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)Users may add new resources to RCS. Resources can be entered manually, or they can be copied to help ease the entry process for similar resources. 
Adding a New Resource
1. Navigate to the SoR Home Page (http://epa.gov/sor) and click Login for EPA and Partners in the left side bar.  Enter LAN login credentials and click Login.  
2. Select the Reusable Component Services (RCS) link.
3. Click the Add Resource tab. 
[image: ]
4. To add a brand new resource, enter/select information for all editable fields.
5. Click the Submit Request button. 
[image: ]
6. If you are logged in as an administrator, the resource will be searchable immediately. Any other user must wait for an administrator to approve a resource before it will be available in the system. 

Copying an Existing Resource
1. Navigate to the SoR Home Page (http://epa.gov/sor) and click Login for EPA and Partners in the left side bar.  Enter LAN login credentials and click Login.  
2. Select the Reusable Component Services (RCS) link.
3. Click the Add Resource tab. 
[image: ]
4. To copy an existing resource, click the Lookup link under the Copy Resource field. 
[image: ]
5. A popup will display with the option to enter a resource acronym or name. Enter either or both and select the appropriate radio button(s).
[image: ]
6. Click the Search button. 
[image: ]
7. Select radio button for the resource you wish to copy. 
8. Click the Select RCS Resource button. 
[image: ]
9. The data for the chosen resource display on the page in their respective fields. 
10. Edit the fields that must be different in order to save the resource. Note: The system requires that the Resource Name/Resource Type combo be unique. 
11. Click the Submit Request button. 
[image: ]
12. [bookmark: _GoBack]If you are logged in as an administrator, the resource will be searchable immediately. Any other user must wait for an administrator to approve a resource before it will be available in the system. 
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