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Enter a new project into the RSC 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. 
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As a new user, your dashboard 
will have an “xForms” tab 
where you can click “Start 
Other xForm.” 
 
xForms are the various 
applications that are available. 

 
An existing user will have tabs 
for each committee that has 
reviewed applications for them 
and a “Projects” and “xForms” 
tab on their dashboard.  All of 
these tabs will have a “Start 
Other xForm” or “Start xForm” 
button that opens the list of 
forms. 
 
NOTE – You cannot start an 
xForm from the “Reviews” tab 
or the “Events” tab. 
 
“Reviews” tab appears for 
committee members that are 
doing reviews. 
 
“Events” tab is where you can 
track the progress of all your 
applications that are under 
review.  Events are initial 
submissions, modifications to 
approved projects and 
renewals. 

 

Click the link to the “Radiation 
Use Application Form” to open 
the form. 
 
If you click the printer icon, a 
PDF of the blank form will be 
created and you can print that 
to look at the questions.  It is 
not fillable. 
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When the forms opens, you will 
see your name listed as the 
“Submitter.”  It does not 
automatically assume that you 
are the PI for the project to be 
described, in case you have 
someone assisting you with the 
form. 
 
Choose the type of submission.  
This helps with processing. 
 
Start typing the PI’s name and 
select the correct on from the 
list that pops up. 
 
Choose the department and 
whether training has been 
completed in the last 3 years. 
 
 

 
If a PI’s name is not in the 
system, it is preferred to have 
them login once to create their 
profile.  Alternatively, you can 
use the add new contact form. 
  

Navigate through the pages 
using the “Next” at the top and 
bottom of the page buttons or 
the top center drop down.  

 
If you click “Next” and get a list 
of red items at the top of the 
page, these are questions that 
have not been filled answered. 
 
They are links to the questions.  
Click one and the form will go 
directly to the question. 
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If you would like to move to a 
new page without completing 
all these questions, use the 
drop down in the top center of 
the form to choose a new page. 

 
When all questions are 
answered, use “Check & Submit 
Form.” 
 
The form will perform once last 
check of required questions. 

 
When there are questions that 
still need to be addressed, a 
page will open listing all the 
pages and questions remaining.  
The page titles are links to the 
page, click this to go back to 
the page and click the question 
link(s) at the top of the page to 
go directly to the question. 

 

When filling in tables, click 
“Add Row” 

 
Provide the requested 
information.  Be sure to click 
“Next” or “Save for Later” at 
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the bottom of the page before 
closing the window. 
 
Click the red X to delete any 
rows. 
****VERY IMPORTANT **** 
When completing the training 
section for research personnel, 
SCROLL TO THE TOP OF THE 
CARD TO CLICK “Save”  for each 
person added BEFORE 
CLICKING “Next.” 

 
To edit information in the 
training section, hover over the 
card and click the “pencil on 
paper icon.” 

 
When editing of training info is 
finished, click the green check 
mark to save. 

 
When all questions are 
answered and the form is 
signed, Click “Next” at the 
bottom of the page. 

 
Click “Submit” on the new page 
that opens. 
 
If you don’t click Submit, you 
haven’t submitte. 

 
 

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

mailto:robin.broussard@louisiana.edu

