
No. 2 How to add and delete sites  

 
Step Instruction Screenshot 
Add new site 

1.  - Click on Dashboard, 
manage site/users. 
 
 

 
2.  - Select Manage site. 

 

 
3.  - Type in the site 

name into the “Site 
Name” box. 
 
 
 

 

4.  - Click on +add site 
and the new site will 
be added to the 
system. 
  

Delete site 

5.  - Go to Dashboard / 
Manage sites and 
users. 

- Click on manage 
Sites. 

- Identify which site 
you would like to 
delete and click on 
the red cross. 

- A pop up will appear 
click on ok and the 
site will be deleted. 
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