
Participant Online UserGuide

Your guide to the CommuteEase  
online ordering platform.

Benefit options are subject to employer plan design.  
Transit information can be found on pages 3-6 and  
parking information can be found on pages 7-12.
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How to Access Your Account
You can access the online ordering platform by going to www.ebcflex.com  
and logging in as a participant.

How To:   Access Your CommuteEase  
Online Account

 1.  Go to www.ebcflex.com, click “Log In” and choose 
“Participants” A .

 2.  Log in with your Username and Password.  
To create an account, click “Register” B  and 
follow the instructions to activate your account.

 3.  Open the menu C .

 4. Click “Buy Transit/Parking Passes” D .

www.ebcflex.com Login Screen
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 Public Transportation and Vanpools
  Commuter Check Card Prepaid Mastercard  
for Transit®*: 

The most flexible way to pay for transit expenses is the 
Commuter Check Card for Transit. As a re-loadable commuter 
benefit card, you can link your Commuter Check Card to a 
Mobile App to pay for transit expenses. 

Your Commuter Check Card is accepted at Transit Agencies, 
like METRA, or at designated transit retail centers where only 
transit passes, tickets, fare cards, and vanpool passes are 
sold. The Commuter Check Card can be used at Fare Vending 
Machines nationwide, which saves you time in line and time 
locating a customer service desk or staffed sales area. The 
Commuter Check Card is also Rideshare Compatible so you 
can use it to pay for Lyft and Uber. 

You will receive one card which will be funded each benefit 
month without the need of a new card.

 Commuter Check Vouchers: 
Commuter Check Vouchers are bank checks which can be 
used to purchase transit passes, tickets, cards, or other fare 
media from transit providers and retail merchants, or to pay 
for vanpool fares. You can order multiple Commuter Checks 
with denominations that meet transit needs, while fully taking 
advantage of the pre-tax limit. Commuter Checks are valid for 15 
months, and are a great option for frequent or infrequent riders.

CommuteEase Transit Overview
 Fare Media: 

As a location-specific product, Fare Media provides you with 
various transit passes, tickets, and smart cards available to you 
for the specific geographic region that you commute in. Fare 
Media is offered by participating transit authorities across 
the nation and varies by greater metropolitan area. Upon 
entering your zip code, you will be presented with a list of 
transit authorities that serve that particular geographic region 
and will have access to a catalog of products offered by those 
transit authorities.

* The Commuter Check Prepaid Mastercard may only be used for qualified 
commuter benefit purchases in accordance with IRS Tax Code 132(f). 
No cash or ATM access. This card may not be used everywhere Debit 
Mastercard is accepted.  
 
The Commuter Check Prepaid Mastercard is issued by The Bancorp Bank 
pursuant to license by Mastercard International Incorporated. The Bancorp 
Bank; Member FDIC. Mastercard is a registered trademark, and the circles 
design is a trademark of Mastercard International Incorporated.
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 Transit Orders for Train, Bus, and Ferry
 1.  Connect to the online ordering platform by logging into 

your account at www.ebcflex.com, opening the menu 
A  and selecting “Buy Transit/Parking Passes” B :

 2.  Select “Place an Order” C  in the menu, then choose 
the option that best fits how you commute to work 
and click “Next”. 

 3.  Enter your home and work zip codes D , then click 
“Next.” The results show you the most popular types 
of transit orders for others in your zip code, but you 
may also look up by specific transit authority using the 
search feature:

My Account Assistant – HomepageOpen Menu

D

A
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 4. Select your Transit Product E .

   If you need additional information when choosing 
your product, click the “Local Transit Authorities” tab 
and select “Transit Authority Information” for specific 
transit authority information.

 5. Enter “Your Order Details” F .

   The Recurring Order feature G  allows for orders to 
be automatically re-created on a monthly basis. To 
set up recurring orders, answer “Yes” for the question 
“Automatically place this order each month?”. If you 
would like to skip certain months, answer “Yes” to for 
the question “Are there any months you do not need 
this order?” and then uncheck the months in which 
you do not need an order and then click “Next”. If you 
do not choose to have a recurring order, you will have 
to come back each month and place your order by the 
tenth of each month. 

 6.  Click “Back to Continue Shopping” if you would like to 
add more products or click “Proceed to Checkout.”

 7.  To complete your order, you will have to verify your 
delivery address before you can finalize your order.

 8.  Review your order and make any necessary changes.  
If everything is correct, click “Place Order.”

Tip: As this is a twelve-month revolving calendar feature, your 
order will automatically be renewed every year, even if you 
select “No” to the “Automatically place this order each month” 
question.

F

G

E



CommuteEase | Participant Online User Guide 6

 Transit Orders for Vanpools
To order your TA Voucher/Vanpool: 

 1.  Select “Place an Order” in the menu.

 2.  Click on “Vanpool” and follow the same directions as 
you would for a transit order.

 3. Select Commuter Check Voucher A

 4.  Enter the dollar amount B  that you want the 
vouchers to be in.

 5.  Enter the quantity amount (how many vouchers you 
want to receive in the dollar amount that you entered).

Tip: There is no need to enter dollar signs when entering the 
dollar amount.

A

B
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 Parking
 Monthly Direct Pay: 

This convenient solution has your parking expenses paid 
directly on your behalf each month. After entering your 
parking provider data and other information about your 
existing monthly parking arrangement, Monthly Direct Pay 
is set up to directly pay  your parking expense from your 
CommuteEase account.

 Commuter Check for Parking Vouchers: 
These vouchers are bank checks, used to pay work-related 
parking expenses (daily, weekly, monthly, etc.). Commuter 
Check Vouchers for parking are made payable directly to 
parking providers so that you simply have to provide the 
voucher as your check payment for any parking expense.

Commuter Check for Parking Vouchers may be used to 
purchase one or more types of parking, and you can order 
as many vouchers as needed for multiple parking providers. 
More than one check can be used at a time, however, change 
will not be given by the parking provider.

These vouchers come in flexible denominations and are valid 
for 15 months.

 Commuter Check Prepaid Mastercard for Parking*: 
This pre-paid debit card solution offers the functionality of a 
voucher with the convenience of a re-loadable, personalized, 
debit card for use at parking facilities nationwide. No receipts 
are necessary with this solution. You will receive one card 
which will be funded each benefit month without the need of 
a new card. 

 Parking Cash Reimbursement: 
You will elect a monthly amount to be set aside from your 
paycheck into a pre-tax spending account. Once you have 
incurred out-of-pocket qualified parking expenses, you will 
complete a claim form and submit the form along with 
receipts, if applicable, for reimbursement.

* The Commuter Check Prepaid Mastercard may only be used for qualified 
commuter benefit purchases in accordance with IRS Tax Code 132(f). 
No cash or ATM access. This card may not be used everywhere Debit 
Mastercard is accepted.  
 
The Commuter Check Prepaid Mastercard is issued by The Bancorp Bank 
pursuant to license by Mastercard International Incorporated. The Bancorp 
Bank; Member FDIC. Mastercard is a registered trademark, and the circles 
design is a trademark of Mastercard International Incorporated.

CommuteEase Parking Overview
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 Direct Pay Parking Orders
IMPORTANT: You must have an existing relationship with a 
parking provider in order to use this option. 

 1.  Select “Place an Order” in the menu, then choose 
“Park” A  and click “Next.”

 2. Enter your home and work zip codes, then click “Next.”

 3.  Select “I Have an Account with a Provider” B  and then 
select “Monthly Direct Pay” C .

 4. Search for your parking provider D .

 5.  Select your parking provider from the search results 
list E . You are selecting the payment address – not 
where you park your car. These two addresses may be 
different.

 6.  Enter the amount to be paid to your parking provider 
and your account number F .

 7. Check the acknowledgement box.

 8.  Click “Next” to review your order and proceed to 
checkout or continue ordering other products. 

Tip: If you do not have an account number, please enter your 
last name. 
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 Don’t See Your Parking Provider?
If you are unable to locate your parking provider, after 
selecting Direct Pay, click “Don’t See Your Provider? Click Here 
to Add Your Provider” and complete the form.

 What happens after I complete my order? 
Employee Benefits Corporation works to verify the accuracy 
of your submitted information by contacting the parking 
provider and using the contact information you provide. If the 
parking provider’s payment details are confirmed as accurate, 
your payment is sent directly to the parking provider.

If we cannot find your parking provider or if the information 
you provide is inaccurate, then your parking payment is mailed 
to your home address on file in the form of a Commuter Check 
for Parking made payable to the parking provider that you 
provided us. In this case, you are responsible for delivering this 
check to your parking provider. You will be notified via email 
regarding the status of your order at the time of fulfillment, 
around the 23rd of the month.

Please verify your email address in the “My Account” section 
after you complete your order.
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 Commuter Check for Parking
Please check with your parking vendor to make sure that they 
accept checks as payment for parking.

 1.  Select “Place an Order” in the left-hand navigation pane.

 2. Select “Park” A .

 3. Click “Next.”

 4. Enter your home and work zip codes, and click “Next.”

 5.  Select “I Have an Account with a Provider” B  and 
then select “Commuter Check for Parking” C .

 6.  Enter your order details, including the amount of the 
check D , the quantity, and the payee. If you are using 
Commuter Checks to pay multiple vendors, you need 
to add a voucher and complete the required details for 
each vendor. 

 7.  Once you have filled in your order details, click “Next” 
to review your order and proceed to checkout or 
continue ordering other products

Tip: When entering the dollar amount, there is no need to 
enter the dollar sign. Just enter the dollar amount. 

A B
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 Parking Cash Reimbursement
A Cash Reimbursement order is a good choice if you are parking 
daily or your parking provider does not accept checks or third 
party payments. You simply keep all of your receipts for parking 
during the benefit month and submit them for reimbursement 
out of your pre-tax withholdings. If your provider accepts 
checks, you can avoid the reimbursement process by placing a 
Direct Pay or Parking Voucher order instead.

 1.  Select “Place an Order” in the menu.

 2. Then choose “Park” A  and click “Next.” 

 3. Enter your zip codes and click “Next.”

 4.  Select “I Pay Cash for Parking” B  and then select  
“Enroll in Cash Reimbursement” C .

 5.  Specify the dollar amount D , up to the allowed IRS 
dollar amount, that you want withheld from your payroll 
for reimbursable parking expenses.

 6.  Check the acknowledgement box and click “Next” to 
review your order and proceed to checkout or continue 
ordering other products.

A B
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 File for Parking Reimbursement 
When you are ready to file for reimbursement:

 1.  Select “Reimbursement” A  in the menu.

 2. Click “Parking” B .

 3. Click the “Start a Claim” button C .

 4.  Complete the claim information on the next screen,  
and click “Submit Claim” at the bottom.

A
B

C
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 Account Information
• My Account A
  In the “My Account” section, you can view your order 

history, adjustments/credits, a benefit overview, and view 
or make updates to your profile information.

• Support B
  This section provides answers to your common question. 

Click “FAQ’s” and type your question or a key word or 
phrase and browse the answers related to your question.

Important:

You also need to inform your employer of any address 
changes. Modifying your delivery address here will not update 
your employer’s records.

A

B

Managing Your Account
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 Editing or Deleting an Order
If you realize that you’ve made an error while placing an order, 
you have the ability to edit or delete the order even after you’ve 
placed it, as long as it is prior to 11:59 PM Eastern Standard 
Time on the ordering deadline. 

You can view your pending orders by clicking “Dashboard.”  
To edit an order:

 1. Click “Edit” A  on your pending order 

 2. Adjust any necessary details about the order.

 3. Click “Save Changes.”

To delete an order:
 4. Click “Delete” B  on your pending order.

 5.  Confirm your desire to delete the order by clicking 
“Delete” again on the pop-up box. 

 Editing or Deleting Recurring Options
You have the option to edit recurring orders on a one-time 
basis or to stop them entirely if you wish. You have the ability 
to edit a recurring order for the upcoming benefit month as 
long as it is prior to 11:59 PM Eastern Standard Time on the 
ordering deadline.

View your pending orders by clicking “Dashboard.”  
To edit a recurring order:

 1. Click “Edit” on your pending order.

 2.  Adjust any necessary details about the order,  
including any months you would like to skip.

 3. Click “Save Changes.” 

Note: Changing the recurring option to “No” does not delete 
a product from the cart. It only marks it as inactive for the 
next 12 months. After those 12 months are up, you will start 
receiving this product again. If you do not wish to ever receive 
this product again, it must be deleted entirely. 

To delete an order entirely, refer to steps 4 and 5 above.  
This effectively deletes your recurring order. 

A B
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 I Didn’t Receive My Pass!
 Create a Never Received Pass Claim

If you have not received your transit pass by the 1st of the month, 
let us know as quickly as possible by filing a claim online.

 1.  Select “My Account” in the menu, then choose  
“Order History" A .

 2.  In the “Order History” table, find the order for which you 
want to submit a claim  

 3.  Once you have identified the order that you did not 
receive, follow the instructions to report the pass as 
never received. 

 4.  If the option to submit a claim for a pass that was never 
received is not available, it may be because the product 
is not eligible for a refund or you may be outside your 
company’s refund policy timeframe..

Tip: You will need to provide receipts showing out-of-pocket 
expenses, and we must receive the claim before 11:59 ET on 
the 10th of the benefit month in order for your claim to be 
accepted.

If your claim is approved, refunds are issued every Friday 
following the 10th of the benefit month and sent via First Class 
mail. If it is denied, we will send you an email with the reason 
for denial. Contact Employee Benefits Corporation if you wish 
to pursue the matter further. 

A
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