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Enter a new project into the IACUC online submission system 

Go to 
https://ull.my.irbmanager.com/ 
 
ULL persons - Use the link next 
to item 1, to login in with ULL 
credentials. 
 
Non-ULL persons will need to 
request a login from ORI before 
using the link next to item 2 to 
login. 

 
For ULL persons, the login looks 
like this. 

 
For Non-ULL persons, the login 
looks like this. Enter your login 
info. Be sure the client says 
ULL. 
 
 

 

1 

2 

https://ull.my.irbmanager.com/
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In the left menu, under 
“Actions”, click “Start New 
APS”. 
 

 
One of two things will happen: 
A new blank APS will open  
 
or 
 
You will receive a prompt 
showing “Pre-existing 
Instances” of APSs, if any.  
Check to see if one of these is 
the one you want to work on. 
 
The “Identifier” is the title of 
the project.  The “Stage” tells 
you where each project is in 
the review process.  NOTE – 
“APS data entry” is one that 
you are editing or making 
changes to. 
 
If you are starting a new APS, 
click the link “start a new 
Animal Procedure Statement.” 

 

 
When the form opens, start 
typing the PI’s name and select 
from the drop down. 
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If the PI is not found, you will 
see “no results found”. 

 
Two questions below, you will 
find the “Create new contact” 
link. 
 
Click the link. 

 
The Add Contact Form will 
open in a new tab. 
 
Complete the required 
information. 
 
If a CV is available, attach it. 
 
Click “Next” at the bottom of 
the page. 
 
Note – if you need to leave the 
form before submitting it, click 
“Save for Later” to save your 
work. 
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Click “Submit.” 

 
Wait about 1 minute.   
Go back to “xForm-Animal 
Procedure” browser tab. 

 

 
Begin typing the PI’s name and 
select from the drop down. 

 
Click the box next to other key 
personnel directing the 
research project and new items 
will be added below to add 
their names.  
Click “Add Contact,” and enter 
their names. 
 

 
Choose the facility that will 
house the animals. 
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Select the College, Center or 
Institute. 

 
Click “Next” to continue. 
 
“Save for Later” can be used to 
save your progress and return 
to complete the form later. 

 
To complete pages out of order 
use the navigation drop down 
at the top of the page. 
 
To leave a page and save your 
information, always click 
“Next” or “Save for Later.” 
 
Note – some answers will cause 
new items to be available in the 
navigation drop down. 
 

 
Entering information in tables 
When completing rows, click 
“Save” at the right end of the 
row.   
 

 

To copy the information of a 
row to the next row down, click 
on   at the right of the row, 
make any needed changes and 
click “Save”. 
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then

 
To edit existing information in a 
saved row, click on  at the 
right of the row. 

 

Edit the data and click  

 
To delete a row, click on  at 
the right of the row. 
 

 

Entering information in text 
boxes 
To enlarge a text box, look for 

 in the lower right corner 
of the box.  
 
Click and drag to enlarge the 
box. 

 
To spell check, click on the  
outside the upper right of the 
text box.   
 
Note - If you see a squiggly red 
line under a correctly spelled 

word , this is 
due to your browser not 
recognizing the word.  Right 
click on the word and select 
“Add to Dictionary”. 
 

 

When submitted for signature, 
the system performs a 
completion check. 
 
A message noting areas where 
information is missingwill be 
displayed. 
 
Click the link to each section to 
go back and complete the 
missing information.  
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Items needing completion will 
be highlighted in red/pink. 

 
To check for completion 
without going through entire 
form, use the navigation drop 
down.  Select “Check & Submit 
Form” at the bottom of the list. 

 
 

Contact Robin Broussard at 337-482-1419 or robin.broussard@louisiana.edu if you have any problems. 

mailto:robin.broussard@louisiana.edu

