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IP Disclosure User Guide 
This guide walks CMU inventors through the steps required to complete and submit an IP 
Disclosure form. 
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Viewing the Inventor Portal Dashboard 
The Inventor Portal dashboard allows you to navigate to core functions within the portal, 
including adding a new Disclosure.  The portal (with associated user guide and FAQs) can be 
accessed from CTTEC’s Intellectual Property  Disclosure page, or directly by bookmarking 
https://cmu.inteum.com/cmu/inventorportal/portal.aspx: 

 

Left Navigation Menu 
The left-hand menu allows you to navigate to core functions within the portal: 

● Dashboard – Returns you to the main overview page. 
● Disclosures – View and manage all disclosures you have created or are associated with. 
● Add New Disclosure – Start a new intellectual property disclosure. 

Recent Activity Panel 
The central Recent Activity section displays a log of your actions in the system, such as: 

● Creating new disclosures 
● Adding inventors to a disclosure 
● Adding updates to an existing disclosure 

Each entry includes a timestamp and links directly to the relevant disclosure for quick access. 

https://www.cmu.edu/cttec/intellectual-property-disclosure/index.html
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Status Tiles (Right Column) 
The tiles on the right side of the dashboard provide an at-a-glance summary of your current 
workload, including draft disclosures and disclosures ready for approval. These counts are 
clickable and link directly to the corresponding records. 

Submitting a New IP Disclosure 
Step 1: Start a New Disclosure 
You can initiate the New IP Disclosure submission process from the Dashboard. 

1. From the Dashboard, click the Add New Disclosure link 

 
2. In the New Disclosure window, enter a disclosure title. 
3. Choose the defaulted value “Disclosure of Intellectual Property” as the type.   
4. Click Create New Disclosure. 
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Step 2: Add Inventors 
After a new disclosure draft is created, you will be prompted to add inventors. You will 
automatically appear as the first inventor. To add additional inventors: 

1. Click Add Inventor. 

 
2. In the Add Inventor window, enter the name of any other CMU inventor and click the 

Search button. 
Note: If the name is not found, click the Add a New Contact link to manually enter the 
inventor’s name. 

3. When the correct name is found, click the Choose button. 
4. Enter details about the inventor, including: 

a. Permission level 
b. Role 
c. Order 

Note: Order is used only to identify the Lead Creator (1). It otherwise only 
indicates how many Creators are listed. 
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The Lead Creator is the CMU Creator who contributed most significantly to the 

creation of the disclosed IP and/or who will serve as the primary point of contact 

for the disclosure. 

d. Contribution (%) 
Note: The total contribution for all inventors cannot be greater than 100%. 

5. Click the Save Changes button when you are finished. 

 
6. Repeat this process for any additional inventors. 

Step 3: Complete the Technology Description Details 
Next, enter technology description details. 

1. Add invention details, including: 
a. Whether the technology includes a composition of matter, machine, method, or 

process. 
b. Description of the technology 
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c. IP development conception dates 

 

Step 4: Enter Interest Details 
Next, add 3-10 keywords that someone in your field or industry might use to search for your 
technology. 

1. Click the Add Interest button. 

 
2. In the Available Interest window, select available keywords. 
3. Alternatively, click the Add a New Interest link to add a new keyword. 
4. Click Add Interest when you are finished. 

Step 5: Upload Supporting Documents 
Next, attach documents (max size 2GB) that provide a detailed description of the technology or 
supporting materials.   
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1. Click the Upload Documents button. 

 
2. Click the Browse button to find appropriate supporting documents, including: 
● Draft manuscripts 
● Figures or slides 
● Data 
● Prototype images 
● Software documentation 
● Agreements (if relevant) 

Step 6: Add Funding & Resource Information 
Next, identify whether external and/or internal funding or resources were used to support the 
creation or development of this technology. 

1. Use the drop-down menus to identify applicable funding sources, including: 
● External funding 
● Internal CMU funding or resources 
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2. When answering “Yes” to external funding, you’ll be prompted to provide additional 
details about the Research Agreement 

 

 

Step 7: Identify CMU or 3rd Party Resources Used 
Indicate whether CMU, third-party, or publicly available resources were used in the 
development of this technology. 

1. Use the drop-down menus to identify: 
● CMU resources used (e.g., CMU software, libraries, prior CMU intellectual property, 

or earlier CMU research) 
● Third-party resources used (e.g., materials, data, equipment, or software from a 

company or university, including those provided under an MTA or other agreement) 
● Use of generative AI in creating the invention 

 
 

Edit Profile 
This section will be populated with your CMU information; however you may add additional 
details such as Citizenship or Gender if you choose.  These are not required to be completed in 
order to submit an Intellectual Property Disclosure.  
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● Open source, Creative Commons, or other third-party materials, and whether they 
were modified or copied directly 

 

Step 8: Enter Public Disclosure Information 
Indicate whether this technology has been publicly disclosed or is planned to be shared outside 
of CMU. 

1. Use the fields below to identify: 
● Any public disclosures, such as publications, presentations, seminars, or other 

disclosures to non-CMU individuals who are not collaborators under a funding 
agreement 

● Whether software or source code has been released or is planned for release under 
an open-source license 

● Whether biological materials have been distributed or are planned for distribution 

 

Step 9: Add Subscribers (Optional) 
Optionally, add additional subscribers who might want to track disclosure activity.  You’re 
welcome to add anyone else at CMU who isn’t a Creator but would benefit from staying 
updated on this disclosure. This might include a Research Administrator, Lab Assistant, or 
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Department Business Manager. Just keep in mind that only CMU colleagues — or co-Creators 
from outside CMU — should be included. 

1. Click the Add Subscriber button. 

 
2. In the Add Subscriber window, enter: 

a. First Name 
b. Last Name 
c. Email Address 

3. Click Save Changes. 

Step 10: Additional Remarks (Optional) 
Optionally, add additional comments as needed. 

1. In the Add a Remark field, enter comments that should be saved with the disclosure. 
2. Click the Save Remark button. 

 

Step 11: Review & Submit 
1. Review the entire disclosure. 
2. Select Submit for Review from the top of the form when you are finished. 

Note: After submission, you can no longer edit unless CTTEC returns the form to you 
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Troubleshooting 
Why can’t I find another inventor in the system? 

Try searching using multiple variations of their name (for example, preferred name, full legal 
name, or last name only). If the individual still doesn’t appear, you can manually add them as a 
new contact within the system. 

Why am I unable to attach a document larger than 2GB? 

The system has a file size limit for uploads. If your document exceeds 2GB, please contact 
CTTEC for assistance. CTTEC will advise on the best way to submit supporting materials. 

How do I know if something is considered a public disclosure? 

When in doubt, list it anyway. CTTEC will review and determine whether it meets the definition 
of a public disclosure. Public disclosures typically include conference presentations, posters, 
abstracts, preprints, published papers, public GitHub repositories, videos, or any sharing of 
enabling details outside CMU. Submitting this information early helps protect your intellectual 
property. 

How do I determine if software is considered an invention vs. copyright? 
If the software is central to enabling a new technology, research tool, or technical method, it 
should generally be submitted as an Invention Disclosure. If the software primarily represents 
creative expression, educational content, or documentation, it may be more appropriate as a 
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Copyright Disclosure. If you’re unsure, submit under Invention and CTTEC will help categorize it 
correctly. 

Help and Contact Information 
For questions or concerns relating to the invention disclosure process, contact CTTEC at 
innovation@andrew.cmu.edu.   

An active Andrew ID with multi-factor authentication capability is required to log in.  For 
technical issues with the Inventor Portal including problems logging in, contact inventorportal-
tech-help@cmu.edu .   

https://cmu.inteum.com/cmu/inventorportal/portal.aspx
mailto:inventorportal-tech-help@cmu.edu
mailto:inventorportal-tech-help@cmu.edu

