
Step by Step Guide: 

 

 

Complete the following fields to buy a Season Ticket.  You can find both your Payroll and Employee 
ID in Workday. Please note, depending on your tenure, your Payroll ID and Employee ID may be the 
same.  

Payroll ID: Go to Workday > click your profile picture (top right) > click View Profile >  select the 
Personal tab > click IDs > scroll to Other IDs and use the ADP File Number. If you do not have an 
ADP File Number in your profile, your Payroll ID will be the same as your Employee ID.  

Employee ID:  Go to Workday > click your profile picture (top right) > click View Profile and use the 
number found in parentheses beside your name (e.g. Sam Jones (12345)).   

Click ‘Buy Season Ticket’ when you are done.  



  

Complete the required fields. Please note that exclusive travel for the London Zones (the underground) is not 
permitted. 

Click ‘Find Tickets’ once complete.  



 

 

  

Trainline will show the available journeys for you. Select the journey that best suits your needs and 
please ensure you select an Annual Ticket.  

*Please do not select First Class Tickets. 



Please fill in the required fields. If you do not have a photocard you will need to get one. For this, 
please go to any over ground station with a passport size photograph and ask for a photo card.  



  

Please fill in the required fields. Use the drop down menu to select our office so that your travel 
card can be delivered straight to the office 

 



 

 

 

 

Review your order and then click ‘Place order securely now’. This will go to FIE Benefits for approval 
and you will receive a confirmation once approved.  

If you notice any mistakes, please contact FIE Benefits at ~Benefits Services as soon as possible for 
order cancellation. Orders that have been approved by FIE Benefits may incur a fee from Trainline 
depending on the cost of the ticket and how the original processing date.  


