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NWU INVENTOR PORTAL USER GUIDE 2021

The purpose of the Inventor Portal is to provide an easy-to-use user interface where researchers can make an
online invention disclosure®. This guide gives step-by-step instructions on how to register an Inventor portal
account and to complete and submit an invention disclosure. The online process replaces the previous manual
process, simplifying the invention disclosure submission process for the researcher, saving them time and
effort.

For more information, refer to the IP (Intellectual Property) policy of the NWU.
1P_1.1.10 2021 e.pdf (nwu.ac.za)
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*Invention disclosure is the term used on the Inventor Portal and has the same meaning as IP (Intellectual
Property) disclosure, as is referred to in the IP manual of the NWU.
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Registering of a new Inventor Portal Account

Researchers that are first time users, must create a new Inventor Portal account.

The following steps will guide you in how to register a new account.

Within any browser, open Inventor Portal at

v7.1102
1511172021 18:47-00

[ ] n ®
the following link: W NWU
https://nwu.inteum.com/nwu/inventorportal Login to Inventor Portal

e Click on the ‘Request Account’ button. UserNarme: | |

Password |
Forgot password? Questions or Comments? J \‘
m RequestAu:oum L h
e Enter the random generated security code Fleas 1 1l 20025 bl 0 54D YU U 1 2P account 1400 e oo 0 1
. “ ey create the account. Otherwise a verification email will be sent to the Emauauwessvou rovided.
e Click on the “Submit” button. et ’

| researcher@nwu.ac.za ‘

Generate New Image

ZRAGB ype the code from the image

¢ Receive a ‘Request sent’ message, confirming

that your request has been submitted.

e Click ‘OK’

£

Request Sent

Please find the verification email in your
inbox and follow the instructions in the email
to create a new account.

b 4

e Click on URL-web link in e-mail to complete

new user registration.

e Receive confirmation e-mail. o Toesdey 03 Py 3002 0 " Onetarotmen @i ac
To:

Subject: Inventor Portal Account Request
Please go ta the following URL to create your new Inventor Portal account:

https://mwuinteum.com/mwu/inventorportal/Create. t.a35px?id=7cf24074-686c-4eba-bEfb-89328538cb50

e A ‘Create Account’ page appears.
e Complete all compulsory fields, marked with

an asterisk.

e Click on the ‘Create an Account’ button at the

bottom of the form.

Notes:

= Username is Initial and Last Name in
proper case, without spaces.
= Title is your position at the university.

Create Account

Pleasa note that all felds

e e
Researcher 1

Gantar
Male

Frefiz Sutfix

Professor ~ .

Spasislty

Plant Physiology

Tils Main Departmant =

Assodate Professor

Email Adcruss ~ Tee

[resesrcher griu.ac.zs

4 a1 s cutsurt amsin
Ag3 pnonar Ema)

Phans Humber Tree
071554 209

E st s dutautt Prone Mumber
24 gectnae Phone Wumpae
o

e

Office

Bult

City State / Prv: Postal Code:

‘ Potchefstroom ‘ [ mortn west v| ‘ 2520

Country
South Africa v
2 Setas default Address

Add another Address

Create an Account
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o a‘Next Steps’ message appears, notifying the
researcher of the following:
o The approval of the account is
pending for approval by an Inventor
Portal administrator
o Once approved, an e-mail will be
sent, confirming the approval.

Next Steps

Your account is pending approval before you can get
access to the portal. An administrator has been notified
of your request. You will receive an email when your

account is approved.

e Receive an e-mail that your request for an
Inventor Portal Account has been submitted.

From: pi | l.com <portal . > On Behalf Of mari.berner@nwu.ac.za

Sent: Thursday, 04 November 2021 09:47

To:

Subject: Thank you for requesting an Inventor Portal account

We have received your request for an Inventor Portal account. Once your account is approved, an email

1f you have any questions, you can submit feedback here:

https://nwu.int my/ e/ tal/feedback.aspx

e Receive another e-mail confirming that your
account has been approved.

e E-mail provides a URL link to log in to the
Inventor Portal.

e Click on the Inventor Portal URL link.

L Reply [E2Reply All S} Forward G5IM
portal@inteurnmail.com on behalf of mari berner@nwu.acza a1 2302
Your Account has been Approved

Your account has been approved and you have been successfully set up as an Inventor Portal
user.

Please keep this email for your records. Your login is:
UserName: Researcher2
You can login to Inventor Portal here:

hittps://nwu.inteum.com/nwu/inventorportal,

e Type in your username.
e Type in your password.
¢ Click on the ‘Login’ button.

V74102
n NWU ® 15/11/2021 18.47.00

Login to Inventor Portal

Forgot password? Questions or Comments? I 1
[ iom I Request Accoun: \ J

User Name:

Password
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2 Inventor Portal login problems and queries

o If you experience any problems with
logging in to the Inventor Portal, first make
sure that the following is entered correctly:

o Username
o Password

V72400
11/02/2022 15:58:00

W NWU*©

Login to Inventor Portal

User Name: | Username |

Password ‘ .......... ‘

—

Forgot p

? Questi or Ce ?
Request Account

V

5

e If you have forgotten your password, click
on the ‘Forgot password’ link above the
‘Login’ button.

V7.2400
11/02/2022 15:58:00

W NWU*°

Login to Inventor Portal

User Name ‘ Username ‘

Password: ‘ .......... ‘

A
Forgot pi ? Questi or C ? ) | Q \

Request Account

e Type in your username / E-mail address
e Type in the image code displayed.
e Click on ‘Recover’

[Typs the code rom the image

e Receive a Pop-up message confirming
that a temporary password has been sent
via e-mail

Temporary Password Sent

i

Atemporary password has been sent to your
email. Please follow the instructions in the
email to reset your password.

o Receive e-mail with temporary password.
e Click on URL link

Subject: Inventor Portal Password Recovery

Please go to the following URL:

https:/nwu.inteum.com/nwu/inventorportal/ForgotPassword.aspx?id=188967

to reset your password using this temporary password:
?!DjtHQ

Please note that this is not your new password to log in to the portal.

o A Password Recovery page opens.
e Type in the following
= Username
= Temporary password (received via
e-mail)
= New Password
=  Confirm new password

e (Click on ‘Recover’

Forgot Password Recovery

Reset your password by first entering your temporary password you received from the forgot password email, then entering a nev

sssword and confirming that passwie

User Name:
Usemame

Temporary Password: (Received in the forgot password email)
2DjtHQ
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e Receive a pop-up message confirming that

your password has been reset Password Reset (%]
successfully.
e Click on ‘Login here’ link and login with Your password has been reset successfully.
your username and new password. o You can now use the new password to Login
|| here.

o If you still struggle logging into Inventor Portal, contact the TTIS administrator Mari Berner:
o Mari.Berner@nwu.ac.za
o 018-285 2007
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3 Completing a New Invention Disclosure Form

The following steps will guide the researcher on how to complete the online Invention Disclosure form on the
Inventor Portal platform.

e After registering, the researcher logs into ) ® 112021 8470
the Inventor Portal platform at the following tU NWU
1 . Login to Inventor Portal
link: g
https://nwu.inteum.com/nwu/inventorportal
° Type in User Name' - Forgot password? Questions or Comments? jDi
e Type in Password. ‘ %
e Click on the ‘Login’ button. L

e An empty dashboard page will appear.

Recent Actiity

e Refer to menu panel on the left of page. [ bashboars
¢ Click on ‘Add New Disclosure’ button. PERS D 2shboard

Welcome to Inventor Portal

| 4 Add New Disclosure

; Recent Activity
|5 Edit Profils
Mo recent activity to display.
M| o« » || M | Pagesize:| 10 +
¢ A ‘New Disclosure page will appear. New Disclosure
. . . You are creating a new djsc\usure. Before you can edit your disclesure, you must first enter a title
° Type in a Disclosure Title. and choose the type of disclosure
. Disclosure Title:
e Choose the type of disclosure — by default
you always choose the ‘NWU Disclosure’
option. 4
. ‘ . , Choose the Type of Disclosure:
e Click on ‘Create New Disclosure’ button.
e A Disclosure form appears.

o Non-editable text fields are the Status, L

Invention Id and Tech Id.
e The yellow box on the right, shows the s
status of the Invention disclosure as a draft. °
e There is an option to save the form at any }
time, by clicking on the ‘save as draft’ button
at the top.

Draft
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To add co-inventors:
o Click on the ‘Add inventor’ button

nventors

Add Inventor

[ Midie

An ‘Add Inventor’ screen appears.

Click ‘Search’ to find the co-inventor.

If inventor is not on database, click on ‘Add
a new Contact’ ‘link at bottom.

Complete the ‘New Contact’ form

Click on ‘Save Changes’ to add the co-
inventor.

Note: Before creating a new User, confirm
with an Inventor Portal administrator that the
user does not already exist on database, to
minimize duplication of contacts.

Add Inventor 3]

Find Contact by Name, Email or other related info: E

Selected Contact
No contact selected

Save Changes Close

Add Inventor 3]
Find Contact by Name, Email or other related info: m
Search Results

Researcher1 NWU1

[0 a new Contact]f you cannot find the Contact you are looking for

Selected Contact
No contact selected

Save Changes Close

Under ‘Edit Inventor’:

= Complete co-inventor’s details.

= Choose the co-inventor’s permissions /
access: Click on ‘Editor’ or ‘View Only

Make sure that the total of all the inventors

add up to 100%.

‘Click’ on ‘Save Changes’.

Edit Inventor &3]

Selected Contact:
Researcher2 NWU2

—At the time of Invention

Inventor's Disclosure Permissions/Access: *

@ Editor

Order "1 ‘
Contribution %: 100.00 |
Additional remarks can be added under Remarks
‘Remarks’, ‘Add a Remark’. By o
Type the remark in the ‘Add a Remark’ field o remarks to dispiay.
Click on ‘Save Remark’ button. Add a Remark
The purpose of the remarks is to send
comments and messages regarding the
disclosure form back and forth between the 4
researcher and the TTIS office.
Any supporting documents relating to the Documents
Invention disclosure can be uploaded under N Fie Extonsion

Documents:

Click on the ‘Choose file’ button and select
a document to upload on the Disclosure
form.

Click on the ‘Upload Document’ button.

No documents to display.

Add a Document
* Size limit is 4MB
‘ Choose File |Nn file chosen

Upload Document
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Add parties to receive viewer access to the
Disclosure form, under ‘Stakeholders’
Stakeholders:

o Receive e-mail updates regarding
any changes to the Invention
Disclosure.

o Have the right to add remarks to the
Invention Disclosure form.

Examples of stakeholders are:

o Line Managers

o Commercialisation specialists from
TTIS office.

Click on the ‘Add Stakeholder button and
type in the First name, Last name, and e-
mail address of the subscriber.

Select the Stakeholder role

o Commercialisation specialist — No
signature required.

o Line Manager — Signature required

Preparer — Signature required.

o Other Stakeholder — No signature
required.

Click on ‘Save changes’ button.

@)

Stakeholders

Add Stakeholder

First Last Email

No Stakeholders to display.

Type

Add Stakeholder

Stakeholders do not need to be users of Inventor Portal. Add individuals that you would like to be
notified by email of events and actions that take place for this disclosure

First Name: Last Name

Email Address:

Stakeholder Role:
@® Commercialisation specialist - No signature required

Q Line Manager - Signature required
Q Preparer - Signature required
Q Other Stakeholder - No signature required

Save Changes Close

To download a PDF or Word document
version of the online Disclosure form, at the
top of screen:
o Click on ‘Download as PDF’ button,
or,
o Click on ‘Download as Word button.

[oSovessorn | Dowiosa sPor | Downead e wors

e
NWU Dsclosure | Researcner? inventon Disciosure Tie

vention e Tecnia

After completing all the required fields on
the Invention Disclosure form:
o Click on the ‘Submit for Review’
button in the yellow block on the
right.
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4 Submitting a New Invention Disclosure Form for Review

After the Researcher submitted the completed online Invention Disclosure form for review, the following steps
will follow:

e A ‘Submit Disclosure; popup Submit Disclosure (%]
message appears, asking to confirm
whether you want to submit the Once submitted, this disclosure will no longer

disclosure.
e Click ‘Yes’ to submit the disclosure.
e Click ‘No’ if you still want to edit the
invention disclosure form. — m
¢ Note: Once submitted, you will no
longer be able to edit the Invention
disclosure form.

e Once submitted, the status block on

the right, will change to ‘Submitted’

with a blue background.

e The ‘Submitted Date’ field
automatically updates with today’s
date.

administrator will be notified to review the
disclosure. Are you sure you want to submit
this disclosure?

o be editable (sxcept remarks) and an

e You will receive an e-mail,

Conﬁrming that the Submitted File Message Help  Acrobat Q  Tell me what you want to do
. . . W85 R 9 % > |53 8B m. O Find | 5% | Q_ zoom | ---
disclosure was received and will be = =
reVIeWGd Your disclosure has been submitted
H H H ortal inteummail.com on behalf of mari.berner GJ Repl <€J Reply All —> Fowand o
e Alink is provided, where the @ oispmeom et mane S e
submitted disclosure can be viewed. Vour disclosure submission has ben received for: .
e The invention disclosure will be Invention Id: D2022-062

Title: Supplement to Prevent Retinopathy of Prematurity in Infants.

assigned to a commercialisation
specialist at the TTIS office, who will
reV|eW the Com pleteness Of the The TTIS office will review your  for If any information is required, a remark will be sent
|nVent|on d ISC|OSUre su bm |SS|0n . via e-mail and the disclosure will be set back to draft for you to edit and resubmit. Once the TTIS office is content with the

submission, it will be accepted, and you will receive an e-mail requesting you and your line manager to sign the disclosure

You can view the disclosure here:

https://nwu.inteum.com/nwu/inventorportal/disclosure.aspx?id=194561

form. After signing, the designated commercialisation specialist will review the signed disclosure and will provide feedback
regarding the novelty and patentability of your invention.

e If the submission lacks important

information, the commercialisation -
specialist will add a remark to the - — —
online disclosure form, requesting = =
the researcher to add the additional
information. Draft
e The status of the invention ey o S
disclosure will be set back to ‘draft’ Y s
so that the researcher can continue
to edit the form.
e The researcher will receive an e- vour disclosure has been set back to draft
mail notifying that the disclosure @
form has been set back to ‘draft’ T
e The researcher makes changes and m ofprematurity in infants
submit the disclosure form again. e oot st An850
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e Once the TTIS office is content with

S Reply 2 Reply All 3 Forward

portal@inteummail.com on behalf of mari.berner@nw

will appear in the Inventor Portal.

e Type in your full name and surname
in the red textbox just above the
‘Sign this Disclosure’ button

e Click on the ‘Sign this Disclosure’
button to process your digital
signature.

the submission, the Inventor Portal M Your aisciosure nas been approvea .
administrator approves the Vour disclosure submission has been approvedfor
submitted Disclosure. invention id: 02021.030
e Receive an e-mail stating that the e R e e
Disclosure submission has been B
approved - An administrator has reviewed your submission and it has been approved.
 Receive a second e-mail with a link B orarteommancom onbehaliof marbemer@nwaczs | a1 o
to digitally sign the Disclosure. M Disctosure reaay for igial sgnature -
e Click on the link provided.
e Additional stakeholders with signing T R nenon e
roles, e.g. line managers, will also Gscionre. oa can Ay g s sosore e SR e o
receive an e_ma” requesting tO https://nwu.inteum.com/nwu/inventorportal/signature.aspx?id=185434
digitally sign the disclosure form.
e A ‘Disclosure Digital Signing’ page

e Receive a ‘Signature Received’
popup message, confirming that
you have successfully digitally
signed the disclosure.

Signature Received

¥ou hawe successfully digitally signed this disclosure. An
administrator has been notified of your signature and wi
contact you if there are any further steps.

e Two areas on the Disclosure Form
indicate which parties digitally
signed the Disclosure form and
when:
= Inventors Area
=  Subscribers Area

Inventors

First Midde  Last Permission ~ Order Contribution' Working for  Department RoleType ~ Signature

o Disclosure digital signatures are
also available at the bottom of the
PDF and MS Word documents
when downloaded from the Inventor
Portal.

| theurcers ned menkor, beeby decare il ar Falcy
commerciisain aciies.

ageetogrovce my ul siopart inal ntelesal property ptecionand

Digtlysgned on 19/1:2021

Researcher) NAV2 {Privcry 00.00%) Dae
ot sied
Researcher! N1 {Pirary 0% Dae

e The submitted and signed invention disclosure will now be reviewed by the assigned
commercialisation specialist, by performing prior-art searches, determining if the invention is novel.

o The commercialisation specialist will contact the researcher regarding the invention disclosure,
discussing its novelty, patentability and possible commercial potential.

e When the NWU TTIS Office file
patent applications to protect the
new invention’s IP, the researcher
can follow the progress from the
Inventor Portal as well.

Patents
Application No + Patent No Intemal ID Title Country
4 system and Method fo
N2026¢19 P4B0BNLO0 System and Metho for Netherlands
Providing Test Results
PCT/1B2021/060654 P8809BPC00 Asystem and Mehad fo

Providing Test Results

Patent Cooperaton Treaty

Original details: (21431795) C:\Users\21431795\Documents\TTIS\Minuet\Inventor Porta\NWU Inventor Portal User Guide 2021-FINAL.docm

1 December 2021 File reference: 10.2.12
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