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How to customize your iPortal Home Page 

 
To get the maximum visibility to your personal activity, the Intellectual 
Property Office (IPO) recommends you customize your iPortal home 
page the first time you access the iPortal. 

1. In the Tasks box on the right side of the page select Customize Home Page. 

 
 

2. A list of Available Home Page Widgets including the name and description 
of the widget will appear on page titled Customize Home Page. Select the 
ones with Division- Leader in the name. 

3. Press the Add to Home Page button next to all the widgets you want to add 
to your home page. 
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4. You can customize the order widgets appear on your home page. Below 
the widget list on the Customize Home Page you will see the Current Home 
Page Widgets section. Number the Sort Order boxes in the order you 
would like to see the widgets on your home page. The Sort Order field with 
the lowest number will show first on the Home Page. 
(Note: this can be changed at any time) 

 
5. Click the Finish button at the bottom of the page. 
6. Now, you will see the newly added widgets on your customized home page. 
7. You can make changes to your homepage at any time by clicking the 

Customize Home Page link in the Tasks box. 
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What can Division Leader and 
Division Admin roles view. 

Division Leader and Division Admin roles allow the individual to 
view the invention, agreement, and intellectual property records 
for their assign division. 

How do I get back to my 
homepage? 

Press the Home button to take you back to the homepage. 

Why can't I download files? All files in a record are internal documents used only by IPO.  Lab 
staff outside of IPO do not have permission to download any files. 
If you have any questions about a specific record, please contact 
the appropriate assigned IPO technology manager. 

Why are areas in a record greyed 
out? 

Areas in a record that are greyed out indicate that you do not have 
permission to view them. 

What is the IB number for 
inventions? 

The IB number in the Innovation Portal is represented by the 
invention track code.  The track code uses a Year-XXX format 
rather than the older invention naming convention of IB-XXXX. 

 
 
 

Why do inventions not show up on 
my homepage? 

Only inventions for which you were noted as an inventor will 
show in your homepage. If you are not an inventor, you will not 
have any inventions shown. If you have been given a role of 
Division Administrator, Division Leader, or Organization Leader, 
you will see inventions for your division and/or the organization 
in your homepage. 

Is a Record of Invention the same 
as a patent? 

No. A Record of Invention is an internal Lab document written by 
the inventor and submitted to the Lab’s Patent group.  Once your 
ROI has been reviewed by IPO, a staff member will contact you 
and a decision will be made as to whether or not a patent 
application will be filed. Simply submitting a ROI does not protect 
intellectual property rights. A patent application is a detailed 
document prepared by the Lab’s Patent group and filed with the 
U.S. Patent and Trademark Office (USPTO). 

Why does the Invention title not 
match the Intellectual Property 
title? 

The intellectual property title may change from the invention title 
during the patent application process. 

Why can't I see all the inventions 
in my division? Or for the entire 
lab? 

Your user role will determine what inventions you can see in the 
Innovation Portal. If you are named as an inventor on an 
invention record, you will be able to see the invention. Users 
who have been designated as a Division Administrator or Division 
Leader will be able to see the division's inventions. Users 
designated as a Organization Leader will be able to see all the 
lab's inventions. 

Why don't I see license agreements You will only see agreements that you are associated with if you 
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I am associated with? were named as the Principal Investigator and IPO added you to 
the Principal Investigator section of the agreement.  Many of the 
older license agreement records were imported into the system 
from the old licensing management system. These license 
agreements may not list you if originally reported and entered as 
such. 

 

Who is the contact for questions 
regarding my inventions or 
agreements? 

Invention Record:  Contact the Patent Manager, Technology 
Manager, or Business Development Manager assigned.   License 
Agreement: Contact the Contract Manager (Licensing Manager). 

Online Invention Disclosure The ROI Submission link in the Tasks box has been renamed Online 
Invention Disclosure. 
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Search for records 
The Division-Leader and Division – Admin have the ability to search for invention, 
agreement, and intellectual property records. 

 
Press the Search button. 

 

 
Select the radio button for the invention, agreement, or intellectual property record to search. 
Invention: Search by invention track code, disclosure start and end dates, inventor, and invention 
keywords. 
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Agreement: Search by agreement track code, agreement organization, agreement person, agreement 
type, agreement status, and agreement keywords. 

 
 
Intellectual Property: Seach by the intellectual property track code, intellectual property application 
number, and intellectual property keywords.  

 
 
Press the Quick Find button to execute the search.  The results will be shown on the screen. 
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