RCS SUMMARY FOR ASSET STEWARDS 					03/14/2012
Asset Workflow
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· Retired -	asset no longer active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 taken 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” states
In the future, some of these states may be eliminated to simplify the process.
Stewards are responsible for step 1 and for correcting any problems found by the reviewer or Registrar.

Preparation for Asset Entry
1. For each asset, determine:
· Asset type – If unsure, please check the attached definitions as a guideline. Keep in mind that systems are registered in READ and datasets are registered in the Environmental data Gateway (EDG). 
· Collect the metadata for each asset. Please look at the attached metadata list for the asset type or review registered assets of that same type. The absolute minimums are in the metadata list but they always include:
· Asset name
· Description
· Version (if multiple versions)
· Steward information – name, organization, phone number and email address
· Point of Contact information - name, organization, phone number and email address
The point of contact can be the same as the Steward.
· Lifecycle phase (planning, development – includes testing, production and retired). This is usually “Production”.
· Availability for public display – should the asset be viewable by the public (usually) or only viewable by authenticated users?
2. Check for duplicates
Use the Search function in RCS to find if the asset is already registered in RCS.
 
Please try the keyword search first because the asset may have been registered with an alternate name or acronym or under a different type

3. Decide if RCS has taxonomies under which you want to classify the asset. If you need a taxonomy that is not currently in RCS, please contact the RCS Administrator.
4. Decide what other assets, already in RCS or not yet in RCS, you wish to associate/relate to the asset.


  Asset Entry

Follow the directions in the RCS User Guide to enter the asset, all the metadata, classifications and associations.

The asset will have a “New” lifecycle state. It will only be visible to the user performing the entry and the RCS Administrator but not to any other users or the public. Please be aware that the current RCS version records the user performing the entry as the asset “Owner” and that cannot be changed. Future RCS  versions, however, will allow entering the actual owner for the asset.

Within  a couple of days,  the Registrar will review the asset and  if everything is correct and complete, will register and approve the asset, changing its lifecycle state to “Approved”. You will receive an email indicating the approval and the asset will be visible to all users and the public, if it was entered as “visible to the public”.
If the Registrar encounters any problems, the asset will remain in the “New” state and steward  will receive an email notifying him or her of the problems an any necessary details.

Asset Maintenance

Please keep the asset metadata up to date. Every six months, unless the asset has been updated, the asset steward will receive an email requesting to review the metadata. Please review the asset and update the fields “Last metadata review date” and “Last metadata review by”.

Reports

A number of reports will soon be available for asset stewards. In the meantime, please use the “Search” functions and the “Save Report” option to run a query and save the results in XML format. The report can be opened in MS Excel and printed, if desired.
 

Getting Help

If something is not clear in this document or in the Users Guide, please contact  RCS Management:

Lico Galindo, 202-566-1252, galindo.lico@epa.gov
Angelina Hurst, 202-566-0701, hurst.angelina@epa.gov
John Harman, 202-566-0748, Harman.john@epa.gov


