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Submit/Review/Approval Tips for Incident Owners August 2010 
This document helps Authors who own an incident to Submit a Decision Document for Review/Approval. 
It helps you walk your Reviewers and Approvers through the “accept or reject a pending decision” 
process. It concludes with an overview of the Periodic Assessment process. This procedure assumes that 
you have already created the decision and are now ready to submit it for review. 

1. Make sure that at least one person set as the Approver (Incident Information > Incident Privileges). 
If this is a multi-jurisdictional incident, you can assign multiple approvers. 

 

2. Go to the Decision List page (Incident List > select incident > click View Information > select 
Decisions).  

 

3. Select the pending decision. 

4. Verify that you have completed all the information needed to submit a decision for review and that 
you have check in the decision. 

• You can review this information from the Decision List page by checking the radio button next to 
the “Pending Decision” and clicking View Information/History. 
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• If you have not met all the requirements for submitting a decision to review, you will see a page 
that lists what you need to do. 

 

5. As you review the decision, ask yourself the following questions: 

• Have I assigned the appropriate people as Reviewers and Approvers? 

Check the list of Reviewers and Approvers. 

• Do I need to do anything else prior to publishing?  

Complete the checklist in the Requirements section before submitting the decision for review. 

• Does my line officer/agency administrators name show up as an approver? 

Verify this in the Decision Reviewers/Approvers section. 

• Who has modified or reviewed my decision?  

Verify this in the Decision History section. 



 

Page 3 of 9 

 
 

6. Once all requirements have been satisfied, go to the Decision List page > select pending decision > 
click Check-in. Status displays as Available and the Begin Review/Approval Process button becomes 
active. 

 

7. Click the Begin Review/Approval Process button. The Review/Approval Process page appears. 

8. Review the information, then click Continue. The decision content is locked and the reviewers and 
approvers are notified via email that the decision is ready for review. 

The Decision “Pending Decision” is now ready for review/approval. If necessary, Approvers can 
publish a decision without waiting for the Reviewers. This was set up this way in case a Reviewer 
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was unavailable and a decision had to be published, but is not recommended as a general practice. 
You can view the Decision History by clicking View Information/History as we did in step 3.  

 

Approval Process for your Line Officers 
1. Your Reviewers and Approvers receive an e-mail with a hotlink to WFDSS Login and then the 

Decision Page. 

 

2. Reviewers and Approvers login to WFDSS. 

 

The link takes them to the “Pending Decision” for Approve Decision or Reject Decision. At this point, 
the Reviewers/Approvers can navigate through the content tree on the left side to review the 
content of the decision document.  
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3. To access the decision without clicking the emailed link, go to Incident List > select the incident > 
View Information > Decisions > select the pending decision > Review/Approve Decision.  

 

The Decision Content page appears. 
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4. When Rejecting a decision, your Reviewer or Approver must provide a comment that explains why it 
was rejected. This will enable you to change the document to suit them. 

 

5. When approving a decision, your Approver (final Approver if there are multiple Approvers) must 
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.  

6. To receive an email reminder of the periodic assessment, the Approver checks the box next to “Send 
me an email reminder…”.  
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7. The Approver clicks Publish Decision. The Decision List page reappears, the document is listed as 
Published and locked. No additional edits or information can be added once the document is 
published.  

 

8. To download the decision content, click Download. A ZIP file is saved to your hard drive. The 
contents can be extracted and printed. There is an instructional video for downloading and printing 
available on the WFDSS Home Page > Related Resources > Videos 
(http://wfdss.usgs.gov/wfdss/training_slides/Downloading_Printing_DecisionorReport.mp4). 

 

Periodic Assessment for your Line Officers 
Your Approvers must perform the periodic assessment on time. If the assessment is skipped, the 
decision is considered invalid for that time period and out of compliance. The Approver can modify the 
number of days between assessments when each assessment is completed. Approvers can also 
document numerous assessments on a given day. If you have multiple approvers, at least one of them 
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. 
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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. 

 


