


Registry of EPA Applications and Databases (READ)
Quick Reference Guide
How to “Add a Favorite Information Resource” 

A steward has special editing rights to resources they are assigned to. They can edit all fields within a resource details page, except for the Resource Name and Resource Type. These fields are locked, and require an administrator to approve a change. Reusable Component Services (RCS)
Quick Reference Guide
How to “Edit a Resource using Locked Fields” 


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.  
1. Select the Reusable Component Services (RCS).
2. Click the Search tab. 
[image: ]
3. Enter a search term into the empty keyword field, then click the Search button. 
4. From the Search Results page, click the link of the Resource Name you wish to edit.
5. After selecting your resource from the search results, you can begin editing the resource. 
6. Click the Save button before navigating to a different tab. If you forget, a message will display asking if you are sure you want to navigate away from the page without saving your changes.
[bookmark: _GoBack][image: ]
7. Click the lock icon next to the Resource Type field  
[image: ]
8. In the request pop up that displays, enter in the details of what the new Resource Type should be, and then click the Submit button. 
9. An administrator will get the request, and review the details. If the new resource type is applicable, they will make the change. If the request is invalid, they will reject the request. 
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