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Setting up Your Web-Based Account
You must use Mozilla Firefox to access the system from a LAUSD
network.

Step 1 — Establish an Account
A. Set up an account with the Transportation Services Division by calling 213-580-2912.

B. The Transportation Services Division will register your school information and provide you with
a special User ID and Password.

Step 2 — Obtain a Reduced Fare TAP card

If the student already has a permanent Reduced Fare TAP card proceed to Step 3.

== ——
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B John Doe
o Student 9-12
| O Card Expires 7-31-2014
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e Students that do not have a permanent Reduced Fare TAP card will need to complete an
application.

www.taptogo.net/pdfs/k-12 TAP ENG.pdf
www.taptogo.net/pdfs/k-12 TAP SPAN.pdf

e The school will forward applications along with verification of school enroliment to the
Transportation Services Division via School Mail.

e Applications will be reviewed to ensure eligibility and the TAP Service Center will produce
Permanent Reduced Fare TAP cards for eligible students.

e Permanent Reduced Fare TAP cards will be distributed to the school stated on the application.

Please note permanent cards are not pre-loaded. It is the school’s responsibility to load fare.
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Step 3 — Adding a permanent card number to your account.

The following screen shots will direct you through the process to enter participant

information into your web account

1. Be sure that the card is not expired.
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2. Go to www.taptogo.net and click “Sign In”
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3. Enter your log in information and click “Ok”

ta p Ca Smart, Simple. Socure.

] . -
V ‘ Login Lip Ove

Pasowol

Mew Lie

What 2 TAP?  Feefoouts  MyAccoud  Cutlofer Sugpod  Emglopms  Yeedos

You are SDOUR LD SrBer & se0ure woa O T web sbe Pleate erter your user ID and password
Hpon) e & Nl Ui yOu G ragieter 10 LUse T8 e by chehing tha New Liser Sew Batorey

4. To access your account information click on “My Account”

tap}
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e TAP Works

YW Accepts TAP
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TAPFAQs

Smart. Simple. Secure.
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fuw "
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woctiorvosty owd | v Natro sl “w,‘m ; ‘-‘- .,‘ ; '\ .1“'.',“. ,..
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Parlioalng ol hantt e
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5. Click on “Link New Employee with Card”

Smart. Simple. Secure.

Vet is TAPT Fere Sroducts My Account Customes Support Employers

S _

Bwarcn Profecton - My Orclars
Maw TAP Veoeks My Melp Reouosts
Vi Accepts TAP 2 My Prome

Faret & Dasoots
TAF FAQs _

¢ DOutk Card Crdee
é Flace Qvder For Current Morth
- Encoled Menbers
My Enployes Cards

Emrployes Approvy

Employes Recpmsts

6. Click “Search”

ta p C Smart, Simple, Secure,

VW i TANY Favw Suacty My Accoanm Cuntume Topoont Trretirgwi s eeant

Forploges wid Cardl bifornmstian

ic::l

Card Mooy = First Harie Lt Harrve cmy e Fostal Code Comny Contwn

7. Enter the 16-digit card number and click “Go”. DO NOT enter First Name and Last Name.

Smart. Simple. Secure.

inat ie TAKT Foen Products My Account Cuninmes Suppod Empoyes Ventors

Errployee and Card information

Cardd Mumibert 018001 &1t 1rass0r

() ot

Fheut Harn:

Leave First Name and Last

Last lame: Name fields blank.
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8. Verify the information is correct and click “Confirm”

ta p - Smart. Simple. Secure,

it is TAMY Iww oducts My Acconnv Curtomer Sppon Errgdoyens Ynon

Card ihatbor Flest e Last lame Cay “ate Poutal Code Comtry C

> _] 100 A1 1 7798507 MARCOS TEST Los Angeles CA L0084 LISA m

9. Student information will now show under the “Enrolled Members” link

ta p - Smart, Simple, Secure.
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Step 4 — Ordering Fare

The following screen shots will direct you through the process to order fare.

1. If you already signed in proceed to Step 3. Go to www.taptogo.net and click “Sign In”

Smart. Simple. Secure. “ 0‘ [
e . \ g\
- )

o 6 )

Wacnrme b TAP Fow TAP Warss W Actepts TAS f oo A Doy TAE FAGE

$ Welcome to TAP Wl > TAP Solution Center

ool Cluge. ot onae Gl

Lot moud At ol overpard 12 soving tu TAF (Traest
Acears Para) LA Sourty's tew b pavpmart pyaben

Wk 2ot § pern © Bawd itw TAZ cwrd i w0 mportert
nrovason for LA Courty transt noers  The urstee gt
Card CONtAns & Imart Chp thaf MOWS you ta Cuy e
sherture oy et Mulr( piosts Partorelg repire wnd e
Farat e pasaen sectionc cash, @ Yy Sarhadicn of the
Feee N ey wirds, TAF becones yous Tanat fere sl .
NOMING YOF RAces NG SRAN, Myng fres I the Saact

ALl Al AL rd B TR T AN AT AT Sanbs Pl

RECULAR

2. Enter your log in information and click “Ok”

ta p - Smart. Simple. Socure.

What & TAPY Fare Hooucts Ny Accout Cusionres Suppon Emghopms Verdors

VO e ADOUR LD IRl & se0re woa 01 TUs web ste Pleote erter your Lser 1D and password
HOpon) el & Nl GBI yOuU Gl Tegiat e 10 Uae T8 se by ek e New Liser el Batorey
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3. Click on the “Fare Products” Tab

ta p * Smart. Simple. Socure,

Wedtomus SEVENLY TEST M
Vau last viatiad sur sie ex SINRO0T \RNAD

e v isaction

Taw TAY Worke

Who Asopls TAR ¥ Got sturtod with 1P

fans & Dscoums Powvr 30 TART Poo prchidant St hiern
10 parcrose viay AN e vl

TAN F AQs Bmcirorscally osd B Wil Madro wd

frrcpatryg A w et bre
[

Go . Une TAP 0y oo
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o Fomd Transk

® Mockebaby Toanut
* Farwes Transk

Comay noon

® LA Dagh of Transtt

4. Select the “Select Products for Bulk Product Order” Link

ta p > Smart. Simple. Secure, “*W

What = TAP? Veedors

—— _

Fare Prodacen Wy Accourt  Custeres Gugeor  Engloyers

Batenoe feotaction

Wore TAF Worke
YWo Accepts TP

Farns & Dvscinrte

TAP FAGe
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Select the Provider that Contains the Product to be ordered. For K-12 Student TAP cards select “Metro
Student”. For Disabled TAP cards select “Metro Disabled”.

Arats = Fare Products LB —— Cusioea Seepad Srpicess

ai—
neiz-  Metro Studentao-oay Pass “

YoerFoce: S400 Opy Tkt Frice:

=

A7

Enter the Total Number of Products to be ordered

Arats T Fare Products My Azest CusiorarSueped Swplopes

o= Metro Student 20-Day B

Yoer Page: S50

N Pecous

oy — i Nt Frce Tois! —

viviviviviviviviviv

Helpful Hint: If you need to load fare for Student and Disabled TAP cards a separate order must be
placed for each product.

Page 10 of 22



7. Click on the Add Item Button (this will automatically take you to the shopping cart)

el n ape Tare Ponbate My b Lasecm banet Sretniom

8. If there are additional items on your shopping cart you should remove them by clicking on the trash can at
the end of the row. Click on the “My Account” Tab

Deter RRLLELE Averat

Oubor s ot e imarth of * Createt

Onder Trym Sageiw

Uy L Deterptnon Yool Poas ot Praen Lol [

a 2] Mot 00y 4 e 0o yan 2
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9. Select the appropriate link from the list. Depending on time of the month the links may be “Place Order
for Current Month” and/or “Place Order for Next Month”. (For additional assistance see also “When to
Place Orders” on page 22.)

it le TAKT Fore Procucts My Account Cusiomes Supnort Employers

Batance Prolechon ¥ My Orders
How TAF Woeks My Hel Recuests

Vo Accepts TAP My Prosss

Fares & Dacounts
TAP FAGS _

C Bulk Card Order

e 0% Fir O e e This option is only available from
; . the 1% to the 10™. Fare will be
P [/ SINTes etae available in the current month.

My Ecgroyee Cards

Employes Approvw

Employes Reguests

=N . This option is always available.
LIk New Srrgioen wih Card . . .
Fare will be available in the

[« Placa Oyser For Nad lel.){— upcoming month.

10. Select the purchase order. Once the check mark appears click on the “Save” Button.
You do not have to enter a purchase order number. Simply select the purchase order that is available.
- 5

fom n TAFT i s Wy b amow Samut Pepien
_ -_ tebadil S up B Praa Cow stan " S -
= = -
Evabet v
. Gy e Caserpton Comrwrts Mol Price Tetut Cuiwle
Trizee Zamy
i P ’ 3

FO Avatava Baliece

FO San Do RO Egpoaton Dite

Tt Carte L H Mamtwr OF Sefncied Carte

Bl Product Over
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11. Click on the “Unselect All Card” button. “Number of Selected Cards” should be zero (0).

tap “  Smart, Simple. Secure.

What 2 TAPY Fren Froducts My Acconnt Custames Suppon Rrrpnymrs

Errployss Approvw Purchase Orger Selection

Emploves Procuct Reguest

[t auwry i Wonost Al urshmsscnies —
Lk New Errgdorses wth Cwedd

PO Reference Mumbier PO Start Date PO Expiratson Date PO Avallabile Batanco Setect this Purchase Ovider

Count Of Cardn

Murnbsor OF Sebected Catde:

Bulk Produet Ovder

TAP Candl lharties
_eeverLy TEST 5 Student 12 O1ED03SITOSS0H42 -
_) BEVERLY TEST 6% Student 12 0 B001 27050663
) everLy TEST 74 Student 12 0160031 708326054

12. Select the Participants to Receive the Selected Product

What 2 TAPY Fren Froducts My Acconnt Custames Suppon Errpnymrs

ot
Emploves Prockuct Regaest
Link Nrws Exrgdorpee woth Cwrdd

PO Reference Mumbers PO Start Date PO Expiratson Date PO Avallable Batanco Select thus Purchase Ovider

Count Of Cardn

Tots Carde: 3 Murnber OF Sebected Corde: 0

Bulk Produet Ovder

Flrst Hame Last Hame Fider Class TAP Cadl Ihanties Seleet This Card
_)eeverLy TEST 544 Student 12 D1ED035ITOS50842
] BEVERLY TEST 62 Student 12 016001 270506639
) eeverey TRST 754 Student 12 016001 708326064
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13. Click on the “Save” Button

ta P ¥ Smor Simple. Secure.

What 2 TAPY Fren Froducts My Account Custames Suppon Errpoyers

Errployss Approvw Purchase Order Selection

Emrployes Procuct Regueat

m m No Recoeas
Link New Errgdorges with Cwrdd

PO Reference Mumber PO Start Date PO Expiratson Date PO Avallable Batanco Select thus Purchase Ovider
Tots Cardde; 3 Murnber OF Sebected Conde: 0

Bulk Produet Ovder

Lanot Hame Fides Class TAP Candl lharties Seloet This Caurd
) eeverLy TEST S Student 12 01E0035370550842 =]
_] BEVERLY TEST 61 Student 12 016001 270506635 M
) eevery TEST 74 Student 12 0160031 708726054 @

ta p ;.. Smart. Simple. Secure.

Wi i TA9) Fare Froducts My Account Curtomer Sapyort Erphovers

AL R R

Face Oner Tor Curmant Mong
ek C Net Prlce Total Delete

a

Froom| Menter s

$48.00

Wy Engroyee Cardt
Erakrpwe Apgrirew Purchese Order Semecuwn

Foghoryms odad Regme!

L arwy Ervgsoyen wil Candl

PO futorencs Mumbes PO St bae PO Laple athony Dt e PO Avallabde Dabaiee Sebect thin Purctiane Ofdee

Count OF Caron

Hhunbies OF Selested Cadol

Btk Produet Of des

oot e Last lhime ot Clann TAP Cool e Solwet This Carel
) seveRy TEST S Student 12 01 HO0ASITOSE0 ) ¥
] sEvERLY TEST g Student 12 01 6001 2700506230 7l

Helpful Hint: You can also use the “Select All” feature to select all your students.
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14. Click on the “Proceed to Shopping Cart” button on the bottom right of page

15. Validate the Month of Order, Product Quantity, and Total Shopping Cart Cost

t b | p - Smart, Simple. Secure,

VA s TAM Faonmotan My Accmine Curtnees Ougyan Emgroynis

Mo Tont Accourd

viler m 6 Arcoin
O tlme b For e inoneh wh |
Dviler Typwi o e “Cromon ALLTA IR

=3 s
Oty Mo Boaciiption o wtiom Bare Youu Price Vet Py e Yo Helote
@ B CAC Mun Pass #F M G01 Y $24.00 $24.00 $48.00 a
Metro 30Dav St
Tl Filew M100 0

| Contmus Sopma | trowty Cort | Chost 04 |

L L )

Last amie LUELR LT Car it Mirvilins
0100031 7007 0004

01800 08NN 2

16. Click on the “Checkout” Button to Place Order (You can leave items in your shopping cart for up to 30
days)

Order Employee Detaiis

1. 2012

" T st Hame L
G0N 7RSI 26064

DVECO353T0650042

17. Click on the “Confirm Order” button. If your order was placed correctly you will see a confirmation page.

t a p - Smart. Simple. Socure.

ok is TAMY Fore rodcty My Account Cumtomers Sopoort Ewployers

Order Surmimeny

» 3 - el l iiii ' Yot
Ploase click on thves pefidor button to complete the order,

Fazsea loeded an the Inlemel are avallabie at Metmo Rai and Qrange Line validators wittun 12 hours of purohase
Passea may nol be avallable on Melro bus fareboxes for up 10 48 howrs. Tap v 8 valdator or Tarabox I
IGad the pass and vahdale he nae

Credit Card:

Croim Canil

Order Summary:

DA 13621249
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To Remove a Student from your account

1. If you already signed in proceed to Step 3. Go to www.taptogo.net and click “Sign In”

Fow TAP Warss W Acoepts TAZ=  Fares A Dwcounts

=

SR WO At SOl Sverpard 12 BOovng tu TAF (Traret
rars Para) LA Sounty's cew tew pavpmart yaben

Wade 2ot § paan © et it TAZ cwrd & w0 mportert
rrovason for LA Courty transt noees  The urstee pamatx
Card CONtands & Smart Chp thaf MOWS you t2 Cuy e
Shertorat oy et Mulr( piasts paricoelng regire il o
et rw pasaer sectionc cash @ ey Serheicn of the
Feee N ey wirds, TAP Recones yog “Yarat fare salef” .

NOMING YOUF RacaeT SN0 T3AN, NG Mares 1 the saact
A Al AU APd B TR AN AL Bk PRl

RECULAR

2. Enter your log in information and click “Ok”

ta p ¢ Smart. Simple, Secure.

What e TAP?  Faefoduts Wy Accout  Custofes Sugpod  Bmgloyes  Yerdors

VO e AbOUR LD IRl & Se0re s 01 i web ste Please erter your Lser 1D and password
WO e & Nl US| yOuU G ragieter 10 Lt T8 e by Ak tha New Liser el ety
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3. To access your account information click on “My Account”

ta p > Smart, Simpls. Sacure.

Wit is TAP Y Fae Ivoducts

Saeree Mideoson
twrw TAP Works

Yo Accepts TAR
Faros A Docats

TAPFAQs

¥ Get startod with TA®

Nerw (0 TAPT Mo prubbern. Dt hes
it pratchans pour TAD csnid el
whoctioronty el | vl Netro el
Idcioalng o Hanst e
(e

3’ Pratect yourr halance

Taxe & o O your TAP conif
WD (U " gy
0 1% 0 Quck arvt ons v in
aregad ying purct

Ge L

U TAF bontary v

Metro

Citver Coy Bus
CHy of Sarts Chetn
Atuicge Videy Tia
MAhorky

» Fooma Transt

o Morfebebo Transh
o Mrvwsh Tranae

Cateng soon
o Gudena Traned

4. Click on “Enrolled Members”

ta p - Smart, Simple. Secure,

Vbl TANT e Promucts My Avesn

Dsbsnon Protmehon
How TAP Vet

Vo Accapts AN
Foves & Dboourty

TAPF FAGs

My Ot s

My g Nepmats

I T
‘ s Cowrir Qv

My Dredryns Cuthy

Crvgmoven Apronm
Oraoven Nogmaty

Lk Now Begsoron witn Canil
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5. Select the Participant and Click “Remove Contact”.

My Cyders m
My Hoks) Popmats o
My Protee Address
Tain Woark Work
Fust  Msddle Last Bl Pheane Postal
Mame  Mame  ame T Asdess Ok TV State Countiy o, R T (S
My TAF Card tnformation Erter
Addioss)
(213 42g. Deveiylen.  TOTLSWRE
>  BEVERLY TEsSTS G'IS‘ T woodardgbacs- BLVD. SUmTE ANGELES A USA o ? Actve
Z ne com 155034 ey
B Cordd Ortien ~a ap  DOVEMY bel- r—-
Orvm.-.' Teste 2 'q“," - woossraghacs- ;"‘,""""" an Nuys CA usa 1408 Active
Fiace et of Nest Mo 159 hgocad Ve 1
Pince Order For Carrend : (209) 430. DFTOTY M- 107 Miskin i
BEVERLY TEST? woodsdidace. Bivd Sute cA usa o7 Active
Maonth 6151 » : Angstes
ne.com 155044
My Enployss Corde 213y 430. DEeriyled TO7 YWastwe ios
> BEVERLY ARG '('“_‘ " woodkdiece. BhiSle oo CA SA 0007 Actton
Ertphomn Approvel o e LOM 1550 3] Angas
Lmployss Prockct Neguest
Lirdk Newr Ergidoyen with Card
v

6. Participant will be removed from the Account.

The account administrator’s name will show under “Enrolled Members”. DO NOT remove

the account administrator. Removing the account administrator will disable your ability to

load fare.
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Administrator and Provider Display Reports

A variety of reports will be available for providers to review the list of their registered participants or
to review the status of a current order. Shown below are samples of the various reports available.

Current Participant List

A complete list of the participants registered.

My Account > Enrolled Members

Sroot
Atrnne
Main Waork Work
L Mt Lost Timae (Muann Pwatal Conttact sty Eapote wtion
L Coy  Shelw  Conart P Pne Matus
[ Mawrin Nasnre Adduas Chek td Cande Type (I Uatn
" Ervtor ~ (]
Addrass)
13 a3 Dty s TS
>  BEVERLY TEST 4 -.|~| T wnodai@ecs BLYD SNTE An'ul CA LA woy Acdew AP
< e cin 1650 o
z = (13 gap. BOvety A 10T WasHRE | =
»  BEVERLY TESTS P wocoMaecs- BLVD STE aonss O LEA a0y Ao TAS
. "o oon 1900 Vo
o ama  BOTEY e M
"y . X 2]
»  pEVIRLY m°sTe "'&" - w00 M0 ",;"'5"' Yan Miys CA s s A Dot AN 0o
o oon
o w1 as, PO A T Wesha Los
> pEvEmLY 1L LE A " wosdaragpace. B Sdw P cA USA wory Acmw nap
e com 1o s
a4 asg. Oy e T Washaw .
 BEVERLY 1esr 8 "‘H;' T wocdwdecs- BredSute R CA LEA w0y Actew AP
3 rocn | 5500 i

My Employee Cards

Provides a complete list of the participants registered along with detailed information on each TAP
card.

My Account > My Employee Cards

Leat
Line Tum Last TAF Card -~ Tegistonod Auteloed LostSaoken - Mot Lost oy
Neme Narme Wambe t Eratsh . dul
¥ Proaduct TAF Card " Deto Subsidy Produe
] sevenLy  TesTou :':':" TAR 016001 2708606030 016001 2700606030 1120010 " " ™ $001
)2 sevemy TESTHNS 3‘.‘“'”‘ OVE00NAIT6E0  OV600CB26TA21656 1 2MES 1 A0 e e L anu
o mevemy esragg ":""“ MO0 TOWINEIS 1 SI0N 7O Baroy 11001 " r ™
! U
]¢ seveRLy TESTY A f‘:ll"" 0180001 THSE064 (160071 THSIN004 Lo " ™ o
o |
_] § BEVERLY TEET4L] TAP Qe O EO0GRITOSA0SE2  (BONIRITOSAISED 1 204ER TNLD0 RS e L e
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General Account Information

Provides account details.

My Account > My Account Details

My Help Requests E 1pd 1
Wy Frofie
e T
Ky Instibution Info I
Brcount Typs: Tap
Acoount Adminiskeior Banagement Fhone: Humber: gm
crot Onder List Ship Ta Street Address=Tzst =]
Ship Te Cie Gemanbran
Ship To Statez cA
Ship Ta Zic 20611
Order History
Provides information on all orders placed.
My Account > My Orders
Wy iheninen Wy Oy
freesy RPN
Ordes # = e TeR
ch"m por ¥ L 17120 Moot Aases
Ay nsimuton by \ P2 % 1) SR 00 Fratuct Aens

NI 20 Posuc et
§1.400 0C Proouct Aeees
11 488 00 P Aeee
31430 00 Pyoat Aawesr
1140000 Mtz Aseed
$1LA08 00 Pramact Scee

1100 Meaaa Acoes

17202 20 Frocuct Acses
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When to place orders (additional information)
From the 1% to the 10" you have two options: “Place Order For Current Month”
and “Place Order For Next Month”.

inat ie TART Foare Producta My Account Cusiomes Support Employers

Batance Prolechon - My Ordars

How TAP Works é My Helo Reauests
Ve Accopts TAP { My Prosis

Fares & Dlacounts

- Bl Card Order
Q& Place Ortter Fir Ourrent Mont) <« @ee— SEIECF this option if fare is to be
Y used in the current month.

— Enroled Mermbers

My Ecgroyee Cards
Employes Approvw

Employes Reguests

RER W EXpRvIE Wi Curd Select this option if you are pre-
PASCH 056 FOr Nl MOr) <G ordering fare to be used in the
Upcoming Month.

From the 11" to the last day of month you can only load fare for the upcoming
month. You will not have the option to load fare for the current month.
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Frequently Asked Questions

Where do | send the applications?

Applications for students who qualify for District-provided public transportation should be submitted via school mail to
the Transportation Services Division. Each application should include verification of school enroliment.

Applications for students who do not qualify for District-provided public transportation should be sent to the address
on the application. Each application should include verification of school enrollment

What if a student claims their temporary TAP card was lost/stolen?
The Transportation Services Division will not replace a lost/stolen temporary TAP card. The students are responsible for
the cost of fare until they receive a permanent TAP card.

What if a student claims their permanent TAP card was lost/stolen?

Either the student or the account administrator must call the TAP customer service center (1-866-TAP-TOGO) to report
the card lost/stolen. The card will be canceled and a replacement card will be issued to the student. The student
/account administrator should verify the address where the replacement card will be sent. The student is responsible
for the cost of a replacement card.

When do | remove students from my account?
Students that no longer attend the school or no longer qualify for District-provided public transportation must be
removed from the account immediately.

What if a student has two or more permanent cards?

Either the student or the account administrator must call the TAP customer service center (1-866-TAP-TOGO) to verify
which card is current. The account administrator is responsible for ensuring that the correct TAP card, based on the 16
digit card number on the back of the card, is added to the account.

A student claims that their temporary TAP card does not work

Either the student or the account administrator must call the TAP customer service center (1-866-TAP-TOGO) to verify
that there is fare on the card. If the customer service representative finds that the card does not have fare call the
Transportation Services Division (213-580-2912).

A student claims that their permanent TAP card does not work
Either the student or the account administrator must call the TAP customer service center (1-866-TAP-TOGO) to verify
that there is fare on the card. If the permanent card is defective the TAP service center will replace the card.

| cannot add cards to my account.
The account administrator must call the TAP customer service center (1-866-TAP-TOGO) and ask for assistance with a
corporate account.

| accidently canceled a student’s card.
The account administrator must call the TAP customer service center (1-866-TAP-TOGO) and ask for assistance with a
corporate account.

| forgot my username/password.
The account administrator must call the TAP customer service center (1-866-TAP-TOGO) and ask for assistance with a
corporate account.
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