OFFICE OF PAYROLL ADMINISTRATION

One Centre Street, Room 200N, New York, New York 10007

MOHAMED H. HAFEEZ NEIL MATTHEW
Acting Executive Director Deputy Executive Director, Payroll Operations Bureau

MEMORANDUM

To: Premium TransitChek MetroCard (PMC) Plan Participants
From: NYC Office of Payroll Administration
Payroll Customer Service Division
Transit Benefit Unit
Date: December 9, 2014
Subject: PMC Ordering Information for the WageWorks Website

The following pages provide instructions to order the Premium TransitChek MetroCard (PMC)
on the WageWorks website.

If you have any questions or concerns, please contact the OPA Transit Benefit Unit at
transit@payroll.nyc.gov.

MAYOR BILL DEBLASIO COMPTROLLER SCOTT M. STRINGER



Premium TransitChek MetroCard (PMC) Ordering Information for the
WageWorks Website

After enrolling in NYCAPS Employee Self Service or the DoE payroll portal the following
steps must be followed by the 10th of the month:

Access the WageWorks web site at www.getwageworks.com/nyc
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The next few screens are seen after initially registering, or signing into your account profile
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Place Commuter Order
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The following screenshots show how to order a Premium TransitChek MetroCard (PMC).

Order a PMC - Step 1
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Order a PMC - Step 3
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Order a PMC — Step 5
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Order a PMC — Step 6

If a note appears to the right of your PMC order on this page (as pictured below), it means
that there are currently not enough funds in your account to purchase the PMC pass. This
is a prompt to add a PERSONAL CREDIT CARD as an alternate funding; however, you
can SKIP adding the card at this time and complete your order. ADDING A PERSONAL
CREDIT CARD IS OPTIONAL.
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If the remaining balance is not added to your account, you will receive the below email
notifying you of a “shortfall” (see below).

Our records show the cost of your total Commuter arder for the January benefit month exceeds the available balance on your account(s).

Total Transit Order Amount: $112.00
Available Transit Balance: Ameund evrrenlly available on your
Transit Shortfall: Amauni required lo purchase the PRC

Your Commuter order will cancel automatically unless vou update your order to a selection of lower value or provide a personal credit card, Changes must be made
before mdnight EST December 10th.

To provide a personal credit card, log into your account at hitp . //aetwageworks.cominye and edit your existing order, We will keep your credit card number on file
to process future orders.

You will again be given the opportunity to add a personal credit card. ADDING A
PERSONAL CREDIT CARD IS OPTIONAL. If no action is taken, the PMC will not be
delivered until your account balance is at least $112.00 by the 10% of the following month.

Order a PMC — Step 7

Select “Submit Order” to complete.
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Your Order Has Been Placed
A confirmation emad will be send by the end of the day.
Select HEXT to relum lo Commuler Program Detads

If you have any questions on this process, please call WageWorks Customer Service,
between 8 AM and 8 PM EST Monday - Friday, at 1-877-924-3967.
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