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Introduction

Designed to streamline administrative reporting procedures for both external partners and the National Park
Service (NPS), the Visitor Use Reporting System (VURN; Figure 1) facilitates the collection and analysis of
commercial visitor use data in Interior Region 11 — Alaska.

To access VURN, CUA holders must initially register with the National Park Service Integrated Resource
Management Application (IRMA). A Login.gov account is required to register with IRMA and to later sign
into VURN.

VURN can be accessed from any browser except Safari and Firefox which are currently not supported by the
National Park Service. To access VURN and have full system functionality on an Apple device, you will
need to use a chromium-based browser such as Microsoft Edge or Google Chrome.

To access the application, navigate to https://irma.nps.gov/VVURN/.

VURN

Visitor Use Reporting

Part of IRMA

Home ~

Welcome to VURR - Visitor Use Reporting System

Welcome to the Visitor Use Reporting System for National Park Units in Alaska, Commercial Use Authorization (CUA) holders use the VURR system to report commercial
visits to Alaska National Park Units.

Log On

1f you already have an account with IRMA, you can log in here

Registration with the National Park Service Integrated Resouce Management Applicaion (IRMA) program is the first step to creating an account with the Visitor Use
Reporting System (VURR). If you have not yet registered with IRMA, use this link which will take you to the IRMA registrations web site. Once registration with IRMA is
complete, you will be given instructions to set up your VURN account. Please note: you should use the same email address when creating this account as you
supplied when applying for your CUA. Using a different email address will delay the process.

Figure 1. Log on and registration page for the Visitor User Reporting System.


https://irma.nps.gov/VURn/

Accessing VURN — New Users

Navigate to the VURN welcome page at https://irma.nps.gov/VURN/. If you do not have an IRMA account,
then select Register (Figure 1).

The Login.gov sign in page will open. A Login.gov account is required to access VURN. If you have an
existing Login.gov account, select Sign in (Figure 2) and complete the authentication steps presented by
Login.gov.

If you do not have an existing Login.gov account, select Create an account (Figure 3), and complete the
authentication steps presented by Login.gov.

0 LoGIN.GOV 9 L G DLOGIN.GOV G‘
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Login.gov to allow you to O
NPS IRMA Portal is using your account safely &
Login.gov to allow you to signin to f You are now signing in for the first
your account safely and securely. time
Create an account for new users ith NPS IRMA Pertat
Erter your emad asdress
@ Emait addresses on your accaount
Sign in for existing users '
Setect you gnge pe
Email address A Ag0p
QEn
o [ Agws s ot |
Show password

Figure 2 (left). Login.gov — Sign in to an existing Login.gov account. Figure 3 (center). Login.gov — Create a
Login.gov account. Figure 4 (right). Login.gov IRMA Portal Registration Page.

Once signed into Login.gov, select Agree and Continue on the next screen (Figure 4) to continue to your
IRMA registration.

On the next screen, enter your first and last name then select Submit Information (Figure 5).


https://irma.nps.gov/VURn/

National Park Service
Partner Access U.S. Department of the Interior

Partner Security Token Service Natural Resource Stewardship and Science

Part of IRMA (PartnerSTS-5.1.1.25533-20241114-190603)

Home  Account v Access Applications Help Contact Us

[Log Off] &

Update Account Extended Information

D LOGIN.GOV Click Here to go see your Login.gov information.

First Name* |
Last Name*
User Identifier  5a663¢68-b431-4€09-8f11-b72a39a354fd

Email (Not Editable) @gmail.com

Submit Information

To Navigate to any IRMA Applications, select the "Access Applications" from the menu above

Figure 5. Partner Access — Update Account Information.

A popup will indicate that the information has been updated. Select Access Applications from the green

menu bar (Figure 5) then select VURN — Visitor Use Reporting System from the list of displayed
applications (Figure 6).

National Park Service
Pa I’tnel‘ Access U.S. Department of the Interior ot
£
Partner Security Token Service Natural Resource Stewardship and Science =

-
Part of IRMA (PartnerSTS-5.1.1.25533-20241114-190603)

Home Account v Access Applications Help Contact Us

[Log Off] &
Access Granted

Your account grants you access to the following applications:

RPRS - Research Permit and Reporting System
Allows researchers to apply for and report on scientific research conducted in parks.

You need to be granted additional permissions in order to have update access to the following applications (Request these permissions from your NPS contact). Additionally, you

must complete the DOI Information Management and Technology (IMT) training and acknowledgement of the DOI Rules of Behavior. You may submit copies of course completion
and proof of acknowledging the rules of behavior, here

DataStore - The NPS-wide repository for documents, publications, and data sets
Login to the NPS-wide repository for documents, publications, and data sets related to NPS natural and cultural resources.

;\(URn - Visitor Use Reporting Systerp;:

Provides access for Commercial Use Authorization holders in Interior Region 11 — Alaska to submit commercial visitor use information.

SIP - Scientists in Parks

Enter and update Internship Position proposal to host a Scientists in Parks intern at a park unit.

Figure 6. Partner Access — Access Applications.

On the next screen, enter your company name as it appears on your CUA. Select Submit Request (Figure 7).



VURnN

Visitor Use Reporting

Part of IRMA

Home «

No VURnDN Permissions Found

CUA Holders

No company was found for your IRMA Partner Account.
This happens when either your company has not yet been created or your NPS Partner account is not assigned to the company in VURn.
Please use the "Submit Request" button below to request access to your company.

Enter your company below

Company Name

Submit Request

Figure 7. Partner Access — Submit Request.

You will receive an email when your request has been processed. At that time, you will be able to access
your VURnN account. After this registration process is complete, follow the instructions below (Accessing
VURN — Existing Users) each time you sign in to VURN.

Accessing VURN — Existing Users

Now that you have registered through IRMA, navigate to the VURN welcome page (Figure 8) at
https://irma.nps.gov/VURN/.

VURN

Visitor Use Reporting

Part of IRMA

Home ~

Welcome to VURR - Visitor Use Reporting System

Welcome to the Visitor Use Reporting System for National Park Units in Alaska, Commercial Use Authorization (CUA) holders use the VURR system to report commercial
visits to Alaska National Park Units.

Log On

1f you already have an account with IRMA, you can log in here

Registration with the National Park Service Integrated Resouce Management Applicaion (IRMA) program is the first step to creating an account with the Visitor Use
Reporting System (VURR). If you have not yet registered with IRMA, use this link which will take you to the IRMA registrations web site. Once registration with IRMA is
complete, you will be given instructions to set up your VURN account. Please note: you should use the same email address when creating this account as you
supplied when applying for your CUA. Using a different email address will delay the process.

Figure 8. Log on and registration page for the Visitor User Reporting System.


https://irma.nps.gov/VURn/

Select Log On. The Login.gov sign in page will open (Figure 9). A Login.gov account is required to access
VURN. Select Sign in and complete the authentication steps presented by Login.gov.

biite o the United States governmers. Hare's how vou knaw
0 LoGIN.GOV G

8o ®

NPS IRMA Portal is using
Login.gov to allow you to sign in to
your account safely and securely.

Signin Create an account

Sign in for existing users

Email address

Password

0} Show password

Figure 9. Log on screen for IRMA Partner Access — Sign in for VURN.

This will take you to VURN. The first time you use the system and unless you check the box to “Skip Quick

Tour on next logon”, you will be directed to the Quick Tour page (Figure 10). The Quick Tour page displays
the system navigation menu bar and trip lifecycle. This page can be accessed anytime by selecting the Quick
Tour link in the upper right menu bar.

VURnN Quick Tour

7] Skip Quick Tour on next logon

Using the toolbar above you can record trips, indicate the months your company did not operate, access your existing trips, and
more. For additional guidance, use the Help link in the upper right comer. You can also reach us by using the Contact Us link.

Home v Enter Trips + Monthly Summary Existing Trips Import Trips Reports My Profile

Enter the details of View the status of Review entered Download your View your View or update

your company's your trip reporting trips and their company's custom company's final your company's
guided and/or by month, indicate status, make NPS CUA Excel activity reports and account
unguided park which months your corrections, and template or upload fee summaries (if information.
visits. company did not submit trips to the your company's trip applicable).
operate, and NPS. data using the NPS
submit your final CUA Excel form.
activity report.

This is the lifecycle for every trip in VURN. Entries are set to Draft until
Submitted to the NPS. Once reviewed, the NPS will either mark the data
Accepted or retur the data with questions.

o Ff;Hu—-]

Figure 10. VURnN Quick Tour page.




System Navigation

Menus
Home — The main landing page (currently the Monthly Summary page).

IRMA Portal — This brings you out of VURN to the main IRMA portal (VURn is part of the IRMA
system).

Enter Trips

Guided Trips — Manually enter guided trips.
Unguided Trips — Manually enter unguided trips.

Monthly Summary — Data summarized by park, year, and month. Access buttons to submit final activity
report to the NPS and view fee summary reports, if applicable.

Existing Trips — Review trips entered or imported to VURN.
Import Trips — Upload an Excel file to VURn or download an Excel template specific to your business.

Reports — Access fee summary reports, if applicable, and consolidated trip data entered in or imported to
VURN for your business.

My Profile — Your information and permissions in the application.
Quick Tour — Short guide showing parts of the system along with the trip record lifecycle.

Help — Collection of system help documents and instructional user videos. You do not need to be logged in
to VURN to access this collection of system resources.

Contact Us — Web form to send questions or request help from the Commercial Services staff in Interior
Region 11 - Alaska.



Enter Trips

To begin entering your trips to the park(s), select Enter Trips from the green menu bar. If you hover over the
button, two options will be displayed, Guided Trips and Unguided Trips. You can also click on the Enter
Trips menu item, and you will be directed to a page with the same two options.

Select Guided Trips to report trips when your staff accompanied/guided/led clients in a park unit. For
example, enter guided hiking, guided photography, guided bear viewing trips here. See definitions section of
this document for more information.

Select Unguided Trips if the trips you provided were transportation only and your staff did not accompany
clients in the park(s). For example, enter air taxi trips when the pilot stayed with the plane, shuttle service,
water taxi, etc. See definitions section of this document for more information.

Enter Guided Trips

Select Add Trip to enter a new trip (Figure 11). In the park column, click on the arrow to the right of the
blank to select the park unit. The drop-down list will show the park units in which your company is currently
an authorized CUA holder. Email akr_activityreports@nps.gov if you need assistance with your listed parks.

Enter Guided Trips

at Park Gates of the Arctic Double dlick a row to edit

Primary Location Second Location
Park Clients  Guides
Start Date End Date Location Guided Activity  Notes Start Date End Date Location Guided Activity  Notes Start Date End Date

Figure 11. Enter Guided Trips page.

Select the park (Figure 12) then continue to fill in the fields from left to right. The Location and Guided
Activity drop-downs are specific to each park. Fill in the field to the left to populate the drop-down to the
right. When entering trip data, you can use your cursor or the tab key on your keyboard to move to the next
field.

In the Start Date and End Date fields, you can use the calendar icon to the right of the fields to select the date
or you can type the date directly in the field. If you type the month and day, the system will populate the
current calendar year.

Home v Enter Trips ~ Monthly Summary Existing Trips Import Trips  Reports My Profile

Enter Guided Trips

dd Trp | at Park | Lake Clark Double dick a row to edit

Clients  Guides:

Figure 12. Fields to enter trip details on the enter guided trip page.


mailto:akr_activityreports@nps.gov

The Location drop-down lists the Visitor Use Areas (VUAS) in the selected park unit. Select one of the
available locations listed. Refer to the park’s VUA map via the Help link or send questions using the Contact
Us link.

Most searchable and editable fields in VURN filter when you start typing in the field. To un-filter a list, select
and delete the filter word. The original drop-down list will appear.

The Guided Activity drop-down lists the approved commercial activities in the selected park unit. Select the
guided activity your company provided at the selected location (Figure 13). It should also be the primary
(main) activity you provided or were engaged in at that location in the park. For example, if you booked at
trip to provide guided bear viewing but your clients also hiked a bit in the park and took pictures, you would
report ‘guided bear viewing’ as your primary guided activity. In this example, guided bear viewing was the
main reason for the visit and the focus of your time with clients in the park.

Add Trip at Park | Lake Clark Double click a row to edit
Primary Location Second Location
Park Clients = Guides
Start Date End Date Location Guided Activity Notes Start Date End Date Location
% Lake Clark v 3 c 1 : 06/02/2023 % 06/07/2023 % | Turquoise Lak ¥ ' Guided Kayak v 9 9 v

Update Cancel

Figure 13. Entering a single activity day trip to one location on the enter guided trips page.

A note on photography: It is understood that incidental photography occurs during most commercial
activities. A permit for incidental photography is not required and incidental photography should not be
reported. Photography instruction however does require a CUA. Photography instruction is defined as trips
organized with the primary intention of providing photography instruction such as a photography workshop.
In VURN, report photography instruction as guided photography.

Each location section has a Notes field. Use the notes field to enter additional information for the location
such as campsite or drop off locations, wildlife sightings, feedback on trail conditions, etc. Unless required
by park stipulations, the notes field is optional for trips to fewer than four locations (VUAS). Refer to the
section below for guidance on entering guided trips to more than three visitor use areas.

On each row, up to three locations can be reported for each guided trip. If visiting multiple locations on the
same day (one-day trip), use the sections labeled Primary Location, Second Location, and Third Location (if
needed) to record your locations and activities. For a one-day trip, enter the same start and end date in each
date field.

If visiting multiple locations on a multi-day trip (two or more days), enter the first and last day at the first
location as the Primary Location start and end date, then enter the first and last day at the Second Location
along with the second location and activity (Figure 14). Follow the same process if a third location was
visited. The end date for the last location entered will be the last day of your trip to the park. For example,



figure 14 shows a group that was in the park from 7/1 to 7/11. The three locations show the group’s route
through the park during that time.

Figure 14. Entering a multi-location multi-day trip on the enter guided trips page.

When finished entering details for a trip, click Update (Figure 15).

Second Location

Start Date End Date Location

Update Cancel

Figure 15. The Update and Cancel buttons display below a trip in edit mode.

If you need to edit the data after you select update, double click on the trip and the row will switch to the edit

mode shown in figures 13 and 14.

Entering Guided Trips to More than Three Visitor Use Areas

If your group travels to/through more than three Visitor Use Areas on one trip, enter your trip on two or more
rows. Use the three available location sections on the first row then start a new row. In the new row, enter the

first date at the fourth location as the Primary Location start date. Continue entering additional location and
activity data from left to right as needed. To link the two rows as one trip, use the Primary Location Notes
field. In the first row, enter Trip A, Leg 1 in the Primary Location Notes field. In the second row, enter Trip
A, Leg 2 in the Primary Location Notes field (Figure 16). If you have more than one trip that has more than
three locations, follow the same naming convention in the Primary Location Notes field for each row i.e.,
Trip B, Leg 1. Trip B, Leg 2. Trip C, Leg 1, etc.



Enter Guided Trips

Add Trip at Park | Lake Clark Double click a row to edit

Primary Location
Start Date End Date Location Guided Activity

~ A~ =

= B ~ 07/12/2023 9 07/18/2023 [ Fishtrap Lake ¥ | Guided Backp

Park Clients | Guides
Notes

s x| Lake Clark vi3 Trip A, Leg 2

Figure 16. Use the Primary Location Note field to link trips with more than three locations.

Copying or Deleting Trips

After selecting update (when a trip is not in edit mode), a record can be deleted or copied using the icons to
the left of the row (Figure 17). You may need to scroll left to see the icons. Use the left icon to copy the row
of data. The X icon on the right will delete it. The copy tool is useful if your business conducts similar trips.
You can copy a trip and then change applicable details such as the date or group size without needing to
populate each field. When you select copy, the trip will duplicate and be shown in edit mode. Make the
necessary changes then select update.

Enter Guided Trips

Add Trip at Park ' Lake Clark Double click a row to edit
Primary Location
Park Clients  Guides
Start Date End Date Location Guided Activity Note
Lake Clark 3 1 08/15/2022 08/17/2022 Telaquana Lake Guided Backpac...

Figure 17. Copy or delete a trip on the enter guided trips page.

Q

Select this icon to copy a row. The new row will be shown in edit mode.

Select this icon to delete a row.
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To review the trips you’ve entered, select the Existing Trips button in the bottom left below the scroll bar
(Figure 14 above). You will land on the Existing Trips page (Figure 18). The guided trips you have entered
will be displayed on the top portion of the page.

You can filter the trips shown here by park, report status (draft, submitted, accepted, unresolved), and/or date
(Figure 18). Click on the drop-down arrow to the right of the field or start typing in the field to alphabetically
filter the list. To clear a filter, select and delete the filter word.

Most searchable and editable fields in VURnN filter when you start typing in the field. To un-filter a list, select
and delete the filter word. The original drop-down list will appear.

Home v Enter Trips * Monthly Summary Existing Trips Import Trips Reports My Profile

Edit Existing Trips Company Tt Tne

Guided Irips

Filter All Parks ~ || Al Statuses ~  Startfrom 01/01/2023 A to 12/31/2023

Id ~ Status Park Clients ~ Guides  Trip Start Primary Location Guided Activity NPS Comments Company Comments
# % 54400  Draft Gates of the Arctic 1 1 02/21/2023 Anaktuvuk Pass Guided Backpacking

Unguided Trips

Filter Al Parks ~ | Al Statuses ~  Date from 01/01/2023 4 to 12/31/2023

d - Status Park Trip Type Drop Off or Date Cients  Latitude Longitude

Pick Up DDD MM.MMMM | DDD MM.MMu  SPecific Lacation (VUA) Client Activity NPS Commen ts

No Unguided Trips found

Figure 18. Edit or Review Existing Trips.

Entered trips are initially shown in draft status (Figure 18 above). Click on the pencil icon to see the details
of the trip. The Edit Guided Trip popup (Figure 19) will appear. You can edit the client or guide numbers
here using the arrow buttons to the right of the field or by typing in the field. You can edit the trip dates,
locations, and activities by selecting the row’s pencil icon or by double clicking on the row you want to edit.
After completing your edit to a row, select update (right side - Figure 19) or use the enter key on your
keyboard to leave edit mode. The edit will be shown but you must click the Save button in the bottom right
of the popup to keep the change.

11



Edit Guided Trip x Edit Guided Trip
Company Awesome Adventure Test Co Company Awesome Adventure Test Co.

Trip Id 55505

Trip Status Draft
Park Lake Clark Park Lake Clark

Clients |4 = Clients 4 2
Guides |1 v Guides 1 o
Locations Start Date End Date Location Guided Activity Notes Locations Start Date End Date Location Guided Activity Motes
1 06/14/2023 06/14/2023 Chinitna Bay Guided Bear Vie. ’ 1 06/14/203 [ 06/15/2023 [3 Chinitna Bay  Guided Bear\ v
2 , 2
3 ’ 3

Update Cancel

Cance = Cancel Save

Figure 19. Edit Guided Trips popup from Review Existing Trips page. Double click to edit a row. Select Update to
adopt the change. Select Save to save the changed record.

Once you have entered your trips and reviewed your entries for accuracy, you are ready to submit. Refer to
the Submit Trips section for detailed information.

Enter Unguided Trips

To enter unguided trips to the park(s), select Enter Trips from the green menu bar. If you hover over the
button, two options will be displayed, Guided Trips and Unguided Trips. You can also click on the Enter
Trips menu item, and you will be directed to a page with the same two options.

Select Unguided Trips if you provided transportation only and your staff did not accompany clients in the
park(s). For example, trips conducted as an air taxi (the pilot stayed with the plane), shuttle service, water
taxi, etc. will be entered on this page. See definitions section in this document for more information.

Select Add Trip to enter a new trip (Figure 20). In the park column, click on the arrow to the right of the
blank to select the park unit. The drop-down list will show the park units in which your company is currently
an authorized CUA holder. Email akr_activityreports@nps.gov if you need assistance with your listed parks.

mpany Test Inc

at Park  Lake Clark Double click a row to edit Guidance on coordinate formats Visitor Overlap

Drop Off /

Visitor Aircraft Tail ANaska Transporter
Pick Up C

Overigp  L2ttude Longitude Game Species & Sex Est. Pounds Activity Report

Clients  Trip Date Spedific Location (VUA) Unguided Trip Type Pl
Numbes

Client Activity

Figure 20. Enter Unguided Trips page.

Select the park (Figure 21) then continue to fill in the fields from left to right. The Specific Location (VUA)
and Unguided Trip Type drop-downs are unique to each park. Fill in the field to the left to populate the
drop-down to the right. When entering trip data, you can use your cursor or the tab key on your keyboard to
move to the next field.

In the Trip Date field, you can use the calendar icon to the right of the field to select the date or you can type
the date in the field. If you type the month and day, the system will populate the current calendar year.
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Most searchable and editable fields in VURN filter when you start typing in the field. To un-filter a list, select
and delete the filter word. The original drop-down list will appear.

Company Test Inc

Add Trip | at Park Lake Clark Double click a row to edit Guidance on coordinate formats Visitor Overlap

Drop Off |

Alaska Transporter
Pick Up ity Repor

Clieqts rip Date Speafic Location (VUA)  Unguided Trip Type Client Activity Overlp Lot Longitude Game Speies B Sex Est. Pounds iz AL Adtivity Report
Rounter

Katmai
Kenal Fjords
Lake Clark

Figure 21. Fields to enter trip details on the enter unguided trips page.

The Specific Location (VUA) drop-down lists the Visitor Use Areas (VUAS) in the selected park unit. Select
one of the available locations listed. Refer to the park’s VUA map via the Help link or send questions using
the Contact Us link.

The Unguided Trip Type drop-down lists the approved unguided commercial activities in the selected park
unit. Select the unguided activity/trip type your company provided for the trip you are entering. This should
also be the primary (main) service you provided or were engaged on that trip to the park.

Drop Off / Pick Up — From the from drop-down menu, select pick up, drop off, or both. Select both if you
stayed at the specified location for the duration of the visit.

The Client Activity drop-down lists activities your unguided clients/park visitors may engage in on their
own. Select from the following: Backpacking/Hiking, In-holder Access, Mountaineering, Other,
Photography*, Sport Hunting, Sportfishing, Visitor Center, Water-based Activities, Wildlife Viewing,
Winter Recreation. *Enter Photography if your clients were on a sightseeing or Park Passport stamp
collecting trip.

Visitor Overlap - Some park units require transportation providers to indicate if the reported clients were
guided by a different CUA holder on the same day. Check the Visitor Overlap box if the listed trip provided
transportation to clients who were then guided by another CUA holder on the specified trip date. The other
CUA holder must report their guided trip details separately. If this requirement is not applicable to the park
unit, the Visitor Overlap box will be greyed out. Checking the Visitor Overlap box does not affect per person
fees.

Latitude and Longitude - Some park units require GPS coordinates for certain commercial activities. If GPS
coordinates are required, the data fields will be outlined in red. Refer to your park-specific permit conditions
for detailed reporting requirements. If required, enter coordinates accurate to within % mile of your landing
location.

Enter coordinates in one of the following formats:

Decimal degrees (DD): Latitude (67.591696) Longitude (-153.740860)
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Degrees, minutes, and seconds (DMS): Latitude (67 35' 30.1056") Longitude (-153 44' 27.096"). Omit the
cardinal direction (N, S, E, W) and use a space in place of the degree symbol (°).

Degrees and decimal minutes (DMM): Latitude (67 35.50176") Longitude (-153 44.4516"). Omit the cardinal
direction (N, S, E, W) and use a space in place of the degree symbol (°).

You can type the coordinates in the latitude and longitude fields, or you can copy and paste the data from
another file or program. To copy from another file or application, highlight the text you want to copy then
press Ctrl + C (Windows) or Command + C (Mac) to copy the text to your clipboard. Move your cursor to
the VURN field where you want the copied content to appear then press Ctrl + V (Windows) or Command +
V (Mac) to paste.

Incidental Hunt and Big Game Transporters

The last four columns in each row are only applicable to incidental hunt and big game transporters. When
Incidental Hunt or Big Game Transport is selected as the unguided trip type, the last four fields of the row
are required in VURN.

If you transported game, enter the game species_followed by M for male or F for female. For example,
‘Sheep M’ or ‘Moose F’. If you transported more than one game animal, separate each animal (species and
sex) with a comma. For example, ‘Sheep M, Moose F, Caribou M’. Because the fields are required in VURN,
if you did not transport game (i.e., your trip was a drop off or the transported hunters were unsuccessful),
enter X in both the Game Species & Sex field and the Estimated Pounds field.

In the Aircraft Tail Number field, incidental hunt and big game transporters must enter the tail number of the
aircraft used on the trip.

In the Alaska Transporter Activity Report Number field, enter X if you are an incidental hunt transporter, or
enter the applicable State of Alaska Big Game Commercial Services Board Transporter Activity Report
Number (circled below in Figure 22) if you are a big game transporter. Enter the Transporter Activity Report
Number for all trips, both drop offs and pick ups, associated with the State of Alaska report.

Department of Commerce, Community, and Economic Development
P.O. Box 110806, Juneau, Alaska 99811-0806
Telephone: (A -K) (907)465-2543 (L -2Z) (907) 465-2691

TRANSPORTER ACTIVITY REPORT
(This form must be submitted to the department within 60 days of completion of act/

g State of Alaska Blg Game Commercial Services Board
7,
e
N

TOP PORTION OF TRANSPORTER ACTIVITY REPORT MUST BE COMPLETED ON THE DAY OF TRANSPORT INTO THE FIELD

Figure 22. State of Alaska Big Game Commercial Services Board Transporter Activity Report (TAR).

When finished entering details for a trip, click Update. If you need to edit the data after you select update,
double click on the trip row. The trip information will switch to the edit mode shown in figures 21 and 23.
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Enter Unguided Trips

Add Trip at Park Gates of the Arctic Double click a row to edit

Drop Off /
Pick Up

Latitude ongitude

L
DD MM.MMMM DDD MM.MMMM Specific Location (VUA) Client Activity [

Park Unguided Trip Type Trip Date Clients

& % Gates of the Arctic ¥ Air Taxi v  Drop Off v 09/01/2023 [8 2 : 68 34.2671 152 74.1529 Chandler Lake V¥  Backpacking ; ¥

Cancel

Figure 23. The Update and Cancel buttons display below a trip in edit mode. Select Update to save the record
and close edit mode.

Copying or Deleting Trips
A trip can be deleted or copied when the row is not in edit mode (Figure 24). Use the left icon to copy the
row of data. The X icon on the right will delete it. You may need to scroll left to see the icons.

The copy tool is useful if your business conducts similar trips or if you conducted a drop off and separate
pick up with similar data. You can copy a trip and then change applicable details such as the date, location,
or group size without needing to populate each field. When you select the copy button, the trip will duplicate
and be shown in edit mode. Make the necessary changes then select update.

Enter Unguided Trips

S Trip at Park | Lska Clak Doty ek & iy b il

Fr— Ly .
Park Unegrasind Trp: Type: .'J_,':f":;ll Trap Db Deeniis: J; mwvw _;_'\j mmmu Spascifer Locaton (WU gk derievety

@ne Ol ] Bath A0/ M0EY X Telngusny Laie BaCipacking | M

Figure 24. Copy or delete a trip on the Enter Unguided Trips page.

Select this icon to copy a row. The new row will be shown in edit mode.

Select this icon to delete a row.

Existing Trips — Review Entered Trips
When finished entering trips or for a different view of the data you’ve entered, navigate to the Existing Trips
page. You can get to the Existing Trips page using the green menu bar (Figure 18) or by selecting the
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Existing Trips button in the bottom left of the Enter Unguided Trips page. Once you land on the Existing
Trips page, the unguided trips you have entered will be displayed on the lower section of the page.

You can filter the trips shown here by park, report status (draft, submitted, accepted, unresolved), and/or date
(Figure 25). Click on the drop-down arrow to the right of the field or start typing in the field to alphabetically
filter the list. To clear a filter, select and delete the filter word.

Most searchable and editable fields in VURN filter when you start typing in the field. To un-filter a list, select
and delete the filter word. The original drop-down list will appear.

Company | Test Test

Filter | All Parks W || All Statuses ¥ Start from | 01/01/2023 5 to 12/31/2023
Id ~ Status Park Clients  Guides  Trip Start Primary Location Guided Activity NPS Comments Company Comments
54418  Unresolved Lake Clark H 1 01/01/2023 Chinitna Bay Guided Bear Viewing  Please review the trip dates and update as needed.

Filter |All Parks ¥ || All Statuses 7 Date from | 01/01/2023 4 o 12/31/2023

. Drop Off or Latitude Longitude
1d Status Park Trip Type Pick Up Date Clients DOD MMMMMM  DDD MM.MMMM Specific Location (VUA) Client Activity NPS Comments

% B298 Draft Lake Clark Air Taxi Both 08/01/2023 3 Telaquana Lake Backpacking / H...

Figure 25. Review or Edit Existing Trips.

Entered trips are initially shown in draft status (lower section - Figure 25). Click on the pencil icon (circle
button on far left) to see the details of the trip. The Edit Unguided Trip popup (Figure 26) will appear. You
can edit trip details here if needed. After completing your edit, select Save. Select Cancel if no changes are
needed.

Edit Unguided Trip

Figure 26. Edit Unguided Trip popup from Existing Trips page.
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Once you have entered your trips and reviewed your entries for accuracy, you are ready to submit. Continue
to the Submit Trips section for detailed information.

Submit Trips

This section is applicable to Guided Trips and Unguided Trips. Once you have entered your trips in VURN
and reviewed your entries for accuracy, you are ready to submit and continue the next phase in the VURnN
trip lifecycle (Figure 27).

This is the lifecycle for every trip in VURN. Entries are set to Draft until
Submitted to the NPS. Once reviewed, the NPS will either mark the data
Accepted or return the data with questions.

o

Unresolved

Figure 27. Trip lifecycle in VURN.

To submit all entered trips to the NPS, select the Monthly Summary page from the green menu bar. Filter the
summary by the correct calendar year at the top of the report. The summary will display your entered trips by
park and month (Figure 28). Check the Did Not Operate box(es) for any months you did not operate in a
particular park unit. You will not be able to submit your final activity report if you have parks listed on the
summary page without either saved trips or the Did Not Operate box selected.

Home v Enter Trips ¥ Monthly Summary Review Trips ImportTrips Manage v Reports My Profile

Monthly Summary
Calendar Year 2024 v
Park = Saved Trips E‘ﬁ:{gumbe" of Did Not Operate Did Not Operate (select all)
= May 2024
Katmai Existing Trips
Kenai Fjords Enter Guided Trips
Lake Clark
Enter Unguided Trips
= June 2024
Katmai 3 22 Import Trips
Kenai Fjords
Lake Clark Submit Final Activity Report
= July 2024 Trip Fee Summary Report
Katmai 3 30
Kenai Fjords
Lake Clark 1 8

Figure 28. Monthly Summary page.
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You are ready to submit your final activity report when:

1. You have entered all the commercial trips you took under your CUA in/to National Park Service
units in Alaska.

2. You reviewed the entered trips for accuracy on the Existing Trips page.

3. On the Monthly Summary page, you checked Did Not Operate for each month you did not operate
under your CUA in one of your permitted park units.

Note: If you Did Not Operate under your CUA at all, check the Did Not Operate (select all) box then
select Submit Final Activity Report. See Did Not Operate section for more detail.

To submit, select the Submit Final Activity Report button. A Submission Confirmation popup will appear.
After reviewing the text, select Submit. A popup box will confirm submission and show the number of
guided and unguided trips submitted to the NPS for review. You will also receive an email confirming your
submission. If you operated in one or more park units with end of season fees, refer to the fee sections below
for information on accessing the fee report for your CUA and submitting fee payments to the NPS.

Unresolved Trips — Resubmitting Individual Trips to the NPS

If the NPS has questions or identifies an issue with a submitted trip, the NPS will change the trip status to
Unresolved. Unresolved trips, returned from the NPS, will include comments to help you resolve and
resubmit the trip.

CUA holders will be notified via email if they have one or more unresolved trips to review in VURN. To
view unresolved trips, navigate to the Existing Trips page (Figure 29). Filter the list using the filter fields or
sort by clicking on the light grey column header bar.

Company Awesome Adventure Test Co,

Filter All Parks ¥ | |All Statuses v Start from |01/01/2023 2 to 12/31/2023

Id Status ~ Park Clients ~ Guides  Trip Start Primary Location Guided Activity NPS Comments Company Comm

54681 ) Unresolved Lake Clark 3 1 02/01/2023 Chinitna Bay Guided Bear Viewing Duplicate entry

54679  Accepted Klondike Gold Rush 2 1 01/01/2023 Chilkoot Trail (first 2 ...  Guided Hiking

54680  Accepted Klondike Gold Rush 2 1 01/02/2023 Dyea Townsite Guided Bicycle Tours

54682  Accepted Gates of the Arctic 4 1 03/01/2023 Anaktuvuk Pass Guided Backpacking

54683  Accepted Lake Clark 3 1 02/01/2023 Chinitna Bay Guided Bear Viewing

54684  Submitted Lake Clark 2 1 05/01/2023 Chinitna Bay Guided Bear Viewing

54948  Submitted Lake Clark 3 1 02/15/2023 Shelter Creek Guided Bear Viewing

54949 Submitted Lake Clark 1 1 02/17/2023 Fishtrap Lake Boating Trips

54950  Submitted Lake Clark 1 1 02/14/2023 Chilikadrotna River Underwater Wildlife ...

54951  Submitted Lake Clark 1 1 02/16/2023 Chinitna Bay Boating Trips

Figure 29. Existing Trips page. Trip records sorted by the Status column using grey menu bar headers.

Review the NPS comments to the right of the trip details then select the pencil icon, to the left of the
Unresolved trip record, to enter comments for the NPS and/or to edit the trip details. The edit trip popup will
appear. The Edit Guided Trip popup is shown below in figure 30. If reviewing an unresolved unguided trip,
the Edit Unguided Trip popup, figure 26, will be displayed. The following editing process is the same for
guided and unguided trips.
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Home ~ Enter Trips ¥ Monthly Summary Existing Trips Import Trips Reports My Profile Quick Tour

Casnan|Tock Toct Company ~
Edit Guided Trip x
Company Test Test Company
Trip Id 54418
Filter All Parks ¥ | [All Statuses ~ Trip Status Unresolved
1d Status Park Clients Park Company Comments
54418  Unresolved 4 Clients |4 2 Comected, trip was In June not January.
Guides 1 =
Locations Start Date End Date Location Guided Activity  Notes
2 1 06/01/2023 | 06/01/2023 | Chinitna Bay Guided Bear Vie...
z 2
.

NPS Camments Please review the trip dates and update as needed.

Company | Corrected, trip was in June nat January.

Comments
Filter All Parks ¥ | | All Statuses v
Cancel Save Save and Submit
d Status Park Trip Typ, Ent Activity NPS Comments
s e TG
% 8298 Draft Air Taxi Both 08/01/2023 3 Telaquana Lake Backpacking / H

Figure 30. Edit Guided Trip popup with NPS and Company Comments.

Review the NPS Comments in the popup box. Enter comments in the Company Comments box and/or edit
the record as needed using the pencil icons, arrows, or by typing in editable fields. When satisfied with the
comments/updates and the accuracy of the trip record, select Save and Submit to return the record to the NPS
for review. Select Save if you are not ready to submit the record. Select Cancel to discard your changes. If
resubmitted to the NPS, the NPS will review and either change the trip status to Accepted or return the trip to
Unresolved as appropriate (Figure 31).

Home v Enter Trips ¥ Monthly Summary Existing Trips Import Trips Reports My Profile

Company | Awesome Adventure Test Co.

Edit Existing Trips

Guided Trips

Filter Lake Clark | |All statuses v Startfrom  01/01/2023 5 to 12/31/2023 ]
1d Status « Park Clients | Guides  Trip Start Primary Location Guided Activity NPS Comments Company Comments

2 % 55505 Draft Lake Clark 4 1 06/14/2023 Chinitna Bay Guided Bear Viewing
. 54681  Submitted Lake Clark 4 1 02/01/2023 Chinitna Bay Guided Bear Viewing  Duplicate entry Yes, this record should be deleted.
. 54684  Submitted Lake Clark 2 1 05/01/2023 Chinitna Bay Guided Bear Viewing
. 54948  Submitted Lake Clark 3 1 06/15/2023 Shelter Creek Guided Bear Viewing  Please review the dates of this trip. Opps. Corrected the dates.
. 54950  Submitted Lake Clark 1 1 02/14/2023 Chilikadrotna River Underwater Wildiife
. 55506 Submitted Lake Clark 4 1 06/21/2023 Chilikadrotna River Guided Bear Viewing Hil Your business typically only operates at Chinitna Bay. Is Chilikadrotna River the corre.
s 54683  Accepted Lake Clark 3 1 02/01/2023 Chinitna Bay Guided Bear Viewing
’ 54951  Accepted Lake Clark 1 1 02/16/2023 Chinitna Bay Boating Trips Please review the guided activity entered for the second location. Activity corrected.
. 54949 Unresolved Lake Clark 1 1 02/17/2023 Fishtrap Lake Boating Trips Please review the trip dates.

Unguided Trips

Filter | All Parks ¥ All Statuses A Date from 01/01/2023 4 to 12/31/2023 k |
- Stats Park Trip Type El’c‘;"u(’p" oc Date Clients | LU, MMM | S e sy Specific Location (VUA) Client Activity  NPS Comments
’ 829  Accepted Bering Land Bridge Air Taxi Both 04/04/2023 6 Serpentine Hot Springs Backpacking / H

Figure 31. Review Existing Trips page with trips in Draft, Submitted, Accepted, and Unresolved status. Trips
shown with Company and NPS comments.
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Did Not Operate — No Use

You are required to submit an activity report in VURN even if you have no CUA activity to report for the
year. For detailed reporting requirements, see Interior Region 11 — Alaska Regional Conditions at:
https://www.nps.gov/locations/alaska/stipulations.htm.

If you had a CUA but did not operate under the permit in any National Park Service units in Alaska, check
the Did Not Operate (select all) button on the Monthly Summary page (Figure 32), then select Submit Final

Activity Report.

Home v Enter Trips «

Monthly Summary

Review Trips Import Trips Manage »

Reports

My Profile

Monthly Summary

Calendar Year | 2025

Park ~

= January 2025

Wrangell St. Elias

Yukon-Charley

= February 2025

Wrangell St. Elias

Yukon-Charley

= March 2025

Wrangell St. Elias

Yukon-Charley

= April 2025

Saved Trips g‘;:{tgumber of Did Not Operate : Did Not Operate (select all)b

QS

Submit Final Activity Report

Trip Fee Summary Report

Existing Trips
Enter Guided Trips
Enter Unguided Trips

Import Trips

Figure 32. Monthly Summary page. Did Not Operate boxes selected for all available parks.

End of Season Fees — Monitoring (Per Person) Fees
Park units are required by law to recover the costs associated with administering and managing CUAs.
VURN generates a fee summary for park units that charge a per person fee at the end of the season. To
review fees due for your CUA, select the Trip Fee Summary Report button on the Monthly Summary page

(Figures 28 and 32).

On the Trip Fee Summary page, select the correct reporting year then select the View Report button on the

far right (Figure 33).
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Visitor Use Reporting Trip Fee Summary

Part of Irma

Figure 33. Trip Fee Summary page. Generating a fee summary.

The information displayed on the fee summary report reflects trips Accepted by the NPS (Figure 34). Any
Draft, Submitted or Unresolved trips will not be included in the summary. Fees are calculated by multiplying
the number of clients by the number of days by the daily park fee, location fee, or activity fee (Clients x
Days x Daily Fee).

The generated fee report will reflect current park per person fees. The system does not track legacy fees. If
park fees change, the new fees will be applied to old Trip Fee Summary reports. If interested in saving your
annual Trip Fee Summary reports, consider doing so before the next calendar year when fee changes may
take effect.

VURnN
Visitor Use Reporting i
Dot I Trip Fee Summary
The fees displayed below only reflect the trips Accepted to NPS, any Draft, Submitted or Unresolved trips will
not be included in the summary below. Fees are calculated by multiplying the number of clients by the
number of days by the Location fee and/or the Activity fee.
Month / Park Trips Clients Fees
Year
January Klondike Gold Rush 2 3 $14.00
2023 Monthly totals and fees due this period 2 3 $14.00
February Lake Clark 1 3 $18.00
2023 Monthly totals and fees due this period 1 3 $18.00
March 2023 |Gates of the Arctic 1 4 $0.00
Monthly totals and fees due this period 1 4 $0.00
April 2023 Bering Land Bridge 1 6 $6.00
Monthly totals and fees due this period 1 6 $6.00
Total 2023 Fees by Park
Park Trips Clients Fees
Bering Land Bridge 1 6 $6.00
Gates of the Arctic 1 4 $0.00
Klondike Gold Rush 2 3 $14.00
Lake Clark 1 3 $18.00
Totals for 2023 5 16 $38.00
Open Pay.Gov

Figure 34. Sample Trip Fee Summary.

21




The Trip Fee Summary page includes instructions for submitting your fee payment via pay.gov. If your CUA
was issued outside of the CUA Online Application and Reporting System (cua.nps.gov), then use the link
provided or navigate to pay.gov and submit the fee.

If your CUA was issued via the CUA Online Application and Reporting System (cua.nps.gov), then that
system will prompt you to submit payment along with your Annual Report (NPS Form 10-660).

Other CUA Fees

Other than the per person monitoring fee required by some park units, VURN does not calculate CUA fees.
Refer to the annual CUA application, park specific stipulations, and park websites for other fee information.
Access or link to those resources via https://www.nps.gov/locations/alaska/commercial-authorizations.htm.
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Importing Trips to VURN (via Excel Workbook)

As required by Interior Region 11 — Alaska Commercial Use Authorization Regional Conditions
(https://www.nps.gov/locations/alaska/stips-akr.htm), CUA holders must report activity in the park(s) using
the Visitor Use Reporting system (VURN). CUA holders must meet this requirement either by entering trips
in VURN via the Enter Guided Trips or Enter Unguided Trips pages or by using VURN compatible Excel
Workbooks and importing the workbooks to VURN. Once all trips have been successfully imported to VURnN
from one or more Excel Workbooks, follow the guidance in the Submit Trips section of this guide to submit
your final activity report.

Downloading the Excel Workbook

To download the Excel Workbook specific to the CUA(s) for your business, click Import Trips in the green
menu bar. Select the Download Template button (Figure 35). Your computer/device prompts will direct you
to save the Excel file. If you have more than one company linked within your VURnN account, use the
Company drop-down to select the correct business before downloading the template.

The downloaded Excel Workbook will include drop-down options for all Region 11 park units covered by
your current CUA(s)*. If you have a CUA in more than one park unit, you may use one Excel Workbook to
enter data for all the park units in which you operated.

Note: VURnN will accept one Excel Workbook for all your permitted park units, as mentioned above, or you
can import/upload separate Excel Workbooks for each permitted park unit.

*VURN generates a unique Excel Workbook for your business based on the park units authorized on your
current CUA. If your CUA has expired, the system will not generate the correct workbook. Use the contact
us link or email akr_activityreports@nps.gov if you need assistance.

Home v Enter Trips ¥ Monthly Summary Existing Trips Import Trips Reports

Import Trips

Import Template

You may only upload the NPS CUA Excel template, no other file types will be accepted.
The template is generated with the Parks, Locations, and Activities for an individual Company.

You can download the latest version here

Company Test Inc v Download Template

Browse for File = Browse...

Finish the Upload | Finish

Figure 35. Import Trips page.
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Importing the Excel Workbook

To upload your completed Excel Workbook, click Import Trips in the green menu bar. Select the Browse...
button to search for the correct file on your computer/device. Click on the file name to highlight it then select
open. The file name will appear in the Browse for File Box. Click the Finish button to upload the file.

If you have more than one company linked within your VURN account, use the Company drop-down (Figure
35) to select the correct business before uploading the workbook.

Import Troubleshooting

If there are issues with the Excel file, you will see messages below the Finish button (Figure 36). The Excel
Workbook row with the error will be listed on the left. The Message to the right of the row number will show
the error. Address the errors on the Excel Workbook, save the file, and re-import following the steps above..
Refer to the Validation Error Help and Excel Workbook Instruction sections for assistance in correcting
specific errors and guidance on how to properly fill out the workbook.

Import Template

You may only upload the NPS CUA Excel template, no other file types will be accepted.
The template is generated with the Parks, Locations, and Activities for an individual Company.

You can download the latest version here

Company Awesome Adventure Test Co. v Download Template

Browse for File | Browse...

Finish the Upload | Finish

Import File AwesomeAdventure-VURN-KLGO-2022.xlsx

If validation errors are displayed below, they must be corrected in the file and the file must be re-imported.
No records will be imported when validation errors are detected.

Guided Trip Validation Errors

Row Message

6 Invalid Lookup value for Location

6 Invalid Lookup value for Client Activity

8 Invalid Lookup value for Client Activity =

Unguided Trip Validation Errors

Row Message

6 Missing Required field: Unguided Trip Type
Missing Required field: Drop Off / Pick Up
Missing Required field: Trip Date

Missing Required field: Specific Location (VUA)

- -

Missing Required field: Client Activity

Figure 36. Import Trips page. Validation Errors list why the import failed and how to correct the Excel file.

Validation Error Help

Most validation errors can be corrected by selecting from the available options on the drop-down menus in
the Excel Workbook. The database is looking for exact words (location names, activities, etc.). If an entry in
a required field is not recognized, the database cannot read the file and the import will fail. If your import
fails, review the following list of Excel Workbook Requirements and Validation Error Codes to determine
how to correct the issue(s) and successfully import your workbook.
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Excel Workbook Requirements
File type must be .xIxs.

There are no file name requirements.

The workbook must include both the Guided Trips and Unguided Trips tabs even if one sheet does not
include visitor use data.

Row 6 must be the header row on the Guided Trips and Unguided Trips tabs.

The Guided Trips tab header row must include the following column headers in the listed order: Park,
Clients, Guides, Primary Start Date, Primary End Date, Primary Location, Primary Guided Activity, Primary
Notes, Second Start Date, Second End Date, Second Location, Second Guided Activity, Second Notes, Third
Start Date, Third End Date, Third Location, Third Guided Activity, Third Notes.

The Unguided Trips tab header row must include the following column headers in the listed order: Park,
Clients, Trip Date, Specific Location (VUA), Unguided Trip Type, Drop Off / Pick Up, Client Activity,
Visitor Overlap, Latitude, Longitude, Game Species and Sex, Est. Pounds, Aircraft Tail Number, Alaska
Transporter Activity Report Number.

Validation Error Codes
Guided Trip Validation Errors:

Invalid Lookup Value for Park — An entry is not recognized. In column A (park), on the identified row, select
one of the available drop-down menu options.

Invalid Lookup Value for Location — An entry is not recognized. In column F (primary location), on the
identified row, select one of the available drop-down menu options.

Invalid Lookup Value for Primary Activity — An entry is not recognized. In column G (primary activity), on
the identified row, select one of the available drop-down menu options.

Could not find Header Row on ‘Guided Trips’ tab — Row 6 must include the Guided Trips column headers
listed in the Excel Workbook Requirement Section above.

Missing Required Field: xxx — Row 6 must include the Guided Trips column headers listed in the Excel
Workbook Requirement Section above.

Could not find tab 'Guided Trips' in Import File. — The workbook must include both the 'Guided Trips' tab
and 'Unguided Trips’ tab even if one tab does not include visitor use data.

Unguided Trip Validation Errors:

Invalid Lookup Value for Park — An entry is not recognized. In column A (park), on the identified row, select
one of the available drop-down menu options.

Invalid Lookup Value for Unguided Trip Type — An entry is not recognized. In column E (unguided trip
type), on the identified row, select one of the available drop-down menu options.
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Invalid Lookup Value for Drop Off / Pick Up — An entry is not recognized. In column F (drop off / pick up),
on the identified row, select one of the available drop-down menu options.

Invalid Lookup Value for Specific Location — An entry is not recognized. In column D (specific location-
VUA), on the identified row, select one of the available drop-down menu options.

Invalid Lookup Value for Client Activity — An entry is not recognized. In column G (client activity), on the
identified row, select one of the available drop-down menu options.

Could not find Header Row on ‘Unguided Trips’ tab — Row 6 must include the Unguided Trips column
headers listed in the Excel Workbook Requirement section above.

Missing Required Field: xxx — Row 6 must include the Unguided Trips column headers listed in the Excel
Workbook Requirement section above.

Could not find tab ‘Unguided Trips’ in Import File. — The workbook must include both the 'Guided Trips' tab
and 'Unguided Trips’ tab even if one tab does not include visitor use data.

The Longitude (or Longitude) is outside the defined bounds of the Alaska Region — VURN checks imported
coordinates to verify that the entered location is within the selected park’s boundary. Review the entered
coordinates and update as necessary. Coordinate format suggestions are listed in the following section.

Excel Workbook Instructions

Follow the instructions in this section to properly enter trip data in the Excel Workbook. You will not be able
to import your trips (Excel Workbook) to VURn if you do not enter data in the workbook correctly. Follow
the Download Excel Workbook instructions above to download the workbook specific to your CUA.

Each VURN workbook has a Guided Trips (guided hiking, guided kayaking, etc.) tab and an Unguided Trips
(air taxi, shuttle service, etc.) tab. On either tab, the workbook specific to your business will have a drop-
down list of parks in column A. The parks authorized on your CUA will be available in each column A cell
below row 6. Row 6 is the header row. Do not edit the header row or the file import will fail.

To enter a trip, select a park unit in column A by clicking on a cell in column A below row 6. When you
click on a cell, a square with an upside-down triangle will appear if there is a drop-down menu. Click on the
upside-down triangle to view the drop-down menu (Figure 37). The menu of available parks will appear.
Click on the correct park for the trip you are entering in the row. Each trip to the park must be reported
on a separate row unless otherwise noted in the park-specific permit stipulations.

4 VURn Guided Trips Template for
5
? Park ?{:thnls Guides Primary Start Date

Kenai Fjands
Lake Clark
™

11

Figure 37. Selected Excel cell with available drop-down menu.
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Once you select the correct park for the trip you are entering in the row, continue to fill in the cells from left
to right. The location and activity columns have drop-downs menus specific to each park. In each row, when
you fill in the cell on the left, the drop-down menu in the cell to the right will populate with options specific
to that park or location. For example, when entering a Guided Trip, if you select Kenai Fjords from the drop-
down menu in column A (park), only locations in Kenai Fjords will populate in the column F (location)
drop-down menu.

Continue filling in your trip details from left to right, selecting drop-down menu options as available. NOTE:
Once one of the drop-down options is selected, you can copy and paste the text into different cells. The Excel
Workbooks have drop-down menus for the following columns:

Guided Trips tab (Figure 38): Park, Primary Location, Primary Guided Activity, Second Location, Second
Guided Activity, Third Location, Third Guided Activity.

Unguided Trips tab (Figure 40): Park, Specific Location (VUA), Unguided Trip Type, Drop Off / Pick Up,
Client Activity, Visitor Overlap.

Guided Trips Tab

6 |Park Clients Guides  Primary Start Date Primary End Date Primary Location Primary Guided Activity Primary Notes
7 |sitka 2 1 3/5/2022 3/5/2022 Totem Trail System Guided Hiking
8 |sitka 4 1 3/15/2022 3/15/2022 Totem Trail System Guided Hiking
9 |sitka 9 1 4/1/2022 4/1/2022 Totem Trail System Guided Hiking
10 |Sitka 4 1 4/7/2022 4/7/2022 Totem Trail System Guided Hiking
11 |sitka 7 1 6/5/2022 6/6/2022 Totem Trail System Guided Hiking
12 |Sitka 3 1 6/7/2022 6/7/2022 Totem Trail System Guided Hiking
13 |Sitka 2 1 6/8/2022 6/8/2022 Totem Trail System Guided Hiking

Figure 38. Excel rows showing sample day trip data at one location.

Guided Trips Column Headers (Columns A — H)
Park — Select the park unit from drop-down menu

Clients — Enter the numerical number of clients
Guides — Enter the numerical number of guides, employees, staff
Primary Start Date — First day at the Primary Location

Primary End Date — Last day at the Primary Location. For a one-day trip, the primary start date and
primary end date will be the same date.

Primary Location — Location (Visitor Use Area) visited. Use the drop-down menu to select from the
available list of Visitor Use Areas (VUAS).

Primary Guided Activity — Commercial activity at your Primary Location. Use the drop-down menu to
select from the approved commercial activities at the selected park and location. The activity you list should
match one of the commercial activities authorized on your CUA for that park unit. If engaged in more than
one activity, select the main activity or primary reason you and your clients visited the park on that trip.
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Primary Notes — Enter notes for the Primary Location such as campsite or drop off locations, feedback on
trail conditions, etc. Unless required by park stipulations, the notes field is optional for trips to fewer than
four locations (VUAS).

If all your activity on a trip was in one location (VUA), leave the remaining columns (I — R) blank. Continue
to the next row to enter a new trip.

Multi-Location or Multi-Activity Trips (Visits to More Than One Location on a Trip)
The guided trips tab has multiple columns to capture more than one location or activity, if applicable.

Entering data from left to right, you’ll log your route in the park by reporting the first and last days you were
in each location. The dates of your entire trip will be captured between the Primary Start Date (the first day
of the entire trip) and the Second End Date (the last day of the entire trip) or Third End Date (if you visited 3
locations).

To enter a multi-location or multi-activity trip, enter the first day of your trip as the Primary Start Date. The
Primary End Date will be your last day at the Primary Location.

Next enter the Primary Location and then Primary Guided Activity. Enter the first day at the second location
next as the Second Start Date. The last day at that location should be entered as the Second End Date. If you
only visited two locations, the last day of your entire trip to the park unit will be the Second End Date. If you
visited another location, continue entering data to the right following the pattern used for the first and second
locations. For a three-location trip, your last day in the park would be entered as the Third End Date.

The following example (Figure 39) shows how you would enter a trip if your group traveled through two
Visitor Use Areas on one visit to the park. As shown in the example, the first day of your trip is entered as
the Primary Start Date while the last day of your entire trip to the park unit is entered as the Second End
Date. The row of data shows your route on that trip through the park.

Clients

10

Figure 39. Guided Trips tab. Rows showing two of the three available location and activity column sets.

Guided Trips Column Headers — Second and Third Locations (Columns | = R)
Second Start Date — First day in Second Location

Second End Date — Last day in Second Location

Second Location — Second Location (Visitor Use Area) visited
Second Guided Activity — Commercial activity at Second Location
Second Notes — Enter notes for Second Location

Third Start Date — First day in Third Location
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Third End Date — Last day in Third Location

Third Location — Third Location (Visitor Use Area) visited
Third Guided Activity — Commercial activity at Third Location
Third Notes — Enter notes for Third Location

Unguided Trips Tab

4 VURn Unguided Trips Template for: Awesome Adventure Tour Company

5

6 |Park Clients Trip Date Specific Location (VUA) Unguided Trip Type Drop Off / Pick Up Client Activity Visitor Overlap
7 |Alagnak 3 6/2/2025 Below Braids [ALAG] Air Taxi Both Sport Fishing Yes

8 Katmai 4 61272025 Brooks Camp Developed Area Air Taxi Both Wildlife Viewing No

9 Lake Clark 6 7112025 Crescent Lake Air Taxi Both Wildlife Viewing Yes

10

Figure 40. Unguided trips tab.

Unguided Trips Column Headers (Columns A —J)
Park — Select the park unit from drop-down menu.

Clients — Enter the number of clients.
Trip Date — Enter the trip date.

Specific Location (VUA) — Select the Visitor Use Area (VUA) from the drop-down menu. See park VUA
map available via the Help link.

Unguided Trip Type — Select the trip type from the drop-down menu (air taxi, big game transporter, water
taxi, shuttle service, etc.).

Drop Off / Pick Up — Select pick up, drop off, or both from drop-down menu.

Client Activity — From the drop-down menu, select the unguided activity your clients were engaged in
during their visit to the park unit.

Backpacking / Hiking
In-holder Access
Mountaineering
Other

Photography

Sport Fishing

Sport Hunting
Visitor Center
Water-based Activities
Wildlife Viewing
Winter Recreation
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Visitor Overlap — Select YES if the listed clients were guided by another CUA holder on the trip date
shown.

Latitude — Enter latitude to within ¥ mile of landing location. Not required in all park units or for all
activities. See park-specific stipulations for detailed requirements.

Longitude — Enter longitude to within % mile of landing location. Not required in all park units or for all
activities. See park-specific stipulations for detailed requirements. Note: On the Excel form you may omit
the negative symbol (-) in the longitude cell. When the file is imported to VURN, the system will add the (-)
if missing.

Enter coordinates in one of the following formats:
Decimal degrees (DD): Latitude (67.591696) Longitude (-153.740860)

Degrees, minutes, and seconds (DMS): Latitude (67 35' 30.1056") Longitude (-153 44' 27.096"). Omit the
cardinal direction (N, S, E, W) and use a space in place of the degree symbol (°).

Degrees and decimal minutes (DMM): Latitude (67 35.50176") Longitude (-153 44.4516"). Omit the cardinal
direction (N, S, E, W) and use a space in place of the degree symbol (°).

Unguided Trips Column Headers (Columns K —N)
Big Game and Incidental Hunt Transporters complete the following columns:

The last four columns in each row are only applicable to incidental hunt and big game transporters. If
required by park-specific stipulations, when Incidental Hunt or Big Game Transport is selected as the
unguided trip type, enter data in the last four columns of the row to successfully import the workbook to
VURN.

Game Species and Sex — Enter the transported species and sex (M for Male, F for Female). If entering
information for more than one animal, separate the animals with a comma (e.g., Sheep M, Moose F, Brown
Bear M).

Est. Pounds — Enter the approximate weight of the transported game.
Aircraft Tail Number — Enter the tail number of the aircraft used on the trip.

Alaska Transporter Activity Report Number — Big game transporters only. Enter the corresponding
State of Alaska Big Game Commercial Services Board Transporter Report Number. Enter the report number
for all trips, both drop offs and pick ups, associated with the State of Alaska report (Figure 22). Enter X if the
selected trip type is incidental hunt transport.

Because the transporter fields are required for big game and incidental hunt transporters in some park units,
you’ll need to enter an X in required but not applicable fields. For instance, if you did not transport game
(i.e., your trip was a drop off or the transported hunters were unsuccessful), enter X in both the Game
Species & Sex field and the Estimated Pounds field. See park-specific stipulations for detailed reporting
requirements.
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Definitions

Trip — A commercial visit to a park unit. Each time your business enters and leaves a park unit it is
considered one trip.

Day Trip — One calendar day.

Multi-day Trip — Two or more days in a park unit.

Draft Trip — Trip record not submitted to the NPS. Draft trips can be deleted. See figure 21 — trip lifecycle.
Submitted Trip — Trip record submitted to the NPS. See figure 21 — trip lifecycle.

Unresolved Trip — Submitted trip record returned by the NPS to the CUA holder. Unresolved trips are
returned the CUA holder with comments from the NPS. The CUA holder can edit the record, enter
comments, and resubmit the trip to the NPS. See figure 21 — trip lifecycle.

Accepted Trip — Trip record reviewed and accepted by the NPS. See figure 21 — trip lifecycle.
Guided Trip — Commercial visit to a park unit when a client/visitor is accompanied by CUA holder staff.

Unguided Trip — Commercial visit to a park unit when a client/visitor is not accompanied by CUA holder
staff. The client/visitor is dropped off or picked up in the park unit.

Training-Orientation Trip — Commercial visit to a park unit for the purpose of training or orientating staff.
Trip members include CUA holder staff only. Training-Orientation Trips shall be reported in VURN. For
parks with per person monitoring fees, no fees will be assessed since fees are only required for commercial
visits with clients/visitors.

Visitor Overlap — Designed to prevent double counting the same visitor in the same park on the same day,
the visitor overlap feature is used by transportation providers (unguided trips) to indicate when clients were
also guided by a different CUA holder on the trip date shown.

Visitor Use Area (VUA) — Reporting zones unique to each park unit. Visitor Use Area maps are available
via the Help page.
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Frequently Asked Questions

I am the owner or authorized agent for more than one CUA. Can | create one VURN account to
manage all my companies?

Yes. To use one VURn account for multiple CUAs, use the same email address on your CUA application for
each business. The NPS will use the email address to link your businesses in VURN.

Once your VURN account is set up, on each VURN page you will need to select the business for which you
are entering data. On most VURnN screens, the Company selection field is in the upper right below the green
menu bar (Figure 12). On the Import Trips page, use the drop-down to select the company for which you are
importing data (Figure 35).

Should I report training or orientation trips?

Yes, training or orientation trips as defined above, shall be reported in VURN. Unless clients accompany the
trip, no fees will be assessed.

I did not fly clients but flew supplies/trash/etc. in or out of the park. Do I need to report those trips?

Yes, a CUA is required for that activity so that activity must be reported in VURN. If operating in a park unit
with per person fees, no fees will be assessed if you do not fly clients.

I brought my family to the park; do | need to report the visit?

No, you should not report non-commercial visits with family or friends who have not/will not be
paying/compensating your business. A CUA is not required for non-commercial visits.

I used the Excel Workbook to import my trips to VURN. Am | Done? What do | do next?

After you successfully import your Excel Workbook to VURN, follow the guidance in the Submit Trips section
of this guide to review your imported trips and submit your final activity report to the NPS.

Can | enter some trips in VURN using the Enter Trips pages and import other trips using the Excel
Workbook?

Yes, you may report trips by entering trips on the Enter Trips pages, by importing your Excel Workbook to
VURN, or by using a combination of the two methods.

Do | owe end of season fees?

Maybe. VURN calculates end of season fees for park units that charge a per person fee. Not all park units
have a per person fee. Refer to the park-specific permit stipulations for park fee details. If you operated in a
park that charges a per person fee, follow instructions in the End of Season Fees — Monitoring (Per Person)
Fees section of this guide to access your fees and submit payment.

Why doesn’t my Fee Summary Report show all my entered trips?
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The fees displayed on the fee summary report ONLY show fees for the trips Accepted by the NPS. Any Draft,
Submitted or Unresolved trips will not be included in the fee summary report.

Do | have to use pay.gov to pay end of season per person fees?
Yes.
When are the reports for my CUA due?

Reporting deadlines are outlined in the permit conditions. Refer to the CUA conditions and stipulations
(https://www.nps.gov/locations/alaska/stipulations.htm) for VURN specific reporting deadlines.

What happens if I miss the reporting deadline or do not finalize my activity reports in VURN?

Reporting requirements are permit conditions. Failure to comply with the provisions and conditions of the
CUA, including national, regional, and park-specific conditions is a permit violation as defined by the CUA
Suspension, Restriction, Revocation, and Denial Policy (https://www.nps.gov/locations/alaska/revo.htm). A
CUA may be suspended, restricted, or revoked when the CUA holder commits a violation as defined by the
policy. Failure to submit required reporting in a timely manner may also impact the holder’s ability to
obtain a CUA in future years.

What about the Annual Report (Form 10-660), do | also enter that information in VURN?
No, Annual Report (Form 10-660) information is submitted separately.

If your CUA was issued outside of the CUA Online Application and Reporting System (cua.nps.gov),
download the current Annual Report from https://www.nps.gov/locations/alaska/activity-reporting.htm and
follow instructions on the form to submit.

If your CUA was issued via the CUA Online Application and Reporting System (cua.nps.gov), then that
system will prompt you to submit your Annual Report (NPS Form 10-660) electronically.

Ugh...xxx... is not working properly...

Press Ctrl + F5 to clear the browser cache for the page. Anytime there is a system update or new release of
the code there is a possibility that a user’s browser will have cached versions of the affected pages. The
cache usually expires within 7 days, so frequent users are more likely to experience this issue than
occasional users. Typically clearing the cache (Ctrl+F5) will correct the issue but some users may need to
clear their full browsing history.

I was able to log on to VURN but the drop-down menus are missing. Why can’t | enter my trips?

If using an Apple device, the browser may be the issue. Currently, Safari and Firefox are not supported by
the National Park Service. To access VURN and have full system functionality on your Apple device, you will
need to use a chromium-based browser such as Microsoft Edge or Google Chrome.

If your browser is not the issue, contact akr_activityreports@nps.gov for assistance.
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