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Review/Approval Tips for Agency Administrators August 2010 

This document helps Agency Administrators who are Incident Approvers navigate through the 
Review/Approval process. It concludes with a brief overview of the Periodic Assessment process. 

Approval Process for Agency Administrators 

You (Approvers and Reviewers) receive an e-mail with a hotlink to WFDSS Login and then the Decision 
Page. 

 
1. Login to WFDSS.  

 

You are then directed right to the “Pending Decision” for Approve Decision or Reject Decision.  

2. If necessary, navigate through the content tree on the left side to review the content of the decision 
document. 
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3. If necessary, navigate to the Incident and then to the Decision page.  

4. Click the radio button next to “Pending Decision” and then click Review/Approve Decision.  

 

When you click Review/Approve Decision, the following window appears so that you can approve 
or reject the decision.  
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5. If you Reject a decision, provide a comment as to why it was rejected. Your comment enables the 
Authors to change the document.  

 

6. If you Approve a decision, choose the days between periodic assessments.  

• Give careful consideration to selecting the number of days.  

• On active incidents, consider daily periodic assessments; inactive incidents can be longer.  

• You can opt to have an email reminder sent to them when the next periodic assessment is due 
by checking the box below the number of days.  
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7. Click Publish Decision. 

If the decision is approved, the document is listed as Published and locked; no additional edits or 
information can be added once the document is published and the following screen appears.  

 

8. To download the decision document, Click Download. 

This downloads a ZIP file of the decision content, which you can extract and print. For detailed 
instructions on downloading and printing decision documents, go to the WFDSS website > Related 
Resources > Videos > Downloading and Printing Decision Documents. 
(http://wfdss.usgs.gov/wfdss/training_slides/Downloading_Printing_DecisionorReport.mp4) 
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Periodic Assessment for Agency Administrators 

As an incident Decision Approver, you must perform the periodic assessment on time. Skipping the 
periodic assessment, makes the decision invalid for that time period and out of compliance. You can 
modify the number of days between assessments, after completing each assessment. Numerous 
assessments can be documented on a given day. If multiple approvers exist for a decision, at least one of 
you must complete the assessment on time. The comment box on the Periodic Assessment List page 
provides a reminder of things to consider when performing the periodic assessment.  

 

1. View or modify the Relative Risk from the assessment. Modification does not necessarily require a 
new decision. 

 
2. Answer the question “Are the Incident and Strategic Objectives being satisfied with the current 

Course of Action?” 

• If you choose “NO”, a new decision is required. The current decision is invalidated and a new 
Decision needs to be created, approved, and published. This can be done after a new “Pending 
Decision” has been started. 

• Use the comment box to explain why a new decision is needed. 
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3. Click Create New Decision. 

The following message appears. Click ‘OK’ to confirm that you would like to create a new Decision.  

 


