
 

 

 
 

 
 

How to Invite Collaborators 
 

A Step-by-Step Guide 
 
 
 

Participants: Inviting and Creating Collaborators 
 

1. Manage Collaborators – 
If you are submitting properties 
for a project and need help from 
others in and/or outside of your 
organization to complete most 
or all property responses, this 
tool allows Participants to 
assign multiple contacts as 
Collaborators so they can see 
your properties in full. 
 
 
2. Assigning Collaborators: 
 
a. Adding Collaborators - 
Click “Manage Collaborators” in 
the Project Details section 
found on the main screen of 
the project. The Manage 
Collaborators popup will 
appear. 
 
b. To Add a New or Existing 
Collaborator – Complete the 
required fields, then click “Add 
Collaborator” to add the 
contact. A notification email will 
be sent to Collaborators, 
inviting them to collaborate on 
the project. 
 



 

 

 
 

 

 
Note: Once Collaborators have been assigned, they’ll appear in the “Collaborating with 
you” section of the popup and the “Collaborate With Others” field found on the main 
screen of the project will be updated, indicating the number of Collaborators you’re 
working with.  
 

 
 



 

 

 
 

 
Collaborators: Accepting Invitation to Collaborate 

 
1. Email Invitation – If you 
are invited to collaborate in a 
project, you will receive an 
email invitation from Lasso. To 
accept the email invitation, click 
the link within the email for the 
next steps. 
 
Note: If you are new to Lasso 
and your organization is not 
currently subscribed to LOIS, 
you will need to complete the 
new user registration steps 
provided in the email invitation 
before proceeding.  
 
2. To Login: 
 
a. Non-LOIS subscribers – 
Enter your email address and 
password, then click “Login.” 
 
b. LOIS subscribers – Click 
“Log In with LOIS” and enter 
your LOIS email address and 
password, then click “Sign In.”  
 
 
 
 
 
 

 
 
 
 
 
 
 



 

 

 
 

 
 
 
Collaborators: Accessing Projects 
 

1. Accessing Projects - 
Click the “Projects” tab 
located in the top-right corner 
of the screen. The Project List 
screen will appear, listing all 
projects you’ve been invited to 
as a Collaborator or as a 
Participant. Projects you’ve 
been invited to collaborate on 
will be indicated by a “Primary 
Collaborator” label.  
 
a. As a Collaborator – Click 
the project you are 
collaborating on indicated by 
the “Primary Collaborator” 
label. The Project Details 
screen will appear. 
 
b. As a Participant – Click 
the project you are 
participating in. The Project 
Details screen will appear. 
 

 
Note: It is possible to be both a Participant and a Collaborator for the same project. In 
these cases, two projects of the same name will appear in the Projects list. It is 
recommended to only be assigned as a Collaborator for projects where you and a 
Participant would like to share properties and submit responses collectively. However, if 
you will be submitting other properties the Participant you are collaborating with is not 
involved, you will need to be added to the project as a Participant. For assistance, 
please contact the Project Owner or email support@lassoedapp.com. 
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2. Details – After selecting a project, you will be able to view the project name, 
description, start date, deadline, attachments, properties map, and requirements. 

 
3. Questions – Here you can 
view the list of questions the 
Project Owner has requested 
you submit responses for as 
it relates to your properties. 
 
4.  Properties – Here you 
can view and access 
properties the Participant 
you’re collaborating with has 
add properties yourself for 
the communities you 
represent and/or add 
delegates by inviting others 
to add properties. 
 

Note: The Questions tab is a read-only view of the RFI questions that will be asked by 
the Project Owner for each property you submit. To answer these questions, the 
Participant or Collaborator will need to add a property first via the Properties tab, then 
select the property. 

 
Participants and Collaborators: Submitting Properties 
 

1. Project Properties – Options are to  
a. Add New Building – Fill out pertinent information on the building 
b. Add New Site – Fill out pertinent information on the site 
c. Select from Existing Properties – If you have properties saved in LOIS 

or you’ve submitted a property in Lasso before, you will find them here. 
 
 
 
 
 
 



 

 

 
 

 
 
Note: To access newly created or existing properties that have been added to the 
project, click the “Properties” tab in the Project menu. The properties will appear below 
the Properties Map. If a Participant or Collaborator adds a property to the project, both 
users will be able to see and submit responses for the property.  
 

 
2. Accessing Properties – 
Click the property you wish to 
view, update, or add 
responses to. The Property 
Details screen will appear. 
 
3. Recall Answers – Allows 
you to recall responses for 
questions you’ve answered in 
past projects. It is highly 
recommended to click the 
“Recall Answers” button 
located in the top-right corner 
of the Property Detail screen 
before answering questions to 
save time. 

 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
 
4. Requirements – 
Only properties that meet 
the requirements will be 
allowed for submission. An 
override with an 
explanation of how the 
requirement can be met is 
available for those 
properties that might have 
an exception. 
 
5. Required 
Questions – The red R 
icon next to a question 
indicates that it is required. 
The property will not be 
eligible for submission until 
all red R icons have been 
satisfied. 

 
6. Percent Completion – It is encouraged to answer all RFI Questions and receive 

a 100% completion rate. However, it may not be possible to achieve 100% 
because a question may not be applicable to that specific property. Answer as 
many questions as possible. 

 
Note: Both Participants and Collaborators can submit properties and projects once 
they’ve completed submitting responses. It is recommended for Collaborators to 
connect with the Participant once they are finished and for the Participant to submit both 
properties and the project once both parties have completed their responses.  
 

7. Submit Property – When you are ready to submit the property, refer to the 
submission checklist at the top of the screen to ensure you have satisfied the 
asks. Then, click Submit Property.  

 
8. Submit Project – When you are ready to submit all properties for the project, 

click the “Details” tab to see the Project Details screen. Click “Submit Project.” 
 
 

 
 



 

 

 
 

 
 
 
 
 

 

Congratulations, you have submitted properties for a project.  
Thank you for your participation. 


