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Dashboard

The tabs will allow you to navigate 
through BlackCat.

The dashboard will display notices 
that KDOT will post. Please read 
through these as they may contain 
important information for your 
organization.

CTDs may send us announcements 
to post here as well. 
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Organization Overview

To view your organization information, click on 
the Organizations tab

The first page you’ll come to is the 
Organization Overview, this will contain the 

basic information for your agency

The Organization Overview will contain the 
primary address and contact for your agency. 
This is the information KDOT uses to contact 

you.

If the organization information needs 
updated, click the edit button. You can find 

this on any sub-tab of the Organizations tab.
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Editing the Organization Overview

This will show when the organization was last edited and by who

This drop down will have the list of CTDs. Please make sure yours is set 
to the correct CTD. 

The UEI (Unique Entity ID) can be found on SAM.gov. The SAM 
registration must be up to date to continue to receive federal funding.

The FEIN is where you will place the agencies Tax ID

This is the main phone number and email for the agency. This is the 
phone number and email address KDOT will use to contact the agency 
with any questions, comments, or concerns. 

This is the primary contact for the agency. This is the contact that KDOT 
will contact with any questions, comments, or concerns. This drop-
down menu will only display contacts that have the user role of primary 
contact. Please see contacts on slide 8-9.

Here you will put the legal name of the agency and the address. This is 
the address that KDOT will use to send the agency letters, notices, and 
vehicle information/contracts.
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Inventories

On the sidebar, you will click 
Inventories to see your vehicles. 

Here you will see your disposed 
vehicles or transferred vehicles.

Your vehicles are listed here. Clicking 
on the VIN will show your vehicle 

information. This will be updated by 
KDOT. Agencies should not change 

the vehicle information or attempt to 
dispose of a vehicle. A disposition 

certification should be filled out and 
emailed to KDOTtransit@ks.gov for 

disposition requests. 
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Calendar 

On the sidebar, you will click Calendar to see the events, 
both private and public.

Double click on a date to add a new event. 

Click the checkbox to show public events. Any public 
events that other agencies, KDOT, or RTAP have posted will 
show. 

Check the Public Event box if you would like the event to 
be seen by other agencies. 

The events will show on the calendar with the time and 
title. 
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Contacts
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On the sidebar, you will click 
Contacts to see all users, both 
those with access and without 

access to BlackCat. 

To add a contact, you will click add 
new and input the user information.

See slide 9 for more information.  

To edit a contact, click select by the 
user you would like to change.

See slide 9 for more information.  

The users access information is 
shown here. They will show Y if the 

user has access to BlackCat, it will 
show N if they do not have access. 

(A user will stay in BlackCat with no access for 3 
months after being deactivated)



Add / Edit Contacts
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Drop down the contact types to edit and select user roles

Select primary contact for any possible primary contacts for 
the agency. You will not be able to set the user as a primary 
contact on the organization overview unless this is checked.
(see slide 5 for updating primary contact in Organization 
Overview) 
First and last name is a required field. 

Email address is a required field. 

NOTE: Do not change previous contact information to reflect 
a new employee. Create a new contact. Contacts are kept on 

record for 3 months after deactivation for record keeping 
purposes. 

NOTE: If creating a new contact, input the contact 
information and once entered, email KDOTtransit@ks.gov to 

get contact BlackCat access

mailto:KDOTtransit@ks.gov


Reporting

10

REPORT TYPE WHO’S REPORTING FREQUENCY OF REPORT 

Budget Report 5311 & 5310 Agencies 5311 – Every Month 
5310 – Either in December, 
June, or the month that all 
funds are expended

DBE Report 5311 Agencies Every Month

Expense Report CTD Admins When Needed 

Ridership Report 5311 & 5310 Agencies 5311 – Every Month
5310 – Every Month 

Vehicle Report 5311 & 5310 Agencies 5311 – Every Month
5310 – Every Month 

NOTE: Agencies that are in both 5311 & 5310 programs will do budget reports and ridership reports 
for each program. Agencies that are in both programs will only do 1 vehicle report that encompasses 

all agency vehicles. 



Reporting (Continued)
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All reports are due by the 15th of the month 

NOTE: Failure to complete reports on time can result in hold of funding or effect funding 
decisions for future applications. 

Any questions or concerns about reports 
should immediately be reported to KDOT. If a 
report needs returned for corrections, KDOT 
should be notified ASAP, before the report can 
be approved. 



Reporting (Continued) 
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On the sidebar, you will click 
Reporting.

Use the filters to sort through 
reports, both previous and 

current.

If there are no previous reports 
listed, click the filter button 

without selecting any filters to 
show all previous reports

Click add to start a new report. All 
reports can be started here. 

(Budget, DBE, Expense, Ridership, 
Vehicle)



Reporting (Continued)
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The report type will be listed here. 

Click select to open the report to view or edit it. 
The reports can only be edited when the status is 
either “not submitted” or “returned.” 

If the report is connected to a specific contract, 
the contract will appear here. 

The status of the report is listed here. The status’s 
are “Not submitted,” “Submitted” or “Submitted 
and Attested,” and “Returned” or “Approved.” 

As stated above, a report can only be edited if its 
in “Not Submitted” or “Returned” status.

The reports run on the calendar year. The report 
should reflect the most recent completed month.



Reporting (Continued)
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At the bottom of each report, there 
is an Active Documents Section 

A document name MUST be typed 
in or the system will not let you 
upload a document. 

Click Choose File to select from your 
computer files.

Once you upload the file, it should 
appear below, here, with a date 
stamp.

A history log of the report will be 
listed at the bottom. If the report is 
returned, this is where you will find 
the comments from KDOT. 



Budget Report 
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After clicking “Add:”

Drop down Report Type 
and select Budget.

Select Budget Contract. 
Only the contracts you 
have been approved for 
should be available to 
you. 

Select the current 
Calendar Year.

Select the most recent 
completed month.

The next drop-down option 
will not appear until the 
previous is selected. 



Budget Report (Continued)
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Here you will see the report date 
you are working on. The report 
should always show the calendar 
year and the most recent 
completed month.

The check boxes will be grayed out 
until the report is completed. You 
will not be able to submit or even 
see a submit button until all check 
boxes are green.

Your reporting options will be 
listed here. To complete the 
report, click on it to bring it up. 



Budget Report (Operating)
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Project income should go here. This is going to 
be for your fare revenue. This should match the 
“Fare/Fare Box Donation Revenue” in the 
Ridership report. (See slide 33)

Other expenses will be placed here. If other 
expenses are listed, additional documentation 
MUST be uploaded detailing the expenses. 
See slide 18 for eligibility. 

KPTA expenses will go here. If KPTA expenses 
are listed, additional documentation MUST be 
uploaded detailing the expenses. 

NOTE: You can move expenses between line items as long as 
the expenses do not exceed the overall budget. 



Budget Report (Eligibility)
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Eligible Operating Expenses Eligible Administrative Expenses Ineligible Expenses

• Advertising
• Insurance
• Personnel – driver’s & dispatcher wages
• Fuel
• Maintenance
• Storage
• License and tags
• KPTA membership dues
• RTAP trainings
• New hire driver physicals
• KCC membership dues
• Supplies for KDOT vehicles
• Bus Barn/maintenance facility  utilities

• Personnel – transit manager
• Office supplies
• Computer and computer supplies

• KDOT approval may be required
• Copies
• Postage
• Mileage, meal, registration fees

• Kansas Dept. of Admin rates apply, 
KDOT approval may be required. 

• Uniforms – KDOT approval required
• Utilities – admin building

• (if bus barn, maintenance facility, 
and admin are on one bill, all can be 
placed here)

• CTD membership dues
• CTAA membership dues
• Fines or penalties
• Charitable donations
• Capital costs and expenses that are 

reimbursable under other federal 
programs

• Drug and alcohol testing 
• (KDOT is billed for this directly by 

ComplianceOne. If you are billed, 
then the charge may have been 
denied.)

• Maintenance on non-KDOT vehicles

The expenses listed above are some, but not all the eligible and ineligible expenses. These are the most 
common expenses. If you have questions about a specific expense, please email KDOTtransit@ks.gov.



Budget Report (Operating)
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This will show your expenses less your revenue total

Here you will see the remaining balance of your budget.  

This will show the federal share of all expenses

This will show the 100% of all expenses. 

This will show the state share of all expenses

This will show the local share of all expenses
This will show the federal + state share. This is the reimbursable 
amount. 

Save after marking the report complete at the top of this page

Click mark this report as complete and save or the report will not 
be checked green, and you will not be able to submit. 

After you mark the report complete and save it, you will exit the 
operating report. 



Budget Report (Administrative) 
5311 Only 
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Computers and computer equipment should not be 
under office supplies. Computers should go under 

other. 

Other expenses will be placed here. If other expenses 
are listed, additional documentation MUST be 

uploaded detailing the expenses. 
See slide 18 for eligibility. 

Here you will see the remaining balance of your 
budget.  



Budget Report (Continued)
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Once the reports are marked the report as 
complete and saved, the check boxes will change 
to green. Once all check boxes are green, the 
submit button will appear. 

Once the reports are marked the report as 
complete and saved, the check boxes will change 
to green. Once all check boxes are green, the 
submit button will appear. 

Double Check the Primary Contact Information 
before checking this box. All correspondences will 
go to the primary contact above. 

Upload any documentation for expenses put in 
“other” or KTPA expenses. 
Any other documentation for the budget report 
will also be put here. 



DBE Report 
(5311 Only)
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After clicking “Add:”

Drop down Report Type 
and select DBE.

Select the current 
Calendar Year.

Select the most recent 
completed month.

The next drop-down option 
will not appear until the 
previous is selected. 

DBE stands for Disadvantaged 
Business Enterprise. 

DBE Directory: Directory of 
Disdvantaged Businesses (ksdot.gov)

https://kdotapp.ksdot.gov/dbecontractorlist/


DBE Report (Continued)
(5311 Only) 
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Here you will see the report date 
you are working on. The report 
should always show the calendar 
year and the most recent 
completed month.

The check boxes will be grayed out 
until the report is completed. You 
will not be able to submit or even 
see a submit button until all check 
boxes are green.

Your reporting options will be 
listed here. To complete the 
report, click on it to bring it up. 



DBE Report (Continued)
(5311 Only) 

24

All vendor information is entered here, then 
click add.

Once the information is entered, it will appear 
above. 

If there is more than once transaction from a 
single vendor, you will add them up as one 
here. 

Add up the vendor amount from all 
transactions and enter the total here. 

Once all vendor information is entered, mark 
the report as completed. 

All fuel, maintenance, insurance, and storage 
vendors are entered here. 



DBE Report (Continued)
(5311 Only) 
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Once the reports are marked as complete and 
saved, the check boxes will change to green. 
Once all check boxes are green, the submit 
button will appear. 

Upload invoices and KDOT approval emails for 
any maintenance charges exceeding $4,500.



Expense Report
(CTD Admin Only)

26

CTD Name Here

Click Organizations. If you do not 
have options, you probably only 

have access to your agency. 

Open the CTD by clicking select 
next to the organization. 

Click Reporting on the sidebar and 
then click “add.” 



Expense Report (Continued)
(CTD Admin Only)
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After clicking “Add:”

Drop down Report Type 
and select Expense.

Select Budget Contract. 
Only the contracts you 
have been approved for 
should be available to 
you. 

Select the current 
Calendar Year.

Select the most recent 
completed month.

The next drop-down option 
will not appear until the 
previous is selected. 



Expense Report (Continued)
(CTD Admin Only)
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This checkbox will be greyed out 
until the report has been marked 

as complete. 

To start your report, click on the 
expense hyperlink. 



Expense Report (Continued)
(CTD Admin Only)
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This is the total budget the CTD has for 
the SFY. 

This is the total expenses for the month.

Here you will see the year-to-date total 
including the expenditures for the report 
you have just submitted. 

NOTE: If you YTD total exceeds the budget, KDOT 
will only pay out up to the budgeted amount. 
BlackCat should not let the report submit like 

this, but it has in the past. 

Place any additional documentation here. 
This includes any travel documents. 

Don’t forget to mark the report as complete before saving.



Ridership Report 
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After clicking “Add:”

Drop down Report Type and 
select Ridership

Select Budget Contract. Only 
the contracts you have been 

approved for should be 
available to you. 

If you are in both programs, 
you will need to do 2 

ridership reports. 

Select the current Calendar 
Year.

Select the most recent 
completed month.

The next drop-down option 
will not appear until the 
previous is selected. 



Ridership Report (Continued)
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This checkbox will be greyed out 
until the report has been marked 
as complete. 

To start your report, click on the 
Ridership Report hyperlink. 

The submit button will appear once 
the report is marked as complete. 



Ridership Report (Continued)
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Number of people using a mobility device you 
transported.

When determining trip types, its best to use agency’s 
best judgement without asking passengers. If the 

passenger is both elderly and disabled please mark 
them as disabled over elderly. If you cannot determine 

whether a passenger is elderly or disabled, please 
apply them to general public. 

Each ride should be counted as a new trip type and trip 
purpose, even if a passenger gets off at a location and 
back on to proceed to a new one. This should be a 1:1 

ratio and the totals at the end should match.

Non-Emergency Medical Transportation (NEMT) are 
the trips that are reimbursed to the agency  by 

Medicaid. 

The ridership report will not let you save until all 
boxes are filled. If you do not have information, 
enter 0.



Ridership Report (Continued)
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Fair box donation revenue is any 
income that comes from fares or 
donations for rides only. This should 
match the project income on the 
budget report. (See slide 17) 

General donations are for any 
donations to the agency to be used 
for any purpose and not ride 
specific. 

Service Contract Revenue is monies 
earned from providing rides with a 
contract. 

NEMT Revenue is the revenue 
reimbursed by Medicaid

Any miles that vehicles are 
scheduled to or travel 
while in revenue service. 
Vehicle revenue miles 
include: Layover / recovery 
time. Vehicle revenue 
miles exclude: Deadhead, 
Operator training; Vehicle 
maintenance testing; and 
Other non-revenue uses of 
vehicles.

Any time that vehicles 
are scheduled to or 
travel while in revenue 
service. Vehicle revenue 
hours include: Layover / 
recovery time. Vehicle 
revenue hours exclude: 
Deadhead; Operator 
training; Vehicle 
maintenance testing; and 
Other non-revenue uses 
of vehicles.

Miles traveled on a Regional Route 
(usually in coordination with other 
agencies.)

For Demand Response service, this is 
arriving within 15 minutes of scheduled 
pickup time. For Fixed Route service, this 
is arriving at each stop within 5 minutes 
of designated time.



Ridership Report (Continued)
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Preventative Maintenance Completion should be 100% unless a vehicle is due to maintenance. 

Unless a vehicle has been in an accident that month, the preventable accidents should be 0. If accident is listed, 
then accident form should have been filled out and sent to KDOTtransit@ks.gov. 

Injuries and fatalities should be 0, unless an accident has been reported and an accident form filled out and sent 
to KDOT. 

All driver’s must have up-to-date KDOT physicals. 

The number of regular drivers (both full-time and part-time) and 
the number of volunteer drivers should equal the number of up-
to-date KDOT physicals listed, unless a driver is due for a 
physical. Driver should be scheduled for a physical right away in 
this case. 
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Once complete, the checkbox should 
turn green and be ready to submit. 

Certify that the report is 
accurate. 

mailto:KDOTtransit@ks.gov


Vehicle Report
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After clicking “Add:”

Drop down Report Type 
and select Vehicle.

Select the current 
Calendar Year.

Select the most recent 
completed month.

The next drop-down option 
will not appear until the 

previous is selected. 



Vehicle Report (Continued)
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This checkbox will be greyed out 
until the report has been marked 
as complete. 

To start your report, click on the 
Ridership Report hyperlink. 

The submit button will appear once 
the report is marked as complete. 



Vehicle Report (Continued)
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Mark the report as 
complete before saving. 

The status of the vehicle 
from the inventory page 

is listed here. This is 
updated by KDOT. 

Save after marking the 
report as completed. 

The beginning odometer 
is pulled from the 
previous month. If this is 
incorrect, contact KDOT 
before continuing. 

Enter the ending 
odometer.  

The monthly mileage will 
automatically populate. 

If the ending odometer is 
negative, please recheck 
your odometer reading. 
The report will be 
returned. 



Vehicle Report (Continued)
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Once the reports are marked the report as 
complete and saved, the check boxes will change 

to green. 

Check the box stating that the vehicle report is 
accurate and submit.



Questions?

Taylor Zortman
Public Transportation Program Administrator  
Bureau of Multimodal Transportation 
Taylor.L.Zortman@ks.gov

Sarah Stewart
Public Transportation Program Consultant
Bureau of Multimodal Transportation 
Sarah.Stewart@ks.gov

Rene Hart
Public Transit Manager
Bureau of Multimodal Transportation 
Rene.Hart@ks.gov

Please email all questions to 
KDOTtransit@ks.gov
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