
Managing Your Subgrantees 
The Manage Active Sub Grants page provides tools for managing the subgrantee 
reporting process.  This page allows you to see a list of your subgrantees and their 
basic contact information, check on the status of subgrantees surveys, send reminder 
emails, view surveys before they are submitted, and update subgrantee contact 
information.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Survey Status 
You can check on the 
status of your subgrantee 
surveys – Never logged in, 
Profile incomplete, Not 
started, In progress, and 
Submitted.   

By clicking on the Survey 
Status link, you can sort the list 
by survey status..   

Using the drop-down menu and the 
Refresh/Filter button, you can also view just 
those subgrantees with the selected status (for 
example, just those who have never logged in).  
You can then use the email function (discussed 
below) to send those subgrantees a reminder 
email.  (Use the View All Grants button to 
reset the page.) 

If a subgrantee has started its 
survey, LASSIE will tell you the 
percentage of the questions have 
been completed. (You can also use 
the drop-down menu at the top of 
the Percent Complete column to 
sort and select subgrantees based 
the percent of the survey that is 
completed.) 

You can also view 
(but not change) a 
subgrantee’s survey 
by clicking on the 
View Survey link. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Manage Active Subgrants 
page will let you search for a 
subgrantee by the organization 
name or contact person. 

You can also sort and filter the 
subgrantee list by the year of the 
subgrant, by grant level 
(subgrantee, sub-subgrantee, 
and by grant type (K12, CBO, 
and HED). 

The View/Edit Grant Information 
links allow you to access 
subgrantee profiles to update their 
contact information. 



 

Emailing Subgrantees 
If you want to send emails to some or all 
of your subgrantees, select the ones you 
want to contact by clicking on the 
individual Select boxes or use the 
Select All link.   

Then click on the Email Selected 
Grants button.  That will open an 
email screen (below) that you can 
use to write and send your 
message. 

The email function lets you easily 
send reminders and updates to 
subgrantees.   
 
If the Include Login Info box is 
checked, each subgrantee’s email 
will include their username and 
login so they can easily go to the 
LASSIE site and log on.   


