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How to create SUN account 
1. Go to www.sun.synchrotron.pl and log in or create an account. 

 
2. In case of creating a new account you would need to provide a standard personal data and 

consent to processing of personal data.  

 
3. You will receive an e-mail message to confirm your e-mail address provided in the registration 

form (an example below). You must click on the following link.  

 

4. The link will redirect you to SUN webpage. You must click on “Activate my account” button.  

 
 

http://www.sun.synchrotron.pl/
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5. A green pop-up in the upper right corner of the page should appear: 

 
Your account has been activated. You can now log in to SUN.  

6. During the first login, you will see the start page of SUN system: 

 
7. But if you click anywhere on the menu bar (marked with yellow rectangle on the left side of above 

image), you will be redirected to fill in the information about your affiliation: 

 
8.  By clicking on “New affiliation” button you can either choose between saved affiliations or 

create a new one: 
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9. You must fill contact data for the Institution and also provide an e-mail in your institution 
domain. Click SAVE to save the affiliation.  

10. You will see the status of your affiliation as “waiting for email confirmation”: 

 
11. You will receive an e-mail message on e-mail address that you provided, to confirm your 

affiliation.  
12. To confirm the affiliation, you need to click on the link provided in this email. You will be 

redirected to SUN webpage, where you can activate the affiliation by clicking “Activate 
affiliation” button:  

 
13. The affiliation status will change to “waiting for manager confirmation”: 

 
 

14. Now, our User Office must now confirm that the affiliation is real. Usually they do it from Mon to 
Fri between 9-17. Therefore if you are registering on the evening you may be able to create a 
new proposal, but submission will be possible only after User Office confirms your 
affiliation.  
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How to perform safety training in SUN 
1. To check status or perform safety training in SUN system go to User activities-> Trainings panel.  

 

2. In this panel you can see a list of trainings active or inactive in SUN. To see details of the 
training, click “Go to training” icon in Actions column. 

 

3. Here you can see the status of the training (inactive on the image below). You can download the 
latest version of the Safety Training in pdf.  

 
4. After reading the presentation, you need to select the “I confirm that I have read and 

acknowledged information included in presentation” checkbox and click “Confirm” button. The 
status should change to active.  
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How to submit proposal (synchrotron & CryoEM) 
1. To create a new proposal go to Proposal->Synchrotron or Proposal->CryoEM tab: 

 
2. A new panel will appear (see image below). In “in draft” tab, click “Create new proposal” button 

in the left side of the screen: 

 

3. You will be redirected to a new website, where you can enter all information which are necessary 
to submit proposal. On the right side of the screen you have a tab bar (marked with red circle in 
the image below). You need to fill all information in all tabs (GENERAL, BEAMLINE, SAMPLES, 
SUBMIT). In the next steps, we will briefly describe and comment on the content of each TAB.  
 

 

At any point of filling those forms, you can save the proposal and generate pdf and send the pdf for 
consultation with the beamline staff. Save can be done by clicking SAVE or SAVE AND PDF buttons on 
right side of the screen. 
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Proposals for synchrotron beamlines 

GENERAL 
GENERAL INFORMATION 
General information about proposal: 

• Title 
• Keywords 
• Proposal type (Standard, Long term, Rapid Access) 
• Proposal subtype in case of Rapid Access (Scientific merit, Feasibility experiment, 

Supplementary measurement) 
• Proposal category (new, resubmission, continuation  - in case of resubmission or continuation 

you also need to fill previous proposal number).  

Details on the proposal type can be found on Solaris webpage (www.synchrotron.pl) under the 
Users tab: 

 

TEAM 
Information about the experimental team: 

You can add members to your experimental team and set their roles (co-author,  proposal editor, 
experimentalist ) 

The member you want to add must be a registered user and have the appropriate consent 
accepted.   

To add member please type at least 6 signs of their e-mail address and choose from given email list 
and click button "Confirm roles and send invitation". 

To remove member uncheck all roles and click button "Confirm roles and send invitation". 

 

http://www.synchrotron.pl/
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AFFILIATION FOR THE PROPOSAL 
All proposals are obliged to be affiliated. If you have many affiliations connected to your SUN account, 
choose a proper one.  

 

EXPERIMENT DISCIPLINE 
Choose your experiment discipline and sub-discipline. This will help us to assign your proposal to the 
reviewer.  

 

EXPRIMENTAL INFRASTRUCTURE 
Here you can choose between all available beamlines in the call and their end stations. Some 
beamlines has only one end station, some has few of them.  

Here, you also enter the number of shifts that you request for your experiment. In the case of 
synchrotron, one shift = 8 hours. Since the experiments in SOLARIS may be performed from Tuesday 
morning to Monday morning (including weekend days), the maximum of standard proposals duration 
can be 18 shifts.  

 

SCIENTIFIC PART 
This is the most important field in the whole process. By clicking on the blue text (see image below) 
you can download a template of a proposal with some explanation.  

After writing your proposal, you need to upload the *.pdf file in this section, by clicking “Browse” 
button.  
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Please remember, that proposals must consist of a maximum 2  pages in A4 format. Otherwise it 
might be rejected by the Review Panel.   

 

EQUIPMENT 
Here you can state whether you plan to use Solaris user laboratory and state the equipment that you 
will need. If you need any additional equipment or gasses, please also include this information.  

 

PUBLISHED PAPERS BY THE PROPOSERS AS A RESULT OF EXPERIMENT/S DONE AT THE SOLARIS 
Here you can add a record of the paper that you published based on the experiments performed at 
Solaris. We strongly encourage you to do so – it might increase chances of your proposal to be 
accepted.  

 

ADDITIONAL INFORMATION 
We also collect some additional information about theses, user experience and industrial involvement 
or sponsorship. 
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PREFFERED TIME OF THE EXPERIMENT 
Here you can enter preferred and undesirable period for scheduling your experiment.  We strongly 
recommend to provide this data if you have any preferences. This makes scheduling of User 
experiments easier and faster.  

 

At the bottom of the page there is “Next” button that you need to click to continue creating your 
proposal.  

We move to the BEAMLINE tab.  

BEAMLINE 
Depending on what infrastructure you have chosen in Experimental infrastructure section from previous 
tab, the fields will be looking different. It is because beamlines offers different experimental techniques 
and equipment, therefore beamline staff need slightly different information to prepare the equipment 
for you.  

You can find here for example ranges of the photon energy, or choose particular experimental technique 
with desired resolution.   

If you have no clue how to fill in the beamline tab, please contact the person responsible for certain 
infrastructure.   
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At the bottom of the page there is “Next” button that you need to click to continue creating your 
proposal.  

SAMPLES 
This is a tab where you fill all information about your samples and their safety issues.  

 

To finalize proposal submitting process please click “Next” button at the bottom of the page.  
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Submit the proposal 
Here, in SUBMIT tab, you can submit your proposal. If you have filled all of the fields in previous tabs, 
read the “Terms and conditions” document, accept it and click submit.  

 

If any field need to be filled, you will notice big red frame with the list of those fields. 

 

Please remember that for Standard and Long term proposal you can submit proposal only if the call is 
open. For dates of the open call, please check our website (www.synchrotron.pl).  

After submitting the proposal, you should receive a confirmation email.  

At any point of filling those forms, you can save the proposal and generate pdf and send the pdf for 
consultation with the beamline staff. Save can be done by clicking SAVE or SAVE AND PDF buttons on 
right side of the screen. 

Editing proposal after submission  
You can edit Standard and Long term proposal after submission up to the end of the currently running 
call (see How to check status of your proposal).  

 

http://www.synchrotron.pl/
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Proposals for CryoEM microscopes 

GENERAL 
GENERAL INFORMATION 
General information about proposal: 

• Title 
• Keywords 
• Proposal type (Standard, Long term, Rapid Access) 
• Proposal subtype in case of Rapid Access (Scientific merit, Feasibility experiment, 

Supplementary measurement) 
• Proposal category (new, resubmission, continuation  - in case of resubmission or continuation 

you also need to fill previous proposal number).  

Details on the proposal type can be found on Solaris webpage (www.synchrotron.pl) under the 
Users tab: 

 

TEAM 
Information about the experimental team: 

You can add members to your experimental team and set their roles (co-author,  proposal editor, 
experimentalist). 

The member you want to add must be a registered user and have the appropriate consent 
accepted.   

To add member please type at least 6 signs of their e-mail address and choose from given email list 
and click button "Confirm roles and send invitation". 

To remove member uncheck all roles and click button "Confirm roles and send invitation". 

 

http://www.synchrotron.pl/
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AFFILIATION FOR THE PROPOSAL 
All proposals are obliged to be affiliated. If you have many affiliations connected to your SUN account, 
choose a proper one.  

 

EXPERIMENT DISCIPLINE 
Choose your experiment discipline and sub-discipline. This will help us to assign your proposal to the 
reviewer.  

 

EXPERIMENT SHIFTS 
Here, you can enter the number of shifts that you request for your experiment. In the case of CryoEM, 
one shift = 24h. You can enter only even numbers of the shifts (days). This is connected to the specifics 
of the measurement method.   

 

SCIENTIFIC PART 
This is the most important field in the whole process. By clicking on the blue text (see image below) 
you can download a template of a proposal with some explanation.  

After writing your proposal, you need to upload the *.pdf file in this section, by clicking “Browse” 
button.  

Please remember, that proposals must consist of a maximum 2 pages in A4 format. Otherwise it 
might be rejected by the Review Panel.   
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EQUIPMENT 
Here you can state whether you plan to use Solaris user laboratory and state the equipment that you 
will need. If you need any additional equipment or gasses, please also include this information.  

 

PUBLISHED PAPERS BY THE PROPOSERS AS A RESULT OF EXPERIMENT/S DONE AT THE SOLARIS 
Here you can add a record of the paper that you published based on the experiments performed at 
Solaris. We strongly encourage you to do so – it might increase chances of your proposal to be 
accepted.  

 

ADDITIONAL INFORMATION 
We also collect some additional information about theses, user experience and industrial involvement 
or sponsorship. 
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At the bottom of the page there is “Next” button that you need to click to continue creating your 
proposal.  

We move to the ENVIRONMENT  tab.  

ENVIRONMENT 
Here you need to specify technical details of the experiment such as type of the experiment, detectors, 
etc.  

 

If you have no clue how to fill in the Environment tab, please contact the person responsible for the 
infrastructure.  

At the bottom of the page there is “Next” button that you need to click to continue creating your 
proposal.  

SAMPLES 
This is a tab where you fill all information about your samples and their safety issues.  

Click “Create sample” button to create the sample:  

 

A modal window will appear: 
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At the end of the modal window, you need to add attachments for this particular sample. 

Please note that attachments should be unique for each sample and each set should describe 
single sample only.  

Please note that your attachments should contain three information: 
1. Image of a grid square 
2. Image of the particles 
3. 2D classes and/or preliminary 3D map. 

Accept your sample by clicking OK at the bottom of the modal window.  

Your sample will appear in the list of the samples. You can either edit the sample or delete it. And add 
a new one as well.  

 

At the bottom of the page there is “Next” button that you need to click to continue creating your 
proposal.  

 

Submit the proposal 
Here, in SUBMIT tab, you can submit your proposal. If you have filled all of the fields in previous tabs, 
read the “Terms and conditions” document, accept it and click submit.  

 

If any field need to be filled, you will notice big red frame with the list of those fields. 
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Please remember that for Standard and Long term proposal you can submit proposal only if the call is 
open. For dates of the open call, please check our website (www.synchrotron.pl).  

After submitting the proposal, you should receive a confirmation email.  

Editing proposal after submission  
You can edit Standard and Long term proposal after submission up to the end of the currently running 
call (see How to check status of your proposal).  

  

http://www.synchrotron.pl/
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How to connect your CERIC proposal with SUN system 
(synchrotron & CryoEM) 
CERIC proposals are uploaded to SUN system by our User Office.  

1. You will receive an email with set of instructions on how to connect the proposal to your 
account. 

 

 

2. After logging into the SUN, and clicking on Proposal -> Synchrotron or CryoEM tab, click on the 
CERIC PROPOSAL button on the right side: 

 

3. A modal window will appear: 
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4. Enter your proposal number (you can find it in the email) and click “Search for my CERIC 
Proposal”.  

5. You need to connect any affiliation to the proposal and if applicable, enter the experimental 
team (see image below).  

 

6. After double confirmation, the proposal is added to your account.  
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How to check status of your proposal 
You can check status of your proposal in SUN system. Go to Proposal -> Synchrotron or Proposal -> 
CryoEM panel. You will see two tabs: “in draft” and “submitted”.  

In draft 
In this panel you have all drafts of the all types of proposals that you have created (see figure below). In 
Actions column you can edit the draft, delete it or see the pdf of the proposal.  

 

 

Submitted 
Here you can see all submitted proposals (see the image below).  

 

In case of Standard or Long term proposal, you can edit the proposal until the end of the current call by 

clicking “Edit proposal” icon  in Actions column. You can also withdraw proposal until the end of 

the current call by clicking “Delete proposal”  icon in Actions column.  

For all other proposals, you can also:  
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• download the PDF file of the proposal by clicking “Proposal PDF” icon , 

• show evaluation status and details of the proposal by clicking “Show evaluation” icon .  
The icon will be available to click once the required grades have been submitted. A new modal 
window will appear. On left side of the screen you can see details of the proposal as well as 
requested and granted number of shifts and also experiment color and rank. A quick memo of 
the experiment colors definition can be found at the bottom of the page. Details of the 
experiment color can be also found at the end of this manual. On the right side of the screen you 
can find comments and evaluation status for all evaluation steps that your proposal is going 
through: technical, safety, radiation and Proposal Review Committee (PRC) review.  
If you submitted Additional Sample Declaration (ASD) before the experiment (see the next 
chapter), the safety and radiation evaluation with comments will be visible here as well.  

 

• You can download the Report pdf that you uploaded by clicking “Experiment report PDF” icon 

  on Actions column. Instructions on how to upload the report are in the following chapters 
of this manual.  

• You can download the Additional sample declaration pdf that you uploaded by clicking 

“Additional sample declaration PDF” icon  in Actions column. Instructions on how to upload 
the Additional sample declaration are in the following chapters of this manual.  

• You can give your feedback to us by clicking “Go to feedback” icon   in the Actions column. 
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How to submit Additional Sample Declaration 
Only the Main Proposer of the proposal can submit the Additional Sample Declaration.  

To submit Additional Sample Declaration (ASD) you need to: 

1. Go to the User activities -> Additional sample declaration panel: 

 

2. In this panel, choose the desired proposal and click “Go to additional sample declaration”  
icon in Actions column: 

 

3. In this window, you can download the template of ASD in *.docx, fill it in on your computer and 
upload a pdf version of this file. Remember to click “SUBMIT” button: 

 

You may submit the Additional Sample Declaration only once per proposal. 

Submit your Additional Sample Declaration no later than 3 weeks before your experiment. Late 
submission will result in automatic rejection of your additional samples. 

Note that submitting an Additional Sample Declaration may affect your experiment's color. You 
will receive an email with the new safety regulations (if any) that applies to your additional samples. 
Even that the restrictions may change due to additional samples, the originally scope and safety 
aspects will remain like it was.   
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How to submit Report on your Proposal 
To submit report on your proposal you need to: 

1. Go to the User activities->Reports panel: 

 

2.  In this panel, choose the desired proposal and click “Go to experiment report”   icon in 
Actions column: 

 

3. In this window, you can download the template for the Report in *.docx, fill it in on your 
computer and upload a pdf version of this file. 
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Experiment colors – safety levels 
DESCRIPTION OF SAFETY/RADIOLOGY COLOR/RISK OF THE EXPERIMENT 
Each user, regardless of the experiment color, is obliged to follow the guidelines specified by the Safety 
or Radiology Officer related with the current application/proposal. 

Additionally for each experiment color the common rules have to be fulfilled. We have 4 levels of 
Safety/Radiology risk (from the lowest to highest): 

• Accepted – green 

An experiment that does not require special safety restrictions. 

• Restricted – yellow 

Starting the experiment is only possible from Tuesday to Friday (8am-4pm) or by prior arrangement. 

The personnel from Safety group verifies the guidelines before starting experiment and grants 
permission to start the experiment. 

• Highly restricted – red 

The experiment can start only from Tuesday to Friday during working hours (8 am-4 pm) and can be 
carried out only on working days (will finish latest on Friday afternoon). 

Before starting the experiment, the Local Contact together with the Main proposer or User, completes 
the information card, which will be readily available on the infrastructure (beamline/CryoEM). 

The personnel from Safety group verifies all guidelines before starting experiment and gives permission 
to start the experiment. During the experiment, at least one person from experimental group must be 
present at the beamline. It means that experiment can be performed only under constant supervision 
(24 h per day) from the persons from experimental group. 

• Rejected – black 

Experiment is too risky to be performed safely. It is rejected due to Safety/Radiology regulations and will 
not be assessed by Review Panel Committee.  

HOW WE CALCULATE THE EXPERIMENT COLOR 
The experiment color is the highest risk that was ranked by Safety or Radiology. For example, if Safety 
was ranked as red and Radiology was ranked as green, the final experiment color is red.  

After uploading the Additional Sample Declaration (ASD), your additional samples will be also evaluated 
by safety and radiology inspectors. They will rank your ASD with the same safety levels as described 
above. The resulting color of the experiment is the highest risk that was ranked for experiment and ASD. 
For example, if your experiment was ranked green and your ASD was ranked red, then, the final 
experiment color is red. 

However, if your experiment was ranked green/yellow/red and your ASD was ranked black, then, you 
can perform your experiment accordingly to safety level, but you cannot bring your additional samples 
to SOLARIS.  


