Asset Review and Approval – Simplified Version
The RCS asset lifecycle has the following states:
· New	-	asset, as originally entered
· Submitted -	asset reviewed by owner and submitted to RCS for registration
· Registered -	asset reviewed by RCS Registrar and recommended for registration
· Approved - 	asset approved for registration by designated EPA approver
· Retired -	asset no longer active
In addition, for special circumstances:
· Deleted - 	asset taking out of registration, due to duplication, incorrect type, etc.
In the current environment, a simplified workflow has been adopted:
1. Assets are entered and are assigned “New” state
2. Assets are reviewed by the RCS Registrar or Administrator and, if deemed ready for registration, are consecutively moved through the “Submitted”, “Registered” and “Approved” state
In the future, some of these states may be eliminated to simplify the process.
Daily Review and Approval
1. Start RCS
2. Go to “My Favorites” and run the saved query  “All Pending Assets” or run the report “All Pending Assets” 
All assets in lifecycle state “New”, “Submitted” or “Registered” are considered to be in pending status (e.g., not “Approved”)
3. For every pending asset, perform steps 3 through 5.
4. Display the asset detail and perform the following review:
a. Check for duplicate
Run some searches for similar asset names or acronyms in order to verify that the asset has not been registered already under a similar name. Include other asset types in your search since the asset may have been registered under a different type.
b. Check for correct asset type
Read the description and any other metadata entered to determine if the asset type assigned is correct. Please refer to the attached guide.
c. Check if all required metadata has been entered. At this point we are only checking for:
i. Description
ii. Steward name
iii. Steward email and phone number
5. If the asset steward information is missing
a. Click on the Administration tab for the asset and make an entry under the “Review-Comment” attribute, using the following format:
mm-dd-yyyy-xxx-ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc
                                ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc
                               ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc

where mm-dd-yyyy is the day of the review
             xxx are your initials
             ccc…ccccccc are your comments
b. In the same tab, change the item to pending using the “Pending Flag” and enter Pending Reason: “Missing steward information”

6. If everything looks fine, approve the item:
a. Display the asset detail
b. Click on the “Action” button (i.e., arrow) A menu will drop down
c. Select “Change Lifecycle State”. A small window will open.
d. Select the next state in the RCS workflow lifecycle and press “OK”. Usually, the system will have the next state already selected.
e. Repeat steps b through d until the asset state is “Approved”
f. Click on the Administration tab for the asset and make an entry under the “Review-Comment” attribute, using the following format:
mm-dd-yyyy-xxx-ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc
                                ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc
                               ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc

where mm-dd-yyyy is the day of the review
             xxx are your initials
             ccc…ccccccc are your comments
7. If there are any problems, perform the following steps:
a. Click on the Administration tab for the asset and make an entry under the “Review-Comment” attribute, using the following format:
mm-dd-yyyy-xxx-ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc
                                ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc
                               ccccccccccccccccccccccccccccccccccccccccccccccccccccccccc

where mm-dd-yyyy is the day of the review
             xxx are your initials
             ccc…ccccccc are your comments
b. In the same tab, change the item to pending using the “Pending Flag” and enter a “Pending Reason”
c. Send an email to the asset steward, explaining the problems. If the asset shows no asset steward, send the email to any of the other contacts and, if there are no contacts specified, send an email to anybody who may know more about the asset.
