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INTRODUCTION
This user guide contains instructions on the processing of NDAs, MTAs, DUAs and Other 
Agreements for faculty members. All the steps are to be performed on the Infoed website.
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Chapter 1 - Initiating an Agreement Request
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1. Enter the Infoed URL in your browser - infoed.clemson.edu
2. Scroll down the screen and click Agreement Intake Form.

3. Start by answering all the questions marked with an asterisk.

https://infoed.clemson.edu/EnableWeb/Portal/Home
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4. For requests related to another project, click “Yes” and continue to follow the instructions 
or else click “No” and skip to page 9 to  continue answering the remaining asterisk 
questions, as applicable.

5. Click the yellow plus icon to search for linked proposals. A new window opens.
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6. Within the pop-up window, in the search box, enter your proposal (PPN) number to search 
for your linked project and click Search. You can also Browse By one of the options listed 
below if required.



March 28, 2025 8

V1.0Processing of NDAs, MTAs, DUAs and Other AgreementsProcessing of NDAs, MTAs, DUAs and Other Agreements V1.0

Once you link the proposal, it will appear on the screen as shown below. 

7. Your search generates a record at the bottom of the window. Scroll down and click the 
checkbox next to the linked proposal, and then click Select. 
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8. Continue answering the questions marked with an asterisk within the same window.

9. To add a person, click the yellow plus icon to search by the person’s name and repeat 
this step to search for each additional person.

If you select the option “I will not be…”, the next section is displayed to add another 
individual.
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10. If your submission has compliance components in place, click the “Yes: I have…” option. 
Refer to page 7, step no. 6 for instructions on searching and adding applicable protocols.
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If your request needs (but does not actively have) compliance approvals, click the “No: I 
need…” option, and then select the appropriate checkboxes as depicted below.
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11. Continue answering the following questions marked with an asterisk.
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12. If this is a multi-party agreement, select “Yes” and then click the yellow plus icon. 
Enter the applicable information in the text boxes for the other entities to the contract. 
Repeat this step for each additional entity.

Enter any other information relevant to your request in the comments box highlighted 
above.
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Once you submit the form, you will receive an email notification, and a member of the 
negotiating staff will contact you.

13. Click the Submit button on the top right corner of the window.
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Chapter 2 - Post-negotiation Process and Actions
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The negotiator marks the required checkboxes in Infoed, which then automatically 
notifies you and any individuals you listed in the Agreement Intake Form.

1. Check your email for the notification and click the Reviewer Dashboard hyperlink. A 
new dashboard window opens in Infoed with the Review tab selected by default.

Your email
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2. Click the hyperlinks to review all the documents listed on the screen. Read the 
documents carefully and close the window.
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3. Once you have reviewed all the documents, select Reviewed from the dropdown next to 
each document, and then click the Approve button. 

4. In the small window that opens, click OK to confirm your review.
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If you listed team members in the Agreement Intake Form, ensure they follow the same 
document review steps outlined in their email notification. 

The system notifies the university signatory for their institutional signature on the 
agreement. The negotiator will be in touch with you once the agreement is fully signed.
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