
Outfitter Use Report 
Outfitter use reports are now similar to the reports you do for the Forest Service and will be more 
streamlined. Use reports must be completed before you can renew your license and now allow you to 
make corrections to them leading up to their due date of April 1st of each year. 

1. Once you have logged into your online profile, you should be in the “Summary” tab. The “Summary” 
tab will show your License(s). 
 
To begin submitting your use report, click on the “Submit Outfitter Use Report” link in the License 
panel:  
 

 
 

  



2. You will be taken to a page like this. The activities and areas you are licensed for determine what is 
displayed on this page. The system will populate all activities and areas related to the license. 
 
You will be required to enter the number of clients and number of trip days for each activity in each 
operating area OR mark “No Activity” where you have no use for the license year if applicable. 
 

 
 
 

  



3. Depending on your use, the page will look something like this once you are finished. When you are 
ready to move on, click “Next” at the bottom of the page. 
 
Reminder: You can now make corrections if you need to before the deadline to submit reports on April 
1st. After March 31st, use reports will no longer be editable.  
 

 
 
 

  



4. The next page you are taken to is the Summary page. If everything looks correct, click “Submit” at the 
bottom of the page. If anything is incorrect you may click “Previous” to go back to the prior page to 
make any necessary changes. 
 

 
 
 

  



5. Once you click “Submit” the next page you are taken to is the confirmation page. Click the “OK” 
button to go back to your profile main page: 
 

 
 

6. With your Use Report complete, you now may renew your license by clicking on “Renew.” There is a 
separate How-to guide for the Renewal process on the Board's main page. 
 

 
 
 

  



7. If you need to make any corrections to your Use Report, you may do so by clicking on the “More…” tab: 
 

 
 
 

  



8. Then click on the “Search Submissions” tab in the central box: 
 

 
 
 

  



9. From here, clicking on “Submit Outfitter Use Report” will open the use report you just completed. 
 

 
 
 

  



10. To edit the Use Report, click “Continue Editing” on the right side near the top: 
 

 
 

11. This notification will pop up, click “OK” will allow you to make changes to the use report. 
 

 
 

12. Repeat steps 2-5 to make changes to the Use Report. You may make changes as many times as 
needed until the deadline of April 1st. 


