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Welcome to this guide to the Integrated Proposal Tracking System, used by 
the Neutron Sciences Directorate at Oak Ridge National Laboratory to accept 
and process proposals submitted by users for beam time at the High Flux 
Isotope Reactor (HFIR) and the Spallation Neutron Source (SNS).

This guide will allow you to:
• View the mechanics of the proposal system without having to register
• See the format of the proposal, and the information required before you 
start your proposal creation
• View the guidelines for the Statement of Research (SoR)  required in the 
proposal preparation

To enter the actual Integrated Proposal Tracking System (IPTS) web 
page, click on the hyperlink.  The following page will appear.
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http://www.ornl.gov/sci/iums/ipts/


This page contains information about safety and publication policies, as well as information 
about user agreements. You must click on the button labeled I Agree with These 
Conditions to enter the IPTS.
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Click to continue.



If you have never used the IPTS before ,you must click the button labeled Register in 
XCAMS.  You will get a log-in window.  

Instructions for registering for IPTS can be found by clicking on this link.  Once you have access 
to the system, HELP will be provided on each page as you enter the required information into the 
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You will always enter the IPTS through the page shown below.  This is your personal Home 
page (also referred to as your dashboard).   In conjunction with e-mails, the system will 
communicate with you through this page for certain actions, as indicated by the red arrows below.

The information 
you see on this page 
will depend on your 
role in IPTS. For 
instance,  a PI or 
team member will 
see information 
about his proposals, 
a reviewer will also 
see  information 
about proposals 
needing action by 
him.  All actions are 
conducted via this 
page.

Clarification may be needed for safety or feasibility questions.
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From the Home page you also begin the proposal creation process.

Click to start a completely 
new proposal.

Click to start a new proposal, 
using an existing proposal as 

a start.

Click to see a list of 
proposals where you are a 

PI or a team member..

In order to show you the proposal format, we will create a new proposal.
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The information on this page must be completed and saved in order to create a proposal 
in IPTS and to be assigned a proposal number.  Once that is done, you will see a different 
set of screens, relevant to this specific proposal.
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Please note 
that HELP is 
available on 
most pages.  
Click the “+” 
to reveal the 
text, and “_” 
to minimize 
it.

Proposal-
specific 
tabs

Once you 
have created 
a proposal, 
you can 
navigate 
among the 
various tabs-
you are not 
required to 
input data in 
a specific 
order. 

The Proposal 
Creation 
Progress 
status box on 
the right side 
of the screen 
keeps track 
of what areas 
need 
completion.   
The 
highlighted 
tab at the top 
will always 
show what 
page you are 
on.

IPTS-# assigned
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Until you submit the proposal, it will be in Pre-Submission status and is Saved for Further 
Editing by Applicant.  You may leave the proposal unsubmitted and access it again by clicking 
on the “My Proposals” tab.  All proposals that have you listed as a PI or team member will 
appear on this page.  You may edit the proposal until it has been submitted.
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You must save  this section before 
attaching your Statement of Research.

Guidelines for 
the Statement 
of Research 
are shown on 
the following 
page.
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You may now attach your 
Statement of Research.
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.

If your experiment does not require 
samples, click this box.  If you do need to 

add samples, click the “Add a Sample” 
box and the following page will appear.
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This page is 
used to add a  
new sample 
or edit an 
existing one.



As you add samples, they will be 
tabulated on this page.
You may copy a sample to use for 
another sample with similar 
information.
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You must enter information 
on this page to continue the 
proposal preparation 
process.  “Ambient” is the 
default condition, and if that 
is all you need, you can 
leave these parameters as is.  
However, you must also 
answer the first question to 
complete this page.
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Because of the 
density of 
information on 
this page, we 
will deal with it 
in sections.

Clicking on the 
edit icon 
underneath the 
Schedule 
column heading 
in this section 
will evoke the 
following page.
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Available Experimental Periods for chosen facility

Choose from Available Run Cycles for chosen 
facility

Clicking on “Apply Changes” will save the information and return you to the previous page.
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Information entered on previous page summarized

Enter days you are not available.
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Proposal creator is 
designated PI by 
default.  If you 
designate someone 
else as PI,  your role 
will change to 
Editor.  There may 
be only one (1) PI 
per proposal.

Citizenship is now a 
required field for 
entry of team 
member information.  
Please try to 
determine this for 
your team members 
prior to entering the 
proposal system.
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When you are ready to submit your proposal, IPTS 
performs a validation check on fields required for 
submission.  If any are missing, they are tabulated 
as hyperlinks on this page.  You can link directly to 
the needed information by clicking on the link.
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When you have completed 
any areas shown by the 
validation and are ready to 
submit your proposal, clicking 
on the Review/Submit tab will 
show this page, with all 
sections in the Progress box to 
the right shown in green.  

You may now submit your 
proposal, with the caveats to 
the left.
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This page appears after you click ‘Submit for Review” on the previous page to confirm 
that the proposal has been successfully submitted.  You, all team members, the User 
Office, the Lead Instrument Scientist and associated beamline feasibility reviewers, and 
our Environmental Safety and Health Office will also receive e-mails confirming the 
submission of a new proposal.
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After you have created a proposal, it will have a status of “Initial Submission” (Submitted 
by Applicant and Awaiting Preliminary Screening by the User Office). 
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After you have created a proposal, it will have a status of “Initial Submission” (Submitted by 
Applicant and Awaiting Preliminary Screening by the User Office).   Although you may access 
the live screens of your proposal by clicking on Edit, no changes you make at this point will be 
saved.  You must contact the User Office to make any changes to your proposal after 
submission, since internal reviews may have begun and be impacted by your changes.  You may 
look at the final version of your proposal using the .pdf report.  This report is available to you 
from all tabs of the proposal, at all stages of proposal preparation and post-submission.
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Please contact the 
Oak Ridge National Laboratory 
Neutron Sciences User Office 

at
neutronusers@ornl.gov or 

865-574-4600 
if you have any questions about this 

material.
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