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Completing the Profile Page 
You need to complete your profile page as the first step in LASSIE.  The Profile page 
allows you to enter/edit your organization’s contact information, add additional users, 
and answer several questions that determine which parts of LASSIE you need to 
complete.  Please note: scroll down the page to complete all the questions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Updating Your Contact Information 
Review your organization’s contact 
information and make any necessary 
changes.   

Please make sure your nine-digit 
zip code is listed.  If you do not 
know your nine-digit zip code, a 
link has been provided so you can 
look it up using the US Postal 
Service website. 

Adding Additional Contacts 
The Profile page also shows the 
official contact person for your grant.  
If you want others to have access to 
this site, you can add their contact 
information here by clicking on the 
Add Additional Contacts button. 

When you click on the Add 
Additional Contacts button, a 
new screen will appear.  Enter 
the contact information for the 
new user and click on the Save 
button.  The new user will be 
added to the contacts list.  An 
email with a new username and 
password will automatically be 
sent to the new user.  
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Now you need to answer several 
questions about your organization.   

First, click on the buttons that best 
describe your organization.  (Note: 
you should be sure to indicate your 
organization type, even if your funding 
comes from a different type of 
organization.) This helps determine 
whether you complete the K-12, 
Higher Education, or CBO version of 
the LASSIE survey.   
 
You should also indicate whether your 
organization is faith-based or not.

Next, answer the questions about whether 
your organization provides technical 
assistance, makes subgrants to other 
organizations, and whether your 
organization directly operates service-
learning activities (that is, whether you 
work directly with service-learning 
participants).  These questions also help 
determine which sections of LASSIE you 
need to complete. 

Finally, if you make subgrants to other 
organizations, answer the questions 
about what kinds of technical 
assistance you provide to your 
subgrantees. 

When you are finished, make sure 
you click on the Save Profile button. 


