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Instructions for Submitting a Grant Proposal Routing
Form and Conflict of Interest Form through OSPPortal
(formerly IRBManager)
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OSPPortal (Formerly IRBManager)
What is OSPPortal?
The Long Island University Office of Sponsored Projects uses an electronic submission system, OSPPortal
(aka IRBManager™), for submitting and approval routing of various types of applications and forms.
These include IRB and IACUC applications, grant routing forms, the conflict of interest form, and no cost
extension requests.
The Portal is a web-based system (managed commercially by IRBManager™) accessible anywhere with
an Internet connection. It is also a fully interactive client portal that includes and accepts documents
submitted to the Sponsored Projects office. It uses electronic signatures and automated email
notifications. The Portal is a 21 CFR, Part 11 compliant system and contains a verification process for
new users. All documents submitted through OSPPortal will be maintained in the system and be
accessible by Users given access to the study or form. It is highly recommended that you maintain your
own copies of these documents outside of the system.

Definitions and Components of OSPPortal
The OSPPortal system acts as a filing system containing study information, xForms (grant routing form,
COI form, IRB applications), communication documents, study status information, etc.

How do I access OSPPortal?
OSPPortal can be accessed at: https://LIU.edu/ospportal where the following login page will appear:

LIU-Affiliated Users
Click on the red circled link. On the next page your username will be your LIU email address. Your
password will be your current LIU network password. If your LIU network password has recently
changed, you will need to enter your new network password the next time you log into OSPPortal. You
will never need to change your password in OSPPortal. If you have forgotten your password, please click
the “Forgot Password?” link.
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Externally-Affiliated Users
Non-LIU users (e.g., a project co-investigator at another institution, etc.) must be issued an OSPPortal
username and password to access the system. This can be done one of two ways:
1) any existing OSPPortal user can add a new user into the system by using the “External Contact
Request Form,” or
2) users can be added manually by the Office of Sponsored Projects (contact the IRB Administrator).
Upon being added to the system, the new user will receive an email with their username and temporary
password. Once non-LIU users receive their initial OSPPortal credentials, they can login via the main
login page. During the first log-in, unaffiliated users will be prompted to change their password. Once
you are in the system and have logged in at least once, you can click the purple link above to log in.
If on any future log-ins, the wrong username and/or password is entered three times, OSPPortal locks
the account as a security precaution. If that happens, click the “Forgot Password” link from the login
screen. After filling in the information requested, a new password will be emailed to you and your
account will be unlocked.
Once logged in with a username and password, a user will be able to provide an electronic signature on
any form by entering her/his password.

OSPPortal Dashboard
The Dashboard is where you will see all of your existing projects and applications in progress. The tabs at
the top will take you to these pages.

Reviews
This section is for IRB members only and will only appear on their pages.

Projects
Clicking the Projects tab will show you the projects you are associated with (as faculty investigator,
student investigator, dissertation committee member, etc.) and shows studies you are the faculty
investigator on.

xForms
The xForms section shows your currently active forms. An xForm is also referred to as an application or
form.
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This tab will also show you the status of your incomplete forms, including those that are awaiting your
attention (which means that you missed a question or need to address a problem within the form) and
unsubmitted forms (which means you have not pushed the final “Submit” button to move the form to
the next stage of the review process).
Finally, a link to completed forms can also be found under this tab.

Events
Events are for IRB and IACUC applications only. The events section of the Dashboard shows the
submissions open by submission type. It shows all open events and the submission name (e.g.,
continuing review, initial submission).

Top Headings
The upper right of the Home page contains additional headings,
including:
•
•

Project Search Option: Click on the magnifying glass to
search existing projects.
Menu: Clicking on the person icon will bring up the Menu:
o View recent items
o View and edit personal settings
o Ask for help
o Sign out of OSPPortal
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•

[Your Name’s] Settings: Allows you to edit your profile settings. Your name will appear here.
Under My Settings you can:
1. Change your password (applicable for non-LIU users only)
2. Change your profile
3. Change your phone number and address
4. View your CITI expirations
5. View and upload attachments to your profile
6. View your last 25 logins
7. Create an email signature
Note: once you click on these links, click on the “hand holding a
piece of paper”

icon to make changes.

Submitting a new proposal routing form
On the Dashboard, click “Start a Proposal Routing Form Here” under the tabs on the top of the page:

Form Page Navigation
After you click on the link, a new form will appear already populated with your name and email address:
COLLABORATORS: Initially only the
submitting user can edit the grant
routing form. If you have
collaborators that you want to be
able to edit the form, you will need to
add them manually through the
Collaborators link at the top. You can
then determine which editing rights
that person can have. See below for
more detailed instructions on how to
add a collaborator.
PROJECT DIRECTOR INFORMATION:
This drop-down list tells you which
page of the form you are on. You can
click on the arrow to skip to another
page.
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PAGE 1 OF 4: There are four pages in the proposal routing form. This will tell you which page number
you are on and therefore how much of the application you have left to complete.
NEXT: You can click on “Next” to go to the next page. Note that you will only be allowed to continue to
the next page if you have answered all the required questions. If you’d like to skip to another section
without answering a required question, you will need to do so using the drop-down list at the top. While
you can skip required questions this way, you will not be able to submit the routing form until all
required questions are answered.
MORE: Clicking “More” will provide you with additional options, including downloading a PDF of the
form, viewing attachment questions, viewing only questions with notes (a function that can be used to
provide you feedback with required edits), and view changed responses.

Submitting the Form
To submit the form, you will need to enter your electronic signature and then push “Next.”

NOTE! Your form is not yet submitted! You will need to click “Submit” on the next page. If you do not
click “Submit,” the form will remain in your list of unsubmitted xForms and will not reach the Office of
Sponsored Projects! Once submitted, the form will automatically route to the individuals who must also
review and approve your form, including any co-investigators, the department chair(s) of you and any
LIU co-investigators, the dean(s) of you and any LIU co-investigators, the Chief of Administration, and
the Vice President and Chief Financial Officer of LIU. Keep in mind that each of these individuals can
request you make modifications to the form. If that happens, you will receive an email with the required
changes and have the ability to edit the form. Once these individuals approve the form, it will
automatically be routed to the Executive Director of Sponsored Projects (Michael Marino) and Director
of Sponsored Research (Angela Stark) for final review and approval.
Note: Clicking “Submit” is equivalent to mailing a paper version of the form to the next person/office in
the review and approval process. Once Submit is pressed, you will not have the opportunity to make any
changes to the form unless it gets returned to you by someone further down the approval chain who is
requesting modifications.
Each individual who has to review and approve the form will receive an email indicating a new form has
been received and requires attention.
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Opening an Existing Unsubmitted Form
To return to a form you previously began but did not yet submit, you can access the form by clicking on
the xForms tab in the Dashboard. Click on the Proposal Routing Form link to open the form and
continue working on it:

General Instructions for Completing an Proposal Routing Form
The Proposal Routing Form uses smart logic to guide you through a series of questions. Depending upon
the responses provided, additional questions may appear. For example, if you indicate that your project
includes cost sharing, a textbox will appear for you to indicate the source of the cost sharing. If you
indicate that there is no cost sharing, that subsequent question will not appear.
The majority of questions in the form require a response; however, some may be optional. The system
will not allow you to submit the form until all required responses have been completed.
Note that some information in the form may be automatically generated. Please carefully read all
instructions provided on the form and answer all required questions.

Adding a Collaborator
The person originally opening an xForm is initially the only individual who will have access to the form in
OSPPortal. In order to allow others access to the form in order to modify it, these other users must be
added via the “Collaborators” function located in the upper left of the application header.

Once you click on the “Collaborators” link, a pop-up window will appear:
•

•

Enter the email address of the individual you would like to grant access to the form. Note the
individual must already have a Contact established within OSPPortal to be added as a
Collaborator. If you need to add a contact, you can do this
by having the individual log into the Portal using their LIU
email and password. Once they log in, you can add them
to your form.
Select the access rights you wish to grant
o “View only” will give the user view only access
o “Edit” will allow the user to make edits only
o “Edit and manage” will allow the user to make edits and add other collaborators
o “Edit, manage, and submit” will allow the user to make edits, add other collaborators,
and submit
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•
•

Add a note for the collaborator (optional): Text entered in this box will be included in the email
sent to the collaborator.
Click “Add.” This will automatically send an email to the collaborator with instructions on how to
access the form.

Reviewing a Routing Form
When a form is submitted, it is automatically routed to individuals who need to review and approve the
form. These individuals will receive an email with a link to the form.
At the end of the form, the reviewer/signator has the option to either approve the form or request
modifications. If the reviewer requests modifications, a textbox will appear to type in the feedback to
the investigator about any required modifications. Once all the reviewers/signators have submitted their
reviews, all feedback will go to the Executive Director of Sponsored Projects to relay back to the
investigator. The investigator will receive an email from the Executive Director with the feedback; the
form will then go back into data entry so changes can be made. Any reviewers/signators will then see
the edits and have the opportunity to approve the form once the investigator submits the edits. Final
approval of the form rests with the Executive Director.
If you are a reviewer/signator, make sure you click
submit after you complete your review! Any delay in
your review means the form will be delayed as well.
All reviews should be completed within 5 business days. You will receive a reminder email the day
before, the day of, and the day after the review is due.

Conflict of Interest (COI) Reporting
LIU is also using OSPPortal for conflict of interest (COI) reporting for both grant funding requirements
and IRB applications (only for those individuals who indicate in the IRB initial submission application that
they have a potential conflict of interest). To complete the COI form, click “Start a COI form here” on
Projects tab in the Dashboard:
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OR it can be accessed through the link in the bottom of the “Notices” box:

This will take you directly to the form. Again, the xForm uses smart logic, so indicating a COI disclosure
will open additional questions for you to answer:

If you have no COI to disclose, simply mark “None” for this question:

Remember to type your password to “sign” the document, and then click “Next”:

And click “Submit”:
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If you don’t click “Submit,” the form will not be processed! Once submitted, the form will automatically
be routed to the Executive Director for Sponsored Projects for review. You will receive an email if the
Executive Director requires any changes or clarifications to the form.

Submission and Use Tips
Summary of Notes
Notes may be added to your application by Sponsored Projects staff. Notes are essentially electronic
sticky notes; this feature is an easy way for Sponsored Projects staff to communicate with investigators.
You may view a summary of the notes on a form,
which is helpful when your form is sent back to you
for edits. To access this summary, click on “More”
at the bottom of an xForm and click “View
Questions with Notes.”

System Requirements
Supported Operating Systems (OS) and Browsers include:
•
•
•

OS: Current versions of Windows, Linux, and OS X (Mac)
Internet Browsers: Firefox, Chrome, and Safari on supported OS
OSPPortal can be accessed on smartphones and tablets.

Help and Support
For questions about form questions and requirements, contact the Executive Director of Sponsored
Projects, Michael Marino at 718-488-1413 or michael.marino@liu.edu. For questions about OSPPortal,
contact the IRB Administrator, Dr. Lacey Sischo, at 516-299-3591 or lacey.sischo@liu.edu.
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