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Background Information: 

 
It is a requirement of the Office of Air, Rail & Transit that rides given, miles traveled, and other required 
data be recorded and reported to the South Dakota Department of Transportation, Office of Air, Rail & 
Transit for vehicles that were purchased with Federal Transit Administration funds through the capital 
assistance program or for vehicles that are operated with operating and administrative funds through 
the Office of Air, Rail and Transit (ART).   
 
These reports are known as “ridership reports”.  Vehicles purchased with funds from the FTA are 
considered to have federal interest.  As long as the vehicle is being operated using FTA funds, ridership 
information is required to be reported.  The agency will be notified in writing by the Office of ART at 
such time when you are no longer required to submit these reports. 
 
The ridership information submitted online is assembled and submitted in various reports to the Federal 
Transit Administration, South Dakota Department of Transportation, and others upon request.  The 
Office of ART relies on your agency to ensure the information submitted online is accurate and correct, 
as reports are generated from the information (ridership reports) submitted. It is very important to 
verify that the data you submit to us in these reports is correct.  It is imperative to accurately report the 
number of rides provided and number of miles vehicles traveled.  
 
It is required to have this information submitted or reported by October 31.  Some agencies are 
required to have information regarding certain vehicles submitted earlier. Agencies will be contacted by 
the Office of ART if it applies. It is up to the agency to determine how often to submit ridership 
information to the Office of ART.  Information can be submitted Monthly, Quarterly or Annually unless 
instructed otherwise.  The ‘Trip Sheet – Passenger Count’ sheet to available on the Public Transit 
website to assist in tracking the number of rides and the trip purposes.  If dispatching software is used, 
there may be other means of gathering the required data.  
 
In order to have received the vehicle through the capital assistance program, a representative from your 
agency signed an agreement with the Office of ART agreeing to comply with necessary requirements.  
One of those requirements is providing data, such as ridership reports, to DOT when requested or 
required. 
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Vehicle Usage Reporting Website: 
Go to. http://www.sddot.com/transportation/transit/Default.aspx Click on the tab labeled “Transit 
Reporting” on the left side of the page.  

 
Username and Password: 
Enter your Username and Password and click on the login box. If you need either, please contact Sallie 
Collins or Lisa Donner. After entering the Username and Password, a screen labeled Vehicle View List 
should appear. This list shows the vehicles that are currently operated by the reporting agency.  If it is 
discovered that a vehicle is not included that should be, please contact SD DOT immediately.  Likewise, if 
a vehicle is included in the inventory that shouldn’t be, please contact SD DOT. The list may be more 
than one page of vehicles.   

 
New Usage Report: 

On the left-hand column of the page, click on  
 

Select the Vehicle: 
Select the VIN from the pull-down menu for the vehicle reporting on.  The VINs in the pull down 
box should be the same as the vehicles that appear in the Vehicle View List. 

 

Select the Report Type: 
Select the Report Type from the pull down menu.  Reports can be submitted monthly, quarterly, 
or annually unless notified otherwise by SDDOT.  The minimum reporting requirement is 
annually, with all reports submitted online by October 31. Some agencies must have vehicle 
ridership completed for certain vehicles before October 31. Agencies will be contacted by 
SDDOT regarding other reporting requirements. 

 
Enter the Report Date: 
This is the time period for the data you are reporting.  This date is NOT meant to be today’s 
date.  Enter this date in mm/dd/yyyy format. 
It is recommended entering this date as the 1st of the month, quarter, or year of the report.  For 
example:  10/01/2014 could be Monthly for October 2014; it could be Quarterly for Oct-Nov-
Dec  2014; or could be Annually for October 1, 2014-September 30, 2015. 
SDDOT’s fiscal year is from October 1 – September 30.  
It is very important to enter the reporting date to ensure the ridership information is included in 
the current fiscal year.  

 

 
 

New Usage Reports

http://www.sddot.com/transportation/transit/Default.aspx
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Client Type: 

Enter Trips: 
 Elderly = A passenger over the age of 60. 
  Ambulatory = Able to walk on own, or with assistance of another person, cane/walker. 
  Non-ambulatory = Passenger is confined to a wheelchair. 
 
 Disabled = An individual with a physical or cognitive disability under the age of 60. 
  Ambulatory = Able to walk on own, or with assistance of another person, cane/ walker. 
  Non-ambulatory = Passenger is confined to a wheelchair. 
 
 Youth = Passenger between ages of 0-18. 
 
 General Public = Passenger that does not fit into a category above. 
 

If a child, age 10, is confined to a wheelchair, that passenger should be counted under ‘Disabled’ 
and ‘Non-ambulatory’. 
If a person, age 80, is confined to a wheelchair, that passenger should be counted as ‘Elderly’ 
and ‘Non-ambulatory’. 
 

Enter Clients: 
On the last report of the year enter in the number of unduplicated riders for each vehicle. Per 
client type information is used on statistical reporting at the end of the year. Remember to 
count an individual person only once. For example, George who is elderly and in a wheelchair 
rides the bus three times per week all year. George would only be counted as one elderly non-
ambulatory rider for the whole year.   

 
Trip Purpose: 

 For every passenger, there should be a trip purpose.  Ridership and Trip Purpose MUST EQUAL. 
 

Care attendants should not be counted.  The theory here:  the care attendant would not be 
taking that trip if not for the person they were assisting. 

 
Each one-way trip (origin to destination) should be counted as one trip. 

Example:  Mrs. Smith is picked up at her house, taken to the dentist, then picked up at 
the dentist and returned to her house.  This is 2 trips. 

 
Enter Ridership and Mileage Info: 
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A vague error message will pop up on the screen if ridership and trip purpose do not equal.  The 
system will not allow entering information for that vehicle. The data for that specific vehicle will 
have to be re-entered.   

  
Report mileage if rides were reported. If there are rides reported, mileage is required to be 
reported and vice versa. Effective 10/1/13, if there is one without the other reported; neither 
will be counted or credited for the agency.  Double-check the reports and totals to make sure 
the data entered is correct, adds up, equals where it’s supposed to, and the required fields are 
filled in.   

 
Enter Operating Characteristics: 
Enter data for each of the fields. 

 Total Mileage = Vehicle Revenue Miles 
Revenue Miles: The total number of miles for the reporting period that the vehicle traveled 
while in revenue service.  Exclude deadhead miles, miles for driver training, and miles traveled 
while a vehicle is being repaired or maintained (an on-the-road test).  Also exclude miles 
traveled for accepted or exempted charter services. 
 
Gallons Consumed = The number of gallons of fuel that was used for the reporting period. 
 
Current Odometer Reading = Odometer reading as of the ending day of the reporting period.   
 
Number of Days Operated = The number of days operated within the reporting period. 
 
Odometer Last Oil Change = The odometer reading at the time of the last oil change. 
 
Odometer Last Tune-Up = The odometer reading when the vehicle’s last had preventive 
maintenance completed.  Preventive maintenance such as what is defined or spelled out in the 
vehicle’s owner’s manual. 
 
Yearly Insurance Premium = Enter this by vehicle.  This likely will not be the same number for all 
vehicles unless all of the agencies vehicles are exactly the same age, make and model.   
 
Revenue Hours = This is the total amount of hours for the reporting period that the vehicle 
traveled WHILE IN REVENUE SERVICE.  Include any layovers (waiting for a passenger during a 
medical appointment in another town), but exclude deadhead, operator training, and vehicle 
maintenance testing. 
 
Coordinated Trips = A trip that is paid in whole or in part directly to the transit provider by a 
third party.  Common Coordinated Trips may be Medicaid, Assisted Living Center, Head Start, 
and Adjustment Training Centers. 

 



6 
 

Enter Financial Data: 
Financial data is optional.  A report is available regarding financial data on vehicles based on 
data submitted online.  If interested in more information, please contact the Office of ART.  
Some agencies track vehicle expenses by vehicle.  

Submit Data 
After all data is entered, click the SUBMIT button at the bottom of the page.  

 
Repeat as Necessary 
If you have additional vehicles to report for, you’ll have to go to and repeat these steps for each vehicle.   
If you make an error, you are able to Edit these reports; however please be careful when editing.   
 

Vehicle Reports: 
To view your annual information click on the Vehicle Report tab on the left-hand column of 
webpage, using the pull-down menu, selected in the center of the page to view.  This report will show all 
data reported for the Fiscal Year selected.  SDDOT’s fiscal year is from October 1 to September 30. 
This is the starting point for all statistical data related to performance. 
 
If you find information about your vehicle is missing (such as the license plate number), or a vehicle 
itself, please let us know. Released vehicles must be reported on if they were used at any time during 
the fiscal year until they are sold.  
 
 


