LASSIE Quick Start Guide

Welcome to LASSIE — the online program reporting system for grantees and
subgrantees of Learn and Serve America. If you would like more
information on the Learn and Serve America program, please visit
www.learnandserve.gov.

To begin you’ll need:

- A username and password. If you are a grantee, these were sent to you
from the Corporation. If you are a subgrantee, you received them from your
grantee. If you did not receive these, please contact the source of your LSA
grant, or call the LASSIE hotline at 866-337-8751.

- A computer with an internet connection. This system is compatible with
Macs and PC’s, and with any browser including Internet Explorer, Netscape,
and Firefox.

Logging On
Go to www.lsareports.org

sian in | =R
Learn and Serve America
I LASSIE

ContactUs  Public Reports  Download Surveys  Online Help

Welcome to Learn and Serve America’s LASSIE!

All recipients of Learn and Serve's grant funds for the s program year are required to report on all service-learning activities that were funded through this federal grant program. Emails containing a username and
password to access the site are sent to the primary contacts for the Learn and Serve grant. If you have not received the notification email but received Learn and Serve funds, please contact the LASSIE help desk
at 1-866-337-5751.

If you need help using the system, please visit the help section of this site,

Login Details
Userneme: P Enter the Username
Bhesmond’ h and Password in the

areas provided.

[ keep me logaed in

Forgot Password

f

Click on the Login button.

Contact Us | Download Surveys | Online Helo | Privacy Polic @
QMBE Control Mumber 3045-0083
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The Select Grant Page

After you log in you will be taken to the “Select Grant” page. Here you will see a list of all
of the Learn and Serve grants your organization has received. This could contain just one
grant or several grants from previous years. Click the grant you want to work on. This will
take you to the Overview page.

derno demo | My Info | Sign Out |

LASSIE

Learn and Serve America
|

Overview Profile Sub-Grants E-worksheet Survey Dats and Reports

SELECT GRANT

You have access to multiple grants in LASSIE, Please select a grant to work with now,
Later you can switch to a different grant by clicking that link in the header.

Active Grants No Cost Extensions Previous Grants

Mo records in this section Mo records in this sectien
[CHCS-SPECIALOO1002]
Nstional Darmo Account
(Never Logged In)

[Note that you can navigate the LASSIE site by clicking on the links in the grey
navigation bar at the top of this and every page.]

Contact Us | Download Surveys | Onlins Helo | Privacy Palic: ﬁ
OMB Control Number 3045-0053

The Overview Page

This page includes all of the information about the grant you selected above. There are
seven frames that you can use to quickly access information about the grant you selected,
the status of the LASSIE survey, any subgrantees you might have, and your data.

demo demo | My Info | Sign Qut |

Learn and Serve America
Percert Compista: 0% LASSIE

Swritch to & different Grant

Profile Sub-Grants E-Workshsst Survey Data and Reports

OVERVIEW
Grant Profile 2010-11 Survey Status Active Users for this Grant Data and Reports
IN PROGRESS
Msnage Users Downlosd Dats
K1z % Complete Full Name | Telephone |  Lastlogin |
demo demo* | | 10/06/10 |
$0.00 alidation Errors *Primary Contact Reports
- Basic Report
Training & TA: No Updated on - Indicator Report
Sub Granted Funds: No o - bew Reports?
Ran LAS Activities: No Gao To Survey

Print Survey

Update Grant Profile

E-Worksheets Progress of Sub-Grants Active Grants You Can Access
COMPLETE
Active Grants Wiew &l Grants
0 E-worksheets created Manans Sub-Grants
[status Oty o [CNCS-SPECIALODLONZ
Mever Logged In [1] Mational Demo Account
0 Marked as Done Profile Incamplete 0
0 MNever Opened Mot Started 1} N
In Frogress B No Cost Extension
Manage E-Worksheets Submitted a . o
Mot Required 0 Mo Grants available in this section
Totall 0

Contact Us | Download Surveys | Qnline Help | Privacy Policy @
OMBE Control Mumber 3045-0083
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Start by Updating Your Grant Profile
On the Overview page, click on the Update Grant Profile link at the bottom of the Grant
Profile frame, or click on Profile in the grey menu bar at the top of the page.

To complete the grant profile you must answer questions in the four tabs:

Tab 1: Organization Details

derno dema | My Info | Sign out |

Learn and Serve America
Parcant Corplsia: 0% LASSIE

Swritch to & different Grant

Overview Sub-Grants E-Worksheet Survey Data and Reports

PROFILE ! To complets this grant profile please answer questions in all 4 tahs,,

Organization Details = Who Has Access | Organization Type | Grant Activities

Qrganization

Organization/School Name: MNational Dermo Account

Organization/s chool Nicknarme:(Optional):

rant amaunts P Review your organization’s contact
information and make any necessary
changes. Please make sure that your
nine-digit zip code is listed. If you do not
et (F s know your nine-digit zip code, a link has
Strest Address: 100 i st been provided so that you can look it up
using the US Postal Service website.

QOrganization Location

School District {if applicable):

City: Middleburg
State: Massachusetts
Zip: 02111-

Unsure of your Zip +four?

Contact Us | Download Surveys | Qnline Help | Privacy Policy @
OME Control Murmber 3045-0053

demo dema | My Info | Sign Out |

Learn and Serve America Survey Stetus:
Pt Gl % LASSIE

Switch to & differert Grant

Overvisw Sub-Grants E-Workshsst Survey Data and Reports

PROFILE ! To camplete this grant profile please answer questions in all 4 tabs..

Organization Details Who Has Access Organization Type | Grant Activities
Current Users Add User
IPHIGETR) Full Name Telephone Primary Email Last Login Status
Contact
® dernn derno® info@relyanmedia.com 10/06/10 revioke access
(@] Mary Srmart 7B1-736-3762 burack@brandeis.edu 0&/30/10 revioke access

Past Users

Ha users in tais section In the Who Has Access tab you will see a table containing information on
the Primary Contact, the person on record for the grant, . If you want
others to have access to this site, add their contact information by clicking
on the Add User button. A new screen will appear asking for their contact
information. Once entered, the new user’'s name will appear in this list,
and an email with a username and password will be automatically
generated and sent to him/her.

Contact Us | Download Surveys | Dnline Help | Privacy Polic @
OMB Control Number 3045-0053
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Tab 3: Organization Type

Learn and Serve America

Swritch to & different Grant

Overview - Sub-Grants E-Worksheet Survey Data and Reports

Survey Status: In progress

Fercent Camplats: 0%

CHCS Staff | My Infa | Sign out |

LASSIE

PROFILE ! To complets this grant profile please answer questions in all 4 tabs.,

Organization Details Who Has Access Grant Activities

Describe your organization (Check one)

K-12 District Higher Education

Community-Based Organization

QO school District O 2 vear Public College

@ national Mot-for-Profit Organization

O Regional Education Agency Q2 vear Private College

O state or Regional Not-for-Profit

QO state Education agency 4 vear Public College or University

O Local Mot-for-Profit

K-12 School D4 vear Privats College or University

O stats Service Commission

O Public Schaol O Graduate/Professional Pragram

O tndian/Tribsl Schoal O Higher Education Assaciation/Consortia

O private Schoal

O public charter Schaol

Click on the button
that best describes
your organization.

Contact Us | Download Surveys | Onlins Help | Privacy Polic:

OMB Control Number 3045-0053

O

Tab 4: Grant Activities

Learn and Serve America

Switch to a different Grant

Overview - Sub-Grants E-Worksheet Survey Data and Reports

Survey Status: In progress

Fercent Complate: 0%

CNCS Staff | My Info | Sign Out |

LASSIE

PROFILE ! To complate this grant profils please answer questions in all 4 tabs..

Organization Details | Who Has Access | Organization Type | Grant Activities |

Please indicate which of the following activities you performed during the 2009-2010 program year using Learn and Serve grant fund—

My institution or organization used Learn and Serve funds to provide training and technical assistance and/ar curriculurn develapraent for service-leart NOW answer questions
about your grant
activities, whether or not

Eves
O o

My institution or organization sub-granted Learn and Serve funds to other institutions or organizations

@ ves
[oH

your organization:

1) provided technical

assistance; 2) made sub-

grants; 3) directly

g::s operated LSA funded
service-learning activities

. _ this year; and if you
LASSIE now offers E-Waorksheets to help administrators and facilitators keep more accurate account of certain collected data elements of the LASSIE ¢

participant counts and demographics). You may use LASSIE E-worksheets to send E-Worksheets to your service learning providers (in the field) and t 1
g S S inar aCiEes and araspton. et o i Conorohects con s revtoned and sctrestiaty mporcd o vacr et suer » Would like to enable the
use of worksheets.

My institution or organization ran Lsarn and Ssrve funded ssrvice-learning activities (Nots: answering yes to this question indicates that you will repar
participants and servics-learning activities for this program year)

Would you like to enable E-Worksheets?

tirne.

O ves - (You must run LSA activities to use the E-Warkshests tool.)

@ o

Contact Us | Download Surveys | Online Heln | Privacy Palic: @

OMB Control Number 3045-0053

Please note that you must update your profile before you can complete a survey or enter
subgrantee information. You may make changes to your Grant Profile at any time.
If you make sub grants, click on Sub-Grants in the grey bar at the top of the page.
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Next, Enter Your Sub Grant Information
(Skip this step if you do not make sub-grants)

If you make grants to other organizations, use the Active Sub-Grants page to enter your
new subgrantees into LASSIE (i.e., set up user accounts) or update information on existing
grantees.

demo demo | My Info | Sign cut | [EE

Learn and Serve America Suruey Status: Not Started
b ercent Gampleies % LASSIE

itch to 3 ditferent Grant

Overview  Profile m E-Workshest  Survey  Dataand Reports

ACTIVE SUB-GRANTS
Fichesh/Filter | [ Wiew &ll Grants | [ Email Selected Grants | [ Download to Excel
Search Tent Wear Level Type Surwey Status Percent Complete 3
201011 [ -Alk- Al il Al (showing 2 of 2)[_Add New Grant
Select
Org Narne and Grant Number Year Level Tupe Contack Parson Arnount Survey Status Percent D
Deme Sub-Grant Chris Macek Mot Started
CHCS-SPECIALONLAOZON00] 1 2010-11 Sub CBO 413'522'?903 . 10,000 o 0% D
- d Profile Incomplete
Summer of f Service 2010 Grantee ~ e
CHCS-SPECIALONLOOZO00Z z010-11 Sub Sub Kiz 413 23‘9 3561. $100,000 o cue 0% D

To add new subgrantees, click on
the Add New Grant button. That
will open up a new page where
you can create a profile for your
new subgrantee (see below).

On this page you can also manage your subgrants by —
e Searching by grant name, type or level

e Checking on their survey completion status

e Sending email to selected subgrantees

e Download information to Excel

To change subgrantee contact and grant information, including the subgrant amount, click
on the Grant Information (1) link in the first column. Correct the information.

If you would like to email your subgrantees, check the box under the Select (2) column
for those subgrantees you would like to email and click on Email Selected Grants (3).
Complete the email and press send.

NOTE: Subgrantees will be able to access their grant profile information but not the survey

until the LASSIE survey opens; they can download the survey instrument, use the
worksheets, and review the help desk materials any time.
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Complete the Survey

If you run Learn and Serve funded programs that include service-learners, curriculum
development, or provide technical assistance you must complete a survey. You can go to
the survey by clicking on the Survey link. The survey is broken into tabbed sections. The
survey status area will help you keep track of how many of the sections you’'ve completed.

demo dema | My Info | Sign Out | m

Survey Status: Not Started

Learn and Serve America
Reroent Camplete: 0% LASS IE

Switch to a different Grant

Owerview Profile Sub-Grants E-Worksheet Data and Reports

Survey Intro I Qrganization l Participants l Pragram Duration ] Characteristics ] Cormunity Meeds l Semice Activities l Partners ] Tech Assistance

«| Previous Question  Mext Question |=

Welcome ta the 2010 Summer of Service Learn and Serve Program and Performance
Reporting Form!

You indicated that you directly operated or managed Leam and Serve-funded service-learning Su rvey tabS: Clle on the
activities between April 1, 2010 and September 30, 2010, and therefore are requested to .
report on those activities through this survey form. The survey has been divided into sections, tab In Order to answer

indicated by the tabs above questions in that section.

Mote that all data that you enter will be automatically saved. If you are unable to complete the
survey all at once, you have the option of returning to the site at a later time to complete the
SUrvey

For help in completing the survey, please wisit the Online Help Page. The Help Page contains a
downloacable copy of the survey form, a worksheet for collecting participant information, a
Quick Start Guide, FAQs, and a web-based training session. If you need assistance with a
technology-related issue, please contact the LASSIE help desk at 866-337-8751, or send an
email to support@lsarsparts.org. If you have programmatic questions, please contact your
granting institution

When you have completed the survey, please click the Submit link above the survey section

tabs
Contact Us | Download Surveys | Online Heln | Privacy Palic @
OMB Control Number 3045-0089

LASSIE Quick Start Guide 6




Feel free to answer sections out of order or stop and come back later, LASSIE automatically
saves your responses.

demo demo | My Info | Sign Out | m

Lea rn and Serve America Survey Status: Not Started

Grant: [CNCS-SPECIAL001002 Percent Complete: 0% LAS S I E

Switch to 2 different Grant

Overview Prafile Sub-Grants E-Worksheet

Data and Reports

uestions Summary Errors Print Submit
Surey Intro l Organization Participants I Pragram Duration ] Characteristics l Community Needs ] Semice Activities ] Partners ] Tech Agsistance

<] Previous Question  Next Question |=

Total Service-Learners

Grade Level of Service-
Learners

5 5 Estimated Number of
Learn and Serve America Supported Service-Learners Service-Learners
Ethnic Background of Service-

Jotal number of individual service-learners in
Learners

Learn and Serve America supported 33

Racial Background of Service- actiities/programs
Learners

Gender of Service-Learners

Service-Lazmers with These are the questions under the Participants tab. All questions
Sarvice-Laamers from in a tab will appear on the left and you can choose which one

Ey esdvanzaed you want to answer by clicking on it. The question you are currently
Total Teachers and Staff anSWerlng W|“ be h|gh||ghted

Additional K-12 Youth
Yolunteers

additional Adult Volunteers

Contact Us | Download Surveys | Online Help | Privacy Polic @
QMB Cantrol Number 2045-00289

You can print a copy of the survey with your answers at any time by clicking on the Print
button at the top of the page.

Submit Your Survey

When you have completed all of the questions click on the Submit button.
You're done!

Help
The online help page includes a number of resources, including:

A copy of this Quick Start Guide
Links to an online training video

Help on how to use the e-Worksheets
Who to contact with questions

For help about survey questions or who should be completing a report contact your grantor.

If you are having technical difficulties, or a problem navigating the site, call 866-337-8751
or email support@Isareports.org.

LASSIE Quick Start Guide 7




