The Researcher Check-in form is simple to complete, help text can be found next to each field by hovering over the question mark.
NOTE: Check-in’s must occur by no later than mid-night on the Sunday prior to your field start date.  Reports are sent out weekly on Monday mornings.  If you check-in later that this, you will receive a warning message and will need to call the Research Permit Office immediately for specific instructions on how to proceed.
Instructions for entering your check in report:

1. Go to https://irma.nps.gov/rci/ 
2. Log on to your investigator profile using your unique username and password. Note: this is the same profile used to submit applications and annual reports. If you are a Co-I, you must still sign on using the username and password for the person who is listed as the PI on the permit. You will share the same password protected account access among your work group. 

3. You will default to the “Researcher Check-in” page, where you may select the proper permit (by number) that corresponds to this trip and can begin entering your check in report.  Please complete a check-in form for each unique trip to YNP. Unique trips can be just one day or up to one month.  If you are here working for more than one month at a time, please contact the Research Permit Office (307-344-2239) for special instructions. 

4. Click the “Add check-in” button.

5. Field Start Date: Place your cursor in the “Start Date” block.  A calendar will appear.  Please select your start date from the calendar (multiple months provided).  You must enter your trip no later than Sunday at midnight preceding any work to be conducted in the park that same week.  If you are unable to enter your trip because it is after this cut-off, please contact the Research Permit Office (307-344-2239).

6. Field End Date: Place your cursor in the “End Date” block.  A calendar will appear.  Please select your end date from the calendar (multiple months provided).

7. In the “Field Contact Name” block, please enter the name of the permittee (listed on the permit) who will be the primary contact while working in the park. 

8. In the “Phone” block, please enter the phone number of the primary contact person.

9. In the “Phone Type” block, please select the type of phone (cell, field station, etc.) from a dropdown list.

10. In the “Residence” block, please tell us where you will be staying while working in the area (e.g. hotel name, campground, etc.).  If not staying overnight, please enter NA.

11. In the “Number in party” block, please enter the number of people in your field group.  

12. In the “Vehicle Description” block, please enter a detailed description of your vehicle, including the make, model, color, and the state license plate number.  If you are driving a rental vehicle, type in RENTAL and list as many details as possible.

13. In the “Research Location” block, click on the drop down box to select a location (for this trip only), then click the “Add Location” button.  Repeat this process until all locations you plan to visit show up in the locations field. If your location falls within 2 or more districts, you will notice duplicate listings of the same location.  If a location is listed twice and you plan to visit that location, please highlight both listings.

14. On the bottom of the check-in is the “Activities” list.  Please identify any of the listed activities that apply to the field trip and are authorized and listed on your permit by checking the appropriate box.  Check all boxes that apply. 
15. Once you have completed the entire form, you must hit the “Submit” button at the bottom of the page.  If the trip was successfully saved, a message will briefly appear stating “message was saved successfully” and the screen will default to the main “check in/check out log” page where all trips may be viewed.  Alternatively, you may receive a message that required fields were left incomplete.

Instructions for editing a trip itinerary:

1. You may edit a check-in up until the start date of your trip.

2. From the main check in/check out log page, locate the trip you wish to edit and click the edit button in the left most column.

3. When finished, click the “submit” button.
