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User Guide 

A Web Tool for Dynamically Delivering the NTD Sampling Manual 

 

If you need help with viewing the NTD Sampling Manual through this Web tool, this is the 

right place for you.  This guide is organized into three sections: 

 

1. Summary of the content of the manual and its main characteristics. 

2. Description of the Web tool in terms of its home page and each of its options for 

viewing the manual. 

3. Examples of using the Web tool to get exactly what you need for your specific 

profiles of using the manual. 

 

Summary of the Manual 

 

Written in a question-and-answer (Q&A) format, the NTD Sampling Manual is a 

comprehensive guidance document to assist you to meet FTA’s minimum statistical 

requirements.  The requirements entail 10% precision and 95% confidence levels in the 

annual totals of unlinked passenger trips and passenger miles traveled, which you estimate 

for the NTD through random sampling.  The full manual consists of 7 major sections, 21 

subsections, 122 pairs of questions/answers, and 1 appendix.  It covers: 

 

 All modes explicitly recognized by the NTD. 

 Both types of service (directly-operated and purchased). 

 All scales of operation (small, medium, and large). 

 All patterns of operation (weekdays only, daily, etc.). 

 All steps for getting estimates of annual totals (getting a sampling plan, collecting 

sample data, processing sample data, estimating annual totals). 

 All reporting practices (100% counts of unlinked passenger trips, etc.). 

 A wide range of options for sampling efficiency. 

 Availability of own sample data for developing sampling plans. 

 Two types of structures in sampling plans (period-based and interval-based). 

 A range of sampling frequency (weekly, monthly, and quarterly) for period-based 

sampling plans. 

 A range of sampling frequency (every day, every second day, every third day, every 

fourth day, every fifth day, and every sixth day) for interval-based sampling plans. 

 A range of sampling plans in terms of who develops and certifies them (ready-to-use 

sampling plans, template sampling plans, and alternative sampling plans). 

   

For each of you, only a subset of these elements of the full manual may be relevant.  If you 

operate only demand-response and regular bus services, for example, those elements about 

other modes are irrelevant.  If you operate only fixed-route services, those elements related 

to non-scheduled services are irrelevant.  For your specific applications, a still narrower set 

of these elements may be relevant.  For example: 
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 You report 100% UPT for demand-response but not for regular bus. 

 Interval-based sampling plans may be more useful for your regular bus service, but 

period-based sampling plans may be more appropriate for your demand-response 

service. 

 Different persons on your NTD staff may be responsible for different steps of getting 

estimates of annual totals, and each person would be interested only in the relevant 

step. 

 

This Web tool is designed to help you select only the relevant portion of the full manual for 

your agency and for the specific need of each of your application. 

 

Home Page 

 

The home page of the Web tool is simple by design.  It lists the main options of viewing the 

content from the manual.  Figure 4 shows how the home page appears on the Internet. 

 

 

Figure 4. Home Page of the Web Tool 

 

Filtering the Manual  

 

The “Filter the Manual” function of the Web tool gives you the most flexible and dynamic 

way for viewing the manual.  After clicking the “Filter the Manual” button, you get a Web 

page that is split into left-right columns, as shown in Figure 5.  The narrower left side hosts 

the user interface for you to enter the specific profile.  The user interface consists of four 

profiling questions and the profiling options for each profiling question.  The wider right side 

shows the full content of the manual in terms of all individual questions/answers.  To narrow 

the content delivered on the right side, you must answer at least one profiling question by 

selecting at least one of its profiling options.   
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Figure 5. Filtering the Manual 

 

Table 3 lists the profiling questions and their respective profiling options in the user 

interface.  The last column briefly explains each profiling option.  The bottom of the table 

describes the three types of sampling plans mentioned in explaining the profiling options.   

 

Examples of Dynamically Delivering the Manual 

 

Before you examine any examples shown in Table 4, it is essential for you to fully 

understand the logic behind the user interface and how the interface is linked to the content 

of the manual.  This logic helps you correctly specify your usage profiles in the user 

interface to get what you need.   

 

Logic behind the User Interface.  The profiling logic is what the Web tool uses in 

assembling the relevant topics of the manual in response to the particular use profile 

that you specify.  The profiling logic consists of the following aspects: 

 

 A profiling question is not answered if you do not choose any profiling option.  For 

example, the user in profile example 5 in Table 4 did not answer question 1.   
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 Nothing would be delivered if you do not answer any profiling question.   

 Only a portion of the manual would be delivered if you answer just one question 

and the delivered content is reduced further as you answer more questions. 

 When a profiling question is answered, the amount of delivered content increases 

with more profiling options chosen for the given profiling question. 

 Choosing all profiling options for a given profiling question is equivalent to the 

profiling question not being answered. 

 

Table 3. Profiling Questions and Profiling Options for the User Interface 

Profiling Questions Profiling Options Notes 

1. What are you 

trying to do? 

General Directions Overall directions to the full manual 

Sampling Plans 
These are the major steps of getting 

estimates of annual totals of UPT and PMT. 
Data Collection 

Estimation 

2. What is the mode 

of service? 

Bus Modes MB, CB, RB, etc. 

Commuter Rail CR 

Other Rail Modes Heavy rail, light rail, streetcar rail, etc. 

Other Scheduled Modes Ferryboat 

Demand Response Modes Regular (DR) or by taxi (DT) 

Commuter Vanpool Vanpool service for commuters 

Other Non-Scheduled Modes Jitney services, etc. 

3. Do you report 

100% UPT? 

Yes You can sample far less if you report 100% 

UPT and only estimate PMT No 

4. Do you have own 

sample data? 

Yes Use template or alternative sampling plans 

No Should use ready-to-use sampling plans 

Notes: 

1. UPT = unlinked passenger trips. 

2. CR = commuter rail. 

3. Template sampling plans are what you get from using your own NTD sample data from a previous report year 

with the Sampling Template. 

4. Alternative sampling plans are what you have qualified statisticians develop and certify with your own NTD 

sample data from a previous report year. 

5. Ready-to-use sampling plans are what the Sampling Manual provides for you to use temporally if you do not 

have your own NTD sample data from a previous report year for various reasons. 

 

Examples.  Table 4 summarizes examples of how you may filter the manual through the 

Web tool for five potential cases of using the manual:  

 

1. You will start operating commuter rail service next year and will know exactly 

how many riders use the service, but you do not have previously-collected 

sample data because the service is new.  It is a couple of months before next 

year starts, and you need to get a sampling plan now for estimating the annual 

total PMT for next year so you can plan ahead for the staffing needs of data 

collection.   

 

2. You operate regular bus services only, you collect and report 100% UPT, and you 

have been sampling for several years; hence, you have your own sample data.  
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What you want is all of the content in the manual that is relevant for your 

operation and NTD reporting practices.  As a result, you choose all steps of the 

overall process of obtaining estimates of annual total PMT for your bus service. 

 

Table 4. Illustrative Examples of Filtering the Manual 

Profiling Questions Profiling Options 
Examples 

1 2 3 4 5 

1. What are you trying 

to do? 

General Directions  √    

Sampling Plans √ √    

Data Collection  √    

Estimation  √ √ √  

2. What is the mode of 

service? 

Bus Modes  √ √ √ √ 

Commuter Rail √     

Other Rail Modes    √  

Other Scheduled Modes      

Demand Response Modes   √ √ √ 

Commuter Vanpool    √  

Other Non-Scheduled Modes      

3. Do you report 100% 

UPT? 

Yes √ √ √ √ √ 

No    √  

4. Do you have own 

sample data? 

Yes  √    

No √    √ 

 

3. Your agency used template sampling plans for both of your regular bus and 

demand-response services during the report year that just passed.  Your agency 

collected 100% UPT and will report it to the NTD for both modes.  The staff 

person in charge of obtaining annual total PMT for both modes has since left.  It 

is time to estimate the annual totals of PMT for the two modes using the sample 

data collected by the previous staff person from last report year.  You are the 

new staff person in charge of preparing the estimates, and you want to learn 

exactly what you need to do.   

 

4. You are part of a large transit agency that operates regular bus, commuter bus, 

light rail, regular demand-response, and vanpool services.  You and several other 

colleagues are involved in the NTD process at your agency.  Your agency collects 

and reports 100% UPT all of these modes except light rail.  Your NTD-related job 

is to estimate annual totals of UPT and PMT for all of these modes using sample 

data collected by your NTD colleagues.  You want to have all of the estimation-

related content in the manual for all of the modes your agency operates.  You do 

not choose an answer to the last profiling question because it is irrelevant to the 

estimation-related content in the manual.     

 

5. You provide both regular bus and demand-response services, but have only 25 

vehicles operated in maximum service.  As a result, you qualify for the small-

agency waiver—that is, you do not have to report PMT data to the NTD.  In fact, 

you have not been sampling for several years and, hence, you do not have your 
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own usable sample data.  But you have been asked by other transportation 

partners in the region to start reporting PMT data so that the region can qualify 

for more Section 5307 funds.  As a result, you want to learn more about what 

would take to report PMT data before making the final decision.  The good thing 

is that you have been collecting and reporting 100% UPT and will continue to do 

so in the future.  You choose not to answer the first profiling question because 

you want guidance in the manual covering all of these steps.        

 

Browsing the Manual 

 

The Web tool gives you the option to browse manual for its sections, subsections, or 

individual pairs of questions/answers.   

 

Sections.  When you move your mouse curser over the “Browsing the Manual” button, 

the section numbers and titles appear as a drop-down menu, as shown in Figure 6.  To 

view the entire content for a given section, just click the title of the section in the drop-

down menu.  All individual questions/answers for this section appear.   

 

 

Figure 6. Browsing the Sections 
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Subsections.  After the drop-down menu appears for the sections, you can move your 

cursor to a particular section title and hover over it; the sub-section numbers and titles 

will appear to the right of the drop-down menu for sections.  Figure 7 illustrates this for 

section 70 and its subsections.  To view the entire content of any subsection, just click 

its title in the new drop-down menu.  The full subsection appears. 

  

 

 

Figure 7. Browsing the Subsections 
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Questions.  To get the clickable list of individual pairs of questions/answers for the 

entire manual for browsing, either directly click the “Browsing the Manual” button at 

the top or select “List All Questions in Order” in the pull-down menu shown in Figure 

6 for sections.  The hyperlinked individual pairs of questions/answers appear.  Figure 

8 shows how the screen appears with questions for the first three sections.  The 

question itself and its full answer appear once the hyperlinked title of this question is 

clicked.   

 

 

 

Figure 8. Browsing by Questions 
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Downloading the Manual 

 

The full manual is available for download both in a Word format and as a PDF file.  In 

addition to the full manual, the following also are available for download: 

 

 Sampling Template without any input data entered 

 Sampling Template with input data entered as an example 

 Individual appendices of example tables for data collection in Word format 

 A random number table as a PDF file 

 

Figure 9 show how the page appears after “Download the Manual” is clicked: 

 

 

Figure 9. Download the Manual 
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Search the Manual 

 

A fourth option to get to the manual is the “Search the Manual” function of the Web tool.  

The following appears after you click “Search the Manual” at the top: 

 

Type search terms and hit the return key: 

 

 

 

The Web tool delivers every pair of question/answer that contains all search terms you have 

used for the search.  As an illustration, Figure 10 shows the search result from using 

“certify” as the search term. 

 

 

Figure 10. Result of Searching for “Certify” 
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