RCS SUMMARY FOR UPDATING BY ASSET STEWARDS			06/27/2012
Assets metadata in RCS needs to be up to date, whether as a source of reliable information or for re-use purposes. Periodically, unless the asset has been updated, the asset steward will receive an email requesting to review the metadata. The asset metadata, classification, associations and other related metadata need to be reviewed and updated to remain accurate and complete. In addition, the fields “Last updated date”, “Last metadata review date” and “Last metadata review by”.

If you do not receive a list of your assets, please contact RCS management and request one.


1. 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.
2. Decide what other assets, already in RCS or not yet in RCS, you wish to associate/relate to the asset.


  Asset Update

Follow the directions in the RCS User Guide (section 2.2.4) to update asset metadata, classifications and associations.

The summarized steps are:

1. Log in to RCS. If you are on the public interface, click on the “Sign in” link to be prompted for your RCS user  id and password. If you do not have one, please click on the “Request access” link that appears below the password prompt.
2. Once you lig in, you will see the RCS Welcome page. Click on the “Asset Catalog” menu tab followed by the “Browse” option. The screen will display the list of SOAP web services on the right and the list of all asset types on the left. De-select “SOAP web services” and select instead “Software Tools”. The list of all software tools will display on the right.
3. Find your first software tool by scrolling, sorting the list or both.
4. When you see your asset listed, click on the name. RCS will display the metadata for the asset organized in tabs. 
5. Please go through each tab and review the metadata, making any necessary changes.
6. Review the Classifications tab and make any necessary changes or additions.
7. Review the Associations tab and make any necessary changes or additions
8. Enter today’s date in “Last updated date”, “Last metadata review date” and your name under “Last metadata review by”.
9. Click on the “Save” button
If an asset no longer exists or is no longer in use, please remove it from RCS (see instructions below)

Asset Deletion


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


