The Researcher Check-out form is simple to complete, help text can be found next to each field by hovering over the question mark.
Instructions for entering your check-out report:
1. Complete a check-out after each trip to YNP.

2. Go to https://irma.nps.gov/rci/ 
3. 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. 

4. You will default to the “Researcher Check-in” page, where you may select the proper permit (by number) that corresponds to this trip. Please complete a check-out form for to accompany each check-in report filed for each unique trip to YNP. 
5. From the list of all trips to YNP, locate the check-in for the trip you wish to complete a check-out for.
6. Click the corresponding “submit check-out” link.

7. Your field start and end dates will automatically populate.

8. On the “locations visited in the park” row, click the “add location” button.  

9. Beginning at the top of the page, complete all the required fields.

10. Using the map, you may use the active buttons to scroll and zoom in to a location and then place a marker for the location you are reporting.  You may also click the “type location” button and manually add in coordinates in either lat/long or UTM’s. Note: Typing in precise locations collected with a GPS unit at each site is the preferred method.
11. Location Name: Type the name of your site. Please use the same site names listed on your permit. If the sites listed on your permit are general (e.g. Northern Range, Norris Geyser Basin), please be as specific as possible and provide a commonly known name of the area (e.g. name of the drainage, hot spring, etc.).

12. Number of Days at Location: Give your best estimate of the number of days spent at the corresponding location. Any part of a day (15 minutes, 5 hours, 15 hours) is equal to one whole day (1). Example: Betty works at Pumice Point 15 minutes on Monday, 5 hours on Tuesday, and 8 hours on Friday; this equals 3 days.

13. Specimen Type & Quantity from Location: If none or not applicable, list 'N/A'. Otherwise, please list the number of specimens, the description of the specimen, and the quantity (volume, weight, or physical description of size) of the specimens. Please report collection amounts using the same volumes listed on your permit. For example, if we authorized collections in milliliters, please report in milliliters (and not grams or cc's).

14. Equipment Left at Site: If none or not applicable, list 'N/A'. Otherwise, please list the type of equipment (dataloggers, stakes, rebar, seismic instruments, small mammal traps, etc.) and the number of pieces of that equipment left at that location.

15. Number of Days Equipment Left in the Field: List the number of days that the equipment was left at that location.

16. Other Comments: Use this space to make any additional comments you would like to include that may clarify the information you have supplied. If you don't have any comments, please type 'N/A'

17. When all the information is entered, click “OK.”

18. Repeat this step for each location visited in YNP on each trip. When finished, click “submit on the check-out” page. 

19. From the check in/check out log page, you will now see a corresponding check-out with your check-in.

20. You may create a stand-alone check-out log by clicking the “Forgot to Check-in, Add Stand-Alone Check-out” button.
21. Note: At the end of each calendar year, you will certify that all information has been reported for each trip and that you are finished reporting for the year by checking the “I have completed all check-out logs for the year” button.  This will be required as part of your annual reporting requirements.

