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Blaock ot

GRANT MANAGEMENT SYSTEM

User’'s Guide

Section 1: Introduction
1.1 What is BlackCat Grant Management System ?

Panther International, LLC is proud to offer the BlackCat Grant Management
System, a grant management application designed and developed for state
DOTs and other transportation industry organizations.

BlackCat Grants is a secure, web-based system designed and developed to
facilitate the storage, management, and analysis of transit grants and funding
resource information for agency staff, Department of Transportation (DOT)
personnel, and other governmental entities requiring grant management, specific
funding information and historical archives. This tool will be utilized to coordinate
budget and grant tracking, facilitate project management, and guide project
planning and funding in one easily accessible database.

1.2 This User’s Guide

This user’s guide was created to assist transit agency users, MPO and regional
council members, DOT representatives, and a variety of other designated users
with the efficient use and operation of the BlackCat Grants application.

If immediate help or support is needed, a user should call the BCG Support
Center at 1-888-238-9707. A support representative will take your call and help
you with your issue. If a representative does not answer directly, please leave a
message and your call will be returned briefly.

If a user would like to document an issue or provide an idea or general
comments, a user can select the “Contact Support” link at the bottom of every
page. An email is sent to the support team and a representative will respond to
these email inquiries. Additional “Help” features can be accessed as available
throughout the application.

Note: Due to differences between various browsers, some elements in the
included screenshots may vary. Currently, Internet Explorer is the most widely
used browser and all screenshots in this training manual were taken using this
application.
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Section 2: Getting Started
2.1 User Access

Please request a username and password from your DOT representative in order
to access and begin using the BlackCat Grants system. Your representative will
provide user access information for authorized users only.

Please note: Once you have received your user access information and have
logged into the system, you can select the ‘My Account’ feature (in the upper

right corner of the screen) and change your user access information at any time.
(see Figure 2.1a)

B’ackcat gency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

Dashboard
Edit Account A

Dashboard

Edit User
Dashbo User Name

Password
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There are no

Email

Add Mew

(Figure 2.1a)

2.2 Access Location

BlackCat Grants is a secure web-based application. To locate the BlackCat
Grants login screen, go to: http://widot.blackcatgrants.com. Enter your
username and password to gain access to the application.

Please note: The website address (URL) is subject to change. Users will be
notified in advance of any URL address changes.

BlackCat Grants_WIDOT_ User's Guide_ v2 11/11/2014
Page 4


http://widot.blackcatgrants.com/

Section 3: Dashboard Page
3.1 Overview

Users will log on and initially access the Dashboard page. (see Figure 3.1a)

The Dashboard page provides key information about system activities. Various
components will be added as the system matures to provide summary
information, graphical data, quick launch capabilities, or watch listings related to
projects, applications, funding, invoices, etc.

e The Welcome Message page will be maintained by the DOT System
Administrator and will provide key information about the activities related
to the system. Please be sure to view this section when you log in.

o Alist of your Submitted Grant Applications

e Acurrent Project Watch List where you can quickly reference your
‘favorite’ projects

B’l:l’l:kcat Agency User - My fccount | Logout | Help

GRANT MANAGEMENT SYSTEM

Dashboard

Dashboard Switch User: | Agency User i

Dashboard

Project Watch List
i

he ODOT Office of Transit advocates personal mobility by supporting, coordinating and funding
Public Transportation as a critical element of a World Class Transportation System.

To accomplish this mission, the Office provides financial and technical assistance to public transit
systems, |ocal govermments, and human service agencies throughout the state for the planning,
establishment, and operation of public transportation systems.

The Office of Transit is comprised of two sections to serve Ohio's transit systems. Prograrm staff
members handle primary respongibilities and activities for the Ohio Urban Transportation Grant Program,
the Rural Transit Grant Program, the Ohio Elderly and Disabled Transit Fare Assistance Program, the
Ohin Coordination Prograrn, the Metrapalitan Planning Pragrarm, and the State Planning Research
Program. Special Projects staff members handle primary responsibilities and activities for Quality
Assurance Reviews; development of all office publications; administration of the Ohio Technical
Assistance Prograrm; administration of the Rail State Safety and Security Oversight program and sub
recipient and ODOT compliance with federal and state regulations

Submitted Grant Application

Organization Name Fiscal Year Common Name Status
Allen County Regional Transit Authority (ACRTA) 2017 Rural Transit Program ($311) Submitted

d by Panther

(Figure 3.1a)

The Announcement section provides information applicable to all system users
including critical announcements or bulletins. Users will also be notified of any
future scheduled maintenance or system enhancements.

The Submitted Grant Application displays the grant applications that have
been submitted by your agency or organization.

The Project Watch List section is designed to allow easy, quick access to
projects that an individual user wants to track. Immediate access to project
information allows a user to locate specific project information and link to funding
requests with minimal searching or clicking through.
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BlackCat Grants is sub-divided into several tabs. Tabs for the Dashboard page,
Projects section, Applications Section Organizations page, Resources

section, and Reports page can be found across the top of the application. (see
Figure 3.1b)

Dashboard

Cashboard

(Figure 3.1b)

Additional features are located in the upper right corner of the application. (see
Figure 3.1c)

John Doe(- My Account | Logout | Help

(Figure 3.1c)

The My Account feature allows the user to change certain profile information.
Each user is identified by a User Name that is not editable. But other information
such as: first name, last name, phone number, email address, and password can
be changed as needed by the user. (see Figure 3.1d)

Agency User - My Account | Logout | Fizlp

Blal:erqt .

GRANT MANAGEMENT SYSTE

Dashboard
A
o

Dashboard

on.5:0.0.0

Edit User
Dashbu User Name auser

Password
'WEI LCOMI

I | Confirm Password |
Public trans

scene. Wist
the nation’t
residents & :
Prefix ﬂ
Approximat
to retail, to First Name
study condi
riders and |
transit ride/ Middle Initial
million in p/
addition, a
of over $31 Last Name D
transportat

Agency

Suffix

|
Submitte
= Job Title
There are no

(Figure 3.1d)

Also located in the upper right corner of the application is a Logout option for the
user to properly exit the application and end your session. The Help link is
currently used to provide a PDF copy of the User Guide for your use. The User
Guide is designed to provide step by step instruction (including actual color
screenshots) to even the most basic user. The guide can be printed by any user
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and you are encouraged to read and review to the guide as necessary. (see Figure
3.1e)

John Doe - My Account | Logout | Help

(Figure 3.1e)

The BCG Support Center Phone # is located at the bottom right corner and
should be used to request technical assistance. We strongly encourage users to
call the Support Line with any immediate issues involving the system. The
Support Center is staffed for such calls and a support representative will assist all
callers. If a representative is not immediately available, please leave a message
and a representative will get right back to you.

The Accessibility Info page provides information for those users needing
accessibility assistance. Information is provided here for that purpose and users
needing assistance are encouraged to access this information.

The Contact Support Email allows a user to submit questions, concerns, ideas

or other information directly to the BlackCat Grants Customer Support Team
(see Figure 3.1f)

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

(Figure 3.1f)

Section 4: Organization Tab

To access your agency’s organization profile, select the Organization Tab. The section
holds a large amount of data about your agency, including addresses, contacts, key
company information, users, financial data, statistics, inventories, calendar and much
more. All agencies must update this information when applying for grant funding, and
may be tasked to update this section at other times to provide critical information to assist
grant management activities and various reporting requirements.

4.1 Organization Overview

Select the Organizations tab (see Figure 4.1a), and select the Edit button.
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B’ﬂ: t Agency User - My Account | Logout | Help
GRANT MANAGEMENT SYSTEM

em Version 5.0.0.0

L e L organizations

Dashboard > Organizations > Organization Details

Organization Overview  Qrganization Overview
Manage Users e i
Drganlzatlon Information
Service Characteristics R
Bay Area Rural Transit
Providers 2216 Gth Street East, Ashland, WI 54806 Main Contact:
Main: (715) 682-9664 Fax: Email:

S Website: http://www.bartbus.com/

Inventories °
Calendar

Contacts

Grantee
Certification

Bay Area Rural Transit Commission
2216 6th Street East
Ashland, W1 54806

Main Contact:
Main: Fax:
Email:

System Characteristics
System Type: Demand Response
System Area:

System Square Miles: 2,345,678

Service Hours

Fixed Route Demand Response
Weekdays
Saturdays

(Figure 4.1a)

After you have selected edit, all of the fields on the organization tab that require
input become editable (see Figure 4.1b). Review this information periodically, and
correct any information that may be incorrect and/or outdated.

B’a:kcat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

M! |=' !@I Organizations

5 Version 5.0.0.0

Organization Overview Edit organization
Manage Users & i -
Organization Information
Service Characteristics .
Bay Area Rural Transit
Providers 2216 6th Street East, Ashland, WI 54806 Main Contact:

" Main: (715) 682-9664 Fax: Email:
Labor Analysis

Wiebsite: http://www.bartbus.com/

Inventories
Edit

Calendar

Contacts

Certification Organization Details

Legal Name Bay Area Rural Transit

BART

Acronym/DBA

urban/Rural Small Urban - Tier B v|

Address 2216 6th Street East

Ashland Wisconsin [v| 54808

[] Mailing address if different

Primary Contact

Main Phone Number

(Figure 4.1b)

When you are finished updating the information for your organization, select
Save (see Figure 4.1c)
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Grantee

same As Agency OYes ® o
Name

Bay Area Rural Transit Commission

System Characteristics

System Type: Demand Response ~

System Area:

address 1 | 2216 6th Street East System Square Miles:  2345678.00
Address 2
City Ashland Service Hours

Fixed Route Demand Response

<l

State Wisconsin
Weekdays
Zip 54306

Saturdays

Sundays

g
[«

Fares

Fixed Route Demand Response
Base

Youth

E&D

(S Powered by Panther

ility Info | Contact Support

(Figure 4.1c)

4.2 Uploading Contact Information

This section provides the opportunity for an agency to identify all the important
contact people that DOT or other interested parties may need to contact in
regard to a number of different activities. It is important to identify the primary

contact, emergency contact, the party authorized to sign a contract, the contact
that handles the invoicing, etc.

It is important that this section be updated and maintained regularly to ensure
that certain critical actions are handled timely.

To update your organization’s contacts select the Organizations tab for your
agency and locate the Contacts section (see Figure 4.2a)
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B’ackcat Agency User - M nt | Logout | Help

GRANT MANAGEMENT SYSTEM

WWWWW

Dashboard > Organizations > Organization Details

m Version 5.0.0.0

Organization overview Qrganization Overview
Manage Users A b
Organization Information
Service Characteristics B
Bay Area Rural Transit
Providers 2216 6th Street East, Ashland, W1 54806 Main Contact:
T Main: (715) 682-9664 Fax: Email:
e Website: http://www.bartbus.com/

Inventories
Edit

Calendar

Grantee

Bay Area Rural Transit Commission
2216 6th Street East
Ashland, WI 54806

Main Contact:
Main: Fax:
Email:

System Characteristics
System Type: Demand Response
System Area:

System Square Miles: 2,345,678

Service Hours
Fixed Route Demand Response
Weekdays g 4
Saturdays

(Figure 4.2a)

To add a new contact, select the Add New button. (See Figure 4.2b)

E’ackcat Agency User - My Accol

GRANT MANAGEMENT SYSTEM

Organizations

Dashboard = Organizations = Organization Details

Organization Overview Organization Information
Manage Users Bay Area Rural Transit

= T 2216 6th Street East, Ashland, WI 54806 Main Contact:
Service Characteristics 5

Main: (715) 682-9664 Fax: Email:

T Website: http://www.bartbus.com/
Labor Analysis Edit
Inventories
Calendar

ETTTTS jsting
Contacts
Certification

No Contacts found.

,:D PO W BCG Support Center: BB6-238-9707 | Accessibility Info

(Figure 4.2b)

On the resulting Contact Details page, select a Contact Type for every role the
new contact fills by checking each box that is appropriate. Each contact can fill
one or more roles. Then complete the remaining fields required including Name,
Title, Address, City, State, Zip, Phone, Cell, and Email. Select Save to create
a Contact (See Figure 4.2c)
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E’ackcat g Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

R R R N oranizations

> > Details

Organization Overview Organization Information

Bay Area Rural Transit

2 st, Ashland, WI 54806 Main Contact.

Emai

Providers Website: http://www.bartbus.com/

Labor Analysis Edit

Contact Details

Contact Type [ coordinator [Fiscal Contact Llpayment officer

[ pirector [IFieet/Maintenance Supervisor []Primary Contact

[Jemergency Contact [ 1Mobility Manager [ signature Authority

] Finance Manager

Transit Manager

Select One|v

Salutation

First Name
Middle Initial
Last Name
Suffix
Pasition Title
Address 1
Address 2

City

(Figure 4.2c)

The new contact is added to the list of contacts for your organization (See Figure
4.2d). Continue this exercise until you have entered all the necessary contacts for
your organization.

B’ackcat - ! y User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM
tem Version 0.0

Organizations

Dashboard > Organizations = Organization Details

Organization Overview Organization Infermation
Manage Users Bay Area Rural Transit Commission
¥ P 2216 6th Street East, Ashland, WI 54806 Main Contact: Gary Kitchen
Service Characteristics
Main: (715) 682-9664 Fax: Email: gc@aol.com
T Website: http://www.bartbus.com/
Labor Analysis Edit

Inventories

Calendar S
Contact Listing

Contacts £dd New

Certification

Name ontact Information Contact Type(s)

Select | Delete Gary Kitchen Ahone: (123) 456-7890 - Coordinator

ail: gc@aol.com - Primary Contact
one: (987) 654-3210 - Director

ail: js@hdaol.com - Finance Manager
one: (727) 556-0990 Ext:1006 - Operations Manager

- Transit Manager

Select | Delete Jane Smith

Select | Delete Joe Foster

d by Panther BCG Support Center: 888-238-9707 | Accessibility Info | act Support

(Figure 4.2d)
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4.3 Manage Users

The Manage Users section lists all the active users related to your organization.
Simple edits can be made to the users listed. Item such as password, email,
phone and address can be managed here. For additional access or information,
contact your DOT representative.

From the navigation on the left side of your browser, select Manage Users (see
Figure 4.3a)

B’ackcat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM
m Version 5.0.0.0

L b L e organizations

Dashboard > Organizations > Organization Details

Organization Overview

Organization Information

Service Characteristics

Bay Area Rural Transit
Providers 2216 6th Street East, Ashland, WI 54806 Main Contact:
N Main: (715) 682-9664 Fax: Email:
Lliar flles Website: http://www.bartbus.com/

Inventories

Edit
Calendar
Contacts
Grantee
Certification

Bay Area Rural Transit Commission
2216 6th Street East
Ashland, WI 54806

Main Contact:
Main: Fax:
Email:

System Characteristics

System Type: Demand Response
System Area:
System Square Miles: 2,345,678

Service Hours
Fixed Route Demand Response
Weekdays g =
Saturdays

(Figure 4.3a)

Your DOT team will manage the users associated with your organization.
However, you have the ability to enter or modify certain information for your

users by clicking the Select button next to the user’s name you wish to edit (see
Figure 4.3b)

B’a:kcat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

bl Sl ] organizations

Dashboard > Organizations > Organization Details

System Version 5.0.0.0

Organization overview  Qrganization Users
Manage Users e &
Organization Information
Service Characteristics ) i
Bay Area Rural Transit Commission
Providers 2216 6th Street East, Ashland, WI 54806 Main Contact: Gary Kitchen
T Main: (715) 682-9664 Fax: Email: gc@aol.com
jaur i Website: http://www.bartbus.com/

Inventories

Edit
Calendar

Contacts

Manage Users

First Name Last Name
AQEMY R

Certification

,3 Poweiud by Damthior BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

(Figure 4.3b)
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Additional information including Job Title, Salutation, Email, Phone, and

Address information can be provided and maintained for your users (see Figure
4.3c)

E’ﬂERCﬂt Agency User - My Account | Logout | Help

CRANT MANAGEMENT SYSTEM
System Version 5.0.0.0

bl b ] oranizations

Dashboard = Organizations > Organization Details

Organization Overview Ed |t USEF
Manage Users 5 i
Organization Information

Service Characteristics o LI
Bay Area Rural Transit Commission

Providers 2216 6th Street East, Ashland, WI 54806 Main Contact: Gary Kitchen
- Main: (715) 682-9664 Fax: Email: gc@aol.com
L Website: hittp://www.bartbus.com/
Inventories
Edit
Calendar

Contacts

Edit User
Certification

User Name

Job Title Trankit Coordinator

Prefix

First Name

Middle Initial

Last Name

Suffix

Save

(Figure 4.3c)

4.4 Service Characteristics
The Service Characteristics section maintains service level information for your
organization required by DOT. You will be required to provide accurate and
consistent data in this section. This section is where all the service and route
information is collected and analyzed. A user can add a new route, or activate or
inactivate a route or a previously unmet need.

This section sub-divides the Bus and Taxi Schedules between two tabs.

Schedules for both types can be accessed by selecting the corresponding tab.
(see Figure 4.4a).
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Block

Cat’

GRANT MANAGEMENT SYSTEM

Organizations

Details

erview Organization Information

Adams County Association For Exceptional Citizens, Inc.

Bus Schedules

T 123 Main Street, Adams, WI 11111 Main Contact:
Main: Fax Email:
Website:
Coreto Bus Schedules
Add New Schedule
Annual Annual Annual
Days OF # Of Annual Total
Service Day(s) Revenue Revenue Platform
Services Routes Miles
Miles Hours Hours
Monday through 256 12 36096.00 88064.00 £68352.00 83804.16
Friday
Select Delete  Saturday,Sunday 52 2 104.00 239.20 271.96 104.00
Select Delete  Monday (Labor 1 1 25.00 40.00 10.00 3.50
Day)
Totals 36225.00 88343.20 68633.96 83911.66
(Figure 4.4a)

Bus Schedules are made up of one or more routes so that a Bus Schedule
profile will contain schedule information at the top and Route information
at the bottom. This gives you the ability to set up your routes prior to entering
Schedules, or to set up routes while you are entering new schedules. This also
allows your agency to quickly and easily enter Service Schedules that have

similar routes.

To add a new Schedule, select Add New Schedule (see Figure 4.4b).

BlackCat Grants_WIDOT_ User's Guide_ v2
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Bus Schedules Taxi Schedules
==Tee o # Of Annual Annual Total Annual Revenue Annual Platform
Services Routes Revenue Miles Miles Hours Hours
Select Monday through 256 13 38656.00 95744.00 77312.00 94044.16
Friday
Select Saturday,Sunday 52 2 104.00 239.20 271.96 104.00
Select Monday (Labor Day} 1 1 10.00 22.00 13.00 50.00
Select Monday,Thursday 20 0 0.00 0.00 0.00 0.00
Select M- F 208 0 0.00 0.00 0.00 0.00
Select Friday 1 L] 0.00 0.00 0.00 0.00
Select Monday 2 0 0.00 0.00 0.00 0.00
Select Tuesday 4 0 0.00 0.00 0.00 0.00
Select Monday 5 o 0.00 0.00 0.00 0.00
Select Wednesday,Thursday 6 0 0.00 0.00 0.00 0.00
Totals  38770.00 96005.20 77596.96 94198.16

Routes

Route Number/Name Status Service Type Last Modified Date
Select Route £12MM7 Active Fixed Route 9/9/2014 11:39:36 AM
Select Route #62 Active Fixed Route 9/3/2014 12:00:00 AM
Select Route =1 Active Fixed Route 9/3/2014 12:00:00 AM
Select Route #13 Active Fixed Route 9/3/2014 12:00:00 AM
Select Route #18 Active Fixed Route 9/3/2014 12:00:00 AM
Select Route =99 Active Fixed Route 9/5/2014 11:34:30 AM

(Figure 4.4b)
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A modal window will appear in which you must enter the Type of Schedule, then
Day(s) of Service, a Title, whether it is a Holiday Schedule, and the number of
Day(s) in Service. If you do not enter a Title, the Schedule will automatically be
named according to the Day(s) of Service you select. When you are finished
entering the information select Save (see Figure 4.4c).

Manage Schedule

Schedule Information

Type Bus[v|

Day(s) of Service [[IMonday [ |Tuesday [ |wednesday [ |Thursday [ |Friday [ |saturday [ |Sunday
Title (Optional)

Is this a holiday schedule? (Cyves O No

Day(s) in Service

(Figure 4.4c)

You will now be asked to assign Routes to the Schedule you have created. You

can Create a New Route by filling in the appropriate fields and selecting Save
(see Figure 4.4d).

Manage Schedule

Schedule Information

Type Bus[v|
Day(s) of Service [Cmonday [Tuesday [¥/Wednesday [ Thursday [¥Friday [Jsaturday []sunday
Title (Optional Main Street Route
Is this a holiday schedule? Yes ®No
Day(s) in Service 112
Save
Tsign New Route \
N
@ Create a new route () Select an existing route
Route Number &  Daily Route Daily Dead Daily Reverie.  Daily Platfoga.  ~ 0 (8 Steet Of
First Run Last Run
Name Miles Miles Hours Hours #
AM P.M
/ﬂ
Scheduled Routes
There are no routes associated with this schedule.

If you are creating a new route, you will need to enter a Route Number and
Name, Daily Route Miles, Daily Dead Miles, Daily Revenue Hours, Daily
Platform Hours, and Start Times of the First Run and Last Run. Note: The
Start Time fields can be entered using the dropdown list (30 minute increments)
or by typing in the time directly into the box (see Figure 4.4e).

BlackCat Grants_WIDOT_ User's Guide_ v2 11/11/2014
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Manage Schedule

Schedule Information

Tyee [Bus[v]
Day(s) of Service
Title {Optional) Main Street Route

Is this a holiday schedule? Oyes ®No

Day(s) in Service 112

Save

Assign New Route

(® Create a new route () Select an existing route

Suute Number & zjwly Route rD:ny Dead :awly Revenue Sal\y Platfo; i i
ame iles iles ours ours A e
Main 112 88 24 11 1 8:00 AM x| 8:15PM

Scheduled Routes

[OMonday [JTuesday ¥IWednesday [¥|Thursday [¥Friday [ISaturday []Sunday

Start Time start Of

7:30 AM

8:00 AM

8:30 AM

~

Route Number & Daily Revenue  Daily Dead  Daily Rdwenue  °:00 AM m  First Run st Run
Name Miles Miles Hours 9:30 AM Time
Edit Remove 0.00 0.00 0.00 10:00 AM W 1:15 AM
N -
(Figure 4.4e)

You can also Select an Existing Route from a route that you have already
created on another Schedule or in the Routes Section. To do this, choose Select
an Existing Route on the radio button, and select the route you would like to
add from the dropdown list (see Figure 4.4f). After you select Assign, that route will
be added to your Schedule.

Manage Schedule

Schedule Information
Type [Bus[+]
Day(s) of Service
Title (Optional) Main Street Route

Is this a holiday schedule?

Oves ®no

Day(s) in Service 112

Save

Assign New Route

(C) Create a ng#Toute (8 Select an existhgroute

Select Rgffte

Route #52
Route #1
Route #13
Route #18
Route #99
Thetp are no {ROUIE # 38
Route #107
Route #1A
Route #147
Route #1B

ith this schedule.

[OmMonday [JTuesday [¥lwednesday ¥ Thursday (¥ Friday [saturday []Sunday

Route #456
\Ruute #1268

1

%

(Figure 4.4f)
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Taxi Schedules

To add a new Taxi Schedule, select the Taxi Schedules tab and select Add
New Schedule (see Figure 4.4g).

E’ack cat * Joe Foster - My Account | Administration | Logout | Help

GRANT MANAGEMENT SYSTEM

Ll el ] organizations

Dashboard > Organizations > Qrganization Details

Organization Overview Organization Information
Manage Users Adams County Association For Exceptional Citizens, Inc.
o 123 Main Street, Adams, WI 11111 Main Contact:

Service Characteristics

Main: Fax: Email:
Providers website:
Labor Analysis Edit Delete
Inventories
Calendar

Bus Schefgles | Taxi Schedules
Contacts
Certification

axi Schedules

Add New Schedule

Days of Annual Annual Daily Annual Annual
Service Day(s)
Service Total Hours Mileage Driver Hours Service Miles
Select Delete  Monday, Tuesday, Thursday, Saturday 256 36.03 110.00 5223.68 28160.00
Select Delete  Tuesday,Wednesday 52 12.00 40.00 624.00 2080.00
Select Delete Wednesday, Thursday 52 12.00 37.00 624.00 1924.00
Totals 60.03 187.00 10471.68 32164.00
(Figure 4.4qg)

This will bring up a modal window where you will add Type of Schedule, then
Day(s) of Service, a Title, whether this is a Holiday Schedule, and the number
of Day(s) in Service. If you do not enter a Title, the Schedule will automatically
be named according to the Day(s) of Service you select. When you are finished
entering the information select Save (see Figure 4.4h).

Manage Schedule

Schedule Information

Type Taxiﬂ
Day(s) of Service DMondav |:|1uesdav DWednesday DThursdav DFriday DSaturdav Dsunday

Title (Optional)
Is this a holiday schedule? Ovyes OnNo

Day(s) in Service

(Figure 4.4h)

You will then be asked to Create a New Fleet for this Taxi Schedule. Enter a
Fleet Number, a Service Start Time, a Service End Time, the Total Hours,
and Daily Mileage. Note: When entering Service Start Time and Service End
Time, the fields can be entered using the dropdown list (in 30 minute increments)
or by typing in the time directly into the box. When you have entered all the
required information, select Save and the Fleet Information will be tied to your
Taxi Schedule (see Figure 4.4i).
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Type
Day(s) of Service

Title (Optional)

Day(s) in Service

Save

Create New Fleet

Fleet Mumber

123 1.00 PM

Manage Schedule

Schedule Information

[OMonday [ITuesday ¥ wednesday [¥IThursday [¥IFriday [saturday []Sunday

Main Street Taxi

1s this a holiday schedule? @ yes (JNo

155

Service Start Time Service End Time Total Hours

1:00 AM

Daily Mileage

12 88

Q:D

4.5 Providers

(Figure 4.4i)

The Providers section is where you will manage your list of current providers for
transportation services (shared-ride, taxi, paratransit, etc). You will be able to add
providers to your list by selecting them from a list compiled by DOT. Contact your
DOT representative if one of your current providers is not included in the list.

To add a new provider to your provider listing, select the Add New button (see

Figure 4.5a)

Black

GRANT MANAGEMENT SYSTE

Cat

Agency User - My Account | Logout | Help

System Version 5.0.0.0

“Toashboord | projects | Appheations |

Details

> O > Org

Organizations

Organization Information

ADVOCAP, Inc.

19 W. First Street, Fond du Lac, WI 54936
631-7760 Fax: 2132354355

Main: (800)

- ovider Name

Remove Running Inc

Remove Milwaukee Transport Services

Remove Indianhead Community Action Agency

Classic Cab

ve Riteway Bus

Remove Dor-Tran

ve Union Cab

Rapid Cab

R Wisconsin Automotive & Truck Education Association, Inc (WATEA)

g Pearson, Community Relations Manager
Email: dou:
Website: http

Type Contact Phane Email LastModified
8/7/2014 4:09:23 PM
8/7/2014 4:08:54 PM
8/7/2014 4:08:26 PM
8/7/2014 4:09:09 PM
8/7/2014 4:08:43 PM
8/7/2014 3:59:28 PM
8/7/2014 4:04:26 PM
8/7/2014 4:01:57 PM

8/7/2014 4:05:07 PM

BCG Support Center: 886-238-9707 | Accassibility Info | Contact Suppo

(Figure 4.5a)

Choose a Provider from the list to add it to your Agency'’s profile. To add a
provider, check the box next to the provider and select Save. (see Figure 4.5b)
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BlaockCat

GRANT MANAGEMENT STSTEM

Dashboard Projects

Dashboard > Organi > orga

Organization Overview
Manage Users

Service Characteristics
Providers

Labor Analysis
Inventories

Calendar

Contacts

Certification

o A o o o o I o I

O

Abby Vans

Couleecap

Fall Taxi, Inc.

FDS, Inc.

First Student

Freedom Vans

Kenosha Achievement Center
Namekagon Transit

Pat McGinty

Riteway Bus

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

Tom Westlund

Top Hat Inc.

Truck City Cab

Choose a Provider

Type ContactName

(3 Eowered by Panther

4.6 Labor Analysis

s of Independence

(Figure 4.5b)

cy User - My Account | Logout | Help

0.0.0

Switch User: |Agency User

Email Last Modified
8/7/2014 4:09:23 PM
8/7/2014 4:08:54 PM
8/7/2014 4:08:26 PM
8/7/2014 4:09:09 PM
8/7/2014 4:08:43 PM
8/7/2014 3:53:28 PM
8/7/2014 4:04:26 PM
8/7/2014 4:01:57 PM
8/7/2014 4:05:07 PM

Accessibility Info | Contact Suppol

The Labor Analysis section maintains employee labor and salary information for
your organization required by DOT. This is where you will collect your Agency’s

Operator and Non-Operator salaries and wages.

To add a new position to your listing, fill out the Position, 2014 Rates, 2015

Rates, # of Employees that hold that position, and the Hours for Transit. Then
select Add (see Figure 4.6a). Once all labor and salary information is added into this
section, agencies should use the calculated annual total when entering projected
salaries in their grant applications.
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B’ackcﬂt Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

Qe e el Organizations

Organization Information

ADVOCAP, Inc.
19 W, First Street, Fond du Lac, WI 54936 Main Contact: Doug Pearson, Community Relations Manager
Main: (800) 631-7760 Fax: 213-235-4355 Email: dougp@advocap.org

Website: http:

ww.advocap.org

Operator Wages,

501.01 - Operators Salaries and Wages

Position 2014 Rates 2015 Rates # of Emp Hrs for Transit

s paid for overtime work: 2000.00

Position Change % # Emp Total Hours Total Cost
Delete Taxi Driver Tierl $32.60 $35.50 8.16 10 1,600.00 $56,800.00
lete Taxi Driver Tierl $21.30 $23.00 7.39 2 50.00 $1,150.00
Delete Bus Driver Type 1 $18.50 $18.75 133 30 1,800.00 0.00
FT Bus Driver $16.50 $18.50  10.81 12 $00.00 $16,650.00

Delste test $10.00 $11.00  9.09 1 1.00 $11.00
Delete executive $1.00 $2.00 50.00 1 1.00 $2.00
Delete ws $12.00 $14.00  14.28 13 2,060.00 $28,840.00
Totals: 8.84 69 6412.00  $137,203.00

(Figure 4.6a)

You can also modify an existing entry, or delete an existing entry using the
Select or Delete options next to the Position Title. (see Figure 4.6b)

GRANT MANAGEMENT SYSTEM

BlfockCalt Agency User - My Account | Logout | Help

S S R SO organizations

Switeh User: [Agency User V|

Organization Information

ADVOCAP, Inc.

19 W. First Street, Fond du Lac, W1 54936

Main: (800) 631-7760 Fax: 2132354355

Main Contac g Pearson, Community Relations Manager
Email: dougp@advocap.org

Website: http://www.advocap.org

e Edit

Operator Wages

501.01 - Operators Salaries and Wages

Position 2013 Rates 2014 Rates # of Emp Hrs for Transit

Additional wages paid for overtime work: 2000.00 save

Prev Yr Rate Cur Yr Rate  Change % # Emp Total Hours Total Cost

ver Tierl $32.60 $35.50  8.16 10 1,600.00 $56,800.00

i Driver Tierl $21.30 $23.00  7.39 2 50.00 $1,150.00
Bus Driver Type 1 $18.50 $18.75 133 30 180000  $33,750.00
PT Bus Driver $16.50 $18.50 10.81 12 900.00 $16,650.00

$10.00 $11.00  9.09 2 1.00 $11.00

(Figure 4.6b)

4.7 Inventories

The Inventories section maintains a detailed inventory listing for your
organization, used to monitor Vehicles and Equipment. You will be tasked to
upload and maintain an accurate inventory listing for each appropriate type
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during the application process, as well as other times of the year. Only vehicles
purchased using FTA funds need to be entered and updated at this time.

Agencies completing the 2015 5311/85.20 application should use the Export
button (see Figure 4.7a) to download the list of vehicles to their computer. Any
changes or additions to the vehicle information on the spreadsheet for FTA-
funded vehicles should be made to that file. Once complete, upload the file to the
2015 Public Transit Application folder in the Resources section of the system
(see section 6.5 in this User Guide).

® A 'y User - My Account | Logout | Hel
BlackCat S e
System Version 5.0.0.0

Organizations

Dashboard > Organizations > Organization Details

Organization Overview Organization Information

Manage Users Bay Area Rural Transit Commission

- 2216 6th Street East, Ashland, WI 54806 ary Kitchen

Service Characteristics
Main: (715) 682-9664 Fax:

i w.bartbus.com/

Labor Analysis Edit

Inventories

Calendar :
Inventorie

Contacts

- Inventory [Vehicles [v] [ Export | Ketired vehicles

Certification

Active Vehicles
Year VIN License Plate Manufacturer Make/Model Status
Select 2004 1FDXE45544HB5004%9 77681 FORD E450 SUPER DUTY ACTIVE
Select 2004 1FDWE35544HB50042 77680 FORD E350 SUPER DUTY ACTIVE
Select 2006 1FDWE35L36DA44538 75997 FRRV E350 SUPER DUTY CERTIFY
Select 1999 1FDXE40F5XHC18423 WOFC ELDO E SUPER DUTY RV CERTIFY
Select 2003 1FDXE45F23HB58281 65106 ELDO E450 SUPER DUTY CERTIFY
Select 2006 1FDXE45P76DABS205 71908 STCR E450 SUPER DUTY CERTIFY
(Figure 4.7a)

The Calendar section provides a monthly calendar that your organization can
use to track milestones and specific dates associated with your funding requests.
DOT representative can also access, view, and even load events into your
calendar.

To Add a New Event to the Calendar, click on the date you wish to add an
event and the Add New Event modal window will appear (See Figure 4.8a)
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B’ﬂC’fEﬂt . ‘Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM
Versioj

P -Mﬁ amle !M i Organizations

Dashboard > Organizations > Organization Details

Organization Overview Organization Information
Manage Users ADVOCAP, Inc.
o 19 W. First Street, Fond du Lac, WI 54936 Main Contact: Doug Pearson, Community Relations Manager
Service Characteristics 2
Main: (800) 631-7760 Fax: 2132354355 Email: dougp@advocap.org
Providers Viebsite: http://www.advocap.org

Labor Analysis

Inventories

Calendar I ET Global Events
Contacts

Title
Certification

Start

08/07/2014 12:00 am
End 08/07/2014 12:00 am
Public Event []

Description

8 9
15 16
17 18 19 20 21 22 23

(Figure 4.8a)

Enter a Title, Start Date, End Date, and Description. and then select Save to
add your new event to the calendar (See Figure 4.8b)

Add New Event % 1
Title Board of County Caomrmissioner's Meeting
Start 07/19/2013 09:00 am
End 07/19/2013 12:00 pm 1
Public Event (4] July 2013 q
Description
Su Mo Tu We Th Fr Sa
4 2
P
24 b
(Figure 4.8b)
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Select Save to add your new event to the calendar (See Figure 4.8c)

Global Events

July 2013

14 15 16 19 z0

Zil 22 23 24 25 26 27

28 29 30 31

(Figure 4.8c)

4.9 Certification

The Certification section consists of a series of certifications needed for various
activities. The first and second certification sections are required to be completed
before an annual grant application can be submitted.

Please note: the Submit button on any annual application will not become active
until an agency user who (1) reviews all the data contained within the
Organization section, edits any data needing an update, and then certifying that
all the data has been reviewed and updated. And (2) then answers all the
required FFATA questions in the second sub-section.

First review and update all of the information in the Organization sections. Once
complete, select the Certification Tab. (See Figure 4.9a)
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Title WI Civil Rights Main: 218-741-0724 Ext. 107
Fax: 218-741-0724
Coordination Activities

Edit Delate
Calendar
Contacts
Wehicles
Certification Data
anagement
. 2015 v 1 attest and certify that I have reviewed all of the information listed and contsined within the Organization section that
Certification

relates to my organization. I further attest that I have edited, uploaded, or provided all of the required or requested
information on behalf of my organization to the best of my ability,

Save Cancel

Delete FiscalYear Created By Created

x 2015 Scott Entin 3/31/2014 11:46:52 AM
Federal Funding Accountabr Transparency Aot (FFATA) Certification

In your business or organization’s preceding completed fiscal year, did your business or organization (the legal entity to
which this spacific Systsm for Award Management (SAM) record, represented by s DUNS number, belongs) recsive

Select One ¥

Select One ¥ |80 percent or more of your annual gross revenues in U.S. federal contracts, subcontracts, loans, grants, sub-grants,
and/or cooperative agreements?

Select One ¥ | $25,000,000 (25 million dollars) or more in annual gross revenues from U.S, federal contracts, subcontracts, loans,
granits, sub-grants, and/or cooperative agresments?

Salact Ong v | Doss the public havs access to information about the compensation of the exscutives in your business or arganization
(the Isgal entity to which this specific Systsm for Award Managsment (SAM) account, representsd by a DUNS number,
belongs) through periodic reports filed under section 13(a) or 15(d) of the Securitiss Exchange Act of 1834 (15 1L5.C.
78mia), 780(d)) or section 6104 of the Internal Revenue Code of 19867

Save Cancel

(Figure 4.9a)

Go to the Certification of Data section. Select the proper year. Check the
checkbox to attest, and then select Save. A log entry will be created showing that
you have certified.

Then go to the Federal Funding Accountability and Transparency Act
(FFATA) Certification section. Select the proper year. Then select the Yes or
No from the following three (3) pick-lists. Select Save to certify. Once these first
two sections are executed, the Submit button within any application for that year
will engage at the proper time. (See Figure 4.9a)

Section 5: Projects

Your annual budget is based on the dollar value(s) that you need to fund the
capital, operating, and even planning needs or projects you require to operate for
the next year. The method that you will be following in the system is one where
you will first list your annual needs individually as Projects. As you select the
type of project, you will then complete the budget categories tied to that type of
project. You will add projects that require funding in the coming year as well as
projects projected outward. Once your projects have been added (and your
Organization section updates have been certified), you will then be able to
complete your application. These projects will be the basis for your budget and
application.

5.1 Project Listing

You will initially land on the Project Listing page. It will be blank until you start to
load projects. As you add projects to the system, they will all (both open and
closed, future and present) will be listed on a Project Listing page. A number of
filters are available (or will be available) allow users to sort or filter to a desired
selection of a project or projects.

To View or Search for Projects, select the Projects Tab. Then select a filter
option. Next select the Filter button. The resulting list will be viewable as
indicated below (see Figure 5.1a)
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Project Listing

Select All

Project Listing

Project FTA Line . Estimated
Description Status
Number Items Cos

(Figure 5.1a)

5.2 Adding a new Project

To Add a New Project, select the Add New button on the Project Page (see
Figure 5.2a)

GRANT MANAGEMENT STSTEM

BlockCat’ Agency User - b unt | Legout | Help

Projects Ap 15 Organizations

Dazhbosrd = P ot
szhboar rojects Switch User: | Agency User v

Project Listing

Filter Options

Filter By [ o T SelactAl ] [ Filter Reset

All Project Project Plans
l Project Listing

Add New

Mo prejects found,

(Figure 5.2a)

On the Project Details — Add New page, select the appropriate Calendar Year
(CY) that the projects should receive funding for the proposed project.

The select the appropriate FTA Line Item Code by selecting the Lookup button
(see Figure 5.2b)
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BlaockCa

GRANT MANAGEMENT SYSTIM

Projects

t | Logout | Help

Dashboard > Projects > Project Details

Switch User | Agency User hd

Project Details - Add New

Project Informati

cy 2014 |»

FTA Line Item Code

Description
Project Number
Total Estimated Cost

Priority

Notes

Cancel

(Figure 5.2b)

Select the appropriate item and then select the Select Code button (see Figure

5.2¢)

BlackCa

GRANT MANAGEMENT SYSTEN

dot blackeatgrants.com/Popups/FTALineltems 5

Projects

Dashboard > Projects > Project Details

Project Details - Add New |
Project Information
or [2015]~]

FTA Line Item Code m

Description

Total Estimated Cost

Priority

Quantity Use this field | |

<

(3 Powered by Panther

FTA Line Items I

1000002 -> Preventive Maintenance

111201 -> Purchase Replacement Std 40 Ft Bus

111202 -> Purchase Replacement Std 35 Ft Bus

111203 -> Purchase Replacement Std 30 Ft Bus

111204 -> Purchase Replacement < 30 Ft Bus

111205 -> Purchase Replacement Std School Bus

111209 -> Purchase Replacement Trolley |

111214 -> Purchase Replacement Dual Mode Bus

111215 -> Purchase Replacement Van

111216 -> Purchase Replacement Sedan/Station Wagen [

111240 -> Bus Purchase Replacement Spare Parts |

111304 -> Purchase Expansion <30Ft Bus

111309 -> Purchase Expansion Trolley

111315 > Purchase Expansion Vans

111316 -> Purchase Expansion Sedan/Station Wagon

111440 -> Purchase Bus Rehabilitation -Spare Parts

111640 -> Bus Lease - Tire Lease

112101 -> Bus Engi & Design-Engil ing-Bi

112301 -> Construction-Busway Stop

112401 -> Rebah/Renov-Bus Loop

113102 -> Station/Stops Terminals-Engineering-Station

113204 -> Purchase Of Park N' Ride Lot

113206 -> Fare Collection Equipment (Stationary)

113207 -> Purchase Of Surveillance/Security System
=> Purchase Of Passenger Shelter

113220 -> Acquis

[[Setect Code ][ Gancel |

BCG Support Cent

(Figure 5.2c)

Once the FTA Line Item Code is selected, the Description will save in the
Description field and it can be edited if necessary.

A Priority Number must be entered for all projects, with Operating projects
prioritized first. This data allows DOT to know which projects are of a higher
priority in the event that one or more projects in that year cannot be funded.
Simply number your projects starting with ‘1’ and restart your count for each

Calendar Year you are entering projects

WisDOT may not follow your exact preferred order because of statewide
priorities and limited funds available for different types of projects, but it is still

valuable information.
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The Quantity field is an optional field that will allow you to request several items
with the same FTA Line item Code. Please enter “1” in this field if ordering just a
single item.

If you have any additional information on the capital request, please enter those
in the Notes section.

When you have entered all the necessary information, select Save (see Figure 5.2d)

Bftll:’l'c.'at Agency User - My nt | Logout | Help

GRANT MANAGEMENT SYSTEM

Projects Applications Organizations

Dashboard = Projects > Project Details .
Switch User: | Agency User A

Project Details - Add New

Project Information

cyY 2014 |»
FTA Line Item Code 11,12,04 -= Purchase Replacernent < 30 Ft Bus
Description Furchase Replacement = 30 Ft Bus

Project Number
Total Estimated Cost B7000
Priority 1

Will recquire ADA accomodations
Notes

vehicle Information

vehicle Type Bus 20-Foot Light Duty b
-

Milestone Date 1nszms B

Vehicle Status Replacement |+

ed by Panther

(Figure 5.2d)

The Project Summary page will appear (see Figure 5.2¢)

BlaockCalt

GRANT MANAGEMENT STSTEM

Projects

Dashboard = Projects > Project Details

Switch Usar:  Agency User hd

Profect Gueriew Project Summary
Project Details

Project Information
Funding Request

Marion Area Transit (MAT) : Purchase Replacement < 30 Ft Bus
Documents

UPIN: BCG0001833 Created by Agency User on 3/20/2013 13:36 PM
History Status: In Development Last Modified by Agency User on T/21/2015 13:36 Fit

Delete

Funding Requests
Expand All | Collapze All
Status Year  Requested Allocated Encumbered Modified
Select | Delete Mot Subrnittad 2014 %0 %0 $0 7/21/2013

(Figure 5.2e)
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5.3 Adding a Funding Request to a Project

Once a project is created, a specific Funding Request must be attached to the
project before the project can be submitted in an application. To create a request,
select the Funding Request as seen on the Project Summary page (see Figure

5.3a).

Black

ot

GRANT MANAGEMENT STSTEM

Projects

Dashboard = Projects > Project Details

Switch User:  Agency User

Project Overview Project Summa ry
Project Details

Project Information
Funding Request

Documents
UPIN: BCE0001833

History Status: In Development

Delete

Funding Requests

Select | Delete

Status Year

Mot Subrnittad 2014 g0

Marion Area Transit (MAT) : Purchase Replacement < 30 Ft Bus

Requested

Created by Agency User on F/21/2013 13.36 P
Last Modified by Agency User on T/21/2013 13:35 FM

Expand All | Collapze All
Allocated
30

Encumbered

$0

Modified
7212013

(Figure 5.3a)

You will be on the Funding Tab. This where you will enter specific values for
each budget cost category associated with the selected project. Different types of
projects will have different types of cost categories (for example, the operating
cost categories are different than capital item cost categories).

Locate the applicable categories and enter the proper dollar amounts for each.

When done, select Save (see Figure 5.3b)

Request Summary

Fundirg

Budgel Request

Line Number Line Them Mame

Capital Expenses

Total Requested

Request Amaunt

$1.200 00

(Figure 5.3b)
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Once the Funding Request is saved, the project is now eligible to be attached
and submitted to a grant application (see Figure 5.3e)

Request Summary

Requested: $67,000

Allocated: $0 | History | | Delets
Encumbered: $0

Year: 2014
Status: Not Submitted

<< Return to Funding Reguests
Funding Comments
Requests
Federal State Local Other
Select $53,600 $0 $13,400 $0

Total $67,000

(Figure 5.3e)

Repeat this procedure for every project you intend to submit with your
application for the next calendar year. Then add your future capital project one at
a time for the next four (4) years. Once these future projects are added, they can
be managed by editing them as needed up until the time they are attached to a
grant application. It is strongly recommended to add and maintain future projects
so that DOT can perform better forecasting and budgeting making it more likely
that these projects will be fully funded in the future.

Section 6: Application Tab

The Applications section is where all of the grant opportunities reside. Your
agency may be eligible for one or more grant opportunities. Your DOT
representatives will determine which agencies are eligible to apply for which
grants. So you will only be able to view those grant opportunities for which your
agency can apply.

6.1 View Grant Opportunities

To View your Grant Opportunities, select the Applications tab. For more
Details about a specific grant, select the Details button. This button will link you
to the individual Program pages on the Wisconsin DOT Transit website where
a variety of additional forms and information can be located (see Figure 6.1a)

B’ﬂ:’f ol Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

System Version 5.0.0.0

Grant Opportunities

Grant Opportunities

Pending || New

Public Transportation Assistance Program Apply

Type: Federal Application Deadline: Wednesday, December 31, 2014

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

(Figure 6.1a)
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6.2 Applying for a Grant

To apply for a grant opportunity, select the Apply Button next to the chosen grant
(see Figure 6.2a)

* Agency User - My Account | Logout | Help
BlfackCat B R
System Version 5.0.0.0

Ll apications

Grant Opportunities

Grant Opportunities

Pending | New

Public Transportation Assistance Program
Appl
Type: Federal Application Deadline: Wednesday, December 31, 2014 m’

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

(Figure 6.2a)

The resulting page will be the Pending Applications page. The application you
selected to apply for has been created. To begin work on the application, select
the View link (see Figure 6.2b)

B’n:kcat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

System Version 5.0.0.0

Ll appications

Grant Opportunities

Grant Opportunities

Pending || New
Year Grant Status
@ 2015 Public Transportation Assistance Program Not Submitted

)

'l_d Powered by Panther BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

(Figure 6.2b)

Once the application is open, there are several sections that must be completed
before the application can be submitted. These sections are the Application
Forms, Projects, and Documents (optional). The Application Forms section
requires the user to download a document in each section that supplies either
instructional information or a form that must be completed and/or signed by the
applicant. Each form must then be uploaded back into the same section where

the system will register the section Complete with a green checkmark (see Figure
6.2c)
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B’a:kcat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

Wmmm—m
Switch User: |Agency User

Grant Opportunity
Public Transportation Assistance Program (PTAP)
Type: FTA Application Deadline: 12/31/2014 12:00:00 AM Status: Not Submitted

Application Forms

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

- Opening Introduction

- Operating Cover Letter Attach Upload
- Management Plan Attach Upload
- Contracting Opportunities Attach Upload
- Cost Allocation plan Attach Upload
- Local Share Calculation Attach Upload
- Certifications and Assurances Attach Upload
- 5311 Capital Cover Letter Attach Upload
- 5311 Capital Application Attach Upload
=5313 Canieal focican Attach linlnad

\/ (Figure 6.2c)

To download an Application Form, select the Download link next to the form
you wish to download (see Figure 6.2d)

Application Forms

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

Form
Download - Opening Introduction
Download - Operating Cover Letter Attach Upload

nload - Management Plan Attach Upload

-) Contracting Opportunities Attach Upload

ad - Cost Allocation plan Attach Upload
Download - Local Share Caleulation Attach Upload
Download - Certifications and Assurances Attach Upload
Download - 5311 Capital Cover Letter Attach Upload
Download - 5311 Capital Application Attach Upload
Dociond | £233 fonjbal beook 1l 4

(Figure 6.2d)

The selected download will open in a new window (see Figure 6.2¢)
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635427041110767500_o_2015 Contracting Opportunities [Read-Only] - Microsoft Excel

Bfack CRSTiamik

= Home — Inse Pagelsyout  Formuias Reiew i Acrobat
fh" AN Rty e e i e
=S ¥ |Calibi -l - =F | Custom - | [} conditional Formatting - S=Inset~ E - AJ’ ﬁ
& G | T AW S3- |$ - % || (G2 FormatasTable - I Delete - | 3]~ AR
Paste = o Sort & Find &
- Bk | v o 0 5.0 = LFormat | 2" Fitter~ Select
Clipbozrg & Font 5 Alignment Number 1 Styles Cells
1 Al - Jfx | CONTRACTING OPPORTUNITY LISTING - 2015 WISDOT 5311/85.21 APPLICATION Il
A B C D E B E

1 |CONTRACTING OPPORTUNITY LISTING - 2015 WISDOT 5311/85.21 APPLICATION

2 | Please complete this spreadsheet and upload into the “Application” section of the WisDOT GMS web site

Application ForinsH Contracting opportunities are defined as any opportunity in which the transit system contracts or could contract with a third

or goods or services.

Before you can submit| | 3
Sample ¢ ies: t ion services, ETVRES, g, cleaning service or supplies, office supplies,
parts or equipment, administrative services, IT services, construction, i services etc. Please add extra
4 rows os necessary.
5 |Note - Please group multiple goods or services under contracting category.
ESTIMATED
CATEGORY OF CONTRACTING OPPORTUNITY DESCRIPTION OF GOODS OR SERVICES CONTRACT
7 AMOUNT
8 | 1)
9 |2
[ «» M| Contracting , %J — -
Ready

(Figure 6.2€)

Save each downloaded document to your desktop as needed. Complete each
document per the instructions provided and when ready upload the completed or

executed document by selecting Attach Upload

When the modal window appears, Choose the file from your desktop, upload it,
and then select Save. Then close the modal window (see Figure 6.2f)

BlackCat

Dashboard Projects PERISTI P Organizations Resources

Grant Opportunity

Public Transportation Assistance Program (PTAP)

Type: FTA Application Deadline: 12/31/2014 12:00:00 AM Status: Not Submitted

Application Forms Attach Form

Before you can submit this opportunit

((eate ] (Dolte
L

Form

Download - OpeniggrTag | UP'o2%ed Document: - View

Downioad - Opfrating €@ | Upioad or replace uploaded document by choosing a fle below. Attach Upload
Dewniond - Wanngomol B Bttach Upioad
Dewnload - Contrigng @ Bttach pload
Download - Cost A\\Dcih\; 7Bt|ath Upload
Download - Local Share é ;[lazh Upload
Download - Certifications and Assurances Attach upload

wrload - 5311 Capital Cover Letter

Downloag - 5311 Capital Application Attach Upload
Download - 5311 Capital Assurance Statement Attach Upload
Download - 5339 Capital Application Attach Uplaad

(Figure 6.2f)

The main application page will now indicate that the

document has been

uploaded as the Upload link will now read Re-Upload and the checkmark in the
left side column is now green. Once all sections are green and the appropriate
projects have been attached, the application will be available to be submitted (see

Figure 6.29)
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BlackCat e

GRANT MANAGEMENT SYSTEM

'm Version 5.0.0.0

Rl el piications

Grant Opportunity
Public Transportation Assistance Program (PTAP) 7

Details Delete
Type: FTA Application Deadline: 12/31/2014 12:00:00 AM Status: Not Submitted

Application Forms

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

Form
- Opening Introduction

- Operating Cover Letter Attach Upload

- Management Plan Attach Upload

Downlo:
- Contracting Opportunities Re-Upload

- Cost Allocation plan Attach Upload

- Local Share Calculation Attach Upload

- Certifications and Assurances Attach Upload

- 5311 Capital Cover Letter Attach Upload

- 5311 Capital Application Attach Upload

- 5311 Capital Assurance Statement Attach Upload

- 5339 Capital Application Attach Upload

(Figure 6.29)

6.3 Attaching Projects to an Application (if applicable)

In conjunction with completing all the required forms that justify the need for your
list of projects, certain grant applications require that all projects related to the
grant application must be included in the application. (Note: the Projects section
will only show if it is required for your application) To include them, the projects
must be selected and Attached.

To attach projects, go to the Projects section of the application (see Figure 6.3a)

P

Projects

There are no projects attached to this grant opportunity. .ﬁ

Application Budget

Documents

Active Documents

Document Name

Select Document Browse.

Upload

No documents attached.

History Log

,13 Powered by Panther BCG Support Center: 888-238-9707 | Accessibility Info | Contact Support

(Figure 6.3a)

Select the Attach link (see Figure 6.3a above)

A modal window will appear with a list of projects created in the same calendar
year as the application. From the modal window, select the projects your agency
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would like to submit for funding in this application by selecting the individual
checkboxes. Then select the Attach Projects button (see Figure 6.3b)

Coordination Documentation

(IRt

- Budget

= Cost Allocation Fan or Indirect Cost Rate Agreement

(]

() nad - In Kind Doe* ‘g
o =R RTE Select projects to attach to opportunity
& d - Capital Bud) |
= Line Item  Year  Description Estimated Cost
B 2014  Purchase Replacement Std 35 Ft Bus S578,.000.00
4 11.12.03 204 Purchase Replacement Std 30 Ft Bus $68,000.00
Download - Expe
Attach Projects
Projects

There are no projects attached o

Documents

Active Documents
Document Name | 9]

Nao documents attached,

(Figure 6.3b)

Once all the chosen projects are attached, check to make sure each project has
funding included. The Application Budget section will populate automatically
and display just below the Revenue section. It will display the aggregate

amounts for each cost category represented from each project attached (see
Figure 6.3c)

Download - 3rd Party Operating Contracts Attach Upload
Download - Vehicle Maintenance Plan Attach Upload
Download - Public Transit Volunteer Program Attach Upload
Projects
Atta
Line Item CY Description Budgeted Amount
Remove | 35.50.01 2015 Training $500,000.00 =

$15,000.00 [

Eare Collect

Remove 11.42.10 2015

$515,000.00

Application Budget

Line Ttem Name Request Amount

Line Number

1300 Operations

1360 Other Operations Charges {Specify in Request for Funds) $500,000
Group Total $500,000.00

Capital Expenses

Farebox(es) $15,000

Fare Box Expenses

Other Capital Expenses (Specify in Request for Funds)

Group Total $15,000.00

Total $51 .00

(Figure 6.3c)

Please note: You will not be able to edit the Budget Cost Categories on the
application. Edits should be made at the project level. Changes made to the
project will filter to the budget in the application.
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6.4 Spending Plan (if applicable)

In conjunction with completing all the required forms that justify the need for your
application, certain grant applications require a Spending Plan which must be
included in the application. (Note: the Spending Plan section will only show if it
is required for your application).

To create your Spending Plan, go to the Spending Plan section of the
application (see Figure 6.4a)

spending Plan
Program Allocation $77,570.00
Trust Fund Balance  $7,950.00
Type Amount Note
i [Select One [v]
Total Available $85,520.00
Total Plan $0.00
Remaining £85,520.00 Move to Trust Fund and Save
(This value will become your new adjusted Trust Fund account total once this application
receives final DOT approval)
Final £85,520.00 Balance must be 0 to submit

(Figure 6.4a)

This section will show your Program Allocation (the amount of funding that your
agency is eligible for), and any existing Trust Fund Balance (see Figure 6.4a above).

From here you will be able to Insert the types of items that you are planning to
fund through the program. To add a new item, select the appropriate item in the
dropdown list (see Figure 6.4b)

Spending Plan

Program Allocation $77,570.00
Trust Fund Balance

Type Name Note

Local Match for 5310
T|Lecal Match for 5311
T|Non-Vehicle Capital Purchase
Other Operating Assistance

R Planning/Management Study
‘Vehicle Purchase

olunteer Driver Program

Voucher Program
Frar

5,520.00 Move to Trust Fund and Save

{This value will become your new adjusted Trust Fund account total once this application

receives final DOT approval)
$85,520.00 Balance must be 0 to submit

(Figure 6.4b)

Once you select the type of item from the dropdown, you will need to add an
Amount and a Note related to that item (please try to be as descriptive as
possible). Once you have entered all the information, select Insert (see Figure 6.4c).

Spending Plan

Program Allocation  §77,570.00
Trust Fund Balance  $7,950.00

Type Name Amount Note
e [Mon-ehicle Capital Purchase|v| $25,000.00, Cameras and Security for Vehicles
Total Available $85,520.00
Total Plan $0.00
Remaining £85,520.00 Move to Trust Fund and Save

(This value will become your new adjusted Trust Fund account total once this application
receives final DOT approval)
Final £85,520.00 Balance must be 0 to submit

(Figure 6.4c)
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The item will now be added to your spending plan, and your Remaining Balance
(your Program allocation and your Trust Fund Balance) will adjust. Continue to
enter items as needed. When you have entered all of the items that you intend to
purchase, you may be left with some funding remaining. You will need to either
designate another item to spend those funds on, or move the funds into your
Trust Fund Account. To move any remaining funding into your Trust Fund
Account, select the Move to Trust Fund and Save link (see Figure 6.4d). Your
remaining balance will now go to $0.

Spending Plan

Program Allocation $77,570.00
Trust Fund Balance  $7,950.00

Type Name Amount Note
Edit | Delete  Non-Vehicle Capital Purchase $25,000.00 Cameras and Security for Vehidles
dit | Delete  Local Match for 5311 $40,000.00 Local Match for Projects
dit | Delete  Vehicle Purchase $15,000.00 Van for Transport
B [Select One I~
Total Available $85,520.00
Total Plan $50,000.00

Remaining $5,52@.00 Move to Trust Fund and Save

{This value will become your se® adjusted Trust Fund account total once this application
receives final DOT approval)

Final $5,520.00 Balance must be 0 to submit

(Figure 6.4d)

6.5 Attaching Unrequired/Additional Documents to an Application

In some cases, additional documentation such as marketing materials, maps, etc
needs to be uploaded and attached to the application. These Documents will be
uploaded inside of the Resources Section. Inside of the Resources section,
there is a folder labeled “2015 Public Application Documents (see Figure 6.5a)

BrackCat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM
System Version 5.0.0.0

oashboard | proiecss | apphcations | organzatiors Rl Repos

Dashboard > Resources

Organization Library Organization Library

Global Resources

Organization [gay Area Rural Transit Commission|v/|

gg Move | |Create Folder| | Dalete | [ Emall Dawnload Archive Add |

Current Search Results Archived Files/Folders

Current Files

Root | [ show all files
L] ame ize Created By Create Date Downloads Operations
] 2015 Public Application Documents Entin, Scott 08/08/2014 Edit

-~

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

(Figure 6.5a)

To Upload a Document, first select a Folder Name (in this case, “2015 Public
Application Documents”)

Then select Add File (see Figure 6.5b).
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E’ackcat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

0.0.0

ouhboord || projects | Appleations | orgonizations [

Dashboard > Resources

oranzationLbrary  Qrganization Library
Global Resources
Organization [Bay Area Rural Transit Commission|v/]

Add File/Link

Select One V|

e iles
Root \ 2015 Public Application Documents \ [ show all files

(O Pomered by Panther

BCG Support Center: B88-238-9707 | Accessibility Info | Contact Support

(Figure 6.5b)

Choose whether you are uploading a file or a link. If you select File, you must
enter a File Name and then Select Browse to search your computer for the

correct document and select Open to capture the document. Then select Save
(see Figure 6.5¢).

E’ac’kcat Agency User - My Account | Logout | Help

GRANT MANAGEMENT SYSTEM

System Version 5.0.0.0

Resources

Dashboard > Resources

Organization Library Organization Library
Global Resources

Organization [Bay Area Rural Transit Commission /|

B s | [Create Folder

Add File/Link

File

¥

File Name
Test Document

Select File

C:\Users\Panther\Deskto  Browse

Save Cancs

Current Search Results Archived Files/Folders

Current Files

Root \ 2015 Public Application Documents \

[ show all files

'3 Powered by Panther

BCG Support Center: 868-238-9707 | Accessibility Info | Contact Support

(Figure 6.5c)

Each uploaded document will be available in this section. The document title is
editable and the document can be deleted, downloaded or emailed using the
checkbox to the left and the buttons along the top (see Figure 6.5d).
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BlackCat’

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

System Version 5.0.0.0

Resources
Dashboard > Resources

Organization Library

Organization Library

Global Resources

P [Bay Area Rural Transit Commission|v|

Wave | [Create Foldar] [ Deiste | [ Email | [ Downlsad | [ Archive Add |

Current Search Results Archived Files/Folders

Current Files

Root Y 2015 Public Application Documents

[J show all files
Name Size Created By Create Date Downloads Operations
est Document 36 KB User, Agency 09/05/2014 1] Edit

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

(3 powered by panther

(Figure 6.5d)

6.6 Submitting an Application

Once all the required forms are uploaded and each form subsection is green in
the Application Forms section; the projects attached are funded in the Projects
section; the Revenue values have been added, the Submit button will become
Active and the application can be submitted. If the Submit button is not Active,
check to make sure you have fully certified both the Certification of Data and

FFATA subsections on the Certifications Tab within the Organization section
(see Section 4.10)

The Submit button will remain gray until all the actions listed above are
complete. Once the Submit button is active, select the Submit button and your
DOT Representative will be notified by email notification (see Figure 6.6a)

Grant Opportunity

Section 5311: Formula Grants for Other than Urbanized Areaf‘ (Rural Transit Program (5311))
Type: FTA Application Deadline: 12/31/2014 12:00:00 AM

Details | | Delete | | Submit

" Status: Not Submitted

Application Forms

Befare you can submit this opportunity you would need to download and re-upload al r

ary docume
Form
1 - Apphcation Instructions
] Dowmioad - Public Notice Advertising /[ Publc Mesting ad
& - Birie! fistory ad
(] Summary of Expansion or Reduction
(Figure 6.6a)

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.
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Additional Information

For additional information, please contact:

Joe Foster

BlackCat Grants Project Manager
Panther International, LLC
JFoster@Pantherinternational.com
727.556.0990 x1006

Scott Entin

BlackCat Grants Product / Implementation Manager
Panther International, LLC
Scott@Pantherinternational.com

727.556.0990 x1007
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PANTHER INTERNATIONAL, LLGC

2841 EXECUTIVE DRIVE, SECOND FLOOR
CLEARWATER, FLORIDA 33762
727.556.0990

WWW.PANTHERINTERNATIONAL.COM
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