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INVENTOR MANUAL



Step	  1:	  Log	  in	  to	  IDEA

IDEA	  can	  be	  accessed	   at	  IDEA.Tennessee.edu.	   Log	  in	  to	  the	  
secure	  system	  with	  your	  UT	  Netid and	  password.



The	  Dashboard

When	  you	  log	  in,	  you	  will	  land	  on	  the	  inventor	  dashboard.	  In	  the	  left	  column	  you	  will	  
see	  a	  list	  of	  all	  invention	  disclosures	  you	  are	  listed	  on.	  This	  includes	  both	  disclosures	  
that	  you	  create,	  and	  disclosures	  that	  another	  inventor	  has	  created	  and	  listed	  you	  on.

You	  may	  view	  any	  disclosure	   that	  you	  are	  listed	  on,	  but	  may	  only	  make	  edits	  if	  you	  are	  
the	  Primary	  Contact	  for	  that	  invention	  disclosure.	  Also,	  once	  the	  Primary	  Contact	  has	  
submitted	  a	  disclosure	   for	  approval,	  it	  is	  locked	  and	  can	  not	  be	  edited.	  You	  may	  also	  
create	  a	  PDF	  version	  of	  the	  invention	  disclosure	  at	  any	  time.

Deleting	  a	  disclosure	   is	  only	  possible	  before	  it	  has	  been	  submitted	  for	  approval,	  and	  
can	  only	  be	  performed	  by	  the	  Primary	  Contact.

You	  may	  be	  logging	   in	  to	  IDEA	  because	  you	  received	  notification	  that	  you	  have	  a	  
disclosures	  waiting	  on	  your	  approval.	  If	  that	  is	  the	  case,	  there	  will	  be	  a	  listing	   in	  the	  left	  
column	  titled	  “Disclosures	  waiting	  on	  my	  Approval”.



The	  Dashboard

In	  the	  right	  column	  you	  have	  a	  sortable	  list	  of	  all	   invention	  disclosures	  you	  are	  listed	  
on.	  You	  may	  choose	  to	  show	  only	  inventions	  disclosures	  that	  are	  currently	  in	  draft,	  only	  
those	  that	  are	  being	  routed	  for	  approval,	  or	  those	  disclosures	  that	  have	  completed	  the	  
approval	  process.

The	  rules	  for	  viewing,	  editing,	  and	  deleting	  disclosures	   shown	  in	  the	  right	  column	  are	  
identical	   to	  the	  listings	   in	  the	  left	  column.



Creating	  a	  New	  Disclosure

To	  start	  a	  new	  invention	  disclosure,	   click	  the	  icon	  on	  the	  left	  column	  on	  your	  
dashboard.	  This	  initiates	  a	  new	  invention	  disclosure	  and	  will	   launch	  you	  into	  the	  steps	  
of	  providing	  UT	  and	  UTRF	  with	  information	  about	  your	  new	  invention.

You	  are	  required	   to	  enter	  a	  title	  and	  a	  brief	  description	  for	  the	  each	  invention.	  Click	  
“Save”	  before	  moving	  on	  to	  the	  next	  section.	  Once	  you	  have	  saved,	  simply	  click	  on	  
another	  tab	  to	  move	  on.	  You	  do	  not	  have	  to	  complete	  the	  tabs	  in	  order.



New	  Disclosure	  (Adding	  Inventors)

Initially,	  you	  will	  be	  the	  only	  person	  listed	  on	  the	  invention	  disclosure.	  To	  add	  other	  
inventors,	  click	  the	  “Add”	  icon	  on	  the	  upper	  right.	  This	  will	   launch	  the	  “Add	  Inventor”	  
dialogue.



New	  Disclosures	  (Adding	  Inventors)

UT	  Inventors	  should	  be	  added	  by	  their	  NetID,	  this	  allows	  IDEA	  to	  pull	  all	  of	  their	  current	  
information	  directly	   from	  the	  master	  UT	  records.	  If	  you	  don’t	  know	  a	  person’s	  NetID,	  
use	  the	  “Find	  NetID”	  button	  to	  launch	  the	  UT	  directory.

Non-‐UT	  inventors	  should	  have	  their	  information	  added	  manually.	  The	  name,	  phone,	  
email,	  and	  address	  of	  non-‐UT	  inventors	  is	  required.

Lakita	  Cavin,	  (NetID“lcavin”)	  has	  been	  identified	  as	  an	  inventor,	  and	  her	  information	  
automatically	  pulled	  from	  IRIS.	  Click	  “Save”	  to	  add	  each	   inventor	  to	  the	  disclosure.



New	  Disclosures	  (External	  Sponsors)

If	  external	   funding	  supported	  the	  work	  that	  lead	   to	  the	  invention,	  UT	  and	  UTRF	  will	  
have	  obligations	   to	  the	  funding	  sponsor.	  Use	  the	  “Add”	  icon	  to	  list	  external	   sponsors,	  
such	  as	  the	  federal	  government,	  charitable	   foundations,	  or	  private	  companies.



New	  Disclosures	  (Public	  Disclosures)

Because	  any	  public	  disclosure	  of	  your	  new	  invention	  can	  impact	  your	  patent	  rights,	  
UTRF	  needs	  to	  know	  if	  the	  invention	  has	  been	  published	  in	  a	  journal	  article,	   thesis,	  or	  
dissertation;	  presented	  at	  a	  conference;	  or	  been	  used	  publicly	  or	  previously	  offered	  
for	  sale.

Use	  the	  “Add”	  icon	  to	  provide	  details	  of	  any	  public	  disclosure	  under	  the	  appropriate	  
section.



New	  Disclosures	  (Attachments)

You	  may	  have	  a	  manuscript,	  slide	  presentation,	  video,	  image,	  or	  other	  material	   that	  
will	  help	  UTRF	  understand	  the	  technology.	  One	  or	  more	  files	  can	  be	  uploaded	  in	  the	  
“Attachments”	  tab.	  You	  are	  not	  required	  to	  upload	  any	  files	  with	  you	  disclosure.



New	  Disclosures	  (Allocation	  of	  Rights)

There	  are	  several	  important	  parts	  to	  the	  “Allocation	  of	  Rights	  in	  the	  Invention”	  tab.

First,	  an	  initial	   royalty	  split	  must	  be	  assigned	  for	  the	  UT	  inventors.	  (If	  there	  are	  non-‐UT	  
inventors,	  their	  portion	  is	  handled	  separately.)	  Please	  note,	  this	  is	  not	  the	  final	  decision	  
on	  percentages,	  only	  an	  initial	   estimate!

Second,	  you	  must	  indicate	   if	  this	  invention	  was	  done	  as	  a	  part	  of	  your	  employment	  at	  
UT,	  or	  if	  it	  was	  unrelated	   to	  your	  UT	  position.	  If	  you	  have	  questions,	  call	  or	  email	  your	  
local	  UTRF	  office	  before	  answering	  “yes”	  or	  “no”.

Finally,	  you	  must	  digitally	   sign	  the	  disclosure.	  This	  is	  the	  final	  step,	  and	  once	  you	  sign	  
the	  disclosure	  it	  will	   immediately	  be	  routed	  into	  the	  approvals	  process.



Searching	  for	  Disclosures

In	  addition	  to	  the	  listing	  of	  inventions	  on	  the	  dashboard,	  inventors	  and	  approvers	  can	  
search	  for	  disclosures	  by	  inventor’s	  name,	  the	  disclosure	   title,	  or	  in	  the	  disclosure	  
description	   fields.	  

Note	  that	  your	  search	  results	  will	  be	  limited	   to	  disclosure	   that	  you	  are	  authorized	  to	  
see.	  For	  inventors,	  this	  is	  all	  disclosure	  that	  you	  are	   listed	  on.	  For	  approvers	  this	  is	  all	  
disclosures	  in	  your	  unit.

In	  this	  example,	  I	  have	  searched	  for	  all	  disclosures	   listing	  “Magid”	   in	  the	  inventor	  
field.	  Three	   inventions	  matching	  this	  query	  are	  visible.


