
Universal Proposal System (UPS): Submitting a Follow-on Experiment Time Request (ETR) 
 
 
 

1. Log into UPS and navigate to My Dashboard at the top. 
 

 
 
 

2. The previous proposal should be waiting under the ACTIVE tab under the Advanced Photon Source section. Click on the blue carrot on the 
far right to extend the experiment time request section. Then click on SUBMIT NEW REQUEST.  

 

 
 
 
 
 
 
 
 
 
 

https://ups.servicenowservices.com/ups


3. Fill out the required (*) fields on the ETR form and click SAVE. 
 

 
 

4. Once you save the ETR form, click on yellow button that says COMPLETE ETR SURVEYS. 
 

 



5. You will be directed back into the proposal where you will see an incomplete survey box waiting for your attention. Click on the box, fill out 
the required fields in the survey, and click SAVE. 

 

 


