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User Guide

Section 1: Introduction

1.1 What is the BlackCat Transit Management System?

Panther International, LLC is proud to offer the BlackCat Transit Management System (BCT), a grant
management system designed and developed specifically for use by the state Departments of
Transportation (DOT) and other key transportation industry organizations.

The BlackCat Transit Management System is a secure, web-based system that allows an entire grant
program to be automated and managed online. BCT will allow you to apply for funding through an online
grant application process and will provide an efficient way to report on your grant after funds are awarded.
In addition, the system allows users to track their budgets and request payments in one easily accessible
database. The system prevents duplication of data and ensures efficient tracking of progress throughout
the life cycle of a grant program for both the grantor and grantee.

1.2 This User Guide

This user guide was created to assist transit agency users, Metropolitan Planning Organizations (MPOs),
regional council members, DOT representatives, and other users with the efficient use of the BlackCat
Transit Management System. This guide will walk you through each step of the grant process, from
gaining access through reporting. We suggest utilizing this manual to help walk through each component
of the system while you complete the process. There are also video tutorials located in the resources
section of the system. Please refer to the resources section in this guide for further instruction on how to
access them.

If immediate technical help or support is needed, please call the BlackCat Support at 1-888-238-9707 or
select the “Contact Support” link at the bottom of each section within the system; this will create an email
for you to document the specific issue you are experiencing. If you call and a representative does not
answer directly, please leave a message and your call will be returned in a timely manner. To assist our
team in providing the most helpful responses, please provide your name, the state you are calling from,
the agency you are representing, your contact information, and details about your question or issue you
are experiencing.

Note: Due to differences between internet browsers, your view may differ slightly from the view in the
screenshot utilized to create this manual. While internet browsers may cause a variation in look and feel,
all systems components should continue to function in all internet browsers.

Disclaimer: All screenshots in this guide are from our test site and while the names and data may be
familiar, the information is test information we have entered and is not accurate.
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Section 2: Getting Started

2.1 Access BlackCat Transit Management System

1) Locate the BlackCat Transit Management System login screen at widot.blackcattransit.com

2) Login to the BlackCat Transit Management System:
a. Enter your username
b. Enter your password
c. Select the Login button

BlackOCalt’

GRANT MANAGEMENT SYSTEN

Helpful Hint: If you do not have a username and password,
contact your DOT representative to be granted access to the
system.

Username: | |
Forgot your username?

Password: | |
Forgot your password?

Remember my Username

Login

':3 Powered by Panther Accessibility Info
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2.2 System Overview

1) Dashboard: After logging in, you will see the system dashboard. On the dashboard, you will have
quick access to information related to projects, applications, funding, invoices, etc.

BIackCgt

The Welcome Message will provide key
information about activities related to the

GRANT MANAGEMENT S¥

Dashboard

)

Dashboard system, including critical announcements
e or bulletins.
WELCOME MESSAGE Project Watch List
NEW APPLICATION PROCESS: ‘
The Office of Public Transportation is currently implementing a new grants management system that will

streamline applying for new funding as well as make required reporting for agencies in our programs much
easier, To that end, all agencies, new or returning, must request funding application materials by emailing the

Office of Public Transpertation at PTAPPS@ksdet.org. Your email should include what program or programs you The Project Watch Listis designed to

are applying to, the full legal name of your organization, the full name, title and contact information for your . N

agency’s primary representative, including email and phone. Please indude the name, title, email address, and a//ow easy qu,ck access to projects that
i

phone number of any other agency representatives that will require system training

Once you receive your application packet via email from the Office of Public Transportation, please fill it out at you a % ack.
your convenience, and then hold on to it - DO NOT SEND YOUR APPLICATION BACK TO KDOT. You will need

the information you compile in your packet to complete your application online

The Office of Public Transportation at KDOT understands that the process for applying for funding is very
different this year, and as such we have extended the deadline for application submission to December 16,
2015. The CTD and KDOT contact lists will remain available on the website. The applications will be ranked by
the KCTDC in January 2016. After the application ranking by the KCTDC, KDOT staff will use the selection
criteria in their evaluation of the applications. It should be noted that all items on the application must be

completed. Points will be deducted in the ranking process for missing or incomplete information. The Submitted Grant Application
All applications must be received to KDOT online by 3:00 p.m. on Wednesday, December 16, 2015. H H H
okl el ratgcle b oo i - il et ot v i NS displays the grant applications that have

Public Transportation Manager Josh Powers at (785) 296-4907 or at joshuap@ksdot.org

been submitted by your organization.

Submitted Grant Application

There are no submitted grant applications. Please visit the applicatio

BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

-~
( Powered by Panther
- Powered by Panther

2) The system is sub-divided into several components:
o Dashboard

Projects

Applications

Organizations

Resources

Reports

Contracts

O O O O O O

Access for these components is provided through tabs across the top of the system
(more detail will be provided on each component throughout this guide)

Dashbeard
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1) User specific features are located in the upper right corner of the screen

User - My Account | Logout | Help

My Account:

If any changes are made within your account, select the Save button

BlackCat sy - ot
Dashboard Edit Account
Dashboard
Edit User
Dashbo User Name allen
Password
WELCOMI
- ODD{ Confirm Password -
Public el The My Account feature allows the user
Tosccompl | | Prefix = to change certain profile information
o NI including first name, last name, phone
| == number, email address, and password.
e | Middle Initial
== 1. Once a username has been created, it
ey | cannot be changed.

Assurance |
Assistance Suffix
recipient an

Job Title

Reviewer O
Submittel

Save

Logout and Help:

Logout can be used to properly exit the
system and end your session.

User - My Account | Logout | Help

Help will download a PDF copy of this
user guide.

1) Support for the BlackCat Transit Management System is available on the lower right side of
each screen once you are inside the system
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BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

BlackCat Support Phone Number:
Located at the bottom right corner and should be used to request technical assistance.

Accessibility Info:
Provides information for those users needing accessibility assistance.

Contact Support:
Allows a user to submit questions, concerns, ideas or other information directly to the BlackCat Support
Team or directly wi_transit@blackcatsupport.com

Section 3: Organization Management

The Organization section includes data about your agency, including addresses, contacts, key company
information, users, financial data, inventories, and a calendar.

3.1 Editing Organization Details
1) Select the Organizations tab

WYSS I Projects | Applications Oroanizations "Resources  Reports  Contracts

2) Select Edit

Organization Information

City of Beloit
1225 Willowbrook Road, Beloit, WI 53511 Main Contact: Larry Artf, City Manager
Main: (608) 364-6616 Fax: (B08) 364-2871 Email: arfti@ci.beloit.wi.us

Website: www.beloittransit.com

Edit

3) Edit the fields you would like to update
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Organization Details
Legal Name
Acronym/DBA

Address

Mailing address if different

Primary Contact

Main Phone Number
Alternate Phone Number
Fax Number

Main Contact Email

Website

RPC Jurisdiction

Urbanized Area

Counties Served

Municipalities

Tier

Agency Type

City of Beloit
Beloit Transit System
1225 Willowbrook Road

Beloit

Larry Artf

(608) 364-6616

(608) 364-2871

www. beloittransit. com

Select One

Select One

Adams
Ashland

Barron

Bayfield

Rrown
Abbotsford city
Adams city
Adell village
Albany village

Alnnma ritv

Tier B v

Select One v

Wisconsin

¥ | 53511

BlackCat Transit_ WIDOT _User Guide _v3
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4) Select the Save button to ensure the information you entered is saved

Fares

Base
Youth/Students
Senior/Disabled

Comments

L Save J| Cancel

3.2 Manage Users

1) Select the Organizations tab

Dashboard ji Resources

2) Select Manage Users

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

BlackCat Transit_ WIDOT _User Guide _v3 Page 9



3) Select Manage Users list will now show

Manage Users

First Name Last Name
Select Ron Iwen
Select Lane Masoud

Helpful Hint: To add a user contact your DOT
representative. To Edit a user’s detail click Select.

3.3 Service Characteristics
This section is where Bus Schedules, Routes, Taxi Schedules and Provider Rates are provided and
maintained in the system.

1) Select the Organizations tab

Dashboard

2) Select Service Characteristics

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

BlackCat Transit_ WIDOT _User Guide _v3 Page 10



3) Select the information to add, select Add New

Bus Schedules Taxi Schedules Provider Rates

Bus Schedules
Add Mew Schedule

Mo schedules have been created. Please click "Add New Schedule” to add a schedule.

Routes
Add Mew Route

There are no routes created. Please click "Add New Route” to add a route.

4) Name your Route

Manage Route

Route Number/Mame

Status Select One v
Service Type Select One v
Save

5) Select Status

Manage Route

Route Mumber/Mame

Status Select One ¥
Service Type Select One A\
Save

6) Select Service Type

Manage Route

Route Number/Mame

Status Select One v
Service Type Select One v
Save

BlackCat Transit_ WIDOT _User Guide _v3
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7) Select Save

Manage Route

Foute Mumber/Mame

Status Select One v
Service Type Select One v
Save

To Edit

1) Click Select

Routes
Add New Route

Route Number/Name Status Service Type Last Modified Date
Active Fixed Route 1/27/2017 1:26:36 PM

Select Delete  Smith Street

2) Make any needed changes and select Update

Manage Route

Route Number/Name Smith Street

Status Active ¥

Service Type Fixed Route v

Update

3.4 Providers

1) Select the Organizations tab

Dashboard

BlackCat Transit_ WIDOT _User Guide _v3 Page 12



2) Select Providers

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

3) The Provides will not be listed for your organization

Providers

| Add Mew |

There are no providers associated with this organization.

BlackCat Transit_ WIDOT _User Guide _v3
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4) Check the Providers that you use.

Choose a Provider

ProviderName Type ContactName

Abby Vans

Assist to Transport

Couleecap

Dor-Tran

FDS, Inc.

First Student

Foster Provider

Freedom Vans

Indianhead Community Action Agency
Kenosha Achievement Center
Milwaukee Transport Services
Namekagon Transit

Pat McGinty

Rapid Cab

Riteway Bus

Running Inc

Southwest Wisconsin Community Action Program (SWCAP)
Specialized Transportation Services
Sunshine House

Tom Westlund

Top Hat Inc.

Truck City Cab

Union Cab

Wheels of Independence

Wisconsin Automotive & Truck Education Association, Inc (WATEA)

| Save |

5) The Provers you have selected will now show on the Provider list

Providers
(add new)

Provider Name Type Contact Phone Email Last Modified
Remove Classic Cab 8/7/2014 4:09:09 PM
Remove Fall Taxi, Inc. 8/7/2014 3:59:41 PM
Remove Riteway Bus 8/7/2014 4:02:10 PM

3.5 Labor Analysis

1) Select the Organizations tab

Dashboard

2) Select Manage Users

BlackCat Transit_ WIDOT _User Guide _v3 Page 14



Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

3) The Labor Analysis will now display, fill out the information requested

Operator Wages Non Op Wages

501.01 - Operators Salaries and Wages

*Not required for systems operated by third-party vendors.

Position 2017 Rates 2018 Rates # of Emp Hrs for Transit Helpful Hint: Be sure to
complete all the

= appropriate fields.

Additional wages paid for overtime work: Save

4) Select Save

Operator Wages MNon Op Wages

501.01 - Operators Salaries and Wages

*Not required for systems operated by third-party vendors.

Position 2017 Rates 2018 Rates # of Emp Hrs for Transit

&dd

Additional wages paid for overtime work: Save

BlackCat Transit_ WIDOT _User Guide _v3 Page 15



3.6 Inventory Management

The Inventories section is used to manage vehicle data as well as statistical data created by the use of
the vehicle.

To View your organization’s vehicle inventory:

1) Select the Organizations tab

Dashboard rojects Organizations

2) Select Inventories

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

1) Select the Inventories section (This will take you to your Active Vehicle page)

Inventories

Inventory Vehicles ¥ | Export | Dispositions Transfers

Active Vehicles

Year VIN License Plate MFR Make/Model Status Disposition Eligible
Select 2006 1FDWE3SL46HAZ20841 387ZYE E350 Super Duty FORD Active o
Select 2001 2B6KB31Z21K543288 805ZYC Ram Van B3500 DoDG Active I

To Edit an Item in your inventory:

1) Press Select next to the appropriate Vehicle Record.

Inventories

Inventary Vehicles ¥ | Export Dispositions Transfers

Active Vehicles

Year VIN License Plate MFR Make/Model Status Disposition Eligible
Select J2006 1FDWE3SL46HAZ0841 387ZYE E330 Super Duty FORD Active ad
Select 2001 2B6KB31Z21K543288 805ZYC Ram Van B3500 ocobDG Active /%
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2) Only the sections highlighted in yellow can be updated. Once updated select Save

Save Cancel | [ Dispose

Vehicle Identification
Inventory ID

* VIN

License Plate
Registraticn Type
Funding

Lessee

DOT Lienholder?
Funding Source

Federal Grant #

Federal Grant # (Original)
Federal Share

State Share

Total Cost

Purchase Date

Delivery Date

Status and Use
Status

Status

Date In Service
Date Qut of Service
Useful Life End Date

Useful Life Mileage

Cycle (5310 only)

Asset Identification and Funding

144786
15GGE291641090917
66262

Gov v
Select One v

Select One v

Select One ¥

WI-03-0084; WI-90-X36]
$224,213.22

£280,266.53
12/31/2004 B
12/31/2004 B

Active

12/28/2016
0

Vehicle Inventory Data
Vehicle Data

CE B

Helpful Hint: If you need the mileage

edited, you must contact BCG
support for assistance.

BlackCat Transit_ WIDOT _User Guide _v3
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To Export Your Vehicle Inventory to Excel:

1) Select the Export button on the Active Vehicle Listing page

re

3.7 Calendar Management

Inventories
Inventory | Vehicles v \Add New| Export Dispositions | Transfers
Vehicles
Status VIN s vehicles (2) - Excel Sign in
Select B L Home Insert Pagelayout Formulas Data Review View ACROBAT Q Tellme gshare
Select  Active  1D4GP25REGBES|| L M X« K || DispositionMessage
K L M N (o] P Q R 5 T
1 |Inventory Current¥rl CurrentYri ProjectNuVendor  Mfr Model  VehicleYe VIN PT_Cod
Select  Active  1FBSS31S2IHBSI 5 | 73467 Allstar 10 passen, 2006 1D4GP24R Light-D
3 | 92877 Dodge 2007 1D4GP24R Other L
4| 87905 Dodge 2006 1D4GP25R Other L
Select  Active  1FBSS3BLBBDAY| g |a g5y 193151 Ford  E350Van 2001 1FBS5315: Other L
6 | 17787 Ford E350 Van 2011 1FBSS3BLE Other L
7| 23785 Ford 2009 1FDFE45S¢Light-D
Select  nactive 1FDWESOLEWHAS g | 26868
3 | 91229 Helpful Hint: An Excel export of your data
10 154338
select  Active  1GHDXO323D29 4 67660 will open. You can then either print of
12 15202
13 135 12301 save the document for future use.
Select  Active  1GIHG32I1V1097 14
vehicles (2) 4 3
Select  Spare SFNRL3H69ABOG4 Edit i ]
Duty Vehicles

The Calendar section provides a monthly calendar that your organization can use to track milestones and

specific dates associated with your funding requests.

To update your organization’s calendar:

1)

Select the Organizations tab

Dashboard

Applications

E—

2)

Select Calendar

BlackCat Transit_ WIDOT _User Guide _v3
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Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

1) To add an event, click on the date of the event you want to add

BlockCat

CITTIL]

B R ] orgnizations

Daskbaard = Orgamzaions » OIganTatsn Overy ikm

Global Events 0
[0 o] April 2016

Sun Man Tue Wed Thu Fri Sat

BlackCat Transit_ WIDOT _User Guide _v3 Page 19



1)  Fill out the Add New Event fields

BlackCat

e | Helpful Hint: All fields
e B et L should be updated as
needed.
: | sve | conce |

2) Select Save

Biack ot

Helpful Hint: Once added, it will appear on your calendar for
both you and your DOT representatives fo view
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3.8 Contact Management

This section provides the opportunity for an agency to identify the individuals responsible for various tasks
within the system. Please note you will have to contact DOT to add a new user to the system.

To view your organizations contact’s:

1) Select the Organizations tab

Dashboard

2) Select Contacts

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

To add a new contact:

1) Select the Add New button

Contact Listing

| add Mew |
Name Contact Information Contact Type(s)
Select | Delete Ron Iwen Phone: (262) 653-4290 - Director
Email: riwen@kenosha.org
Select | Delete Lane Massoud Phone: (262) 653-4250 - Transit Manager

Email: Jane.massoud@kenoshacountv.org

2) On the resulting Contact Details page, complete all the applicable fields
e Contact Type

Name

Title

Address

City, State, Zip

Phone, Cell,

Email

BlackCat Transit_ WIDOT _User Guide _v3 Page 21



Contact Details

Contact Type(s)

Program Type(s)
Salutation

First Name
Middle Initial
Last Mame
Suffix

Positicn Title
Address L
Addreszs 2

City

State

Zip

County

Primary Phane
Secondary Phaone
Primary Email
Secondary Emai

Notes

Coordinator Fizzal Contact
Director
Emergency Contact Mobility Manager

Finznce Manager Operations Manager
¥l 5307 5310 5311 #3520 25.21
Mz r

Lori

S

Curtis Luther

City Manager
100 State Street

Beloit

Wisconsin hd

5351

Ext Enter 10 digits no hyphens

Ext Enter 10 digits no hyphens

lutherli@beloitvi.gov

Fleet/Maintenance Supervisor

o
a3
-
Ln

1) Select Save

Save

Cancel

All Contacts added will then appear in the Contact Listing.

Payment Officer

Primary Contact

Helpful Hint: One or more
roles can be selected for each

rnntnrt

¥| Signatura Authority

Transit Manager

Helpful Hint: The new contact
is added to the list of contacts
for your organization.
Continue this exercise until you
have entered all the necessary
contacts for your organization.

Contact Listing

Hamie

Catherine Symaons

Contact Information
Phone: [612) B43-0090

Email: csymonsi@augustanacare.org

Contact Type(s)

BlackCat Transit_
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3.9 Reporting

This section will be utilized to create and submit all reports once your organization has been awarded
funds. We will go through this section in more detail in the following Section 4.

3.10 Certification Management

This section provides the opportunity for an agency to identify the individuals responsible for various tasks
within the system. Please note you will have to contact DOT to add a new user to the system.

To view your organizations contact’s:

1) Select the Organizations tab

Dashboard

2) Select Certification

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification
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3) The Certification and Expirations will display

2015 ¥

Save

Delete

Sawve

Certification of Review and Accuracy

I attest and certify that I have reviewed zll of the information listed and contzined within the Organization section that

relates to my organization. I further attest that I have edited, upleaded, or provided all of the required or requested informaticn
on behalf of my organization to the best of my zbility. I have reviewed the FTA Master Agreement, State Management Plan, and
other documents listed in the application instructions, all of which are available in the Global Resources section,

Cancel

Select One ¥

Select One ¥

Select One ¥

Select One ¥

Helpful Hint: You must complete
FiscalYear Created By Crestet ] certifications in order to be
2015 Michellz Gavin 11112 L. s
Soie E T eligible for grant opportunities.
2017 Michelle Gavin 2/13/2017 9:30:54 AM
2018 Michellz Gavin 4/11/2019 9:26:18 AM
2019 Michellz Gavin 4/11/2019 9:26:30 AM

Federal Funding Accountability and Transparency Act (FFATA) Certification

The 2006 Federal Funding Accountability and Transparency Act [FFATA) requires information on federal awards [including federal finzncizl
assistance and expenditures) to be made available to the public. Applicants zre not requested to attach 2 completed FFATA Report
document a2t this time, Howewver, any transit system that receives federal funding will be expected to complete 3 FRATA =t the time the
federal grant is awarded to WisDOT.

Select the calendar year for which you are applying for federal funds. Your agency is required to complete this section
each year to become eligible to submit and application.

Our arganization received 80 percent or mare of its annual gross revenues from Federzl procurement contraces [znd
subcontracts) 2nd Federal financial assistance subject to the Transparency Act, as defined at 2 CFR 170,320 (and
subawards).

Qur organization received $25,000,000 or more in annwal gress revenues from Federal procuremeant contracts [and
subcontracts), and Federzl financial assistance subject to the Transparency Act (and subawerds).

The public does NOT hawve access to infarmation about the compensation of the executives through periodic reports filed
under section 13{a) or 15(d) of the Securities Exchange &ct of 1924 (15 U.S.C. 78m{z), 78a(d]) or section 6104 of the
Internzl Revenue Code of 1986, (To determine if the public has access to the compensation information, se= the LS,
Security and Exchange Commission tetal compensation filings at http://wiww.sec.gov/answers/execomp. htm. ).

Cancel

2015
2016
2017
2013
201%

Delete FiscalYear EightyPercent TwentyFiveMillion PublicAccess Executives Created By Created

No Mo No Michelle Gavin  11/11/2014 12:02:01 PM
Mo Mo Mo Michelle Gavin 11/12/2015 £:28:49 PM
No Mo No Michelle Gavin  2/13/2017 9:30:01 AM
Mo Mo Mo Michelle Gavin 12/7/2047 12:53:25 PM
Mo Mo Mo Michelle Gavin 4/11/2019 9:27:0% AM

Section 4: Organization Reporting

After you have been awarded grant funds, reporting is a required step within the system. Submitting your
reports through the BlackCat Transit Management System allows you and the DOT to have easy
access to the same relevant information.
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4.1 Reporting Overview
There are 2 different reports:

1) Budget Report
2) Statistics Reports

You will create and submit all reports through the reporting section of the Organization component of the

system.
To Locate the Reporting Section:

1) Select the Organizations tab

Dashboard

2) Select the Reporting section

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Reporting

Certification

4.2 Creating a New Report

To Create a new report:
1) Select the Organizations Tab
2) Select the Reporting section
3) Select the Add button

Reporting
Report Year
Select Statistics 2016
Select Statistics 2016

Quarter
1

2

Status
Review Pending

Not Submitted

4) Select Type

Report

Type (Select One ¥
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5) Select Year
Report

Type | Statistics ¥

Year (Select One ¥

6) Select Quarter

Report
Type Statistics ¥
Year 2019 ¥

Quarter (Select One ¥

7) Select Save

Report
Type Stafisfics ¥
Year 2019 ¥

R ¥
Quarter G2

8) The report will now open and also be listed on the Reporting list

4.3 Completing and Submitting Reports

To Complete and Submit report:
1) Select the Organizations Tab
2) Select the Reporting section
3) Select the report you want to complete

Reporting
Report Year Quarter
Select Statistics 2016 1
Select Statistics 2016 2

Status
Review Pending

Not Submitted

BlackCat Transit_ WIDOT _User Guide _v3

Page 26



4) Select the Report Name

Report

Flezze complete each report below. When a repaort iz complete, plezss chedk the Completed chec
grayed checks on the page will turn green to indicate that = repert is dene. Once all reports have
allow the group of reports to be submitted,

Report Name Period Year Status

Fublic Transit Bus Operations 5 2019 Neot Submitted

Dialete Ance

5) Complete requested information

Save Cancel
Passenger Trips
Passenger Trips

Agency Fare Trips
Total Trips (Passenger Trips + Agency Fare) 0

Vehicle Miles

Vehicle Miles

Vehicle Hours

Helpful Hint: Be sure to

complete all the appropriate
fields.

Vehicle Hours

Revenue

Passenger Revenue:

Agency Fare Revenue:

Other Revenue

Total Revenue $0.00

Expenses

Total Operating Expenses: -

6) Select Save

Save Cancel
Passenger Trips

Passenger Trips
Agency Fare Trips
Total Trips (Passenger Trips + Agency Fare) 0
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When complete, Certify

Reporting Period

Year Period Status Ccompleted
2017 1 Not 1 certify that the cash disbursements shown have been made for the period indicated and that payment is
Submitted due and has not been previously requested. Checking the report as complete will disable your ability to

make edits to the data entered. Please only check this box if you are certain you have ne remaining changes
to make.

Cancel

Passenger Trips

Revenue Trips: Fixed Route

8) Select OK
All reporting sections must be marked as completed to be allowed to

submit.

Cancel

9) Select Save

Bus Operations

Reporting Period

Year Period Status Completed
2017 1 Not 1 certify that the cash disbursements shown have been made for the period indicated and that payment is
Submitted due and has not been previously requested. Checking the report as complete will disable your ability to
make edits to the data entered. Please only check this box if you are certain you have no remaining changes

to make.

Save Cancel

Passenger Trips

Revenue Trips: Fixed Route

10) The report section that has been completed will be indicated with a green checkmark
Report

Please complete each report below. When a report is complete, please check the Completed checkbox within the report and then save. The
grayed checks on the page will turn green to indicate that a report is done. Once all reports have green checkboxes, the Submit button will
allow the group of reports to be submitted.

Report Name

(&  Public Transit Bus Operations

Public Transit JARC

Public Transit Taxi Operations Helpful Hint: If there are mult’ple
Spedalized Transit (5310) Milestones reports select the next section and
Specialized Transit (5310) Vehicle Status fO/IOW the prior StepS Unﬁ/ a”

Specialized Transit Counties/Tribes Ridership

sections are completed.

Delete Cancel

BlackCat Transit_ WIDOT _User Guide _v3

Page 28



11) Once all sections have green checks the submit button will be available

Report

Please complete each report below. When a report is complete, please check the Completed checkbox within the report and then save. The
grayed checks on the page will turn green to indicate that a report is done. Once all reports have green checkboxes, the Submit button will
allow the group of reports to be submitted.

Report Name

"":4‘ Public Transit Bus Operations

@  Public Transit JARC

"":4‘ Public Transit Taxi Operations

'@‘ Specialized Transit (5310) Milestones

'@‘ Specialized Transit (5310) Vehicle Status

@  specialized Transit Counties/Tribes Ridership
Delete Cancel Submit

12) Select Submit

Report

Please complete each report below. When a report is complete, please check the Completed checkbox within the report and then save. The
grayed checks on the page will turn green to indicate that a report is done. Once all reports have green checkboxes, the Submit button will
allow the group of reports to be submitted.

Report Name

"":4‘ Public Transit Bus Operations

@  Ppublic Transit JARC

@  public Transit Texi Operations

'@‘ Specialized Transit (5310) Milestones

"":4‘ Spedialized Transit (5310) Vehicle Status

'@‘ Specialized Transit Counties/Tribes Ridership
Delete Cancel Submit

13) To verify your Report has been submitted, see the status on the Reporting tab

Reporting

Report Year Quarter Status

Select Statistics 2016 1 Review Pending

Select Statistics 2016 2 Not Submitted

4.4 DOT Report Approval

Your report will be reviewed and either marked as Approved or Returned:

e |If Approved, your report status will change from Review Pending to Approved and this

report is considered complete.

e If Returned, your DOT representative will send an email explaining what needs to be
modified in your report. At that point, make the required changes and Submit the report

again.

BlackCat Transit_ WIDOT _User Guide _v3

Page 29



Section 5: Application Opportunities, Creation and Submission

In the Application section, you will have access to all of your applications past, pending and any active
grant opportunities you may be eligible to apply for. This is the section where you will select the
opportunities you would like to apply for, create as well as complete the application and submission
process. Please note your grant applications may change in appearance from year to year. If you have
any questions regarding the content of the application, please contact your DOT representative

5.1 View Pending and New Grant Opportunities

1) Select the Applications tab

B’ackcat Michelle Gavin - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM i
Systemn Version 5.0.181

RN =KLl Helpful Hint: There will be two tabs on the Grant Opportunities page
(Pending and New). The Pending page lists all not submitted, active or past

applications. The New tab will list all current grant opportunities available to
Grant Opportunities you.

Grant Opportunities

Fending | New

Year Grant Status

2020 5310 CY2020 Application Mot Submitted
2019 2019 Public Transit Assistance Program (PTAP) Application Review Complete
2018 2018 Public Transit Assistance Program (PTAP) Review Complete
2017 2017 Public Transit Assistance Program Application (5307/5311/5339/85.20) Review Complete
2016 2016 Public Transit Assistance Program (PTAF) - 5311/5307/85.20/5339 Review Complete
2015 2015 Public Transit Assistance Pregram (5307/5311/5339/85.20) Review Complete

(3 Powered by panther BCG Support Center: 888-238-5707 | Accessibility Info | Contact Support

2) The Pending tab will display any applications that an organization is actively working on or that
have been previously submitted.

B’ackcat Michelle Gavin - My Account | Logout | Help

CRANT MANAGEMENT SYSTEM .
Systemn Version 5.0.181

" Dshboard | orjes ) Grganizations | Resources | Reporss | Contrazs
Helpful Hint: Status will indicate

. where an application is in the
Grant Opportunities
approval process
Grant Opportunities
Pending ) New

Year Grant Status

2020 5310 CY2020 Application Mot Submitted

2019 2019 Public Transit Assistance Program (PTAP) Application Review Complete

2018 2018 Public Transit Assistance Program (PTAP) Review Complete
2017 2017 Public Transit Assistance Program Application (5307/5311/5339/85.20) Review Complete

2016 2016 Public Transit Assistance Program (PTAP) - 5311/5307/85.20/5339 Review Complete
2015 2015 Public Transit Assistance Program (5307/5311/5335/85.20) Review Complete

(3 Powered by Panther BOG Support Center: 888-238-5707 | Ac ity Info | Contact Support
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3) To view new grant opportunities, select the New tab

- Michelle Gavin - My Account | Logout | Help
BlackCat

CRANT MANAGEMENT § -
System Version 5.0.181

Ll ] apications

Switch User
Michelle Gavin L

Grant Opportunities

Grant Opportunities

Pending ) New
Year Grant Status
2020 5310 CY2020 Application Mot Submitted
2019 2019 Public Transit Assistance Program (PTAP) Application Review Complete
View 2018 2018 Public Transit Assistance Program (PTAP) Review Complete

4) The details button will allow you to view more details about the grant opportunity (DOT website)
a. Select Details

~ Michelle Gavin - My Account | Logout | Help
BlackCat

GRANT MANAGEMENT §

System Version 5.0.181

m Applications mm
' Helpful Hint: Once an application deadline

date passes, the opportunity will no longer be
Grant Opportunities visible or accessible.

Grant Opportunities
Pending || Mew

5310 CY2020 Application

Detail I
Type: Federa Application Deadline: Frniday, August 16, 2019 etails [{2pply

(3 Bowered by anther BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

5.2 Applying for and Completing a Grant

There are two sections of the application that must be completed before an application can be submitted:

1. Applications Forms section (all must be green or blue, indicating completion)
2. Project Attachment section (all projects to be included must be attached)
a. All project (funding request) must be created and funded prior to being available to be
attached to the application. Please see Section 5 Projects on how to complete this
process
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The submit button is not active until both of these steps are completed. The submit button must be active
before you can submit an application.

1) To apply for a grant opportunity:
a. Select the Apply Button next to the grant

Agency User - My Account | Logout | Help

BlaockLCal

GRANT MANAGEMENT SYSTEM
System Version 5.0.0.0

___ e T Helpful Hint: After selecting Apply your

application will be created and automatically
open. To re- access your pending application(s),
select the Pending tab and select View.

Grant Opportunities

Grant Opportunities

Pending | New
Section 5311: Fermula Grants for Other than Urbanized Areas
i R g e Details || Apply
Type: Federal Application Deadline: Wednesday, December 16, 2015
Section 5310: Transportation for Elderly Persons and Persons with Disabilities REE
& 03 ai
Type: Federal Application Deadline: Wednesday, December 16, 2015 L pply

BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

(3 Pawered by Panther

b. Select the Pending tab

Agency User - My Account | Logout | Help

BIacngt 3

GRANT MANAGEMENT §
System Version 5.0.0.0

Bl ] ppications

Grant Opportunities

Grant Opportunities
pending))| New
Status

Review Complete

Year Grant
2016 Section 5311: Formula Grants for Other than Urbanized Areas

BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

(3 Powered by Panther

c. Select the View button to access the application

Agency User - My Account | Logout | Help

BIacngt 3

GRANT MANAGEMENT §
System Version 5.0.0.0

Bl ] Appications

Grant Opportunities

Grant Opportunities
pending | New
Status

Review Complete

Year Grant
2016 Section 5311: Formula Grants for Other than Urbanized Areas

BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

(3 Powered by Panther
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2) To complete your Application Forms
a. Select Download next to the first required document

Section 5311: Formula Grants for Other than Urbanized Areas (Section 5311)

S i . Details || Delete || Submit
Type: FTA Application Deadline: 12/16/2015 12:00:00 AM Status: Not Submitted t

Application Forms

Before you can submit this opportunity you would need to download and re-upload all necessary docf Helpful Hint: Your grant applications may

. change in appearance from year to year. If you
Download - Application Instructions . 0

TR T have any questions regarding the content of the
Dovinisad - General Informatien Pags application, please contact your DOT

Download - SECTION A - Board of Directors t t.

D nload - SECTION B - Identification of Needs represen a Ive

Download - SECTION C - Replacements, Expansion, or New Starts

Download - SECTION D - Utilization of Services Attach Upload

Downlgad - JECTION E - Coordination Efforts Attach Upload

Download - SECTION E - Vahicla Inventory Attach linload

b. The document will indicate that it is downloading,

Application Forms

Before you can submit this oppartunity you would need to download and re-upload all necessary df

Form

Download - General Information

Download - Service Provisions

Download - Vehicles
Download - Certifications

@  Download - Other Equipment Inventory (5311/5339 only)

@  Download - Required if Applicable

@  Download - Final Checklist

Optional Required Uploaded Required Incomplete

Projects

There are no projects attached to this grant opportunity.
Budgeted Matches
Budget

Documents

Active Documents

pm——

63611077578713...docx

c. Once that is complete, select (click) the document name, the file will now open in a new
window on your computer
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Application Forms

Before you can submit this opportunity you would need to download and re-

Form

Download - Application Instructions

upload all necessary documents.

Download - 5311 - 5339 Program @\ = B Arial - |+ 635816625244452692 o SECTION C - Replacements, Expansion, or New Starts|
® |p oad - General Information Pa Home Insert Page Layout References Mailings Review View Developer
® | Download - SECTION A - Board of 3 Arial 2 AT A Aav B iE - = Ee 5109 | sumnd
@ | Download - SECTION B - Identifica]| FPaste B|7 U -abe x, X* - A =4 1 Not|

ynload - SECTION C - Replacemfl| Clipboard

inload - SECTION D - Utilizatiof

oad - SECTION E - Coordin%
Download - SECTION F - Vehicle Inj
Download - SECTION F(a) - Other

Download - SECTION G - Accessibi

D load - SECTION H - Financial

Download - SECTION I - KDOT Col 1
Download - SECTION J - Local Cor}

Download - SECTION K - Capital Af

ynload - SECTION L - Operatin%

D oad - SECTION M - Administ

Download - SECTION N - Sustaina

ISECTION C — Replacements, Expansion, or New Starts

Helpful Hint: Once the document has opened

you are now working on your person computer
and outside of the BlackCat System.

For REPLACEMENT VEHICLE funding, give a detailed df
transportation service being provided. In the case of repl

sure to fully complete Section C, ltem 1 to indicate which

Also provide documentation of the need to replace the ve
mileage, age, and maintenance history). Vehicles being 1
minimum of 100,000 miles at time of application. Mileage]
waived if major and/or excessive maintenance problems 4
replacement vehicles you must include the following (atta

d. In order to fill out the docum

e select file

ent, you must save the file

Application Forms

Before you can submit this oppertunity you would need to download and re-

Form

Download - Application Instructions

uplead all necessary documents,

Download - 5311 - 5339 Program @\ =] 5 Arial ~ |+ 635816625244452692_o_SECTION C - Replacements, Expansion, or New Starts]
,6, Download - General Infermation Pal Home Insert Page Layout References Mailings Review View Developer
@ Download - SECTION A - Board of 1 D e 12 v A AT AaBb
@ Download - SECTION B - Identificsl | Paste [B] 7 U - abe x, x* - 1 Nor

Download - SECTION C - Replacer} Clipboard ra Font

Do'.-.'r\oadVSECTIOND—UtiIiZatio e A 1 2 0 g L 4 -

Download - SECTION E - Coordin%

ynload - SECTION F - Vehicle In|

D oad - SECTION F(a) - Other;
Download - SECTION G - Accessibi
Download - SECTION H - Financial

Download - SECTION I - KDOT Col

1

o] load - SECTION J - Local Cnr]
Download - SECTION K - Capital Af
Download - SECTION L - Operatin%
Download - SECTION M - Administi

Download - SECTION N - Sustaina

[SECTION C — Replacements, Expansion, or New Starts

For REPLACEMENT VEHICLE funding, give a detailed dd
transportation service being provided. In the case of repl

sure to fully complete Section C, Item 1 to indicate which

Also provide documentation of the need to replace the ve
mileage, age, and maintenance history). Vehicles being 1
minimum of 100,000 miles at time of application. Mileags]
waived if major and/or excessive maintenance problems 4
replacement vehicles you must include the following (atta
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Application Forms

Before you can submit this opportunity you would need to download and re-upload all necessary documents.

Form
Download - Application Instructions
Download - 5311 - 5339 Program @\ = B Arial - |+ 635816625244452692 o SECTION C - Replacements, Expansion, or New Starts|
@® | Download - General Information Py Home Insert Page Layout References Mailings Review View Developer
® | Download - SECTION A - Board of f)| |7 5% # |aria 12 v A A Aar | B EeiE 5009 | aamnd
@ | Download - SECTION B - Identificd| Paste _JJ‘ [B] 7 0 - abe % = 1= o
Download - SECTION C - Replacer} Clipboard ra Font x Paragraph 2
Do'.-.'r\oad-SECTIOND—UtiIizatio e
Download - SECTION E - Coordin% M
Download - SECTION F - Vehicle Infi (| -
Download - SECTION F(a) - Other| ||~
Download - SECTION G - Accessibil
Download - SECTION H - Finandall.|| - | ISECTION C — Replacements, Expansion, or New Starts
Download - SECTION I - KDOT Cafffl| © 1 For REPLACEMENT VEHICLE funding, give a detailed df
Download - SECTION J - Local cmi i transportation service being provided. In the case of repl
Boinload = SECTTONE = Canica TR sure to fully complete Section C, ltem 1 to indicate which
e - epita il - Also provide documentation of the need to replace the vel
Download - SECTION L - o,matin% - mileage, age, and maintenance history). Vehicles being 1
Download - SECTION M - Administll| - minimum of _100,000 miles at t_lme of_appllcatlon Mileage]
r— - waived if major and/or excessive maintenance problems 4
Download - SECTION N - Sustainalfif | * replacement vehicles you must include the following (atta
e. Once the document completed and its contents saved you can upload the document
back to the system
TS
Wl O Arial - |+ 635816625244452602_o_SECTION C - Replacements, Expansion, or New Starts

& Home Insert Page Layout References Mailings Review View Developer

Arial 12 v A A A | & 20T | aamnf

= 52
Paste jf?z U - oahe x, X' WA T Hofl

Clipboard % Font ) Paragraph

EE<

S S B S R SR BT SE R

il - [SECTION C — Replacements, Expansion, or New Starts

S 1 For REPLACEMENT VEHICLE funding, give a detailed df
. transportation service being provided. In the case of repl{
sure to fully complete Section C, Item 1 to indicate which
Also provide documentation of the need to replace the vel
mileage, age, and maintenance history). Vehicles being 1
minimum of 100,000 miles at time of application. Mileage
waived if major and/or excessive maintenance problems 4
replacement vehicles you must include the following (atta

-
R

g
=
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e Select Enable Editing

Info

636110775787138794_o_04 Certifications

Downloads

Protected View
D' This file came from the Internet, so we opened it in a way that helps to keep your
Enable computer safe from viruses (just in case).
Editing Don't worry—you can continue reading in this view. If you need to edit, and you trust
this file, then enable editing.
Protected View Settings

Learn more about Protected View

o Now save the document by returning to File

[@l = W Arial * | 035816625244452692 o SECT
| Home Insert Page Layout References

E o arial 12 v A A7 | Aav | ) i

Pavste _; mf U - abe %, X° -8 A %
Clipboard = Font ]

R S B R N

£l
LE=1

[SECTION C — Replacements

e Select Save As
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e Select the location on your computer you would like to save the document
choose a File Name

File name: | Certifications

Save as type: | Word Document

e Select Save

Save Cancel

Helpful Hint: Now complete the
document as instructed by DOT. Be sure

to save your work along the way.

3) To Upload a document back into the system

a. Go to the corresponding document line and select Attach Upload or Re-Upload

Ee-Upload
Re-Upload

b. Select Choose File and select the completed file from your computer
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nform

rovisii

General Information

Helpful Hint: The system will indicate that a
: document has been selected here by
HIpITISy Upload or replace uploaded document by chogsiggs®ile below. dlsp/aylng your document name Repeat
if App Choose File | End-to-end ... ations.docx ] c )
these steps until all required documents are

ans Uploaded Document: - View

klist Save

bd KR

c. Select Save

|

)
| _ g
rovisi A

General Information I
ons Uploaded Document: - View 4
Lipme Upload or replace uploaded document by choosing a file below. L
if App Cheoose File | End-to-end .. ations docx A
klist Save A
bd R

d. Upon selecting save the Attach Form box will close and the line will now say Re-Upload,
for required documents the check will change from grey to green

Fe-Upload
Re-Upload
Attach Upload

Attach Upload

Helpful Hint: The Application Forms section
Attach Upload of the application is only for single
documents. Additional documents maybe
loaded in the Documents section locate
towards the bottom of the Application tab.
See Section 5.4 for instructions.
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Application Forms Key:

Required document has been uploaded

&

Document upload is optional

Document upload required

e. Toview what has been uploaded, select Re-Upload, as shown in step d, then View

nform

rovisi|

ons
Lipme
if App
cklist

Ed R

|
_ 9
General Information
Uploaded Document: £ View

Upload or replace uploaded document by choosing a file below.
Choose File | End-to-end  ations docx

Save

5.3 Attaching A Project

1) Attach all necessary projects to the application

a. Select Attach in the projects section

Projects

There are no projects attached to this grant opportunity.

Budgeted Matches

Attach
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b. Select the checkbox next to each project you want to attach to the application

Download - SECTION T - Certificate of Authority

Download - SECTION T2 - KCTDC Certificate of Authority

Download - SECTION U - Service Profile
=)
—

Download - SECTION V - E

Select projects to attach to opportunity

onal Required Uploaded

] (@]
Line Item Year Description Estimated Cost
30.09.01 2017 Operating (Federal Share 50%) $200,000.00
i 11.79.00 2017 Project Administration (for Agency) $25,000.00

e are no projects attached to Attach Projects

eted Matches

c. Select the Attach Projects button

[Current Letters of Support frem Local Units of Government
"opies of Service Contracts that you have with any Contractor

[Copy of Public

Select projects to attach to opportunity

[Copy of Vehicl
[Copy of Mainty
[ Line Item Year Description Estimated Cost
Copy of Mainty
30.09.01 2017 Operating (Federal Share 50%) £61,000.00

Copy of Proof

| etters or Cerl @PTTET |
|_Attach Projects

) N T
[opies of RTA|

[Copies of Ride

ed Uploaded
®

2) Verify that the Budget Match section has populated correctly
a. Review each project budget to ensure it is correct
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Projects

Line Item CY Description

Budgeted Matches

Budget

Line Item Name
Administration (Expense)

Transit Manager's Time

Operating (Expense)

Repair, Lube, Parts, Labo

Budget Category Total Amount Federal Amount State Amount Local Ar

Budgeted Amount

Total Helpful Hint: You will not be able to

edit the Budget on the application.

Edits should be made at the project

... level. Changes made to the project will

#5704 ‘224 pe reflected on the budget in the
application.

Request Amount

*Depending on the type of funding request and the requirements from year to year this budget table will
like be different from the image displayed above.

5.4 How To Attach Additional Documents

1) If applicable, attach additional documents to the application
a. Scroll down to the documents section
b. Type in the document name

Documents

Active Documents

Document Name

Select Document

Additional Cerification

Choose File | Mo file chosen

Sawve
Helpful Hint: Be as clear as possible when naming

additional documents so all other users will be able to
easily identify what the document contains.
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c. Select the Choose File button

Documents Helpful Hint: The system will indicate that a
document has been selected here by
Active Documents displaying your document name. Repeat
Document Name Certicifation these steps until all documents are
Select Document I

Choose File | End-to-end .. ations.docx

Save

Mo docurments attached.

d. Select the correct document from your computer and the select the Save button

Documents

Active Documents

Document Name Certicifation

Select Document Choose File | End-to-end . ations.docx

Save

Mo documents attached.

Each document uploaded to this section will be available in this section.

Documents |

Active Documents

e Helpful Hint: The document title is editable and the document can
be deleted, downloaded or emailed using the icons to the left.

Sl M Choose File |No file chosen
Save

Document Name Size Modified

507 KB 11/18/2015

x
[

Marketing Brochure #1

Emai
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5.5 Submitting an Application

The Submit button will become active once:

e The Application Form Section is completed (All the required forms are uploaded)
e All necessary projects have been attached in the Projects Section

Once the Submit button is active:

1) Select the Submit button to formally submit your application

Grant Opportunity

Section 5311: Formula Grants for Other than Urbanized Area@ (Rural Transit Program (5311))
Type: FTA Application Deadline: 12/31/2014 12:00:00 AM Status: Not Submitted

Details | [ Delete | [ Submit |

Application Forms

Before you can submit this opportunity you would need to download and re-upload all necessary documents

Form

Download - Application Instructions

Download - Public Notice Advertising / Public Meeting Re-Upload

Helpful Hint: You will be able to monitor the status of your application via a
number of status changes and email notifications sent by the system. If
necessary, DOT will return your application to you for clarification/corrections
as needed via email notification.

Download - Brief System History

Download - Summary of Expansion or Reducti
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Section 6: Projects

Projects are operating, capital, administration, and/or planning needs that are required for your
organization to operate in the coming year. Before completing your application, you will enter your
projects, which includes the funding request/budget. These projects will be combined in your application
to create your annual budget.

6.1 Project Creation

1) Select the Projects tab

Blacklat’

System Version 5.0.0.0

Projects.

Dashboard > Projects

Project Listing
Filter Options

Filter By | UPIN v Select All x Filte

All Profects | Profect Pl

Project Listing

UPIN CY Priority Organization ALls  Description Bud Amt Status Grant Fav
BCG0000042 2016 Pratt County Council on Aging 30.09.01 Operating (Federal Sh 50% $27,000 Open

$0  Open

BCG0000043 2016 Pratt County Coundil on Aging 11.79.00 Project Administratior

Helpful Hint: You will initially land on the Project Listing page. It will be
(3 Povered by Panther blank until you start to load projects. As you add projects to the system, they
will all be listed on this page.
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2) Select the Add New button

BlfackCat

Agency User - My Account | Logout | Help
GRANT MANAGEMENT SYSTEM

System Version 5.0.0.0

Projects

Dashboard > Projects

Project Listing
Filter Options

Filter By | UPIN v

Select Al v Filte e
All Profects | Profect Pla
Project Listing
UPIN CY Priority Organization ALls  Description Bud Amt Status Grant FEav
BCGO000042 2016 Pratt County Council on Aging 30.09.01 Op $27,000 Open
BCG0000043 2016 Pratt County Council on Aging 11.79.00 Pre

$0 Open

™ powered by Panther
-

BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

3) Select the appropriate Fiscal Year for which you are requesting funds

Project Details - Add New

Project Information

Y Select Cne ¥
FTA Line Item Code

Description

Lookup
Total Estimated
Expenses
Priorit
Quanﬁ:v ueethis feid for sy HEIPFUl Hint: The FY, Fiscal Year, selected must reflect the
fiscal year you are requesting funds for in the application.
Notes

P

4) Select the Lookup button
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Project Details - Add New

Project Information

cY Select One ¥
FTA Line Item Code

Description

Total Estimated

Lookup

Expenses

Priority

Quantity IESPIELCERSI S PR () Mot secure | test.widot.blackcatgrants.com/Popups/FTALineltemsP
Notes

| Full List
2a¥e 2nee ’712.03.02 -> Preventive Maintenance

11,12,01-= Buschase-Replacamant Std 40 Ft Bus

1 11,12.02-> Buy Replacement 35-Ft Bus

11,12, 03-FPurcitase-Repigcement Sed 30 Ft Bus
BCG Support 11.,12.04-> Purchase Replacement < 20 Ft Bus
11,12.15-> Purchase Replacemant Van

1112 16-> Purchase Benlacement Sedan/Station Waoon

Helpful Hint: Select the appropriate FTA Line Item Code and Description
from the list. Depending on your browser you may need to double click to
make the selection.

5) The FTA Line Item Code when selected will populate here

Project Details - Add New
Project Information
cY 2020 X
FTA Line Item Code 11.12.04 -= Purchase Replacement < 20 Ft Bus
Description Purchase Replacement = 30 Ft Bus Lockup
Total Estimated
Expenses
Priority
Quantity Use this field for equipment FTA line codes
Motes
A
dve dnce

6) If needed, modify the description in the Description field to allow you to identify it better in your
listing.
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Project Details - Add New
Project Information
cy 2020 v
FTA Line Item Code 11.12.04 -= PurcchasaBeaplacament < 30 Ft Bus
Description Purchase Replacement = 30 Ft Bus Lookup
Total Estimated
Expenses
Priority
Quantity Use this field for equipment FTA line codes
Motes
A
ave ance

7) Add what you think the Total Estimated Amount of the whole project will be

Project Details - Add New

Project Information

cy 2020 v

FTA Line Item Code 11,12.04 -= Purchase Replacement < 30 Ft Bus
Description Purchase Replacement = 30 Ft Bus

Total Estimated
Expenses

Lookup

=5100,000.00
Pricrity

Quantity Use this Field for ecuipment - o rimarily for Planning purposes.

MNotes

8) Complete the remaining fields and select Save

Helpful Hint: You will create a more specific
funding request in the next step. This field is used
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Project Details - Add New
Project Information
Y 2020 A
FTA Line Item Code 11.12.04 -> Purchase Replacement < 30 Ft Bus
Description Purchase Replacement = 30 Fi Bus Lookup
Total Estimated =100 00000
Expenses
Priority
Quantity 1 Use this field for eguipment FTA line codes
Notes
A4
ave Ance
9) Select the Select link in the Funding Request section
Funding Requests
Expand Al | Collapse Al
Status Year Requested Allocated Encumbered Modified
Select Not Submitted 2017 $0.00 $0 $0.00 11/18/2015

g Powered by Panther

BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

10) Enter your budget numbers for each budget category listed (Enter notes as needed)
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Request Summary

Requested: $18,165.00
Allocated: $18,165.00
Encumbered:$14,532.00

Year: 2016
Status: Funds Planned

== Return to Funding Requests

Funding Comments

Funding Request

Line Item Name

Expense

Transit Manager's Time

Office Supplies

Copies

Postage

Other not specified™
#Details MUST be included on separate sheet

Total Expenses
Total Revenue

Total Request

Save Cancel

Request Amount

$11,625.00

$2,907.00

$0.00

$0.00

$3.633.00

$18,165.00
$0.00

$18,165.00

*Depending on the type of funding request and the requirements from year to

year this budget table will like be different from the image displayed above.

11) Select Save after all the fields have been addressed and dollar amounts have been entered

Total Expenses
Total Revenue

Total Request

Save Cancel

$18,165.00
$0.00

$18,165.00

12) Repeat the project creation process as many times as needed
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E’.ql._-_"_ﬁc“qt Agency User - My Account | Logout | Help

0.0

Tomhbord [ evications  “Organizations | Resources | Reports | Contradts

Dashboard > Projects

Project Listing
Filter Options

Filter By | UPIN v Select All M It

Lttt | Eotec P Helpful Hint: As you enter projects, your list will continue to get larger.

Project Listing
dd Ne

UPIN CY Priority Organization Bud Amt Status Grant F
BCGO000042 2016 Pratt County Coundil on Aging 27,000 op
BCGO000043 2016 Pratt County Coundil on Aging 50 Open
2017 Pratt County Coundil on Aging $23,240 In Development
2017 Pratt County Coundil on Aging $47,000 In Development

(3 Powered by Panther BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

13) Once you have completed your Project you must go into your Pending Application and Attach
your Projects in order for the Submit button to illuminate. Please see Section 5.3 for details on
how to Attach a Project.

Section 8: Resources

The Resources section is where additional documents and records are kept for the Organization, DOT
and the BlackCat Transit Management System.

1) Select Resources

TSIl Projects | Applications  Organizations | ( Resources ) | Reports | Agreements |

Organization Library Organization Library

Global Resources

or Cuhamary Center, Inc[v|

N o] (B (B Download Archive add

t5 Archived Files/Folders

Current Files

The Organization Library is where your
agency can store documents.

Root \

Global Resources is where the DOT will
provide documentation and BCG will
provide additional learning tools for the
system.
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2) To Add a document to the Organization:
a. Select Organization Library

Organization Library Organization Library

Global Resources

or [Lakemary Center, Inc[v]

\ Maove | |Create Folder| | Delete | | Email | | Download | | archive || add |

Current Search Results Archived Files/Folders

Current Files

Root \ [ show all files

b. Select the Add button

Organization Library Organization Library

Global Resources

or [Lakemary Center, Inc[v]

\ Move | |[Create Folder| | Delete | | Email | | Download | | archive [l add |

Current Search Results Archived Files/Folders

Current Files

Root \ [ Show all files

c. Select the correct choice under Add File/Link

eramnz=tiontiay - Qrganization Library
Global Resources
Organization 'Bratt County Council on Aging ¥
E| Move | |Create Folder| | Delete | | Email | | Download | | Archive | | Add |
Add File /Link

Select One ¥

Current Search Results Archived Files/Folders

Current Files

Root \, Show all files
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d. If you are adding a file, select Choose File choose the correct file

eraanzatintbray  Qrganization Library
Global Resources )
Organization 'pratt County Council on Aging ¥
E Maove Create Folder| Delete Ernail Download Archive Add

Add File/Link

Fie v Helpful Hint: Be sure to name your file

File Name

Certification of Vehicle
Select File Choose File |Resources ..._32016.png
Save Cancel

e. Select the Save button

Organization Library

Organization "pray County Council on Aging ¥

E Move Create Folder Delete Ernail Download Archive #dd

Add File /Link
File v
File Name
F¥2016 Project Plan
Select File Choose File | No file chosen
Save Cancel
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Your document is now loaded:

Organization Library

Organization Bt County Council on Aging ¥

E Move |Create Folder Celete Ernail Download Archive Add

Current Search Results Archived Files/Folders

Current Files

Root \ Show all files
Name Size Created By Create Date Downloads Operations
El| Picture0005-ab.png 2.63 MB Scott, Lauren 03/30/2016 0 Edit

3) How to create a folder:

a) Select Create Folder

Organization Library Organization Library

Global Resources .
Organization [\ emary Center, Inc|v]

Mave § [Create Folder| ) Delste Ernail Dawnload Archive Add

Current Search Results Archived Files/Folders

Current Files

Root [ show all files

b) Enter a name for the folder and select the Save button

Create Folder

Folder Name: .
Documentation

Save Cancel

Your folder is now created:
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Current Search Results Archived Files/Folders

Current Files

Root Show all files
Name Size Created By Create Date Downloads Operations
Documentation Scott, Lauren 03/30/2016 Edit

Picture0005-ab.png 2.63 MB Scott, Lauren 03/30/2016 4] Edit

Helpful Hint: to add a document to your
folder, select the folder and repeat the
steps for adding a document above.

4) To find DOT and BCG documents and training videos, select Global Resources

Organization Library Organization Library

Global Resources

or [Lakemary Center, Inc[v]

\ Move | |Create Folder| | Delete | | Email | | Download | | Archive | | aAdd |

Current Search Results Archived Files/Folders

Current Files

Root \ [J show all files

Section 9: Reports

The reports section can be utilized to access information/data from within the system in a neatly formatted
document. If there is a report you would like access to but you do not find it in the reports section, please
request your report through your DOT Representative or BlackCat Support.

P B B, ]
Dashboard Applications Organizations Agreements
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Reports

Custom Report Builder
Report Listing

Compliance
Contracts
Funding

Grants

Invoices

Notifications
Organizations
Projects
Resources
Review

Users

Discrepancies
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Section 10: Additional Information

For additional information regarding technical functionality, please contact:

e BlackCat Support at 888-238-9707

For additional information regarding policy or clarification on what content to enter please contact:

e Your Wisconsin DOT representative

Frequently Asked Questions:

Q1: How do | add a User?
A1: A User can be added one of two ways.

a) Contact your local DOT representative and request to add a User
b) Contact BlackCat Support at 888-238-9707 or email wi_transit@blackcatsupport.com

Q2: What information am | responsible for maintaining?

A2: It is vital to keep everything in the Organization section current. Please update this section on a
regular basis.

Q3: Where are training webinars located in the system?

A3: Training Webinars are located in the Resources section of the website:

1) Select the Resources Tab

PSP Projccts | Applications | Organizations Resources . Reports  Agreements

2) Select Global Resources

eraanization Lbay  Qrganization Library
Global Resources

Organization | pyay County Council on Aging ¥

E Move Create Folder Delete

Current Search Results Archived Files/Folders

Current Files

Root
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Q4:
Ad:

Q5:
A5:

Q6é:
AG:

3) Select the webinar link (the webinar will download on your computer)

Organization Library G‘Dbal Resources
Global Resources
E Email Crownload
Current Search Results Archived Files/Folders

Current Files
Root

Naiie Size Created By Create Date
Grant App & Monthly Report Training Entin, Scott 11/23/2015
Webinar

What if there are no grant opportunities listed for my organization?

If there are no grant opportunities to apply for you must contact your Wisconsin DOT
representative to load the opportunities for your organization.

What if the grant opportunities listed for my organization are incorrect?

If there are grant opportunities available to your organization, but they are not the appropriate
funding programs, you must contact your Wisconsin DOT representative to load the opportunities
for your organization.

How do | get speedy assistance?

If you need technical assistance, please call the BlackCat Support Line. One of our friendly
support staff will be there to assist you. If you do reach voicemail, please leave a message with
the following information.

Name

State

Organization Name

Best way to reach you

A quick summary of your issue or question
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Q7: How do | add the BlackCat Transit Management System web addressed to my favorites or
bookmark the page for easy access?

AT: Website Bookmarking: We recommend bookmarking the website (URL) to allow easy access
when returning in the future. Below is how to complete this task in each browser.

b |
{3 653

Add to Favorites bar

Import and export...

Organize favorites...

Add to favorites... Ctrl+D

[t fovortes [ Google Chrome: Go to the BlackCat Transit

Management System web address. Click on the
star icon at the top right had corner. Select the
bookmark bar for vour folder tvpe. c

]

Internet Explorer 11: Go to the BlackCat

Transit Management System web address.
Click on the star icon at the top right had corner.

Select bookmark bar for vour folder tyag

|

* B|YU 3+ A O

View Bookmarks Sidebar

Show All Bookmarks  Ctrl+Shift+EB
B2 View Pocket List

Subscribe to This Page...

H Boockmarks Toolbar 4 v View Bookmarks Toolbar
+, Unsorted Bookmarks »

12 Most Visited »
|25 Recently Bookmarked 4 & Getting Started

-

|2 Recent Tags 3
Mozilla Firefox
com,
do Show All Bookmarks  Cirl+ Shift+EB
to b

| # https://secureblackca X | m - 0
b

Bookmark

Name: | https:/fsecure blackcatgrants.com/Default.a

Folder |Bookmarks bar - |

Mews articles

Bookmarks bar

Other bookmarks

Maobile bookmarks

Choose another folder...

larks

Mozilla Firefox: Go to the BlackCat Transit
Management System web address. Click on the
star icon at the top right had corner. To show the
bookmark in the toolbar click on the clipboard
icon, select Bookmarks Toolbar and check ‘View

Bookmarks Toolbar’. .
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