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Sponsor: 
Adding Sites

To add a single site:

• Click on “Sites” on the main sponsor dashboard.

• Click on the blue “Add” button in the upper right corner.

• Enter the Site Details. For information about how to set up a site, reference the guide on Site Configuration.

• Click “Save”.

Sponsors that are going to use My Food Program for multiple sites can save time by creating sites using our import 

feature rather than creating each site individually.

To bulk import sites:

• Download the Site Import Template.

• Enter the information for your sites using copy/paste or by renaming the columns in your own spreadsheet.

•  Save the document and ensure that you retain the .csv file extension. Files with Excel .xlsx extensions will not work.

• Click the blue “Upload Sites” button.

• Locate the file in with the site information.

•  You will now see a list of sites. Click on the checkbox next to the word “Name” to mark all sites for upload. If you 

only wish to upload some sites, click them in individually. Any errors will be displayed on the far-right column; 

sites with errors will not be uploaded.

• Click “Save” and your sites will be uploaded.

Sites can be added to My Food Program either individually or uploaded in bulk.


