
The update process starts 
on the Switchboard.  

Make sure that the correct 
hat (profile) is selected.  

Under Business Function 
select Recreation and under 
Available Forms and 
Reports, that the Data Input 
Forms button 
is checked.  

Then select the REC –
ANNUAL UPDATE and click 
on the launch 
button.

District POCs:  A new profile has been created for you Recreation Mid-Level which will allow 
you to make corrections during the November review.  



At the Annual Update Wizard, 
Click on Step 3: Corps 
Managed Recreation Update.

Note:  Step 3 is showing “in 
progress”.  It is showing in 
progress, because some of 
the Corps managed PSAs in 
Step 2 were marked for 
deletion.

Note:  Steps 6 and 10 are still 
not active.  Step 6 Facilities 
will become active once Step 
3 is 100%.  Step 10 will 
become active once Step 6 is 
100%.



A List of Corps Managed 
PSAs is populated.

Note:  See Area Status has 
been updated to Temporarily 
Closed for those PSAs that 
were marked for deletion in 
Step 2.

Enter the information for the 
remaining PSAs.

Be sure to indicate if this is a 
fee area.

Note the Scroll Bar. 

Click “Next” button to 
proceed.



A List of the Non-Fee Areas populates from the previous screen.  

If the area is open all year, check the box and dates will prepopulate.

If not, enter the opening and closing dates.  

Click “Next” button to proceed to Fee Areas.



A list of the Use Fee Areas populates. 
Enter the Information for the Use Fee Areas.  

Area Open and Closed Dates If Special Facility Fees 
Collection Dates Comparability Study
Method of Collection Reservation Service (NRRS)
Campground Fee Class Cost Analysis
Day Use Fees in Area Click Finish when 

complete.
Data Copy Controls:
Enter the first row, then click “copy next row” to copy to only the next row/area.
Or Click “copy to all areas” to copy to all rows/areas.



Back at the Annual Update 
Wizard, notice that Step 3 is 
now 100% completed.

Note:  Step 6 is now active.

Exit the annual update 
through the door       . 
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