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Welcome to Marshall University’s online invention disclosure system. Called Sophia, the system is a product of Wellspring Worldwide. We hope 
this online service will provide quick, convenient, and easily accessible information regarding your invention disclosures and intellectual property 
protection. 

To begin the process, if you do not have a username and password for Sophia you will need to contact the Marshall University Technology 
Transfer Office (TTO) at tto@marshall.edu or (304) 696-4365. Our staff will set up your account and e-mail login information to you. 

Once your account has been established, visit our website at http://www.marshall.edu/tto and click on the Invention Disclosure link on the right-hand 
Quick Reference menu. 

 

 

 

 



Click the “Submit Online” button. 

 

And log in. 

 



This is your homepage. Any agreements, inventions, and online disclosures you have created or have been listed as a co-inventor in will appear here. 
When you log in for the first time, please change your password by clicking the Settings button. 

 

 

  



Click the Pencil and Paper icon to open the edit screen. 

 

 

 

 



Enter your new password and confirm the password, then click Continue. 

 

 

 



Once your password has been changed, you will be returned to your profile. Please check your contact information. If any changes need to be made 
click the Pencil and Paper icon to update. Click Home at the top left to return to your homepage. 

 

  



To create a new invention disclosure, start on your homepage. Click New Disclosure under the Tasks panel. 

 

  



As you answer the questions throughout the disclosure, be sure to click Next Step, located at the bottom of the page, if you will need to come back to 
complete the disclosure at a later date. The information will be saved and you can log back in to finish the disclosure. Contact the TTO with any 
questions regarding the disclosure. 

 

[Please Note: First Public Disclosure refers to the date of any presentation (written and/or oral, including poster presentation, PowerPoint presentation, oral 
explanation) or publication for individuals who are not University employees or who are not subject to a Confidential Disclosure Agreement. This online 
disclosure is not considered a public disclosure as it is part of the intellectual property protection procedures of the University. Likewise, any federal or state grant 
application that includes confidential information is not considered a public disclosure. (Please do, however, mark such applications Confidential to alert the 
agency. Be careful of abstract information submitted as some agencies will post such abstracts publicly online.)  Any public disclosure voids foreign patent 
protection rights immediately. In the U.S., the public disclosure begins a one year bar date for applying for patent protection. If you are anticipating a 
public disclosure, contact the TTO immediately to attempt to secure foreign patent rights with a provisional patent application.] 



Please attach any pertinent documentation relating to your invention, i.e. lab results and related images, public disclosure materials, white papers, 
journal manuscripts, etc., if available. Click Browse to locate the file for uploading, then click Attach File to upload. Once all files are attached, click 
Next Step. 

 

 



At this stage of the disclosure, please list any additional co-inventors by entering the pertinent information and clicking Add to List. Indicate who the 
lead inventor is, and mark the % contribution for each inventor. Once all co-inventors have been entered, please click Next Step. 
 

 

 



At this stage of the disclosure process, please list any sponsors of your invention, including any funds approved specifically to create your invention. 
This step ensures appropriate disclosure to the Sponsor by the TTO. If only internal Marshall/MURC funds were used, please note this by clicking 
the box that indicates “This disclosure used no external funding.”  Once completed, click Next Step. 
 

 



This next stage includes questions regarding the specifics about the invention’s creation, commercial potential, documentation, resources used in its 
creation, and any additional files you wish to disclose, i.e. scanned images of your lab notebook. The next several pages of this manual will appear on 
a single computer screen. 
  

  





 

  



Once all items on this screen are completed, please click Next. 

 

 
 

  



This is the final stage of the invention disclosure process. After reviewing your disclosure, please be sure to click the box indicated below to sign off 
on the submission before clicking the Submit For Approval button. 

 

 
  



Once you submit the disclosure you will be taken to your homepage, where the new disclosure now appears. The TTO will contact any co-inventors 
to alert them to the disclosure and request their review and signoff prior to reviewing the disclosure. Once all inventors have reviewed and signed off, 
the TTO will review the disclosure, contact all inventors with any questions and will alert you to progress, including a decision by the Council on 
Research and Commercialization, a provisional patent filing, etc. All updates regarding your invention will be posted to Sophia. 

Note: If you have not yet submitted the disclosure and need to continue completing the process, you will see the disclosure listed as still being In 
Progress (see example below). You can click on the disclosure to complete the process at any time. 

 



As a reminder, please contact the TTO at tto@marshall.edu or (304) 696-4365 for assistance. Thank you for completing the invention disclosure 
process and fulfilling your obligation to disclose your inventions to Marshall University Research Corporation, which is working on behalf of 
Marshall University and its affiliated centers and institutes.   

Please be sure to contact the TTO for assistance with any non-disclosure agreements, material transfer agreements, corporate sponsored research 
agreements, or Small Business Innovation Research (SBIR) and Small Business Technology Transfer (STTR) program submissions. 

 

 

 

 

 

 

 

 

 

 

 

 

401 11th Street, Suite 1300 
Huntington, WV  25701 

304.696.4365 
tto@marshall.edu 

www.marshall.edu/tto 


