
radio button selections.  An email notification is sent to the applicant notifying them with the reason for rejection. 
 
When you select Reject, a multi-line text box is displayed for entering a reason for rejection. A reason must be entered if you are 
rejecting the application. This reason will be provided to the Applicant in the reject email notification that they receive. 
 
 
If you would like to Audit the 
application, click on the “Audit 
Application” button. (See below 
for instructions on auditing and 
attachments for an application.) 
 
 
Finally, click on the “Submit” 
button, to submit your review of 
the application. 
 
 
 
 

 

 

 

 

AMTBRO Audit Application 
If you click on the “Audit Application” button from the Application review screen, you will receive the following Audit Application 
screen.  
 
The Application is displayed for view. At the bottom of the page, you can: 

1) Enter notes or information for the Audit.  
2) The 

 

HHiinntt  
After the application is Approved or Rejected, an email notification is sent to the Applicant, 
telling him/her: 

• The application has been approved and is being forwarded for final processing and 
enrollment in the MTBP. 

• The application has been rejected.  The email will tell the Applicant the application has 
been rejected and state the reason for rejection. 
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Enter Audit notes, or 
information here. 

Use “Browse” and 
“Upload” to attach 
files for the Audit. 

Click here to submit 
Audit information 
and/ or attachments. 
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Click “Browse” to obtain a Choose File dialog box, where you can browse to select the file you would like to attach. Select the file to 
attach, and then click the “Open” button to attach it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The selected file path will display in 
the field. 
 
Click “Upload” to upload the selected 
file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
To delete the selected file, click on 
the X (delete icon) next to the file to 
delete. 
 
 
 
 
 You will receive a confirmation message to delete the file.  

 
 
Click “OK” to delete the file. 
 
 
 
 

HHiinntt  
An attached file can only be deleted 
before the Audit is submitted. After the 
audit is submitted, additional files can 
be attached, but attached files cannot be 
deleted. 
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After the user clicks on the “Submit” button, the Audit is recorded in the Application Review Events log, and the comments are 
viewable. 
 
 

 

 

Then approve or reject the application and click “Submit”. 

AMTBRO Approval Portal  
After clicking on the “Submit” button to approve or reject the application, you will be directed to the AMTBRO Approval Portal 
screen.  If you have other applications awaiting your review, they will display here, as in the following screen example. 
 

 
 
 
 
 
 
 
 
 
 
 

If you do not have other applications to review, you will see the following screen. 
 
 
 
 
 
 
 
 
 
 
 
 

Click the link to search for other applications. This will bring you to the Search for Applications screen. 
 



                                                                                                                                                                    
 

9

Search for Applications 
Use the following screen to enter criteria: Last Name, First Name, Organization, and/ or Suborganization to search.   
 
After entering criteria, click on “Search” 
to search the applications, based on the 
criteria entered.  You may also click on 
“Search” without any criteria, to see all 
Applications in the MTBP system.   
 
Click on “Clear”, if you wish to clear the 
search criteria. 
 
Click on “Return to Portal” to return to 
the RO Portal home page. 
 
 
 
 
 
 
 
After clicking on “Search” the “AMTBRO 
Review List” screen is displayed.  The list 
results depend upon the criteria entered.  
The MTBP Applications matching the 
criteria are displayed in alphabetical order 
by the Applicant’s last name. 
 
Click on the bottom left page numbers to 
view other pages of this list.   
 
Clicking on any of the table headers resorts 
the table by this column: 
• The first click will sort alphabetically.   
• The second click will sort in reverse 

alphabetical order: Name, Applicant 
Type, Submit Date, Status, or Org. 
Code 

 
Click on the “View” link for the application 
you would like to view.   
 
Click on “Return to Search” to return to 
the previous Search for Applications screen. 
 
Click on “Return to Portal” to return to the RO Portal home page. 
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View Application 
After clicking on the “View” link for an applicant, you are able to view their application.  This will only allow you to view the 
application, you cannot make edits. 
 
The Application Review Events table displays the 
workflow status events for this application, with the 
most current event at the top of the list.   
 
When you are done viewing the application, click on the 
“Return” button on the bottom of the screen, to return to 
the RO Review Portal home page.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Audit Application 
The RO can also audit an application that has been previously Approved by themselves or another RO. To Audit an application which 
you are viewing, click the “Audit Application” button at the bottom of the screen. See above for instructions on Audit information 
and file attachments for a MTBP Application Audit. 
 
 
Close MTBP AMTB RO Review Portal 
When you are done viewing applications, close the browser, to exit the MTBP system. 
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Frequently Asked Questions (FAQ) 
_____________________________________________________________________ 

 
MTBP AMTB RO Portal URL: https://mtbp.whs.mil/Review/AMTBROPortal.aspx 
 
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 Application, please contact your IT Help Desk.  The following are some 
common technical issues and their resolutions: 
 
I get an error when I try to access the MTBP Application URL (https://mtbp.whs.mil/application) 
Error: You click on the link from the MTBP system 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 
application. 
 
Solution: Contact your Information Technology (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.  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 Information Technology (IT) Help Desk. 
 
I get a Session Time-Out Error 
Error: Get “Session Time-out” error. 
 
Solution: Close the browser window, open a new window and go to https://mtbp.whs.mil/Review/AMTBROPortal.aspx 
 
MTBP PROGRAM QUESTIONS OR ISSUES: 
If you have a question on the Mass Transportation Program, your application or bout the mass transportation benefit program, please 
contact the WHS Program Office (PO). 
 
I Did Not Receive an Email Notification Stating I Have an Application Awaiting my Approval 
If you do not receive an email notification; contact the WHS PO, so they can escalate this issue to their technical IT staff for 
resolution.   
 
Application Already Reviewed by Another Person 
If while reviewing an application, you receive a system message saying that the application has already been reviewed by another 
person, you may contact the person who has reviewed the application for additional information, or the WHS Program Office. 


