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Sites
The Sites area enables you to add new sites, and manage or delete 
your existing sites. The main Sites screen provide an overview of the 
sites in your organization. 
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Adding Sites

Managing Sites
Within a site profile, you can update site information, change its 
affiliated program, and more. To edit information for an existing site, 
select the site name from the main Sites screen. 

To add a site, select SITES from 
the sub-navigation and select ADD 
from the left-hand navigation.

Select the program in which the 
site will be set up.

Add the specific site details 
including site address and 
contact information.

Select SAVE to 
add the new site.
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Exporting Site Information
You can export all of your site information into Excel using the export 
table option.

Select EXPORT TABLE from the bottom of 
the site list. You will be taken to the Reports 
Queue, where your export will generate.

Select DOWNLOAD 
EXPORT FILE to 
download the Excel file.
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