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1 Introduction 

All Users of the Australian Synchrotron (AS) are required to submit an Experiment Authorisation (EA) 
via the Australian Synchrotron User Portal, and have it approved, before commencing any 
experimental work within the facility.  

2 Creating an EA for scheduled beamtime 

From the User Portal Dashboard, proceed to the ‘Experiment Authorisations’ section, select ‘Create 
and manage’ and then select the ’Create EA’ link.  

 

From the dropdown menus, select first the proposal number and then the dates of the beamtime 
allocation for which you would like to create an EA. Once selected, press the ‘Create’ button. 

 

3 Completing the Experiment Authorisation  

The EA is set up as a series of tabs which must be filled out before the final Submit tab will allow 
submission of the EA. These tabs can be selected in any order and there are additional buttons for 
navigation at the bottom of each.  
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mitigation/controls associated with the handling of hazardous samples (having regard to the 
information in any associated (M)SDS). 
 
Ensure that any experimental setup has been discussed with the beamline staff prior to your 
beamtime.  

3.3.5 Additional documents 

Additional documentation e.g. risk assessments can be uploaded using the ‘Upload a file’ button. 

3.4 Tab 4: Submit 

3.4.1 Review 

Review all information entered in the previous sections. 

Note: All EAs must be submitted at least 5 full working days before the date of the 
experiment. Any alterations to a submitted EA must be made, and the EA re-submitted, at 
least 3 full working days before the date of the experiment. 
 
You can check the status of your EAs through the dashboard in the User Portal. 

3.4.2 Declaration 

The following declaration is agreed to by the person submitting the EA: 

I hereby confirm that all information I am supplying in support of this application for Experiment 
Authorisation is correct. I understand that any users or samples not listed will not be allowed into 
the Australian Synchrotron. I am duly authorised to complete and sign this application on behalf 
of the Users participating in this experiment. 

4 Experiment Approval 

The User Office, a Scientist from the relevant beamline and the Safety Team all need to approve the 
EA for the experiment to proceed. If further information is required from the Users by any of these 
departments, the EA may be declined. In such cases, Users will receive an email stating which 
department has declined the EA and a description of what extra information is being sought. 
Resubmittal of the EA, including the additional information is then required.  

Once the EA has been approved by all three departments, the User will receive an email stating the 
experiment has been approved. 


