
Collaborating with Others to Complete Your Application 

Step 1: When you log in and select an application to apply to, once you are on the 

dashboard for that application you will click the Choose Action button, then select the   

Add Collaborators option that is located in the top right of that dashboard. 

 

Step 2: Once you click on that option, the “Collaborations” screen will appear. If you have 

not added any collaborators the listing should be blank.  

 

Step 3: You will first need to add the collaborators by clicking on the Add Collaborator

 



Step 4: A search box will appear where you will need to search to see if the collaborator 

already has a user account. 

 

Step 5: Enter the collaborators information and click enter. You can search on all fields or 

just one. 

Step 6 a: If there is an account for the individual, you will see the name listed in the box 

below and will click the ADD next to that user’s name. 

 

• Once you click the Add, you will receive a message notifying you that the 

collaborator was added successfully. Click OK. (Then proceed to Step 7.) 

  



Step 6 b: If there is not an account for the individual, you will see an Add User button that 

you can click on to create a user account for the individual.  

 

 

• Once you click the Add User the following box will appear you will enter the 

information for the person you are needing to add as the collaborator. Select 

the Include in Communication box if you wish for this collaborator to receive all 

automatic communication sent to you from the site regarding the application 

form and click the Add. 

 

• This will create the collaborators login account for them. 

 

 



• Once you click the Add, you will receive a message notifying you that the 

collaborator was added successfully. Click OK 

 

• You will then be directed to the Collaborations page again where you can then 

add this new individual as a collaborator by clicking on the Add Collaborator. 

Step 7: Once you add the Collaborator, you will return to the Collaborations screen and the 

new collaborator’s name will appear in the Applicant Column. You can add additional 

collaborators if needed.  There is no a limit on how many collaborators you can add. 

Step 8: Once the Collaborators have been added, you will then have to select the Sections 

in the application that you want to assign to them. Click the Assign Section button. 

 

 

 

 

 



Step 9: The Assign Sections screen will appear showing all the available sections in your 

application form. Select the section(s) you want to assign to the collaborator by putting a 

check mark in that section(s) box.  Don’t forget to click “save” at the bottom of the page. 

 

Step 10: Once you select the section, a select box will open to the right of that section 

under the Collaborator column. Click on the Dropdown arrow in that box and select the 

name of the Collaborator(s) you want to assign to that section and select OK. 

 

 

 

 

 



Step 11: After you have assigned all the applicable sections. Click on Save to save the 

assignment.  

 

The pop up screen will show the invitation was sent successfully. 

 

Step 12: An email will go out to their email address, notifying the individual that they have 

been invited by you to assist in filling out the application and the link to click on to access 

it.  

 

 

 

 

 

 



Step 13: Once you return to the Collaborations page the Section assignment will show at 

the bottom in the Sections associated to Collaborators section. 

 

Step 14: Once you have completed assigning all the sections, you can click on the 

application name in the breadcrumb navigation at the top of the page. 

 

• Important: You will not be able to submit your application until all sections are 

completed.  You will be responsible for communicating with the collaborator in 

regard to completing their assigned section(s).   

• You will still have access to the assigned section and be able to review those for 

completeness, as well as answer any questions you would like to reply to within that 

same section.  However, if you answer a question in that section, the collaborator can 

still go in and change your replies.   


