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Section 1: Introduction 

1.1 What is the TransCIP 2.0 System? 
 
Panther International, LLC is proud to offer the TransCIP 2.0 System is a grant management system 
designed and developed specifically for use by the Florida Departments of Transportation (FDOT) and 
other key transportation industry organizations.  
The TransCIP 2.0 System is a secure, web-based system that allows an entire grant program to be 
automated and managed online. TransCIP 2.0 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 State Users with the efficient use of the TransCIP 2.0 System. This 
guide will walk you through each step of the grant process, from gaining access through reporting. In 
addition, this guide will assist you in how to set-up the system to properly track funding programs, 
annual grants, and organizations/users. We suggest utilizing this manual to help walk through each 
component of the system while you complete the process.  If immediate technical help or support is 
needed, please contact your Panther Project Management Team. You have access to the Project 
Management team for all of your State needs.  
 
 
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 TransCIP 2.0 System login screen at: 2.transcip.com 
 

2) Login to the TransCIP 2.0 System: 
a. Enter your username  
b. Enter your password  
c. Select the Login button 

 

 
 
 

2.2 System Overview 
 

1) Dashboard: After logging in, you will see the System dashboard. On the dashboard, you will 
have quick access to welcome messages as well as important deadlines. In addition, you will 
have quick link sections available for fast access to applications, projects, and inventory that is 
ready for disposition. 

 

 
 

Helpful Hint: If you do not have a username and 
password, contact your Panther Project Management 
Team to be granted access to the system. 

 

Helpful Hint: We suggest regularly 
updating the Welcome Message through 
the module located in the Administration 
Section. Only a Client Admin can access 
this area. 
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2) The System is sub-divided into several components:  
o Dashboard 
o Projects 
o Applications 
o Organizations 
o Resources 

o Reports 
o Review   
o Contracts 
o Programs 

 
Access for these components are provided through tabs across the top of the system. The components 
available to you depend on your user role in the system (more detail will be provided on each 
component throughout this guide).   
 
 

 
 

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

  

 
My Account: 
 
If any changes are made to your account, select the Save button  
 

 
 
 

The My Account feature allows a user to 
change certain profile information 
including first name, last name, phone 
number, email address, and password. 

Once a username has been created, it 
cannot be changed. 
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 Logout and Help: 
 

  
 
 

 
 
4)   Support for the TransCIP is available on the lower right side of each screen once you are inside the 
system. Your Agency Users should contact the BlackCat Support if they are experiencing any system 
functionality issues. State Users should contact the Panther Project Management Team if they are 
experiencing any system issues. 
 
 

 
 
 
 
BlackCat Support Phone Number:  
Located at the bottom right corner and should be used by Agency Users to request technical assistance.  
 
Accessibility Info:  
Provides information for those users needing accessibility assistance. The Client Admin user has access 
to update this information 
 
Contact Support:  
Allows an Agency User to submit questions, concerns, ideas or other information directly to the 
BlackCat Support Team. 
 
As a state user, if you need further assistance with the System, please contact your Panther Project 
Management Team. 
 
 

2.3 Administration 
The Administration section is used to manage components of the system and is only accessible by the 
Client Admin assigned within Central Office. If you are the Client Admin, the Administration link will be 
available in the top left corner of the system. 
 

1) Select the Administration link 
 

 
 
 

Logout can be used to properly exit the 
Module and end your session.  
 
Help will download a PDF copy of this 
user guide.    
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Manage Programs:  
This section is where funding programs are created. The funding programs are tied to grants and 
encumbered funds.  
 
Manage Users:  
This section allows Client Admins to manage information on all users of the system. Contact information 
and organization associations may be updated through this link. 
 
Email Settings:  
This section allows Client Admins to temporarily turn the system generated notifications off and on. 
 
Login Announcements:  
This section is where Client Admins will update the message on the Dashboard. It’s encouraged to 
update this message regularly and remind Agency Users to check the Dashboard for important bulletins.  
 
Accessibility Information:  
This section is where Client Admins will update the accessibility information narrative as needed. 
 
Notification Queue:  
This section provides a log of all system generated notifications that have been sent. 
 
Oversight Management Module:  
The Oversight Management Module is where Client Admins create the templates for Review Types. 
 
 

Helpful Hint: This section is typically 
utilized to set-up components of the 
system. Only the Client Admin will have 
access. 
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Section 3: Organization Management 
The Organization section includes data about agencies, including addresses, contacts, key company 
information, users, and oversight details. Both Agency and State users have access to add and edit 
organizational information. 
 

3.1 Adding A New Organization 
 
Only State and District Users have the ability to add a new organization in the system. 
 

1. Select the Organizations tab 
 

 
 

2. Select the Add New button 
 

 
 

3. Select an organization type, and then the Next button 
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4. Enter information in the fields  
 

 
 

5. Select the Save button to ensure the information you entered is saved 
 

 
 

3.2 Editing Organization Details 
State, District, and Agency Users can edit organizations. Agency Users have access to their own 
organization, District Users have access to all organizations within their district, and State Users have 
access to all organizations. 
 

1) Select the Organizations tab 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Helpful Hint: Be sure to 
complete all the 
appropriate fields. Any field 
marked with an asterisk is 
a required field. 
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2) Select the organization record to review/edit 
 

 
 

 
3) Edit the necessary fields  

 

 
 
 

4) Select the Save button to ensure the information you entered is saved 
 

 
 
  

Helpful Hint: Be sure 
to complete all the 
appropriate fields. 
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3.3 Contact Management   
This section provides the opportunity for an agency to identify the individuals responsible for various 
tasks within the system. This is also the section State users will utilize to provide access to the system for 
new agency users. 
 
To view an agency’s contacts: 

1) Select the Organizations tab 
 

 
 
 

2) Select an Organization 
 

 
 

3) Select the Contacts section 
 

 
 
To add a new contact: 
 

1) Select the Add New button 
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2) On the resulting Contact Details page, complete all the applicable fields  
• Contact Type 
• Name 
• Title 
• Address 

• City, State, Zip 
• Phone, Cell,  
• Email 

 

 
 

Helpful Hint: Be sure to 
complete all the required 
fields. 
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3) Select Save 
 

 
 
 
To provide system access to a user: 
 

1) Select the user from the user list 
 
 

 
 

2) Select Yes to Allow access to the system and type in a username then select Save 
 

  
 
 
To assign user roles to a user: 
 
A user may assign another user particular roles based on their own permissions. The table below lists 
the permissions each user has, and capabilities in the assignment of other roles. 
 

User Role Assignments - Permissions 

Client Administrator State User (FDOT CO) District Administrator District User 
 
Client Administrator 
State Roles 
District Administrator 
District Roles 
Agency Roles 
 

 
District Administrator 
District Roles 
Agency Roles 

 
District Roles 
Agency Roles 

 
Agency Roles 

 
 

Helpful Hint: Usernames should be 
the first initial of the first name 
followed by the last name. 
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1) Select the user from the Contacts list 
 

 
 
 

2) Assign user roles in the User Roles box 
Note: The available roles will vary based on the user (state, district, agency) 
 

 
 
 
 

3.4 Calendar Management 
The Calendar section provides a monthly calendar that your agencies can use to track milestones and 
specific dates associated with funding requests. In addition, you can add events to the calendar that you 
would like all Agency Users to have access to. 
 
To update the calendar: 

1) Select the Organizations tab for your agency 
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2) Select the Calendar section 
 

 
 
 

3) Click on the date of the event you want to add 
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4) Fill out the Add New Event fields 

  
    

5) Select Save 

  

Helpful Hint: All fields should 
be updated as needed. 

Helpful Hint: If you select Public 
Event all users will be able to view 
the event on their calendar. 
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3.5 Service Info Management 
The Service Info section is a place for Agency Users to add information regarding their services. Agency 
Users should be guided to complete this section and State Users should utilize this section to view the 
Service Characteristics for an agency. To access the Service Info section, select the Organization tab, 
select the organization you would like to review, and select the Service Info sub-section. 
 
To update the Service Info Management: 

1) Select the Organizations tab for your agency 
 

 
 
 

2) Select the Service Info section 
 

 
 
 

 
 
 

Helpful Hint: The selections made in the 
modes section will establish the reporting 
structure for the service hours’ section. 
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3.6 Inventory Management 
The Inventories section is a place for Agency Users or State Users to view and add inventory. Agency and 
State Users should be guided to utilize this section to manage the Inventory for an agency.  
Please note: Current Mileage, Current Condition, and Current Rating will update directly inside a vehicle’s 
record based on values entered in the Annual Vehicle Report. This reporting form is to be completed once 
a year by the transit agency, and submitted for review. Once it’s reviewed and approved by the District 
Asset Manager, the values will update inside each vehicle’s inventory form. To read more about creating 
reporting forms, please visit the Reporting Form section of this User Guide. 

3.6.1 Vehicle Setup 
Vehicles may be added by FDOT CO, District Users, and Transit Agency Users.  
 
To add to an organization’s vehicle inventory:  

1) Select the Organizations tab 

 
 
 
 
 
 

Helpful Hint: Agency Users can add as many 
modes/service hours as needed. 
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2) Select the Organization  

 
 

3) Select the Inventories tab 

 
 
 
 

4) Select Add New 

 
 

5) Complete all the Vehicle information 
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6) Select Save 

 
 

3.6.2 Viewing and Editing Inventory 
This step can only be completed by the user with the Association of State or District User. Role 
associations can only be edited by a Client Admin. District Users may update Current Condition, Current 
Rating, and Current Mileage. Agency Users are only able to update Current Mileage.  
 
To View and Edit an organization’s vehicle inventory: 

1) Select the Organizations tab 

 
 
 
 
 

Helpful Hint: Be sure to 
complete all the 
appropriate fields. 
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2) Select the Organization 

 
 

3) Select the Inventories tab 

  
 

4) Select Vehicle 

 
 

5) Make any Edits 
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6) Select Save  

 
 
 
 
 
 
 
 
 
 
 
 

Helpful Hint: Be sure to 
complete all the 
required fields, marked 
by asterisks. 
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3.6.3 Early and Regular Lien Release Process 
If a vehicle has “Yes” indicated for the “Does DOT Hold Title as Lienholder?” question on a vehicle’s 
inventory form, the vehicle must be processed through the Lien Release workflow in TransCIP in order 
for disposition to be available. Please see screenshot below, which shows this question inside a vehicle’s 
inventory form. 
 

 
 
There are two different workflows for the Lien Release process built into the system, Early and Regular. 
The Early Lien Release workflow occurs if the useful life of the vehicle has not yet been met. The steps 
for each workflow are summarized in the table below.  
Note: For view which users have the ability to assign roles to users in TransCIP, e.g. District Asset 
Manager, Statewide Operations Manager, Statewide Asset Manager, please reference pg. 12. 
 

Early Lien Release Regular Lien Release 
Early Lien Release Submitted (Transit Agency) Lien Release Submitted (Transit Agency) 
Early Lien Release Recommended (District Asset 
Mgr.) 

Lien Release Recommended (District Asset Mgr.) 

Early Lien Release Accepted (FDOT CO, Statewide 
Operations Mgr.) 

Lien Release Approved (FDOT CO, Statewide 
Asset Manager) 

Early Lien Release Approved (FDOT CO, Statewide 
Asset Manager) 

 

 
The initiation of an Early or Regular Lien Release is to be completed by the Agency User, however, 
District Users, and FDOT CO may initiate the process on their behalf as well. Once an early lien release is 
submitted, the District User with the Asset Manager role (see pg. 13) will review the request and then 
submit it to FDOT CO for their review and approval. Within FDOT CO, the request is reviewed first by the 
Statewide Operations Manager, followed by the Statewide Asset Manager. The Regular Lien Release 
follows a similar workflow process; however, the request is not reviewed by the Statewide Operations 
Manager role in FDOT CO. 
 
3.6.3a Agency’s Release Request 
 
To complete an organization’s Lien Release on a vehicle: 
 

1) Select the Organization tab 

 
 

2) Select the Organization  
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3) Select the Inventories tab 

 
 

4) Select Vehicle 

 
 

5) Update the Current Mileage of the Vehicle 
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6) Select Save 

 
 

7) Select Release  

 
 

8) The Lien Release form will vary, dependent on whether or not it is an Early or Regular Lien 
Release (see screenshots below). Review the form, and enter the required information. Select 
Save. 
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Regular Lien Release Form 
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Early Lien Release Form 
 

 

 
 
The Early Lien Release form requires a document upload of six months of Maintenance records in order 
for the Submit button to appear after selecting Save. Please also upload an insurance valuation form if 
the vehicle is a total loss. Upload these records in the Lien Release Documents section at the bottom of 
the form. 
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9) After Saving the record, and uploading the Maintenance records (Early Lien Release Only), select 
Submit.  
Please note: the District Asset Manager will receive an email notification upon Submit. 
 

 
 
3.6.3b District Lien Release Review 
District Asset Managers complete the district review of an organization’s Lien Release on a vehicle. To 
review the request form, District Asset Managers can select the link on their Dashboard page: 
 

1) Select the link for the vehicle in the Pending Lien Releases/Dispositions/Transfers section  
 

 
 

2) Review and complete the form. The Early Lien Release form includes a number of questions that 
may be answered within the text box, or you may upload documents in the Lien Release 
Documents section as an alternative. 

 
 
 
 

Helpful Hint: The District will get a 
notification and review the request. 
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Regular Lien Release Form 
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Early Lien Release Form 
 
 

 



FDOT TransCIP 2.0_State_User Guide_v8               6.24.2024 31 
 

 
 

 
3) Select Save 

 
 
 

4) Add any additional comments, as applicable. 
 



FDOT TransCIP 2.0_State_User Guide_v8               6.24.2024 32 
 

 
 

5) Add any supporting documents, including the fair market value estimations (required) in the Lien 
Release Documents section 

 

 

 
6) Complete the District Review by selecting Recommend or Return. The “I certify…” box must 

also be checked before recommending. Please be sure to upload a document as certified if 
recommending the lien release. 

 
 

7) Select Submit when ready to submit the lien release to the State Asset Manager or Return it to 
the Agency 
 

 
*The state will now get an indication to review the Lien Release 
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3.6.3c State Lien Release Review   
In an Early Lien Release, Central Office will complete the next two steps, with the first completed by the 
Statewide Operations Manager, and the second by the Statewide Asset Manager. For a regular lien 
release, there will only be one step of review completed at Central Office; the recommendation by the 
District Asset Manager will go directly to the Statewide Asset Manager. 
 
 

1) Select the link for the vehicle in the Pending Lien Releases/Dispositions/Transfers section  

 
 

 
 

2) Review the request  
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3) Early Lien Release ONLY - Complete the Statewide Operations Manager Review  

   
 

4) (Early and Regular Lien Release) Complete the Statewide Asset Manager Review  
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Once a release is approved, the Title Information will have automatically updated inside the vehicle’s 
inventory form once each workflow is complete. 
 

 
 

3.6.4 Disposition Process 
This is to be completed and submitted by an Agency User after the lien release has been completed. 
Once submitted the District Asset Manager will review the request, and then submit it to the State Asset 
Manager for their review and approval.  
 
3.6.4a Agency’s Disposition Request 
 
To complete an organization’s disposition of a vehicle: 
 

1) Select the Organization tab 

 
 

2) Select the Organization  
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3) Select the Inventories tab 

 
 

4) Select Vehicle 

 
 

5) Update the Vehicle Mileage and Save the information 

 
 

6) Select Dispose 
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7) Review the Disposition form, and add any comments, if any.  

 
8) Select Save 

 
 

9) Select Submit 

 
 
 
3.6.4b District Disposition Review 
The District Asset Manager will complete the District review of an organization’s disposition request: 
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1) Select the Organization’s Pending Request through the Dashboard link navigate to the record  
inside the organization’s Inventories page 
 

 
 

2) Review the request 

 
 

3) Add any Comments  
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4) Select Recommend/Return 

 
 

5) Add Comment, if any, and select Submit (Note: if Deny is selected, a comment is required) 
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3.6.4c State Disposition Review   
The Statewide Asset Manager completes the State review of an organization’s disposition of a vehicle: 

1) Select the Organization’s Pending Request through the Dashboard link navigate to the record 
inside the organization’s Inventories page 

 

 
 
2) Select the Review the request 

 
 

3) Add any Comments, if any, and Disposition Documents 
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4) Select Approve/Deny (note: if Deny is selected, comments are required) 

 

 
 

5) Add Comment, if any, and select Submit (Note: if Deny is selected, a comment is required) 
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3.6.5 Transfer Process 
This is to be completed and submitted by an Agency User. Once submitted the District Asset Manager 
will review the request and then submit it to the Statewide Asset Manager for their review and 
approval.  
 
3.6.5a Agency’s Transfer Request 
 
To complete an organization’s transfer request on a vehicle: 
 

1) Select the Organizations tab 

 
 

2) Select the Organization  

 
 

3) Select the Inventories tab 
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4) Select Vehicle 

 
 

5) Update the Vehicle Mileage and Save the information 

 
 

6) Select Transfer 

 
7) Review and complete the Transfer form 
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8) Select Save 

 
 
 

9) Add any additional comments or transfer documents and select Submit 
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3.6.5b District Transfer Review 
To complete the District review of an organization’s Transfer on a vehicle: 
 
 

1) Select the Organization’s Pending Request through the Dashboard link navigate to the record  
inside the organization’s Inventories page 
 

 
 
 

2) Complete the Transfer request 
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3) Select Save 
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4) Add any comments, if any. 
 

 
5) Select Recommend/Return  

 
 

6) Add Comment, if any, and select Submit (Note: if Deny is selected, a comment is required) 
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3.6.5c State Transfer Review   
 
To complete the State review of an organization’s transfer on a vehicle: 
 

1) Select the Organization’s Pending request Select the Organization’s Pending Request 
through the Dashboard link navigate to the record  inside the organization’s Inventories page 
 

 
 

7) Review the Transfer request 
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8) Add any comments or transfer documents: 

 
 

9) Select Approve/Deny 

 
 

10) Add Comment, if any, and select Submit (Note: if Deny is selected, a comment is required) 
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3.6.6 Useful Life Management Tool 
Users with Client Administration access are able to update the Useful Life Management Tool. This tool 
allows for useful life thresholds for vehicles regarding miles and years to be assigned; this is based on 
the Vehicle Description (Heavy Duty Bus, Medium Duty Bus, Small Cutaway, etc.) and the vehicle’s year. 
The Vehicle Description and Vehicle Year are required fields that must be selected inside each vehicle’s 
inventory form in order to save the record, and for the calculations to occur. 
 
The Useful Life Management Tool allows for exceptions to be made to each scenario, for each year, 
which is based on the vehicle manufacturer. The Vehicle Manufacturer is also a field that is required 
inside each vehicle inventory form in order to save the record. See screenshot highlighting the above-
mentioned fields located inside each vehicle inventory form (located inside each organization’s 
Inventories page) 
 

 
 

1) For a Client Administrator to access the tool, select Administration: 

 
 

 
 

2) Then select Useful Life Management: 
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3) On the page, there will be a table of every scenario that has been programmed in the system, 
labeled in the following format: Category – [Heavy Duty Bus]: Type – [BU – Bus]: Description – 
[Heavy Duty Bus]. Scroll down the page to find the correct scenario that needs to be updated.  
Please note: If a new scenario needs to be added to the system, please contact your Project 
Manager at Panther International. 

 
 
3.6.6a Adding a New Year for a Vehicle Scenario 
1) To add a new year for a scenario, select Add New Record at the top of the scenario’s table.  
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2) Then click inside the Year box, and enter the year. Click inside the Useful Life Years and Useful Life 

Miles boxes in that row and enter the appropriate values as well.  

 
 
3) Select Save Changes. 

 

 
 
3.6.6b Creating an Exception for a Vehicle Scenario 
 

1) Locate the Vehicle Scenario and the Year for which the exception needs to be created 

 
 

2) Select Create in that year’s row 
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3) Select the vehicle manufacturer for which the exception should be made, followed by entering the 
parameters for Useful Life Years and Useful Life Miles. After entering the data, select Update. 

 
 

4) Select Save Changes 

 

 
 

5) To view exceptions, utilized the Expand/Collapse tool located in the table next to the appropriate 
year. Any exceptions that exist for a Year/Scenario will appear. 



FDOT TransCIP 2.0_State_User Guide_v8               6.24.2024 54 
 

 

3.7 Disaster Reporting  
Certain users have been designated in the system to have access to Disaster Reporting for their 
respective agency. If a user has been designated as a Disaster Reporter, they will have access to the 
Disaster Reporting tab within their organization’s page. 
 
To view your organization’s Disaster Reporting: 

1. Select the Organizations tab for your agency  
 

 
 
 

2. Select the Important Documents tab 
 

  

 

 
3. Select the Complete the Disaster Reporting Form 
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    4. Select Save 

 

Specific to District and State Users 
 
On the Reports page, District Users may generate updated reports for the agencies within their districts. 
Central Office Users may generate reports for all agencies in the state. The generated report is 
populated with information entered and saved by agency users in the reporting form, and includes the 
Last Modified information as a reference. 
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3.8 Reporting 
The Reporting section is where organizations may complete and submit reporting forms in the system. 
There are two reporting forms, the 5310 Annual Report and the Annual Vehicle Report. Every organization 
has access to the Annual Vehicle Report, whereas the 5310 Annual Report must be indicated for use on 
each relevant organization (see following section, Setting Up 5310 Reporting Review and Access).  
 

3.8.1 Setting Up 5310 Reporting Review and Access 
 
District Users must be assigned to be a 5310 Report Reviewer in the site. Those with this user role will 
receive email notifications once a report is submitted, and will be responsible for assigning reporting 
eligibility, reviewing submitted reports, indicating its type (Traditional/Non-Traditional/Both, and 
approving the form. Permissions for this user role may be assigned by users at Central Office, or those 
with the District Administrator role. To assign the role, navigate to the district user’s account, select 5310 
Report Reviewer role, and select the Save button at the bottom of their profile. 
 

 
 
To assign which organizations should have access to this reporting form, navigate to the organization.  
 

1. Select Organizations 

 
 

2. Select an organization 
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3. Remain on Organization Overview page.  

 

 
Scroll to the bottom of the page to the Financial/Reporting Info section. Check 5310 Reporting 
Access if the organization should have access to this reporting form. Select Save. 
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3.8.2 Creating 5310 Annual or Annual Vehicle Reporting Forms 
 
To create a report instance, the user will continue within an organization’s page. 
 
 

1. Select Reporting 
 

 
 
 

2. Select Add 

 
 
 

 
Choose the Report Type (5310 Annual Report or Annual Vehicle Report), the associated information, and 
then select Save 
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3. Once inside the report record, select the reporting form. 
Please note: the screenshots below are specific to the 5310 Annual Report. The Annual Vehicle 
Report will have different fields to complete.  

 

 
 
Fill out the necessary data inside the reporting form. If you want clarification on any items, hover over 
the information (“i”) icons. 
 

 
 

 
 

4. Once all data has been added in the reporting form, mark the report as complete and Save. 
 
 

Helpful Hint: The gray checkmarks next 
to each reporting form will turn to 
green once the requirements are met.  
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5. Once the report is marked complete, navigate back out to the main page for the reporting form, 
and the Submit button will be present. Select Submit. 
 
For 5310 reporting, please note the Document Upload section. File uploads may be used for 
backup documentation as requested by the District (for example, additional calculation 
methodology details or trip logs).  
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6. For the 5310 Annual Report, District Users with the 5310 Report Reviewer user role will receive 

notification of submittal and may then review and either Return (comments required) for edits, or 
Approve. The reviewer must also indicate the 5310 Reporting Type. The screenshot below is 
specific for the review on this type of reporting form. 
 
For the Annual Vehicle Report, District Users with the District Asset Manager user role will 
receive notification of submittal. These users will be able to approve the reporting form or return 
for edits. The review step in the screenshot below is very similar to the 5310 Report Reviewer’s, 
however, there won’t be a requirement to indicate the 5310 Reporting Type. Please note: once 
the report is approved, the Mileage and Current Condition/Current Rating fields will update inside 
each vehicle’s unique inventory record. 
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Reporting forms may be returned and resubmitted as many times as necessary until they are 
approved. 

 

 
 
 

Section 4: Oversight Management 
 
The Oversight section includes pieces completed by both the agency and state users. This section will be 
utilized to manage audits and site visits and includes questionnaires, findings, and a document library. 
The Oversight functionality for each inspection is originally set up by a State Oversight Reviewer or 
State Oversight Review Manager in Administration, and then utilized by the District Reviewers to work 
with the Agency Users on requested items. 
 

4.1 Oversight Review Type Set-up 
The first step in Oversight is for a State Oversight Reviewer / Oversight Review Manager User to create 
the Oversight type(s) the state plans to utilize. Multiple Oversight types can be created and utilized. 
 
To Set-Up an Oversight type:  
 

1) Select Administration 
 

 
 
 

2) Select Oversight Management Module 
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3) Select Add New  

 

 
 
 

4) Enter a Review Name and select which districts should be associated with the review by 
selecting the appropriate boxes. Review Categories, e.g. Safety and Security, may be added by 
typing text in the field box and then selecting the “Review Category” link. Once a category is 
added it will populate in the Review Area pick list. Review Areas for each category, e.g. Safety 
Plan, may then be created by selecting Add Review Area link. Check the box Folder Needed if 
folders are necessary for agencies to upload information for a specific Review Area.  
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5) Select Publish  
 

 

Helpful Hint: 
Be sure to 
complete all 
the 
appropriate 
fields. 
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6) Select OK 

 
 
 
 

4.2 Agency Review Set-Up  
This step can only be completed by the user with the Association of District Oversight Reviewer. Role 
associations can only be edited by a Client Admin.  
 
4.2a To Set-Up an Agencies Review: 
 
 

7) Select the Oversight tab 

 
 
 
 

8) Select the Add New button  
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9) Complete the following information  

 
 
 

10) Select Save  

 
 

4.2b Adding State Reviewers 
 
State Oversight Reviewers and State Oversight Review Managers may add the State Reviewers to the 
Oversight record: 
 

1) Select the Oversight tab 
 

 
 
 
 
 

Helpful Hint: Be 
sure to 
complete all the 
appropriate 
fields. 

Helpful Hint: Upon Save the 
State will be notified to add 
State Reviewers  
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2) Select the Oversight record 
 

 
 

3) Select State Reviewers and Add 
 

 
 
 
 

4) Select Save 

 
 
4.2c Adding Engagement Documents to the Review 
 
The addition of Engagement Documents to the Oversight Record is completed by District Reviewers 

1) Select the Oversight tab 
 

 
 



FDOT TransCIP 2.0_State_User Guide_v8               6.24.2024 68 
 

 
 

2) Select the Oversight record 

 
3) Select Engagement Documents  

 
 

4) Select Add New 

 
 

5) Enter a Document Name and upload the file  
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6) Select Save 

 
 
4.2d Adding Compliance Folders 
 
Compliance folders may be added by state and district reviewers in the Review Profile page. These 
folders will then populate on the Compliance Folders page. Please note: while folders are created during 
this step, the ability to upload documents into the folders on the Compliance Folders page is not 
available until after the Engagement Document has been accepted by a District Reviewer.  
 
To add compliance folders: 

1) Select Review Profile  

 
2) Select Add a Folder  

 
3) Select Name the Folder 
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4) Select Add 

 
 
4.2e Submitting Engagement Documents to Agency  
 
To submit the Engagement Document to agency users, a District Reviewer User will: 

1) Select Engagement Documents 

 
2) Select Submit to Agency 

 
 

3) Select OK 

 
 

4.3 Agencies Review of Notification 
 
4.3a Review Engagement Document 
To Review the Engagement Document as an Agency user: 

1) Select Oversight 
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2) Select Oversight Listing 

 

 
3) Select Engagement Documents 

 
4) Select the document provided in Notification of Review 

 
 
 
 
 
 
 
 

5) The document will download to the computer. Open document, complete, and Save the file 

 
6) Select Upload 

 
7) Name & Select Document 
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8) Select Save 

 
9) Select Send to District 

 
 
 

10) Select OK 

 
 

4.4 Accepting a Notification of Review 
 
4.4a Reviewing a Notification of Review as a District User  
To access the Review: 

1) Select the Oversight tab 
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2) Select the Oversight record 

 
3) Select Engagement Documents  

 
4) Select the document name to review 

 
5) If complete select Accept, if not Submit To Agency  

 
6) Select OK 

 

4.5 Setting Up Findings 
4.5a Setting Up Findings by a State Reviewer 
To set up findings: 

1) Select the Oversight tab 

 
2) Select the Oversight record 
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3) Select Findings  

 
4) Select Add New 

 
5) Complete all the fields. If a Finding Type is an Observation, a Due Date will not appear on the 

screen. If the Finding Type is a Deficiency or Area of Concern, a Due Date must be selected. 

 
6) Select Save 

 
 

7) Add any Comments or Supporting Documentation  

Helpful Hint: Be 
sure to 
complete all the 
appropriate 
fields  
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8) Select Save 

 
 
4.5b Publishing Findings by a State Oversight Review Manager 
State Oversight Review Managers are the only users who can publish findings. To publish findings to a 
district user: 

1) Select the Oversight tab 

 
2) Select the Oversight record 

 
3) Select Findings  

 
4) View the Findings  
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5) When all Findings are added, Select Publish  

 
6) Select OK 

 
 
4.5c Publishing Findings by a District Oversight Reviewer Manager 
District Oversight Reviewers and District Oversight Review Managers may view findings created by the 
state, however, only District Oversight Review Managers can only publish the findings : 

1) Select the Oversight tab 

 
2) Select the Oversight record 

 
3) Select Findings  

 
4) View the Findings  
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5) When ready, District Oversight Review Managers select Publish to Agency. Prior to 

publishing, district reviewers may add additional findings to the existing records.  

 
6) Select OK 

 
 

4.6 Completing Finding  
 
4.6a Responding to Findings as an Agency User 
To review and respond to findings as an agency user: 

1) Select the Oversight tab 

 
2) Select the Oversight record 

  
3) Select Findings 

 
4) Select View 
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5) Review finding, and be sure to enter information in the Corrective Action Plan (CAP) field.  

 
 
 
 
 

6) Add Comments/Supporting Documents  



FDOT TransCIP 2.0_State_User Guide_v8               6.24.2024 79 
 

 
7) Select Save 

 
8) Select Submit to District 

 
9) Select OK 

 
 
 
 

4.7 How to Request a Deadline Extension 
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Request for an Extension for an Agency 
Findings that have a Finding Type of Deficiency or Area of Concern will have Completion Dates assigned 
to them. In order to request an extension to the completion date, agency users must complete the 
following steps prior to submitting the response to the District. 
To request an extension as an Agency User: 

1)  Select the Oversight tab 

 
2) Select the Oversight record 

  
3) Select Findings 

 
4) Select View 

 
5) Review finding 
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6) Complete the Required Fields 

 
7) Select Submit 

 
 
 
4.7a How to View Extension Request 
 
To view and approve an extension as a District User: 

1) Select the Oversight tab 
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2) Select the Oversight record 

  
3) Select Findings 

 
4) Select View 

 
5) View the Request 
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6) Select an Action 

 
7) Select Submit 

 
 
 

4.8 Completing Reviews of Findings  
 
The District Review is completed by a District Oversight Review Manager. 
 
To complete a district review: 

1)  Select the Oversight tab 

 
2) Select the Oversight record 

 
3) Select Findings  
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4) Select View  

 

 
5) Review finding 

 
6) Add Comments/Supporting Documents  

Helpful Hint: Be 
sure to 
complete all the 
appropriate 
fields  
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7) Select Save 

 
8) Select Approve 

 
9) Select Submit to  
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Section 5: Program Management 
The Grant section is where Programs will be added to the System. A grant for each funding program 
being utilized should be created on an annual basis. The Grants created in this section will allow you to 
allocate and encumber funds against that Grant. 
 
To add a Program: 

1) Select the Programs tab 
 
 

 
 

2) Select the Add New button 

 
 

3) On the resulting Programs Details page, complete all the applicable fields and select Save 
 

 

Helpful Hint: The Year, Legislation, 
and Program are all required to 
create the Program. 
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To View/Edit Distributions associated with a Program: 
 

1) Select the Programs tab 

 

 
 
 
 

2) Select the Program 
 

 
 
 

3) Select Distribution and then Add/Adjust Distributions 
 

 

 
 
 
 
 
 

Helpful Hint: As funds are 
allocated, encumbered, and 
expended the tables will update. 
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4) For a new Distribution, enter a Title and Awarded Amount and select Insert 

 

 
 
 
 

5) To Adjust a Current Distribution, change Title or Award Amount and then select Update 

 
 
 

6) To view the details of the distributions, select the expandable arrow. Hover over each listing to 
see the organization associated with each listed allocation. 
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Section 6: Project Management 
The Project section is a list of all agency projects. Projects include project details as well as a funding 
request/budget. Typically, Agency Users will add their own projects but this is an area where State Users 
can also assist agencies and create projects as well. 

6.1 Project Creation/Edit 
1) Select the Projects tab 

 

 

 

2) Select the Add New button  
 

 

 

 

 

 

Helpful Hint: You will initially land on the Project Listing page. As 
a State User, you will see all agency Projects. Agency Users will 
only see their organizations projects. 
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3) Select an Agency and Select Next  
 

 

 

4) Select a Year 

 

 

5) Select the Lookup button 

 

Helpful Hint:  The Year selected must reflect the year on the 
associated application.  
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6) The FTA Line Item Code when selected will populate here 

 

  
 

 

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.  

Helpful Hint: If the ALI box does not appear after 
selecting Lookup please check behind the current 
screen.  
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7) Select the Scope Code from the drop down. 

 

 
 

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

 

 
 

9) Complete the remaining fields  

 

Helpful Hint: You will create a more specific 
funding request in the next step. This field is used 
primarily for Planning purposes.  
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10) Select Save 

 
 

11) Select the Select link in the Funding Request section  
 

 

 

12) Enter your budget numbers for each budget category listed  
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13) Select Save after all the fields have been addressed and dollar amounts have been entered 

 

 
 

 

14) The project creation process can be completed as many times as necessary 

 

Helpful Hint: The budget 
lines will fluctuate for 
different project types.  
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Section 7: Application Management 
The Application section is a list of all agency applications and the location where the State User will 
create applications. Applications include application forms, attached projects and a budget summery. 
Typically, Agency Users will add their own applications but this is an area where State and District Users 
can also assist agencies and create applications if needed.  
 

7.1 Application Development 
 

1) Select the Applications tab 
 

 
 
 

2) Select the Application Development sub-section 
 

 
 

3) Select Add New button  
 

Helpful Hint: As a State User, the project 
list will include all agency projects.  
 
 

Helpful Hint: Filters may be utilized to 
shorten the list of projects. 
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4) Complete all of the required Application Profile fields 
• Application Name 
• District (Statewide or districts – 

note: Statewide is only for 
applications Central Office will 
review) 

• Year 
• FAIN Number 
• Hard/Soft Deadline 
• Group Review 
• Scorecard (If Applicable) 

• Public URL 

  
If the submitted applications are to be reviewed by the districts, then Open Date/Time, Deadline 
Date/Time, and Lead Reviewers should be left blank as they will be completed by the district(s) once the 
opportunity is published.  
 
If Central Office is creating a “Statewide” opportunity, which is to be used when CO is going to review all 
submitted applications, then Lead Reviewers, Open Date/Time, Deadline Date/Time must also be 
selected. 
 

 
 
 

Helpful Hints: If you select 
Hard deadline the 
application will close on 
the deadline date and 
time.  
 
If Group Review is needed, 
a scorecard must be 
selected. 
 
District Users may only 
create applications for 
their districts; state users 
may create applications 
for individual districts, or 
statewide opportunities 
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5) Select Insert 
 

 
 
 
 

6) Applies only if a “Statewide” Opportunity: Select Add Reviewer in the Lead Reviewers section. 
Lead Reviewers are informed when an application has been submitted and are responsible for 
marking an application as Complete or Not Complete. If there is not a Group Review/Scorecard 
Review as part of an application, the Completeness Review is the only step required to approve 
an application. 
 

 
 
 

7) Select the Application Documents sub-section 

Helpful Hint: Multiple lead reviewers 
can be added in this section. 
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8) Select Add New 

 
9) Enter applicable information and then select Insert 

 

 

Allow Upload: Select this if a document 
should be uploaded in this space. 
 
Required: Select this if a document 
upload is required. 
 
Post Submittal: Select this if users 
should be able to upload documents 
after application submission. 
 
Sequence: This should be a number 
that indicates where in the list of forms 
this document should be. 
 
Form Title: This is the name of the 
document. 
 
Select Document: Select browse and 
find the document associated with the 
form title (not required). 
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*Continue this process as many times as needed, there is no limit to the number of application forms 
 
 

10) Applies if only a Statewide Opportunity: Select the Eligible Applicants sub-section 
 

 
 
 

11) Applies if only a Statewide Opportunity: Select all organizations that are eligible to apply and then 
select Save 

  

 

Helpful Hint: Select the box next to any organization that 
should be able to apply for an application. If an organization 
is trying to apply and stating that there are applications 
available, verify that they are selected on this page. 
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12) Applies if only a Statewide Opportunity: If a Group Review/scorecard review is part of the review 
process, select the Application Reviewers sub-section 
 

 
 
 
 
 

13) Applies if only a Statewide Opportunity - Select the Eligible Reviewers name, and then select the 
blue arrow pointing right and select Save 

 
 
 
 
 

Helpful Hint: You can add as many selected reviewers as you 
would like for each application. 
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14) Return to the Opportunity Profile page and select the Publish button 
 

 

 
NOTE: If the opportunity is set to apply to district(s), an email notification will be sent to district users, 
informing them the opportunity has been created and they must add in their respective Open Date/Time, 
Deadline Date/Time, Lead Reviewers, and Application Reviewers (as applicable per use of a scorecard). 

7.2 Creating and Completing an Application 
Creating and completing an application is typically completed by an Agency User but as a State User you 
can assist in creating an application for an organization. 
 

1) Select the Applications tab 
 

 

  
2) Select the Grant Opportunities page, select an Organization, and then select the Apply button. 

Only grant opportunities for the selected organization will appear with an Apply option. 
 

Helpful Hint: Once you publish an application and it is past 
the open date, it is available for Agency Users to begin an 
application until the deadline date. 
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The following steps are completed by Agency Users 
 
There are two sections of the application that must be completed in order for an agency to have access 
to the Submit button on their application: 
 

1. Applications Documents section: All documents in this section must have a green or blue mark 
next to them if there is an upload requirement/option. Required documents that still have a gray 
checkmark indicate a document has not been uploaded. 
 

 
 
 

2. Project Attachment section: All projects to be included in an application must be attached and 
the Funding Request (budget) for each project must have been completed. 

 
The submit button is not active until both of these steps are completed.  
 

1) To complete the Application Forms 
a. Select Attach Upload next to the first required document and complete upload process 

 

 
 
 

2) To complete the Projects Section 
a. Attach all necessary projects to the application 
 

Helpful Hint: All forms that you added to the 
Application forms section will be available in this 
section for both download and upload. 
 

 

Helpful Hint: 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 
 

Helpful Hint: Agency Users will only be able to view the 
opportunities for their organization. District Users will only 
be able to view opportunities available for organizations in 
their district. 
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3) Once both sections are complete, the Submit button must be selected 
 

  
 
 

Section 7.3: Review Process 
The review process has multiple steps and each is completed by a State or District User. 

1. Completeness Review 
2. Reviewer Assignment (applies if application opportunity has a “Group Review”) 
3. Individual Review and Scoring (applies if application opportunity has a “Group Review”) 
4. Application Review Management (applies if application opportunity has a “Group Review”) 
5. Allocation of Funds 
6. Final Approval  

 

7.4 Completeness Review 
 
The completeness review is completed by the Lead Reviewer for the region: 
 

1. Select the Review tab 
 

 
 
 

2. Select the Review link  
 

Helpful Hint: The status section of the application will indicate to Agency and 
State Users where in the process the application is in. 
 
 

Helpful Hint: Each Lead Reviewer will only have 
access to the submitted applications of organizations 
within the regions they are assigned to. 
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3. Check the application and projects for completeness; Select complete or not complete, add 

comments, and select Submit 

 
 

7.5 Reviewer Assignment 
 
The reviewer assignment is completed by the Lead Reviewer for the opportunity, and only applies to 
application opportunities where “Group Review” was selected: 
 

1. Select the Review tab 
 

 
 
2. Select Assignments 

 

 
 

Helpful Hint: If an application is marked “Not 
Complete” please provide detailed comments for the 
agency to review.  
Once an application marked “Not Complete” is 
submitted by the reviewer, the agency will be 
notified and have the opportunity to rectify the 
issues and resubmit for a second round of 
completeness review. 
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3. Select No Assignment  
 

 
 
 

4. Select the names of the reviewers that should be assigned to the application from the box on 
the left and then select the blue arrow pointing to the box on the right. Once complete, select 
Save 
 

 
 

5. The Application has now been assigned 

 
 

 

Helpful Hint: To send an email to a reviewer that has 
been assigned an application to review, select their 
name from the assigned reviewer list and then select 
the Email Notification link at the bottom of the 
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6. Repeat steps 3-5 for each application that will be reviewed by a group of reviewers 
 

7.6 Individual Review 
 
The individual review (scorecard) is completed by each reviewer assigned to an application: 
 

1) Select the Review tab 

 
 

 
2) Select the Review link in the Committee Review table 

 
 

 
 
 

3) Complete the reviewer scorecard by answering each question on the scorecard, adding 
comments when necessary, and selecting an option from the recommendation list; select the 
save button. 
Note: As there may be different scorecard templates for each program, the screenshot included in 
this user guide is for illustrative purposes only. 
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4) Once the information has been entered in the scorecard, select Submit 
 

 

Helpful Hint: These steps must be completed for 
each application in the Committee Review section on 
the Review Queue page. 
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7.7 Application Review Management 
 
The Application Review Management process is completed by the Lead Reviewer for the application 
opportunity: 
 

1) Select the Review tab 

 

 
 

2) Select App Management Sub-section 
 

 
 

3) Review each submitted scorecard by utilizing the Expand/Collapse function next to each listed 
application. Once expanded, the lead reviewer will have access to each submitted scorecard by 
selecting View in the Score Card column.  
A Calculated Score will prepopulate; if an Adjusted Score is necessary, enter information in that 
field. 
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4) Once an application has been reviewed by all reviewers, check the box next to the Application 
and then select Recommend from the pick list at the top of the page, followed by Submit.  

 

 
 

5) Complete Steps 1-3 for each application 
 
 

7.8 Allocation of Funds 
 
 
The Allocation of funds is completed by the Grant Manager Reviewer for the region: 
 

1) Select the Review tab 

 

 
 

2) Select Project List Sub-section 
 

 
 
 

3) Select the funds link under Allocated 
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4) Select the year, grant, amount to allocate against the grant, and select Save 
 

 
 

5) Continue steps 3-4 until all funds for the project are allocated 
 
 

6) Select the checkbox next to the project (you can select more than one project)  
 

 
 
 

 

Helpful Hint: We suggest allocating funds for each project and 
selecting all of the funded projects checkboxes before moving to the 
next step. This will allow you to submit all projects that have allocated 
funds at once. 
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7) Select recommend from the action dropdown and select Submit 
 

 
 
 

7.9 Final Approval 
 
The Final Approval is completed by the Transit Manager Reviewer: 
 

1) Select the Review tab 

 

 
 
 

2) Select Project List Sub-section 
 

 
 

3) Select the checkbox next to all projects ready for final recommendation 
 

 
 

 
4) Select approve from the select action dropdown and select Submit 
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5) All approved projects are now on the Approved Project List. Projects on the Approved Project 

List may now be added to a contract profile.  
 

 
 

Section 8: Contract Process 
Contracts are created by State Users and Districts Users and can be viewed by Agency Users. 
 

8.1 Creating a Contract 
1) Select the Contract tab 

 
 

2) Select the Add New button 

 
 

3) Fill in the contract profile fields. The type of contract (PTGA/NOGA) and the associated exhibits 
that will be included in a generated contract package is dependent upon information entered in 
the Program pick list, Financial Project Number data fields, and other potentially selected items, 
e.g. Mobility Management. Please note: If you are to create a NOGA, information you select in 
this section will result in a Federal Fiscal Year field populating on the page as well (Federal Fiscal 
Year will automatically populate as State Fiscal Year – 1. This can be modified if necessary). 
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4) Select the Save button 
 

5) After saving the record, select Add New Project and select any projects and allocations that are 
to be encumbered on the contract. Enter the correct dates. Once an Execution Date is entered, 
the Contract Expiration Date entered in the Original Contract section will also populate above in 
the Contract Information section. Please note: the Execution Date is also necessary in order to 
create any amendments that may occur (a Create Amendment button populates in the Actions 
section once it has been entered). 

 

 
 
*Now the contract can be generated by selecting the Generate Contract button 
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6) Once the Generate Contract button has been selected, enter and edit any necessary data into 
each of the tabs located at the top of the window. Remember that the contract type 
(PTGA/NOGA) and available exhibits populate based on information entered in the Contract 
Information section. 
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7) To enter data into any of the Exhibits, select the Exhibit at the top and then enter the necessary 
information, followed by selecting Save. If an exhibit is not necessary in a contract, simply select 
the Exhibit at the top and then select the Delete button. 
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8) Exhibit D – Authorizing Resolution: If a project encumbered on the contract was processed in 
TransCIP utilizing the system’s full lifecycle (it was attached to an application and reviewed), then 
Exhibit D – Agency Resolution will already include an uploaded version of the file, if it was 
supplied in the application. If a document exists, you will see a Download File button. If the button 
doesn’t exist, a document was not uploaded by the organization within the associated application 

 
 
As additional reference, please see image below, which indicates the location on an application 
where a user may have uploaded an Authorizing Resolution document. If a document is present, 
the Download Authorizing Resolution Document link will be available for selection. 
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Additional Logic:  
- If there is more than one project on the contract and they were associated with different 

applications, the most recent letter/application will pull in. 
- It is highly recommended the existing letter is downloaded from the contract window and 

reviewed to ensure it is the organization’s most recent letter. 
- If the letter is outdated and must be replaced, simply delete and upload the most recent file. 
- If no file was supplied in the application, a document will not pull in, and one must be 

uploaded by using the Upload button. 

 
-  

9) Once all information is entered and saved, select Generate Package. If data needs to be 
refreshed, select Regenerate Forms 
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8.2 Contract Amendments 
Contracts can be amended as many times as necessary for Time Extension, Budget Revision, and 
Amendments. Please remember that in order for a Create Amendment button to appear in the Actions 
section, an Execution Date must be saved in the Original Contract section. 
 

1) Select the Contract 

 
 

2) Select Create Amendment  

 
 

3) Select the type of amendment and then Submit  

 
 

4) For an Amendment (adjusting dollars on existing allocations, adding a new project, adding a new 
allocation: Enter in the reason for the amendment 
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5) Select the dates. If you are extending a project as part of the amendment, include this information 
in the Comments. 

 
 

6) Select Save 

 
 
8.2.1 How to Adjust Allocation   
 

1) Select Adjust 
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2) Complete Allocation Adjustment  

 
 

3) Select Update 

 
 
8.2.2 How to Add a New Project 
 

1) Select Add New Project 

Helpful Hint: When making 
Adjustments to an Operating project 
remember to update the project 
budget in the project. 
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2) Select the Project 

 
 

3) Select Submit 

 
 
8.2.3 How to add a New Allocation 
 

1) Select Add New Allocation 
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2) Complete Details 

 
3) Select Save  

 
 
 
Once the type of amendment changes have been made, select Generate Amendment. 
 

Helpful Hint: When making 
Allocations to an Operating project 
remember to update the project 
budget in the project. 
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Enter and edit information into tab and field, as applicable. Please remember the Contract Expiration 
Date will update once an Execution Date has been entered. Also take note that the Exhibits will 
automatically populate based on the type of project/program you are amending. 
 
 

 
 
For a Time Extension, select Create Amendment, choose Time Extension, and select Submit.  
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Fill in the new Expiration Date and provide a reason for the extension. Enter the Execution Date and 
select Generate Amendment. 
 
 
 

 
 
 
Fill out the necessary information in the PTGA Time Extension Form tab and then select Generate 
Package on the Generated Files tab. 
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To complete an Budget Revision (if overall dollar amount on project budget is not changing). 
 
Select Create Amendment, select Budget Revision, and then Submit. 

 

 
 
Select the project you are to make a Budget Revision against. 
 

 
 
Update the project’s budget (but not changing the overall amount) and Save. 
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Once back on the contract, Select Generate Amendment. Double check the funding breakdown in 
Exhibit B and generate the file. 
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Section 9: Resources 
 
The Resources section is where additional documents and records are kept for the Organization, DOT 
and the BlackCat Transit Management Support Team. 
  

1) Select Resources 
 

 
 
 

 
  
 
 
 
 
 
 
 
 
 
 
 

2) To Add a document to the Organization:  
 

a. Select Organization Library 
 

 
 
 

The Organization Library is where you can 
store documents for the state. You may 
also store document in a particular district 
or organization’s library by selecting the 
organization in the Organization pick list. 
 
Global Resources is where the state will 
provide documentation and Panther will 
provide additional learning tools for the 
Module. 
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b. Select the Add button 

 

 
 

c. Select the correct choice under Add File/Link 
 

 
 

d. If you are adding a file, select Choose File and select the correct file  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Helpful Hint: Be sure to name your file 
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e. Select the Save button 

 
 

 
 
Your document is now loaded: 
 

 
 

3) How to create a folder: 
 
a) Select Create Folder 
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b) Enter a name for the folder and select the Save button  

  

 
 
Your folder is now created: 
 

 
 
 

4) To store and view items available to all organizations in the system, select Global Resources 
 

 
 
 

Helpful Hint: to add a document to your 
folder, select the folder and repeat the 
above steps for adding a document. 
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Section 10: Reports  
The reports section can be utilized to access information/data from within the system in a neatly 
formatted document.  
  

1) Select Reports 
 

 

 
2) Select Generate  
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Section 11: Additional Information 
 
 
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 internet browser. 
 
 
 

 

 
 

 
 

 
 
  

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 your folder type. 

 

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’.  

 

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 your folder type. 
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