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Interfaces
1. Public  Interface
This is the easiest to use for search and discovery. However, at this time, it can only be used for public assets and only to inquire. It’s a read-only interface.
2. Authenticated Interface
This option one allows search, inquiry as well as entry and maintenance. However,  it uses a COTS tool and it’s not as intuitive for beginner users
3. Widget Interface
This is a simplified version of the public interface that can be added to a web page and has a small footprint.
Search and Discovery
For the public interface, you enter a search string and the results can be further refined using several selection criteria like asset type and organization.
The authenticated interface includes three types of search:
1. Browse – display list of assets of a particular asset type
2. Search – display a list of assets that contain a string anywhere in their metadata
3. Advanced Search – display assets of one or more asset types by specifying conditiondin their common metadata
From the list, you can display detail or make changes to the metadata

Asset Types
Blocks of Code: Pieces of programming code that performs a specific function or step that can be used, in whole or in part, as-is or modified, in developing software. Example: Computer Science Corporation has put together a library of programming code in order to reduce development time.
Software Tool:Any piece of software (utility, application, etc.) that performs one or more functions. Example: The state of Alabama uses ePermit, a web-based software tool used to submit electronic applications, and fee payment necessary for the construction of storm water systems and hazardous waste notifications.
System:  Computer software that performs one or more specific tasks. Example: ICIS, the Integrated Compliance Information System, whose purpose of is to meet evolving Enforcement and Compliance business needs for EPA and State users by integrating information into a single integrated data system that supports both management and programmatic requirements.
Data Exchange or Dataflow:  Exchange Network term for any routine exchange of information between two or more network partners. Exchanges may include multiple dataflows or schema. They also include the legal and technical details of the exchange. Also known as "dataflows."  Example: The Pacific Northwest Water Quality Data Exchange, developed by the states of Washington, Oregon, Idaho, and Alaska to aggregate and access a comprehensive source of high-quality water data in the Pacific Northwest. 
Technical Document:  Document of technical nature, not an artifact to another resource (only because in that case it may be better to register it as part of the attributes for that other resource)
Widget Tool:  A software tool that uses a small (smaller than a page) graphical interface to provide a function or service and that can be added to a web application or to a web page.   Example: The Ultraviolet Index widget provided by Envirofacts.
REST Web Service:  Software system designed to support machine-to-machine interaction over a network. Representational State Transfer (REST) services do not require XML, SOAP, or WSDL but rely on the exchange of requests and responses between the resources and on their corresponding states. REST-style services facilitate the aggregation of services into more complex services and the development of mashups. REST services are usually accessed via HTTP (like a web URL or link).  Example: The FRS Facility Search Service used to search the Facility Registry.
SOAP Web Service:  Software system designed to support interoperable machine-to-machine interaction over a network. SOAP services use the Simple Object Access Protocol (SOAP) standard and their machine-readable description of the operations is usually provided in a Web Services Description Language (WSDL) file.   Example: The Convert Lat/Long Service+ Web service provided by the Office of Water. 

XML Schema:  Description, in XML language or dialect, of the structure and contents of a document or data set. The description includes grammatical rules governing the order of the elements, conditions that the contents must satisfy, data types governing the content of elements and attributes, and other specialized constrains and rules.   Example: The Water Quality Data Exchange (WQX) uses more than fifty XML files.
Mobile App:  Software tool that runs on a mobile device (smart phone, tablet computer or similar device) connected to the internet via wi-fi.   Example: greenMeter for the Apple iPhone, an application that helps reduce a vehicle's impact on the environment
Development Project:  Used to register a full project (system, application, tool, class, function, etc.) that includes all files and tables used in the project – source code, machine-readable code (i.e., compiled or intermediate code generated by a compiler or interpreter), project definition, project documentation, test data, test plan, etc. 
Data Model:  A collection of descriptions of data structures and their contained elements that attempts to represent facts and knowledge in the complex real world for a particular application.   Example: The READ data model documents data elements and data tables in READ. In addition, the model shows database relationships among the tables in the model, as well as integrity rules and restrictions.

Metadata Organization
Asset metadata in either interface is arranged in tabs. Some tabs are common to all asset types while each asset type has one, two or three tabs specific to their type.

Common Tabs
Summary – displays (read-only) summary metadata 
Basic – Most important metadata for a resource, usually most common for all asset types.
<other important> - depend on the asset type and are usually specific for the asset type (e.g., “Technical” for web services, “Web Related” for web catalogs, etc.)
Consumers - are for later when somebody wants to be registered as a user of the asset.
Notifications - are for those who may want to be kept abreast of changes in the asset status. Eg., new versions.
Classifications - are not used much. The Exchange Network uses them for Dataflows. Somebody else uses them for some taxonomy.
Associations - are important. Once you have entered several assets you may enter how they are related (e.g., parent-child, part of, used in, etc.). Rarely entered at the time of initial input, usually done after assets have been entered.
Permissions - are used to authorize or withhold access to the asset, accessible only by asset owner and administrators
External Links - are for any links not included in the standard metadata (suggestion – don’t use them)
Object-Specific Properties – metadata not covered by standard fields (suggestion – don’t use them)
Audit Log – to see who has made changes
Administration – Notes for reviewers/approvers.
Rating – for comments and rating by users.


Common Metadata
The only mandatory fields for approval in RCS are:
· Name
· Description
· Steward information

Other metadata, common to most asset types is:
· Alternate Name – used for another name, like an acronym
· Comments – anything that may be important or of interest to users
· Last-Updated-Date – date the metadata record was updated last
· Source – source of the metadata (a registry, database, website, if any)
· Link-to-Source –link to that source
· Keywords – terms that users should find it under
· Location – URL – actual link to the asset
· Link-to-Documentation – link to document – may be uploaded to RCS
· Link-to-Best-Practices – link to document – may be uploaded to RCS
· Link-to-Guidance – link to document – may be uploaded to RCS
· Author –
· Publisher –
· Language –
· Hardware Requirements and Platform –
· Database Platform –
· Support Available –
· Function – brief description of what the asset or code does
· Complete Function? Is it a piece to be used to implement functionality or does it provide a complete function?
· Code-Text – if code and small, it could actually be pasted here
· Built using EN Grant – Was this developed using an Exchange Network grant?
· Downloadable – default=yes
· EPA Organization – Allows for multiple (click on the “+” sign to open another). For EPA assets/code, the first is always “USEPA”. The second one is the standard initials/acronym of the main office (OW, OEI, etc.). The third one is the spelled-out office name ( Office of Water, Office of Environmental Information, etc.)
· Available for Public Display? Yes-will show in the public interface; N=only for authenticated users (EPA and partners)
· Owner – At this time, because of limitations of the COTS tool, this is always the user who enters the asset. This will be corrected in the next version.
· Manager – Manager of the office that owns the assets
· Submitter- user who enters the asset (now-same as owner)
· Steward – person responsible for maintaining the RCS record accurate and timely
· Contact – public contact
· Lifecycle phase – phase of the software development life cycle, currently Planning, Development, Production, Retired

Tips
Of the four contact types on the “Contacts” tab, the most important are:
· Steward – person responsible for keeping the RCS record current, up to date. This is a mandatory field. The asset will not be approved if this is blank.
· Point-of-Contact – appears on the public interface as “contact”, if the asset is publicly viewable. If blank, the steward is used on the public interface unless it’s been flagged as “Not Public”
RCS is strict for email addresses. They need to follow the xxxxxxxxxxxxx@yyyyyyyyyy. Xxxxxxxxxxxx and yyyyyyyyyy may contain dots or other characters allowed in an email address. However, RCS does not like blanks before, after or in the middle.
For most asset types users should be concerned with the “Basic” tab only, and possibly, some tab for additional metadata specific to the asset type (e.g., “Technical” for web services, “Web Related” for web catalogs, etc.)

Asset Entry
To enter a new asset/resource:
1.  Go to the Asset Catalog, either in Browse or Search mode, and click on the “Add Asset” button. 
2. Fill out the field in the small window:
a. Name
b. Description
c. Initial version
d. Organization – LEAVE as “US EPA and Partners”. This is not your organization but is only used for federation.
e. Click the “OK” button
f. The small window will close and the full asset screen will be displayed.
3. Fill out the appropriate tabs:
a. Basic
b. Contact – MUST enter Steward information
c. Any others specific to the asset type
4. Click the “Save” button on the upper left corner. 
IMPORTANT: Please be aware that sometimes clicking the “Save” button the first time only switches focus to the button. If the “Save” label still looks white (not grayed), you must click “Save” again.  
Please be also aware that you must click “Save” fairly soon or you may be timed-out and lose the metadata entered. If you are not sure about a particular piece of metadata, save the record and change it later.
5. Workflow – when you enter an asset, it’ll be in “New” state. The RCS registrar will review the asset and approve its registration in RCS (“Approved” state) or make it pending on some problem s/he’s found. While the asset is not approved, it will only be displayed to the asset owner and administrators.

Asset Changes
To make changes to an asset’s metadata, use any method of search from the authenticated interface, display the detail, make the desired changes and save those changes.

