
Setting Up a New RA Site 

 

 

1. Click System Administration 

 
 



2. Click Agency/Site Profile 

 
3. Click Request New Site 

 



 

4. Enter: 

a. Site Name 

b. Site Address 

c. City 

d. State 

e. Zip 

f. Borough 

 



5. Select SH-RA for Site Type  

 
6. Click Add New Site 

 
 



7. Click Proceed 

 



8. Select Site Type from drop down menu 

 
 



9. IF DHS: Enter Shelter Code 

 
 



10.  Enter site contacts: 

a. First Name 

b. Last Name 

c. Email 

d. Office Phone 

 



When done entering information for a site contact, click Save: 

 



One site contact must be a System Administrator. To make a site contact a System Administrator, check the 

box:  

 



11. Once all site contacts are entered and saved, click Submit 

 


