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ACCESSING TRANSHARE APPLICATION THROUGH AMS/EWITS 
 

IF YOU HAVE DIFFICULTY WITH ANY STEP IN THIS PROCEDURE, PLEASE CALL THE ONE-DHHS 

CONTACT CENTER AT 1-888-663-3447, OPTION 5 
 
 
1 If you are not already at the AMS Home Page, navigate in your web browser to the following 

site: https://iam.hhs.gov/ams. If you are logged in to EWITS through AMS, please proceed to 
Step 6 below. 
 

Figure 1 AMS Login Screen 

 
 
 

2 Login to AMS. (Questions regarding your AMS account can be directed to 

HHSIdentityEAMPMO@hhs.gov.) 
 
3 After you click <Login> your AMS Home Page will display. 

 
4 Click <EWITS User> from the list on the left-hand side of the page to access the EWITS 

Webpage. 
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Figure 2 AMS User Link 
Screen

 
 
5 Non-Parklawn Building users, go to step 7 now.  

For Parklawn Building users, the EWITS Home Page will appear. 
 

Figure 3 EWITS Home Page 
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6 Click the APPLY FOR TRANSHARE button as shown above or select the TRANSHARE 

Module located in the upper right of the screen as shown below: 
 

Figure 4 EWITS Transhare Option Screen 

 
 

7 The Transhare screen below will display: 

 
Figure 5 EWITS Transhare Screen 
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8 Click the APPLY FOR TRANSAHRE button. This APPLY FOR TRANSHARE button is shown 
circled below: 
 

Figure 6 Apply for Transhare 

 
 
 
9 The PSC Transhare Application displays as shown below: 
 

Figure 7 Transhare Application Form 
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10 Select the button under PURPOSE which applies to the type of application you are 
submitting. Example shown below: 
 

Figure 8 Transhare Application Type 

 
 
11 If necessary, edit the following personal information: 

• Government Email Address 
• Office Phone 
• Building 
• Room 
• Home Address 

 
*Note: The Sub Agency/Division or Center cannot be modified. If this is incorrect, please contact 
the ONE-DHHS Contact Center to request a change before submitting an application. 

 
12 Select EDIT WORKSHEET as shown circled below: 
 

Figure 9 Transhare Application Form 
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13 The PSC Transhare Program Mass Transit Expense Worksheet displays as shown below: 

 
Figure 10 Transhare Application Worksheet 

 
*Note: This section allows the customer to enter multiple modes of transportation (for example 
bus, metro, and/or carpool) in their Transhare application. The customer can enter a daily, 
weekly and monthly cost of various travel methods. However, customers may only apply for 
either the Transhare or Parking program.  
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14 Select the TRAVEL METHOD from the drop down menu as shown below: 
 

Figure 11 Travel Method Selection 

 
*Note: Parking is not included and should not be included on this application. 
 
15 Enter in the NAME OF THE COMPANY and either DAILY COST, WEEKLY PASS COST or 
MONTHLY PASS COST. Below is an example of a DAILY COST using WMATA Metrorail: 
 

Figure 12 Name of Transit Company and Cost Computation 

 
*Note: Only one cost should be entered. If more than one cost is entered, the following pop-up 
message will appear: 
 

Figure 13 Cost Entry Error Display 
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16 Repeat Steps 25 & 26 above for each row until all modes of Transportation have been 

included. 
 
17 Select your work schedule from the DAILY COST CONVERSION drop-down menu. 

 
Figure 14 Daily Cost Conversion Chart 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
18 Review the entire Application including the  
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TOTAL MONTHLY MASS TRANSIT COMMUTING COSTS ROUNDED TO THE NEAREST 
DOLLAR. in the bottom right as shown circled below: 
 

Figure 15 Total Monthly Mass Transit Commuting Costs 

*Note: Your monthly maximum reimbursable cost is displayed in red in the bottom left of the 
screen. If you enter Transit expenses that exceed this amount, you will see a pop-up message 
like the following: 
 

Figure 16 Error Message - Expenses Too High 
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19 After reviewing the worksheet, click on the BACK TO APPLICATION button as shown below 

with the red arrow: 
 

Figure 17 Application Worksheet Completion 

 
 
*Note: If you do not include the NAME OF COMPANY for one or more modes of transportation, 
the following pop-up message will appear indicating that it is required: 
 

Figure 18 Error Message - No Company Name 
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20 The Transhare Application will display as shown below: 
 

Figure 19 Transhare Application Form 
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21 If necessary, you can change the Supervisor by clicking on the CHANGE SUPERVISOR 

button shown below. If your Supervisor is correct, you may skip to Step 37. 
 

Figure 20 Transhare Application - Change Supervisor 

 
 
22 Type in the Supervisor’s last name and matching results will appear highlighted in blue as 
shown in the screen shot below: 
 

Figure 21 Search Supervisor 

 
 
23 Select the correct Supervisor’s name and click the OK button as shown below: 
 

Figure 22 Select Searched Supervisor 
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24 The newly added Supervisor’s name will now appear on the Transhare Application as shown 

below with the red arrow: 
 

Figure 23 Transhare Application w/ Supervisor 
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25 Review the completed application and click the SUBMIT button as shown circled below: 
 

Figure 24 Transhare Application – Submit 

 
*Note: If you do not select a Supervisor then the pop-up message below will appear. Click OK 
and return to Step 33. 
 

Figure 25 Error Message - Select Supervisor 

 
 
 
 
 
 
 
 
26 You will see the screen below after the SUBMIT button has been clicked. The Transhare 

Application that was just submitted will appear under TRACK PENDING APPLICATIONS as 
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shown below by the red arrow. If your submitted Transhare application does not appear, click on 
the refresh icon. 
 

Figure 26 Transhare Application – Track pending Application 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
27 Log Out by clicking the LOG OUT button in the upper right of the screen as shown circled 

below: 
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Figure 27 Transhare Application - Log Out 

 
 
28 When the dialog box below displays, click OK to completely log out of the EWITS application. 
 

Figure 28 Transhare Application Log Out – Confirmation 

 
 
29 You may now close your browser. Your application is electronically routed to the parties 
responsible for review and approval. If at any point your application is rejected, it will be 
returned to you with comments. If approved, the PSC Transhare Coordinator will send you an 
email informing you of your approval for Transhare benefits. The email will contain information 
related to the increase or decrease in benefits, if any, as well as information on how the benefits 
will be distributed. 


