
LCLS Mail-in smSFX UPS Submission Step-by-Step Guide 
Register each experimenter on the submission to the Universal Proposal System (UPS). 
https://lcls.slac.stanford.edu/user-resources/proposals/universal-proposal-system-ups 
 
Submit a mail-in request through the UPS.  
https://ups.servicenowservices.com/ups 
 
Login to the UPS.

 
 
Click “Proposal Calls”.

 
 
 
 
 
 
 
 

https://lcls.slac.stanford.edu/user-resources/proposals/universal-proposal-system-ups
https://ups.servicenowservices.com/ups


Select “LCLS”. 

 
 
Click “Submit a Proposal” in the “Mail-In Rapid Sample Screening” Row.

 
 
 
 
 
 
 
 
 
 
 
 
 



In the “Start Proposal” section, the important fields are (the rest are defaults): 
1. Proposal Title 
2. Primary Area of Research (just for our meta data) 
3. Keywords that describe your samples (just for our meta data) 
4. Abstract: Provide an abstract that concisely summarizes the proposed experiment, expected 

scientific results and impact (~3-6 sentences). 
5. Experimental Team: Required to have one PIs name but may have as many Co-PIs or Co-

Proposer as desired. Note that every person listed must be signed up for the UPS as directed at the 
beginning of this guide. 

Once complete hit “Save” in the bottom right.

 
 
Note that the proposal submitter must be one of the names listed in the “#5 Experimental Team” 
otherwise you will get the following error message.

 
 
 
 
 
 
 
 
 
 
 
 
 



Add “Funding Sources” in the next section. 

 
 
In the “Funding Source” section, the important fields are (the rest are defaults): 

1. Funding Source 
2. Grant Number 
3. Percentage 

Once complete hit “Save” in the bottom right. 

 
 
 
 
 
 
 
 
 
 
 



Add “Experiment Time Request” in the next section. 

 
 
In the “Experiment Time Request” section, the important field is (the rest are defaults): 

1. 12-hr Shifts Requested This ETR: Here please estimate how much time you will need for your 
samples. Note that we can run about 4 samples per hour or about 0.08 shifts (i.e. 10 samples = 0.2 
shifts). 

Once complete hit “Save” in the bottom right. 

 
 
 
 
 



In the “Additional Questions” section, there are three subsections: 
1. LCLS Mail-In Proposal Details (Most Critical Section for Peer Review) 
2. LCLS Initial Safety Screening 
3. Export Control/S&T Matrix Research Screening Questions 

 
 
In the “LCLS Mail-In Proposal Details” section, page 1, the important fields are: 

1. Scientific Case: This is the core of the proposal. Due to limited beamtime, this section is what the 
independent proposal reviewers will be using to rank and prioritize your samples against all 
others being considered for the program. It is recommended that ~0.5 pages be devoted to this 
section (maximum 1 page).  

2. Upload Section (optional): Upload any associated figures/documentation needed to support your 
scientific case. 

3. Experimental Procedure (Filled out by the LCLS staff): Please Read and Acknowledge this section 
4. Technical Feasibility (Filled out by the LCLS staff): Please Read and Acknowledge this section 

Once complete hit “Next” in the bottom right. 

 
 



In the “LCLS Mail-In Proposal Details” section, page 2, the important field is: 
1. Sample/Material Class: Please select one of the four material classes listed best represent your 

samples. If your samples are more accurately represented by multiple material classes, please 
submit a separate proposal for each different class. If your materials are not captured by any of 
these classes, please reach out to us to describe the material class that would best encapsulate your 
samples before submitting this proposal. 

2. Estimated Number of Samples: Please estimate the number of samples you will be submitting. 
Once complete hit “Next” in the bottom right. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



In the “LCLS Mail-In Proposal Details” section, page 3: 
Please check the boxes that apply to you and add any references that support your scientific case. 
Once complete hit “Save” in the bottom right. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Next in the “Additional Questions” section, fill out subsection “Export Control/S&T Matrix Research 
Screening Questions”. 

 
 
Once complete hit “Save” in the bottom right. 

 
 
 
 
 



Next, in the “Additional Questions” section, fill out subsection “LCLS Initial Safety Screening”. 

 
 
Once complete hit “Save” in the bottom right. 

 
 
 
 
 
 
 
 
 
 



Finally, review your submission and once complete hit “Submit” in the bottom right. 

 


