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Disclaimer
Online services under epoline® and the associated data from EPO databases are regularly maintained and updated. Great care has likewise been taken in writing the instructions for using the services provided, to ensure that the information supplied is correct. Furthermore, the Office makes every effort to prevent technical malfunctions. Given the amount of data and information provided, however, it is not possible to rule out all errors and omissions.

The EPO therefore accepts no liability for the completeness and accuracy of the data and information made available in connection with these services, and it does not guarantee that the underlying files and the formats used are error-free and will not cause the user's systems to malfunction. Nor can the EPO guarantee that the information presented in this documentation about the functionality and use of  these services is fully up to date, complete, and without any errors or mistakes.

Preliminary notes
Intended audience
This tutorial is intended for users of the Online Filing software. 

What the tutorial contains
Using sample data, the tutorial provides an introduction to the processes associated with completing the form sections, attaching documents, signing and sending forms.

Online Filing provides a demo mode so that you can familiarise yourself with the system in a test environment. For our tutorial, a sample form is submitted in demo mode. Use production mode to submit real filings. To switch modes, log in again and select the appropriate option.
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Figure 1: Selecting demo mode
Additional information
The Appendix provides additional information, for example a list of shortcut keys and a glossary of terms.

Windows basics
This guide assumes that you are familiar with using Microsoft® Windows and the mouse. 

Online Filing is a Windows-based application, so you can use standard Windows features such as the Close button [image: image3.png]


. 

A drop-down list appears when you click the drop-down arrow [image: image4.png]


. A shortcut menu appears when you click the right mouse button. Windows terms are defined in the Glossary of terms.

Windows menu options offer keyboard alternatives to using the mouse. Hold down the ALT key while pressing the underlined letter. 

For example, in File Manager you can select the File option with your mouse, or press ALT+F.
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Figure 2: File Manager menu
Typographical conventions
The following kinds of formatting in the text identify special information.

	Typographical convention
	Usage

	Bold
	Emphasised text.

	Enter Text
	Text that you should type in.

	Select
	Options that you should select, for example, buttons, menu commands and list items.

	CAPITALS
	Names of keys on the keyboard appear in CAPS, for example, SHIFT, CTRL, or ALT.

	KEY+KEY
	Keys that you press at the same time appear in CAPS with a plus sign, for example CTRL+S to save.


1 XE "Demo mode"

XE "Modes"

XE "Passwords"

XE "Production mode" Click the Windows Start button, select Programs, epoline, epoline®‑FM. 

You may also be able to access Online Filing through a shortcut on your Windows™ Desktop if this has been set up.

The Please enter user name and password window opens.

2 Enter your user name and password.
3 Select demo mode and click OK.
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Figure 3: Entering user name and password
The File Manager window opens in DEMO mode. The EP Procedure templates include:

· EP(1001E) Request for grant of a European patent.

· Euro-PCT(1200E) Entry into the European phase (EPO as designated or elected Office). 

The PCT Procedure template is 

· PCT-RO-101 Request. 

For our tutorial we will use the EP(1001E) template.
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Figure 4: File Manager opening window
The File Manager window has a list of folders on the left. These contain forms in various stages. Documents in the selected folder are displayed in the white area. The  File Manager window also contains a menu and a toolbar to carry out tasks related to the filing process. 
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1 EP(1001E) Request for grant of a European patent
1.1 EP(1001E) Preparation for the tutorial

For this tutorial you will need to prepare five documents and save them in Portable Document Format (PDF). Name one description.pdf, the second claims.pdf, the third drawing.pdf, the fourth abstract.pdf and the fifth receipt.pdf. For the purposes of our tutorial these documents do not have to contain any real information. The Amyuni® PDF Writer is installed automatically when you install the Online Filing software, and the Adobe® Acrobat Reader is available on the installation CD. 

1.2 Creating new EP(1001E) forms

4 In the File Manager window, select New Form, (EP(1001E) from the File menu.

This will create a European patent application using Form 1001E.
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Figure 5: Creating a new Form EP(1001E)
The New application window opens.

5 For this tutorial, leave the language of the proceedings set to English.

6 Type a user reference, for example type Sample 1.

Each Online Filing application must have a unique identifier.

7 In the Create new category box, type medical, and then click Add.
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Figure 6: Creating a new application
8 Click OK.

The EP(1001E) window opens.

Note The option to use File Manager categories is available only if it has been enabled by the system administrator. It allows you to group your files in a way that is meaningful to your company, for example, by the type of content. 

1.3 Overview of EP(1001E)

Form 1001E is the form used for a normal European patent application. It contains sections on the left. These represent the information you need to complete for your patent application. Form 1001E also has a menu and a toolbar to help you carry out tasks related to completing the form.
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Figure 7: Form 1001E Opening window, sample data
1.3.1 EP(1001E) Key procedures

The key elements of the procedure for filing a European patent application are these:

	Procedure
	Comment

	New form
	Select EP(1001E) template and create new form.

	Request
	Request grant of EP patent and give application a title. Set the language.

	Names
	Enter applicant details.

	States
	Select designated states.

	Priority
	Claim national, regional or international priority.

	Biological Material
	Input details of biological material filed if relevant. Name depositary institution.

	Contents
	Attach description, claims and other documents in PDF format.

	Payment
	Set payment choices.

	Fees
	Set fee choices.

	Annotate
	Add notes to the form.

	Sign
	Add signature(s)

	Send
	Enter smart card PIN and transmit electronically


For the purposes of the tutorial, the sections are presented in the order they appear on the form. Normally they can be completed in the order that suits your organisation. 

1.3.2 Traffic lights

A red light signals that mandatory information is missing, for example the description of the invention or the claims. You must supply this before submitting the form. An amber light indicates that information is useful, but not mandatory at this stage, for example the abstract. A green light means that the information in this section is acceptable. 
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	Red light
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	Amber light
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	Green light


1.3.3 XE "Notes"

XE "Translations"

XE "Validation"Validation messages

Clicking the Validation button provides feedback on the information you have entered in the current section. 
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In addition to checking individual sections, the system also carries out global validation, that is, it cross-checks the overall correctness of the form. 

1.4 XE "Request"

XE "Title of invention"EP(1001E) Request Tutorial
The Request section [image: image15.png]@ Romes




 is already selected when the form opens. The traffic light is amber until you type in the title of the invention. Use this section to give information about the past record of the application.

9 Leave the language set to English and type the English Title of invention, for example, type Vaccine. 

Type this in title case, that is, with only the first letter of the word capitalised. In general, avoid typing in ALL CAPS.
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Figure 8: EP(1001E) Request, sample data
10 Click away from the title box and note that the amber traffic light changes to green. 
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11 Click the Validation button to see any messages.
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1.5 XE "Address Book"

XE "Applicants"

XE "Names"EP(1001E) Names Tutorial

The Names [image: image19.png]


 section is where you enter applicants, representatives and inventors. The traffic light stays red until the mandatory information is entered. For our example, we will enter an applicant as a natural person. Mandatory information is shown in bold.

12 Click the Names section, select the Applicant option, and then click Open.

(You can also double click an option to open it.)
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The Applicant window opens.

13 Select the option Natural Person and type a name, for example Mr Peter Jones. 

14 For the purposes of this tutorial, type 1.8 as the registration number.
This is an example only. For your real registration number, contact EPO Customer Services.

15 Fill in the boxes for the company, department, address, city and postal code, for example ABC Attorneys, Patents and Trademarks, 123 City Avenue, London, W1A 2BC.

16 Select an option from the Country list, in this case scroll down and select United Kingdom. From the GB County list select Greater London.

17 For the telephone number type 020 7987 6543.

18 Select GB for Nationality and Country of residence and then click OK.

Your sample data should look similar to this:
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Figure 9: Applicant, sample data
19 Click the Validation button.
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The message tells us that the name of the inventor is mandatory, but the amber light indicates that the information can be supplied at a later date. We will supply this information now.

To enter details of the inventor:

20 Click the Names section.
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21 Select the Inventor option and click Open.
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The Inventor window opens.

22 Enter the inventor’s name, for example Mr. John Smith. 

23 Enter the address, for example 456 City Street, London, EC1 9YZ
24 Select United Kingdom from the Country list, and then click OK.

Your sample data should look similar to this:
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Figure 10: Inventor, sample data
1.5.1 Saving names to the Address Book

You can save information from the Names section for future use. Online Filing has an Address Book where you can keep your contact details. For our tutorial we will save the two names we have created.

25 Click Address Book.
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Figure 11: Saving names to the Address Book, sample data
The Address Book Exchange window opens.

The two names from our application are listed.

26 Click Copy to Address Book to save the Applicant name.

The name is displayed in the list of existing Address Book names.

27 Select the Inventor name and click Copy to Address Book again, and then click OK.
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Figure 12: Address Book exchange window, sample data
Note A quick way to find names is to enter at least one character in the Names section, for example the applicant name and/or the city. Then click the Address Book button.
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Figure 13: Smart search, "A" entered in Name field
Only entries matching the characters you typed are displayed. In the example below, only surnames starting with "A" are displayed. The red navigation arrows allow you to move to the previous or next entry.
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Figure 14: Smart search finds names starting with "A"
1.6 XE "States"EP(1001E) States Tutorial

The States section [image: image30.png]& swes




 is where you choose the countries in which you require patent protection. You may also select participating extension states.

28 Click the States section, and then select the Designation option and click Open.

The Designation of states window opens.


29 For our example select the option for all states, and then click OK.
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Figure 15: EP(1001E) Designation of states
1.7 XE "Priority"EP(1001E) Priority Tutorial

The Priority section [image: image32.png]& Fiow




 is where you claim national, regional or international priority.

30 Click the Priority section, and then click Open.
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31 Select the Regional option.

32 In the Regional office drop-down list [image: image34.png]


, select European Patent Office.

33 Type a sample filing date, one that is within the last year.

The application should be filed within 1 year of the claimed priority date.

The system will reformat the date to show the name of the month.

34 Type an application number, for example type 3001223.1, and then click OK. 
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Figure 16: Priority, sample data
1.8 XE "Biological material"

XE "Receipts"EP(1001E) Biological Material Tutorial

The Biological Material section [image: image36.png]8 st




 is where you input details concerning any biological material filed and name the depositary institution

35 Click the Biological Material section, and then click Open.
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36 For our example type ABC123 as the identification reference.

37 For the depositary institution, select National Collection of Type Cultures, and then click OK.
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Figure 17: Biological material, Depositary institution, sample data
Note Once you specify the Depositary institution, a new item, Receipt(s) of Biological Material, appears in the Contents section. We will attach the receipt in the next section.

1.9 XE "Abstracts"

XE "Claims for invention"

XE "Contents"

XE "Description of invention"

XE "Documents"

XE "Drawings"

XE "Previewing"

XE "Receipts"

XE "Technical documents"EP(1001E) Contents Tutorial

The Contents section [image: image39.png]? conents




 is where you attach the mandatory documents to support the patent application. The traffic light is red until the mandatory documents are attached. As a minimum you must attach the description, the claims and the number of claims before you can submit your application. You may submit other documentation at a later time. 

The Contents section of EP(1001E) has three tabs:

· Forms
Forms attached automatically.

· Technical Documents
Technical documents supplied with the application.

· Other Documents
Additional information attached to the EP(1001E) form.

For this example, we will specify separate files for the description and the claims. 

1.9.1 Description

38 In the Technical Documents tab, click Description, and then click Open.
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The Documents window opens.

39 In the list on the left select Description if it is not already selected.

40 Click the Browse button to go to your sample description PDF file.

[image: image41.png]Desciption

- Electaric Fil

,:

[ Stalus
Not atached

Cancel





Figure 18: EP(1001E) Attaching description

41 Select your sample description PDF file and click Open.

The description document must have already been prepared in Portable Document Format.

42 At the warning prompt click OK to save a copy of the description as DESC.PDF.


Note This is a copy only. The original file will remain unchanged.

1.9.2 Claims

43 With the Documents window still open, select Claims.

44 Enter 5 in the Number of claims box.

45 Click the Browse button to go to your sample claims PDF file.
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Figure 19: EP(1001E) Attaching claims
46 Select your sample claims PDF file and click Open.

The claims document must have already been prepared in Portable Document Format.

47 At the warning prompt, click OK to save a copy of the claims as CLMS.PDF.

1.9.3 Drawings

48 With the Documents window still open, select Drawings.

49 Enter 1 in the Number of figures box.

50 Click the Browse button and attach your sample drawing PDF file.

51 At the warning prompt, click OK to save a copy of the drawing as DRAW.PDF.
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Figure 20: Attaching drawings
1.9.4 Previewing the document

Before you close this window you may wish to have a look at your application form and the attached documents. 

52 Still in the Documents window select a document type and click the Preview button to see how the printed version will look. 
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The PDF Viewer opens. In our example you should be able to see the request itself, the description, the claims and the drawing. 

53 When you are ready, click the Cancel button to close the PDF Viewer.
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Your sample Contents should look similar to this:
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Figure 21: EP(1001E) Contents, sample data
54 Click the Validation button.
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Figure 22: Validation button
55 Note that the abstract is required but may be provided subsequent to filing.
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Figure 23: Contents, Validation messages
56 Attach your abstract pdf file.

57 Type 1 in the Figure to be published with abstract box.
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Figure 24: EP(1001E) Attaching abstract
We will also attach the Receipt of deposit that we indicated for the Depositary Institution in the Biological material section.

1.9.5 Attaching other documents

58 In the Contents section, click the Other Documents tab.

The Receipt(s) of deposit (Biological material) is listed for the NCTC. This is the National Collection of Type Cultures that we specified in the Biological material section.

59 With the Receipt item selected, click Open.
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You can also double-click an item to open it.
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Figure 25: Attaching receipt of deposit (Biological material)
60 Select your sample receipt PDF file and click Open.

The receipt document must have already been prepared in Portable Document Format.

61 At the warning prompt, click OK to save a copy of the receipt as BIOM-1.PDF.

1.9.6 Checking the status of documents

In the Contents section you can check the name of the attached document and its status.

62 Double click any document listed on a tab in the Contents section.

The Documents window opens.

63 Click an item in the document list on the left.
The name of the attached Electronic File is displayed.
The status is displayed.

In the example below the Description item is selected. The status is Attached as “desc.pdf”.
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Figure 26: Status of attached document, sample data
1.9.7 XE "Previewing"Previewing documents

64 In the Contents section, click Open.
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65 Click an item in the list of documents on the left.

66 Click the Preview button to display the documents in PDF format.
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Figure 27: Previewing documents
1.10 XE "Payment"EP(1001E) Payment Tutorial

The Payment section [image: image55.png]S Pomen




 is where you specify payment type details.

67 Click the Payment section and then open the Mode of payment list to see what options are available.

68 Select the first option, Automatic Debit Order.

The currency is Euro.

69 The deposit number starts with 28. Type 123456 to complete the number.

70 For the account holder type ABC Attorneys.
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Figure 28: EP(1001E) Payment, sample data
1.11 XE "Fees"EP(1001E) Fees Tutorial

The Fees section [image: image57.png]


 is where you indicate which fee schedule you intend to use.

71 Click the Fees section, and then click the tabs to see the options.

72 In the drop-down list Fee schedule for EUR valid as of: select the date offered.

73 Select the options to indicate which fees are to be paid. For the purposes of this tutorial, check that 001 Filing fee, 002 Search fee and 015 Claims fee are selected.
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Figure 29: EP(1001E) Fees, sample data
1.12 XE "Annotate"

XE "Notes"

XE "Validation"EP(1001E) Annotate Tutorial

The Annotate section [image: image59.png]B e




 is where you add comments to the application. A note (for EPO) is a comment intended for those receiving the application, as part of the data submitted. A note (internal) is for internal use only.

74 Click the Annotate section, select note (internal) from the drop-down list.

75 Click Add.
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Figure 30: EP(1001E) Adding a note

The Note (internal) window opens.

76 Type your name in the Author box.

77 For the subject type An internal note.

78 In the box type This note will not be sent to the EPO and then click OK.
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Figure 31: Note (internal), sample data
The Annotate section contains the validation log with all the validation messages for all the sections.

79 In the Annotate section double-click Validation log.
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Figure 32: Opening the validation log
The Validation log window opens.

80 Scroll through the messages and then click OK.
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Figure 33: Viewing validation log
1.13 Filing the completed form

You have now:

· completed the form details 

· attached the required documents. 

The final steps are to preview, sign and send the form.

1.13.1 XE "Previewing"Previewing the application

81 Select File, Preview from the form menu.

The application displays in PDF format, with the information completed so far.

Note You can also click the Preview button to see the application page.
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Figure 34: Previewing the application, sample data
1.13.2 XE "Alphabetical signatures"

XE "Digital signatures"

XE "Facsimile signatures"

XE "Ready to sign folder"

XE "Signing applications"

XE "Smart cards"Signing the form

You have completed the request form. The next step is to sign it. There are three kinds of signature that can be applied:

· Alphabetical

· Facsimile

· Digital

For the purposes of our tutorial, we will add an alphabetical signature. An alphabetical signature is simply typed in. For more information see Types of signature (p 125).

82 In the completed form click the Sign button. 
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Figure 35: Signing the application, sample data
The Submission Preparation Progress window opens. 

83 Click Continue.
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Figure 36: Submission Preparation Progress, Continue, sample data
The system checks that all the mandatory information is included. The Submission Preparation Progress window expands.

When the system finishes its checks, the Continue button appears.

84 Click Continue.
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Figure 37: Submission Preparation Progress, Continue, sample data
The PDF Viewer window opens. 

85 Click Sign Now.
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Figure 38: PDF Viewer, Sign Now, EP(1001E) sample data
The List of Signatories window opens.

The Applicant you added earlier — Mr Peter Jones — is displayed.

86 Click Add Signatory.
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Figure 39: Adding a signatory, sample data
The Signature window opens.

For our tutorial, we will apply an alphabetical signature. 

87 Type /Peter Jones/ in the Alphabetical signature box and then click Apply Signature.
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Figure 40: Applying signature, sample data
The List of Signatories window is redisplayed. 

The applicant’s name now appears in the lower half of the screen in the List of Signatories section and includes information on the kind of signature used.
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Figure 41: List of signatories, sample data
88 Click OK to close the window and return to File Manager.

You will see a message that signing is in progress. Once the system has finished this process, the File Manager window will open.

When an alphabetical signature is applied, File Manager leaves the application in the Ready to sign folder. 

89 In File Manager right-click the application.

90 Select Move to Ready to Send from the shortcut menu.
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Figure 42: Move to Ready to Send, sample data
1.13.3 Viewing by document

In File Manager you can view your application in different ways. For our tutorial we will view by document.

91 In File Manager select By Document in the View list.
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Figure 43: EP(1001E) Viewing by document
92 Double-click the + symbol.
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Figure 44: Displaying the list of documents
The list is displayed, with the documents we have attached: ABST.PDF, BIOM-1.PDF, CLMS.PDF, DRAW.PDF and DESC.PDF. The system documents necessary to identify and transmit the application are also displayed.
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Figure 45: List of application documents
93 Double-click a document, for example EPF1001.PDF, to open it in the PDF Viewer. 

94 Click Cancel to close the PDF Viewer.
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Figure 46: Viewing request from the PDF Viewer
1.13.4 XE "PINs"

XE "Ready to send folder"

XE "Sending applications"Sending the form

The application is completed and signed. The only thing left to do is to send it to the European Patent Office.

95 In the Ready to send folder right-click the application.

96 Select Send from the shortcut menu.
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Figure 47: Sending application, sample data
97 When prompted click Continue Sending.
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Figure 48: Warning, Continue sending
The Please enter PIN window opens.

98 Enter your PIN, and then click OK.
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Figure 49: Please enter PIN
The system will inform you of its progress as it transmits the application to the demo server. 
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Figure 50: PCT-RO-101 Progress indicator
Once the transmission is complete, the application is moved automatically to the Sent folder. 

99 When prompted, click Yes to view the receipt.
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Figure 51: Prompt to view receipt
The receipt is displayed in the PDF Viewer.

100 In the PDF Viewer, click Print for a paper copy if you wish.

Or you could save it [image: image82.png]


 in a folder on your PC.
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Figure 52: Printing receipt from PDF Viewer
Note If you wish to view the receipt in future, it is listed in both XML and PDF format in the Sent folder. 
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Figure 53: Receipt listed in Sent folder
1.14 Tutorial summary

This tutorial presented a simplified step-by-step introduction to Online Filing procedure EP(1001E). You completed a European patent application and signed it with an alphabetical signature. You then supplied a PIN and sent the application electronically to a demo server at the European Patent Office. 
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2 Euro-PCT(1200E) Entry into the European phase

2.1 Euro-PCT(1200E) Preparation for the tutorial

For this tutorial we will say that the description, claims, drawings and abstract have been submitted previously. However, we have decided to make fewer claims, so we will use the form to submit the amended claims document. We also wish to submit a translation of the claims document and a translation of priority documents.

For our purposes, these documents do not need to have any information in them. Make sure the document names do not contain any spaces. 

You will need to create several documents to practice with. Call one amendedclaims.pdf and convert it to Portable Document Format (PDF). The Amyuni® PDF Writer is installed automatically when you install the Online Filing software, and the Adobe® Acrobat 4 Reader is available on the installation CD. Create a PDF document, and call it claimstranslation.pdf.

As practice for the Biological Material section, we will add a deposit of biological material. We will also submit sequence listing documents in text and PDF format. Create the relevant documents, call them depositreceipt.pdf,  sequencelisting.txt and sequencelisting.pdf. 

Create a PDF document and call it prioritytranslation.pdf.

2.2 Creating new Euro-PCT(1200E) forms

101 In File Manager select New Form, Euro‑PCT(1200E) from the File menu.
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You can also create a new form in File Manager by double-clicking the template named Euro‑PCT(1200E). 

The New application window opens.

102 Leave the Language of the proceedings set to English.

103 Type a user reference, for example type Sample 1.

This reference must be unique. It is the name of this Euro-PCT(1200) form.

104 Select the option to use File Manager categories.

105 In the Create new category box, type Amended, and then click Add.

Categories allow you to group forms in a way that is meaningful to your organisation, for example, by type of content or department. Forms can then be sorted and displayed by category.

Your sample data should look similar to this:
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Figure 54: Euro-PCT(1200E) New application
2.3 Overview of Euro-PCT(1200E)

Euro-PCT(1200E) is the electronic equivalent of Form 1200. Euro-PCT(1200E) allows you to submit Patent Cooperation Treaty (PCT) applications electronically. It is used for requesting the entry into the regional phase before the EPO as designated or elected office.

Euro-PCT(1200E) is organised into several parts to help you process your form: menu, toolbar and sections. When you click a section to select it, the options for that section are displayed. These represent the types of information you need to complete for the Euro-PCT(1200) form. 
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Figure 55: Euro-PCT(1200E) Opening window, sample data
2.3.1 Euro-PCT(1200E) Key procedures

The key elements of the procedure for subsequently filed documents are these:

	Procedure
	Comment

	New form
	Select Euro-PCT(1200E) template and create new form.

	EP Phase
	Enter the past record PCT application number.

	Names
	Enter any applicant or representative details required.

	States
	Select designated states.

	Biological material
	Input details of biological material filed if relevant. Name depositary institution.

	Documents
	Indicate documents intended for proceedings before the EPO. Indicate whether any amended documents are attached.

	Translations
	Indicate attached translations.

	Contents
	Attach amended description, claims and other documents in PDF format.

	Payment
	Set payment choices.

	Fees
	Set fee choices.

	Annotate
	Add notes to the form.

	Sign
	Add signature(s).

	Send
	Enter smart card PIN and transmit electronically.


For the purposes of the tutorial, the sections are presented in the order they appear on the form. Normally they can be completed in the order that suits your organisation. 

2.4 XE "EP-Phase"Euro-PCT(1200E) EP-Phase

The Euro-PCT(1200E) form opens with the EP-Phase section [image: image88.png]Q@ erpne




 selected. It is where you officially request examination of the application under Article 94 EPC, enter the applicant or representative reference and note previous application or publication numbers. Note that the traffic light is red, indicating that this section contains mandatory information.

EP-Phase contains two sections for entering data:

· Entry into the European phase (EPO as designated or elected Office)

· Past Record

For our tutorial we will make a request for examination in an admissible non-EPO language. We will also enter the PCT number.

2.4.1 Entry into the European phase

106 In the Euro-PCT(1200E) EP-Phase section, note that the Applicant's reference is already completed. This is the identifier we typed when creating the new form.

107 Select the check box Request examination in an admissible non-EPO language.

When this option is selected, the list of languages on the right becomes available.

108 For our tutorial, select Spanish from the drop-down list. 

Note the explanatory sentence that appears in Spanish.
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Figure 56: Euro-PCT(1200E) Selecting Spanish

2.4.2 Past Record

109 Select the check box PCT application number 

110 Enter the number from the previous application. For our tutorial enter EP1234567.

This information is mandatory. 

111 Click away from the box and note that the traffic light changes to green.

Your sample data should look similar to this:
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Figure 57: Euro-PCT(1200E) Entering PCT number
2.5 XE "Names"Euro-PCT(1200E) Names

The Names section [image: image91.png]


 of Euro-PCT(1200E) is where you note any changes to applicant details. You can also add an address for correspondence or a new representative. Note that the traffic light is amber, indicating that new information can be supplied but is not mandatory.

For our tutorial we will change the applicant's name and add a representative.

2.5.1 Applicants

112 Click the Names section. 

113 In the Euro-PCT(1200E) Names section, double-click the Applicant function to open the corresponding details window.
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Figure 58: Euro-PCT(1200E) Names, Applicant
The Applicant window opens.

114 Select the check box, Changes which have not yet been recorded by the International Bureau.

115 For our tutorial type Jones, Mr. David.
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Figure 59: Euro-PT(1200E) Change of applicant name
2.5.2 Representative

116 Click Representative on the left.

117 In the Representative window select the option Authorised representative.

118 Complete the details, for example:

For Name enter Smith.

For First name enter Peter.

For Title select Mr from the list.

For Registration enter 1.8. This is a sample number only. For a real registration number contact EPO Customer Services.

For Company enter ABC Attorneys.

For Department enter Patents and Trademarks.

For Address enter 123 City Street.

For City enter London.

For Postal code enter W1A 2BC.

For Country enter GB or select United Kingdom from the list.

For GB County select Greater London from the list.

For Telephone enter 020 123 4567 and for Fax enter 020 123 4568.

You sample data should look similar to this:
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Figure 60: Euro-PCT(1200E) Representative details
119 In the Names section note that the names are now displayed, and the traffic light is green.

2.5.3 Saving names to the Address Book

For our tutorial we will add this Representative name to the Address Book. The Address Book allows you to store name and address details so they can be reused in future.

120 In the Names section, click Address Book.
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Figure 61: Euro-PCT(1200E) Opening Address Book
The Address Book Exchange window opens.

121 With the Representative name selected, click Copy to Address Book. 
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Figure 62: Euro-PCT(1200E) Copy to Address Book
2.6 XE "States"Euro-PCT(1200E) States

The States section [image: image97.png]& sues




 of Euro-PCT(1200E) is where you designate the countries in which you require patent protection. You may also select extension states. Note that the traffic light is green, indicating that this section is ready for filing. 

The Designation states are already selected. For our tutorial we will add all the Extension states.

122 Click the States section.

123 Double-click Extension.
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Figure 63: Euro-PCT(1200E) Opening Extension states
124 In the Extension Fees window select the option all states with extension agreements.
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Figure 64: Euro-PCT(1200E) Extension fees
2.7 XE "Biological material"

XE "Documents"Euro-PCT(1200E) Biological Material

The Biological Material section [image: image100.png]) e




 of Euro-PCT(1200E) is where you input details of biological material filed if relevant and name the depositary institution.

Biological material contains two sections for entering data:

· Deposit of Biological Material.

· Nucleotide and amino acid sequences.

For our tutorial we will add a deposit of biological material. We will also indicate that we are attaching the sequence listings. 

Before we start, click the Contents section, then click the Technical Documents tab. Note that no document types are displayed in the checklist. Still in the Content section, click the Other Documents tab. Again, there are no items displayed.

2.7.1 Deposits of biological material

125 Click the Biological material section.

126 Double-click Open to add new item.
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Figure 65: Euro-PCT(1200E) Adding deposit
The Biological Material window opens.

127 Select the first checkbox, The invention relates to and/or uses biological material deposited under Rule 28 EPC.

The options in the lower part of the form become available.

128 Select the option is attached.
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Figure 66: Euro-PCT(1200E) Biological material options
2.7.2 Nucleotide and amino acid sequences

129 Select the check box, The sequence listing as part of the description is attached in PDF format.
130 Also select the other options under this heading.

Note that the traffic light for the Contents section turns to red.

This is a reminder that the sequence listing must be attached. 
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Figure 67: Euro-PCT(1200E) Sequence listing options
131 Click the Contents section again, Technical Documents tab and then Other Documents tab.

Note the new items that have been added to the checklist of documents.

We will add the required documents when we reach the Contents section.

2.8 Euro-PCT(1200E) Documents

The Documents section [image: image104.png]


 of Euro-PCT(1200E) is where you confirm that the documents submitted to the International Bureau are the same ones being submitted here. If there is any change, select the appropriate options on the form.

For our tutorial, we will attach an amended Claims document.

132 Click the Documents section.

Select the check box, unless replaced by the amendments attached.
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Figure 68: Euro-PCT(1200E) Amended documents option
133 Click the Contents section, Technical Documents tab. 

Note the new items that have been added to the checklist of documents.

2.9 XE "Translations"Euro-PCT(1200E) Translations

The Translations section [image: image106.png]


 of Euro-PCT(1200E) is where you list the translations supplied in one of the official languages of the European Patent Office:

· English

· French

· German

Translations has one section for entering data:

· Translations
For our tutorial we will add French and German translations of the amended Claims document.

134 Click the Translations section.

135 Select the check box, Translation of amended claims and any statement under Art. 19 PCT, if the claims as amended are to form the basis for the proceedings before the EPO.
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Figure 69: Euro-PCT(1200E) Translations
136 Click the Contents section, Technical Documents tab.

Note the new item that has been added to the checklist of documents.

2.10 XE "Contents"Euro-PCT(1200E) Contents

The Contents section [image: image108.png]& conents




 of Euro-PCT(1200E) is where you attach documents to accompany the submission. Attached documents are copies of the original. If the original changes and you wish to include the changes in the Euro-PCT(1200) form, you will need to reattach it.

The Contents section of Euro-PCT(1200E) has three tabs:

· Forms
Forms attached automatically.

· Technical Documents
Technical documents supplied with the previous application, or amended documents.

· Other Documents
Additional information attached to the Euro-PCT(1200) form.

2.10.1 XE "Contents"Euro-PCT(1200E) Contents, Forms tab

137 In the Euro-PCT(1200E) Contents section, Forms tab, double-click any document listed to display the complete list of attached items.
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Figure 70: Euro-PCT(1200E) Contents, Forms tab
The Documents window opens.

138 Double-click a document on the left to display its Status.
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Figure 71: Euro-PCT(1200E) Contents, Document status

The checklist of attached forms includes:

	Form

	Description

	Request
	The current request for entry into the regional phase Euro-PCT(1200E).
The system prepares this in Portable Document Format and names it EPF1200.PDF. 

	Fee settlement
	Reserved for future development.

	Validation log
	A summary of validation remarks and messages.


2.10.2 XE "Contents"Euro-PCT(1200E) Contents, Technical Documents tab

The technical documents, for example the Description, Claims and Abstract, are as supplied with the previous application. You cannot add new technical documents here. Amendments and translations can be added here only if the appropriate selections are made in the Documents and Translations sections.

When we first looked at the Contents section, the Technical Documents checklist was empty. The list now reflects the options we selected in Documents, Biological material and Translations. 

[image: image111.png]Checklist of submitted documents and files
@ PatxiL sttachmerts @ POF sttachmerts

T Combined file for abstract, claims, deseription

Document Details Electronic Fe B

Seauence Listings, FOF.
Seauence Listings, ASCI

Transiaion of amended claims

@

8

[ 8
?

@

2

¥
Open

Techrical Documents Gther Documens

Foms

Intotal [0 documents T ties





Figure 72: Euro-PCT(1200E) Contents checklist

For our example, only the claims have been amended. 

139 In the Contents section, Technical Documents tab, double-click the Claims item.
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Figure 73: Euro-PCT(1200E) Adding the amended claims document
The Documents window opens.

140 Type 10 in the Number of claims box.

141 Click the Browse button and attach your amendedclaims.pdf document.

Note that the document is renamed to CLMS.PDF.
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Figure 74: Euro-PCT(1200E) Documents, attaching claims
142 Still in the Documents window, select Translation of amended claims and any statement under Art.19 PCT.

143 Attach the document you prepared earlier.

Note that the document is attached as AMCLMSTRAN.PDF.

[image: image114.png]Fequest

Fee seltement
[Validation og

Desciption [lamstinsation pel

-Electioric File——————————————————

Claims
Dravings Attached As "AMCLMSTRAN.PDF"

A —

Resel

Secuence Listings, POF.
Seauence Listings, ASCIl

amendied claims and an.

Pre-conversion archive

v

Translation of amended clims and any statement under At 19 PCT

oK Cancel





Figure 75: Euro-PCT(1200E) Attaching translation of claims
144 Repeat this process to attach Sequence Listings, PDF and Sequence Listings, ASCII.

In the Contents section note that the electronic file names displayed and that the relevant traffic light colours have changed.

The traffic lights offer one way to check whether the form is ready for filing. The validation messages offer additional specific information.

145 Click the Validation button.
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Figure 76: Validation button
146 Read the messages for the Contents section.
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Figure 77: Euro-PCT(1200E) Validation messages for Contents section
Extra practice
The number of claims affects the cost. A fee factor is applied to claims in excess of 10. 

147 If you wish, click the Fees section and note that the fee factor with 10 claims is 0.
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Figure 78: Euro-PCT(1200E) Fee factor with 10 claims
148 Then in the Contents section, change the number of claims to a number greater than 10, say 15. Note the difference in the fee factor and amount.
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Figure 79: Euro-PCT(1200E) Fee factor with 15 claims
2.10.3 XE "Contents"Euro-PCT(1200E) Contents, Other Documents tab

Documents can be attached to the Euro-PCT(1200E) form by selecting from the menu in the Other Documents tab. For our tutorial we will attach the receipt of deposit that we indicated in the Biological Material section. We will also attach a translation of priority documents.

149 In the Euro-PCT(1200E) Contents section, Other Documents tab, double-click Receipt(s) of deposit (Biological Material).

This item appeared once we entered the details in the Biological Material section.
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Figure 80: Euro-PCT(1200E) Receipt of deposit (biological material)
150 In the Documents window, click the Browse button and attach the document.
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Figure 81: Euro-PCT(1200E) Attaching receipt
2.10.4 Adding the translation of priority documents

151 In the Euro-PCT(1200E) Contents section, Other Documents tab, select the document type Translation of priority documents and click Add.
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Figure 82: Euro-PCT(1200E) Adding translation of priority documents
152 Double-click the new item.
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Figure 83: Euro-PCT(1200E) Translation of priority documents
153 In the Details box, type a sample comment eg Contains country, date and serial number.

154 In the Documents window, click the Browse button and attach the document.
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Figure 84: Euro-PCT(1200E) Attaching translation of priority documents
In the Contents section, Other Documents tab note that the electronic file names are displayed.
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Figure 85: Euro-PCT(1200E) Other Documents, electronic file names
2.11 XE "Payment"Euro-PCT(1200E) Payment

The Payment section [image: image125.png]S Pomen




 of Euro-PCT(1200E) is where you specify the mode of payment and give details of account number and account name. 

Payment contains two sections for entering data:

· Payment

· Information needed for calculation of fees

2.11.1 Payment

155 In the Euro-PCT(1200E) Payment section, select Automatic debit order from the Mode of payment list.

156 For our tutorial type 123456 after the 28 in the Deposit account number box.

157 For the Account holder type ABC Attorneys.

Your screen should look similar to this:
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Figure 86: Euro-PCT(1200E) Payment
2.11.2 Information needed for calculation of fees

We entered the number of claims as 10. The number of claims only needs to be indicated from 11 onward. The number in excess of 10 is carried forward to the Fees section.
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Figure 87: Euro-PCT(1200E) Payment information
2.12 XE "Fees"Euro-PCT(1200E) Fees

The Fees section [image: image128.png]


 of Euro-PCT(1200E) is where fees associated with the submission are calculated.

The Fees section has three tabs:

· Standard Fees
Fees normally associated with a Euro-PCT(1200E) form, for example, Search, Claims and Renewal fee for the 3rd year.

· Other Fees
Priority document and subsequent renewal fees.

· Additional Fees
Fees applying to a variety of circumstances (targeted for future development)

The fees displayed depend on the option you chose in the Payment section. 

2.12.1 XE "Fees"Euro-PCT(1200E) Fees, Standard fees tab

158 In the Euro-PCT(1200E) Fees section, click the Standard Fees tab.

159 Select the date from the Fee schedule for EUR valid as of: list.

The standard fees and their descriptions are listed, with the relevant options selected. 

Note the total amount due is displayed in the lower part of the form.
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Figure 88: Euro-PCT(1200E) Fees, selecting date
2.13 XE "Annotate"Euro-PCT(1200E) Annotate

The Annotate section [image: image130.png]B e




 of Euro-PCT(1200E) is where you can see all the notes that have been made for this request. You can also add notes here. A note (for EPO) is a comment intended for those receiving the application as part of the data submitted. A note (internal) is for internal use only and is not transmitted to the EPO.

2.13.1 Adding notes

160 In the Euro-PCT(1200E) Annotate section, select note (internal) and click Add.
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Figure 89: Euro-PCT(1200E) Annotate, selecting type of note
The Note window opens.

161 In the Author box type your name.

162 In the Subject box type Sample note.

163 In the Note (internal) box type This note will not be sent to the EPO.

Your sample data should look similar to this:
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Figure 90: Sample note
You can also add notes from the shortcut menus of other sections.

2.13.2 Validation log

The Annotate section contains the Validation log of all the validation messages for this request. 

164 In the Euro-PCT(1200E) Annotate section, double click Validation log to see the entire list.
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Figure 91: Euro-PCT(1200E) Opening validation log
The Validation log opens.

165 Scroll through the list to see all the messages.
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Figure 92: Euro-PCT(1200E) Validation log, sample data
2.14 Filing the completed form

You have now:

· completed the form details 

· attached the required documents. 

The final steps are to preview, sign and send the form.

2.14.1 Previewing the form

166 Select File, Preview from the form menu.

The application displays in PDF format, with the information completed so far.

Note You can also click the Preview button to see the form page.
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Figure 93: Previewing the form, sample data
2.14.2 Signing the form

You have completed the request form. The next step is to sign it. There are three kinds of signature that can be applied:

· Alphabetical

· Facsimile

· Digital

For the purposes of our tutorial, we will add an alphabetical signature. An alphabetical signature is simply typed in. For more information see Types of signature (p 125).

167 In the completed form click the Sign button. 
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Figure 94: Signing the form, sample data
The Submission Preparation Progress window opens. 

168 Click Continue.
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Figure 95: Submission Preparation Progress, Continue, sample data
The system checks that all the mandatory information is included. The Submission Preparation Progress window expands.

When the system finishes its checks, the Continue button appears.

169 Click Continue.
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Figure 96: Submission Preparation Progress, Continue, sample data
The PDF Viewer window opens. 

170 Click Sign Now.
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Figure 97: PDF Viewer, Sign Now, Euro-PCT(1200E) sample data
The List of Signatories window opens.

171 Click Add Signatory.
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Figure 98: Adding a signatory, sample data
The Signature window opens.

For our tutorial, we will apply an alphabetical signature. 

172 Type /David Jones/ in the Alphabetical signature box and then click Apply Signature.
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Figure 99: Applying signature, sample data
The List of Signatories window is redisplayed. 

The applicant’s name now appears in the lower half of the screen in the List of Signatories section and includes information on the kind of signature used.
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Figure 100: List of signatories, sample data
173 Click OK to close the window and return to File Manager.

You will see a message that signing is in progress. Once the system has finished this process, the File Manager window will open.

When an alphabetical signature is applied, File Manager leaves the application in the Ready to sign folder. 

174 In File Manager right-click the application.

175 Select Move to Ready to Send from the shortcut menu.
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Figure 101: Move to Ready to Send, sample data
2.14.3 Viewing by document

In File Manager you can view your application in different ways. For our tutorial we will view by document.

176 In File Manager select By Document in the View list.
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Figure 102: Viewing by document
177 Double-click the + symbol.
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Figure 103: Displaying the list of documents
The list is displayed, with the documents we have attached: AMCLMSTRAN.PDF, BIOM-0.PDF, CLMS.PDF, PRIOTRAN-0.PDF,  SEQLPDF.PDF and SEQLTXT.TXT. The system documents necessary to identify and transmit the application are also displayed.
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Figure 104: Euro-PCT(1200E) Viewing list of documents
178 Double-click a document, for example EPF1200.PDF, to open it in the PDF Viewer. 

179 Click Cancel to close the PDF Viewer.
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Figure 105: Viewing form from the PDF Viewer
2.14.4 Sending the form

The application is completed and signed. The only thing left to do is to send it to the European Patent Office.

180 In the Ready to send folder right-click the application.

181 Select Send from the shortcut menu.
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Figure 106: Sending form, sample data
182 When prompted click Continue Sending.
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Figure 107: Warning, Continue sending
The Please enter PIN window opens.


183 Enter your PIN, and then click OK.

[image: image150.png]Please enter PIN

Ready o sign data sing your PIN code (subject: NL, European
Patent Office, Test User 19; issuer. DE, D-Trust GmbH, D-Trust
forEPO 2.0)

Flease enteryour PIN code to continue:

oK cancel





Figure 108: Please enter PIN
The system will inform you of its progress as it transmits the application to the demo server. 
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Figure 109: PCT-RO-101 Progress indicator
Once the transmission is complete, the application is moved automatically to the Sent folder. 

184 When prompted, click Yes to view the receipt.
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Figure 110: Prompt to view receipt
The receipt is displayed in the PDF Viewer.

185 In the PDF Viewer, click Print [image: image153.png]


 for a paper copy if you wish.

Or you could save it [image: image154.png]


 in a folder on your PC.
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Figure 111: Euro-PCT(1200E) Viewing receipt in PDF Viewer
Note If you wish to view the receipt in future, it is listed in both XML and PDF format in the Sent folder. 
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Figure 112: Euro-PCT(1200E) Receipt listed in Sent folder
2.15 Euro-PCT(1200E) Tutorial summary

This tutorial presented a simplified step-by-step introduction to Online Filing procedure Euro-PCT(1200E). You completed a request for entry into the European phase and signed it with an alphabetical signature. You then supplied a PIN and sent the application electronically to a demo server at the European Patent Office. 
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3 EP(1038E) Subsequently filed documents

3.1 EP(1038E) Preparation for the tutorial

For this tutorial, we will designate an inventor and attach documents concerning inventorship. You will need to create two documents to practice with. Call one designation.pdf and convert it to Portable Document Format (PDF). The Amyuni® PDF Writer is installed automatically when you install the Online Filing software, and the Adobe® Acrobat 4 Reader is available on the installation CD. Call the other inventorship.pdf.

For our purposes, these documents do not need to have any information in them. Make sure the document names do not contain any spaces. 

3.2 Creating new EP(1038E) forms

186 In File Manager select New Form, EP(1038E) from the File menu.
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Figure 113 Creating a new EP(1038E) form
You can also create a new form in File Manager by double-clicking the template named EP(1038E). 

The Subsequently Filed Documents - EP1038E window opens.

187 For our tutorial select English from the Language of the proceedings list.

188 Type a user reference, for example Sample 1.

This reference must be unique. It is the name of this form.

189 Select the option to use File Manager categories. 

Categories allow you to group forms in a way that is meaningful to your organisation, for example, by type of content or department. Forms can then be sorted and displayed by category.

190 In the Create new category box, type inventorship, and then click Add.

Your sample data should look similar to this:
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Figure 114: EP(1038E) Adding a category
3.3 Overview of EP(1038E)

EP(1038E) is a European Patent procedure for documents filed subsequently to an application. It is designed to allow you to:

· Add applicant and representative information.

· Submit additional documents after the patent application has been sent.

EP(1038E) is organised into four sections to help you process your form.

	Section
	Comments

	Request
	Enter the application number.

	Names
	Add applicant and representative details.

	Contents
	Attach documents subsequent to filing.

	Annotate
	Add notes and check the validation log.


When you click a section to select it, the options for that section are displayed. These represent the types of information you need to complete for the subsequently filed documents. 
The EP(1038E) form also contains a menu and a toolbar.

3.3.1 EP(1038E) Key procedures

The key elements of the procedure for subsequently filed documents are these:

	Procedure
	Comment

	New Form
	Select appropriate template and create new form.

	Request
	Enter the application number.

	Names
	Enter applicant or representative details.

	Contents
	Attach documents in PDF format.

	Annotate
	Add notes to the form.

	Sign
	Add signature(s).

	Send
	Enter smart card PIN and transmit electronically.


For the purposes of the tutorial, the sections are presented in the order they appear on the form. Normally they can be completed in the order that suits your organisation. 

We will add a representative name and an amended abstract.

3.4 XE "Request"EP(1038E) Request

The Request section [image: image159.png]® heauest




 of EP(1038E) is the first one selected when the form opens. There is one part to the Request section of the form: 

· Application number

The traffic light is red, indicating mandatory information. You must enter the application number. 

191 For our example enter 123 in the Application number box. 

Please note that this is a sample number only. 

The Applicant's or representative's reference is the reference entered when this form was created.

Your sample data should look similar to this:
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Figure 115: EP(1038E) Request, sample application number
192 Click away from the title box and note that the amber traffic light changes to green. 
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3.5 XE "Names"EP(1038E) Names

Use the Names section [image: image162.png]


 of EP(1038E) to add applicant or representative information, or to specify the address for correspondence. To save retyping you can add names from the Address Book or you can save the new details to the Address Book for future use. Note that the traffic light is amber, indicating that information may be added but is not mandatory.

For our example, we will add an applicant.

3.5.1 Adding applicants

193 In the Names section double-click +Applicant.

You can also select +Applicant and click Open.
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Figure 116: EP(1038E) Names
194 The Applicant window opens, with Legal person already selected.

Mandatory information is displayed in bold.

195 Enter 1.8 as the Registration number.

196 In the Name box type ABC Attorneys.

197 In the Address box type 123 City Street.

198 In the City box type London.

199 In the Postal code box type W1A 2BC.

200 In the Country box type GB.

Or select United Kingdom from the list.

Note that the Residence box is automatically completed to match.

201 In the GB County type g to jump to that part of the list.

Then select Greater London from the drop-down list.

202 Type 123 for the telephone number and 456 for the telefax number.

203 Select the check box Address for correspondence.

Your sample data should look similar to this:
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Figure 117: EP(1038E) Applicant details
3.6 XE "Contents"EP(1038E) Contents

The Contents section [image: image165.png]? conents




 in EP(1038E) is used to attach documents. Note the red traffic light, indicating mandatory information. 

The Contents section has two tabs:

· Forms
The electronic file name for the Request is displayed (EPF1038E.PDF).

· Other Documents
Two lists are provided, the first to select the main category and the second to select a related sub-group of documents.

204 Click the Validation button for the Contents section.
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Figure 118: Validation button
205 Read the messages for the Contents section. 

Note that at least one document must be attached.
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Figure 119: EP(1038E) Contents, validation message

For our tutorial we will attach the form to designate an inventor and also attach documents concerning the inventorship.

3.6.1 Designating an inventor

206 In the Other Documents tab, Checklist of submitted documents and files click the first drop-down arrow to see the list of categories.

207 Select Forms from the list.

This specifies the main group. 
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Figure 120: EP(1038E) Contents, selecting Forms category
208 Click the next drop-down arrow to display the document sub-group related to Forms.

209 Select Designation of inventor, and then click Add.
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Figure 121: EP(1038E) Contents, adding Designation of inventor
The item name is added to the checklist.

210 Double-click Designation of inventor.
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Figure 122: EP(1038E) Contents, opening Designation of inventor
The Document details window opens.

211 Click the Browse button, navigate to the file location and attach the document you prepared earlier.

[image: image171.png]Details concerning Document

B2 580

a

Frequest

v

1. Designation o invertor

-Electioric File——————————————————

e —

I~ Status
Nat atached

Resel





Figure 123: EP(1038E) Attaching designation of inventor
The file is renamed to 1002-1.PDF. This name is for internal processing only, and the original file is not modified at all.
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Figure 124: EP(1038E) File renamed to 1002-1.PDF
3.6.2 Attaching documents concerning the inventorship

212 In the Other Documents tab, select Appl-Repr-Invt from the Category list to specify the main group. 
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Figure 125: EP(1038E) Contents, selecting Appl-Repr-Invt category
213 Click the next drop-down arrow to display the document sub-group related to Appl-Repr-Invt.

214 Select Documents concerning the inventorship, and then click Add.
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Figure 126: EP(1038E) Adding documents concerning the inventorship
215 Double-click Documents concerning the inventorship.

Note that full document name is displayed in the status bar in the lower part of the form.
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Figure 127: EP(1038E) Opening documents concerning the inventorship
The Document details window opens.

216 Click the Browse button, navigate to the file location and attach the document.
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Figure 128: EP(1038E) Attaching documents concerning inventorship
The file is renamed to INVT-1.PDF. This name is for internal processing only, and the original file is not modified at all.
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Figure 129: EP(1038E) Document renamed
Note The Checklist of submitted documents and files displays the attached documents and their electronic file names. These electronic file names are used by the EPO back-end systems to process your submission. You should always select carefully and try to match the category and document as specifically as possible to your requirements. If you are unsure, and only in exceptional circumstances, use the general document entitled "Letter relating to the search and examination procedure". 

The total number of documents is calculated in the lower part of the form. Note that the Contents section traffic light is now green.
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Figure 130: EP(1038E) Contents completed
Note To see the entire list of documents, first select All categories.
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Figure 131: EP(1038E) List of documents in all categories
3.6.3 EP(1038E) Document types

When you submit a subsequently filed document relating to an EP or Euro-PCT application (1038E) you have the following categories and document types to choose from.

	Categories
	Document types

	Amendments
	Amendments before examination

	
	Modified abstract

	
	Drawings

	
	Amended claims

	
	Amended drawings

	
	Amended description

	Biology
	Document concerning sequence listing

	
	Document concerning micro-organisms and medical inventions

	Fees
	Document concerning the designation and extension of states

	
	Document concerning fees and payments

	
	Automatic debiting

	Forms
	Designation of inventor

	
	Authorisation of representative

	Inventor
	Documents concerning the inventorship

	Legal Remedies
	Request for further processing

	
	Request for restitutio in integrum

	
	Grounds for restitutio in integrum

	
	Request for a decision

	Others
	Letter relating to the search and examination procedure

	
	Document filed during Examination procedure

	
	Document concerning search matters

	
	Translation of the international preliminary examination report

	
	Letter dealing with oral proceedings

	
	Withdrawal of a request for oral proceedings

	Priorities
	Translation of priority document

	
	Document concerning the priority claims

	Replies
	Reply to examination report

	
	Request for extension of time limit during examination procedure

	
	Reply to the communication under rule 51(4) EPC

	
	Request for correction after communication under rule 51(4) EPC

	
	Claims

	
	Translation of claims

	Representative
	Document concerning representation

	Requests
	Request for accelerated search/examination

	
	Request for examination

	
	Request for suspension/interruption of the procedure

	
	General enquiry

	
	Request for correction of the documents

	
	Maintenance of the application

	
	Request for certified copies of the application

	
	Request for extension of time limit during search procedure

	
	Request for transfer of rights

	
	Request for assignment

	
	Request for change of address

	
	Request for change of name

	
	Request for change of representative

	Withdrawals
	Withdrawal of an application

	
	Withdrawal of designated or extension states


3.7 Exclusions
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 The following document types may NOT be submitted via the EP(1038E) Subsequently Filed Documents form:

· priority documents

· documents relating to oppositions and appeals.

EP(1038E) may not be used for the PCT patent grant procedure.

3.8 XE "Annotate"EP(1038E) Annotate

The Annotate section [image: image181.png]B e




 of EP(1038E) is where you can see all the notes that have been made for this request. You can also add notes here. A note (for EPO) is a comment intended for those receiving the application as part of the data submitted. A note (internal) is for internal use only and is not transmitted to the EPO.

3.8.1 Adding notes

217 In the EP(1038E) Annotate section, select note (internal) and click Add.
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Figure 132: EP(1038E) Annotate
The Note window opens.

218 In the Author box type your name.

219 In the Subject box type Sample note.

220 In the Note (internal) box type This note will not be sent to the EPO.

Your sample data should look similar to this:
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Figure 133: Sample note
You can also add notes from the shortcut menus of other sections.

3.8.2 Validation log

The Annotate section contains the validation log of all the validation messages for this request. 

221 In the EP(1038E) Annotate section, double click Validation log to see the entire list.
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Figure 134: EP(1038E) Opening validation log
The validation log opens.

For our example, all requirements have been met, so there are no messages.

[image: image185.png]A Valdalion Log

2Names

3Conterts

4rnotate

oK Cancel





Figure 135: EP(1038E) Validation log
3.9 Filing the completed form

You have now:

· completed the form details 

· attached the required documents. 

The final steps are to preview, sign and send the form.

3.9.1 Previewing the form

222 Select File, Preview from the form menu.

The form displays in PDF format, with the information completed so far.

Note You can also click the Preview button to see the form page.
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Figure 136: Previewing the form, sample data
3.9.2 Signing the form

You have completed the request form. The next step is to sign it. There are three kinds of signature that can be applied:

· Alphabetical

· Facsimile

· Digital

For the purposes of our tutorial, we will add an alphabetical signature. An alphabetical signature is simply typed in. For more information see Types of signature (p 125).

223 In the completed form click the Sign button. 
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Figure 137: Signing the form, sample data
The Submission Preparation Progress window opens. 

224 Click Continue.
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Figure 138: Submission Preparation Progress, Continue, sample data
The system checks that all the mandatory information is included. The Submission Preparation Progress window expands.

When the system finishes its checks, the Continue button appears.

225 Click Continue.
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Figure 139: Submission Preparation Progress, Continue, sample data
The PDF Viewer window opens. 

226 Click Sign Now.
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Figure 140: PDF Viewer, Sign Now, EP(1038E) sample data
The List of Signatories window opens.

227 Under Applicant select the check box as employee of and then type ABC Attorneys.

228 In the User name box type Peter Jones.

229 Click Add Signatory.

[image: image191.png]t of Signatories

To add a person o the fst of signatores, please specily capaciy, enter name and cick.on

the Add Signeto buton

& Applcant

¥ as employee of [ABC Attomeys

© Representative

User name:
[Peter danes Add Signatoyy
Listof Signatores:
Signatoy Copaciy Signature
Move Up Delete
oK Cancel





Figure 141: EP(1038E) Add signatory, sample data
The Signature window opens.

For our tutorial, we will apply an alphabetical signature. 

230 Type /Peter Jones/ in the Alphabetical signature box and then click Apply Signature.
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Figure 142: Applying signature, sample data
The List of Signatories window is redisplayed. 

The applicant’s name now appears in the lower half of the screen in the List of Signatories section and includes information on the kind of signature used.
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Figure 143: EP(1038E) List of signatories, sample data
231 Click OK to close the window and return to File Manager.

You will see a message that signing is in progress. Once the system has finished this process, the File Manager window will open.

When an alphabetical signature is applied, File Manager leaves the application in the Ready to sign folder. 

232 In File Manager right-click the application.

233 Select Move to Ready to Send from the shortcut menu.
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Figure 144: EP(1038E) Move to Ready to Send, sample data
3.9.3 Viewing by document

In File Manager you can view your form in different ways. For our tutorial we will view by document.

234 In File Manager select By Document in the View list.
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Figure 145: EP(1038E) Viewing by document
235 Double-click the + symbol.
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Figure 146: EP(1038E) Displaying list of documents
The list is displayed, with the documents we have attached: 1002-1.PDF and INVT-1.PDF. The system documents necessary to identify and transmit the application are also displayed.
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Figure 147: EP(1038E) List of application documents
236 Double-click a document, for example EPF1038E.PDF, to open it in the PDF Viewer. 

237 Click Cancel to close the PDF Viewer.
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Figure 148: EP(1038E) Viewing form from PDF Viewer, sample data
3.9.4 Sending the form

The form is completed and signed. The only thing left to do is to send it to the European Patent Office.

238 In the Ready to send folder right-click the form.

239 Select Send from the shortcut menu.
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Figure 149: EP(1038E) Sending form, sample data
240 When prompted click Continue Sending.
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Figure 150: Warning, Continue sending
The Please enter PIN window opens.


241 Enter your PIN, and then click OK.
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Figure 151: Please enter PIN
The system will inform you of its progress as it transmits the application to the demo server. 
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Figure 152: PCT-RO-101 Progress indicator
Once the transmission is complete, the application is moved automatically to the Sent folder. 

242 When prompted, click Yes to view the receipt.
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Figure 153: Prompt to view receipt
The receipt is displayed in the PDF Viewer.

243 In the PDF Viewer, click Print for a paper copy if you wish.

Or you could save it [image: image204.png]


 in a folder on your PC.
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Figure 154: Printing receipt from PDF Viewer
Note If you wish to view the receipt in future, it is listed in both XML and PDF format in the Sent folder. 
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Figure 155: Receipt listed in Sent folder
3.10 EP(1038E) Tutorial summary

This tutorial presented a simplified step-by-step introduction to Online Filing procedure EP(1038E). You completed a form for subsequently filed documents and signed it with an alphabetical signature. You then supplied a PIN and sent the form electronically to a demo server at the European Patent Office. 
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4 PCT-RO-101 Request

4.1 XE "Portable Document Format"PCT-RO-101 Preparation for the tutorial

For this tutorial you will need to create three basic documents and convert them to Portable Document Format (PDF). Name them description.pdf, claims.pdf and abstract.pdf. For our purposes, these do not need to contain any data. The Amyuni® PDF Writer is installed automatically when you install the epoline® Online Filing software, and the Adobe® Acrobat 4 Reader is available on the installation CD. 

As practice for the Biology section, also create two documents called sequence listing. You will see how these are used later in the tutorial. Save one as a text file (TXT) and one as PDF, that is, you should have sequencelisting.txt and sequencelisting.pdf. Make sure the document names do not contain any spaces. 

4.2 Creating new PCT-RO-101 forms

244 In File Manager, select New Form, PCT Form from the File menu.

This will create a PCT patent application using the PCT-RO-101 Electronic Request.
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Figure 156 Creating a new PCT-RO-101 form
The New application window opens.

245 For our example, leave the language of request set to English.

246 Type an Agent’s or Applicant’s File Reference, for example type Demo1 and then click OK. 
Each Online Filing application must have a unique reference identifier.

247 In the Create new category box, type medical, and then click Add.
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Figure 157: New application, sample data

The PCT-RO-101 Electronic Request window opens.


Note The option to use File Manager categories is available only if it has been enabled by the system administrator. It allows you to group your applications in a way that is meaningful to your company, for example, by the type of content. 

4.3 Overview of PCT-RO-101

PCT-RO-101 is the form used for a normal PCT patent application. It contains sections down the left-hand side. These represent the information you need to complete for your patent application. PCT-RO-101 also has a menu and a toolbar to help you carry out tasks related to completing the form.
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Figure 158: PCT-RO-101 Form
4.3.1 PCT-RO-101 Key procedures

The key elements of the procedure for filing a PCT patent application are these:

	Procedure
	Comment

	New Form
	Create new application from a template in File Manager.

	Request
	Name receiving Office and international searching authority. Select language of filing and give application a title.

	States
	Designate states for application.

	Names
	Enter applicant details.

	Priority
	Claim national, regional or international priority.

	Biology
	Input details of biological material filed if relevant. Name depositary institution.

	Declarations
	Select a declaration for inclusion with the patent application. 

	Contents
	Attach description, claims and other documents.

	Fees
	Display fee calculations.

	Payment
	Set payment choices.

	Annotate
	Add notes to application.

	Sign
	Add signature(s).

	Send
	Enter smart card PIN and transmit.


Traffic lights
A red light signals that mandatory information is missing, for example the description of the invention or the claims. You must supply this before submitting the form. An amber light indicates that information is useful, but not mandatory at this stage, for example the abstract. A green light means that the information in this section is acceptable. 
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	Red light
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	Amber light
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	Green light


Validation button
Clicking the Validation button provides feedback on the information you have entered in the current section. 
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In addition to checking individual sections, the system also carries out global validation, that is, it cross-checks the overall correctness of the form. 

4.4 XE "Request"

XE "Title of invention"PCT-RO-101 Request

The Request section [image: image214.png]® heauest




 is already selected when the form opens. The traffic light is red until you complete the mandatory information.

248 Select European Patent Office (EPO) from the Receiving Office list.

249 Select European Patent Office (EPO) from the International Searching Authority list.

250 For Language of filing select English.

251 For Title of invention type VACCINE in ALL CAPS. 

For PCT applications, the title of the invention should preferably be entered in capital letters.
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Figure 159: PCT-RO-101 Request, sample data
Click away from the title box and note that the red traffic light changes to green. 
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252 Click the Validation button to see any messages.
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We have completed all the information for this section, in the correct format, so the Validation window is now clear.
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Figure 160: Validation messages, clear
4.5 XE "ARIPO"

XE "Eurasian patent"

XE "OAPI"

XE "Precautionary designation"PCT-RO-101 States

The States section [image: image219.png][




 is where you designate the States for which you require patent protection. The red light indicates mandatory information. There are five routes available – ARIPO, Eurasian, European, OAPI and National. The selections we make will be displayed in the Designations column. 

Clicking the Select All button [image: image220.png]Select Al




 would designate all States for all routes. However, for our example we will designate: 

· All States for the European Patent route

· Two States, Australia and the United States of America, for the National Patent route.
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Figure 161: PCT-RO-101 States, sample data
253 In the States section, click the Validation button.
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The Validation messages indicate that the Request must contain the designation of at least one PCT contracting state. More designations could be made, but these are not mandatory. 
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Figure 162: PCT-RO-101 Validation message, States
254 With the European Patent route selected, click Open.

You can also double click an option to open it.
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Figure 163: PCT-RO-101 States, European Patent route
The Designation Details window opens.

For the European Patent route, you can select countries individually. However, for our example we will select them all.

255 Click the option at the top, European Patent.

This selects all the participating States.

Note When you select European Patent, the option in the lower part of the window is selected automatically. We will discuss this in the next section.
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Figure 164: PCT-RO-101 European patent, Designating all States
256 Click OK to return to the States section.

The designations for the European Patent route are now displayed in the States section.
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Figure 165: European Patent, Designation of States list
The Preview button displays the patent application in PDF format with the information entered so far.

257 In the States section click the Preview button.
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Figure 166: PCT-RO-101 Previewing page
The PDF Viewer opens.

258 Note the information displayed in the Designation of States, Regional Patent section.
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Figure 167: PCT-RO-101 PDF Viewer
4.5.1 The Precautionary Designation Statement

The list of Contracting States is accurate as of the last software update. To make it clear that your designation includes any additions not displayed in the current version, the software offers you extra protection, that is, the following option is automatically ticked:  and any other State which is a Contracting State of the European Patent Convention and of the PCT. 

You may: 

· accept the additional designations

· choose not to avail yourself of this protection at all – exclude all States

· choose not to avail yourself of this protection in some instances – exclude only certain State(s)

For a real filing, it is recommended that you accept the additional designations unless there is a particular reason for doing otherwise. 

For the purposes of our tutorial only, we will exclude the OAPI States. 

4.5.2 Viewing the Precautionary Designation Statement

259 In the States section, double click the European Patent route to open the Designation Details window. 
The designations we made earlier, the European Patent route, are displayed.

260 Click the View/Change button to display the Precautionary Designation Statement.
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Figure 168: PCT-RO-101 Viewing Precautionary Designation Statement
The Precautionary Designation Statement window opens. 

You may only select States for exclusion once you select the option Precautionary Designation Statement. This confirms your acceptance of the terms and conditions related to time expiry. 

261 Read the information displayed on the screen.

262 Select the check box Precautionary Designation Statement to confirm your acceptance.

263 Click the (View/Change States) button.
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Figure 169: PCT-RO-101 Precautionary Designation Statement
The View/Change Omissions window opens. 

264 Scroll down until you see OAPI Patent and then select the check box.

Note that the OAPI States are selected as a block, not individually.

265 Click OK until you return to the States window.
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Figure 170: Selecting states to be omitted
Note The following Validation message will appear in the States section if changes have been made to the Precautionary Designation Statement. 
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Figure 171: Validation for Precautionary Designation
In the States section click the Preview button.
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The PDF Viewer opens.

266 Scroll through the form to the Precautionary Designation Statement section. Note the information displayed in Exclusion(s) from precautionary designations.
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Figure 172: PDF Viewer, Precautionary Designation Statement
4.5.3 Designating States for the National Patent route

For our example we will add two States for the National Patent route, Australia and the United States of America. We will also indicate alternative forms of patent protection.

267 With the National Patent route selected click Open.
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Figure 173: National Patent route
The Designation Details window opens for the National Patent route. Note that some State names are followed by blue ellipses "…" and some are not. The blue ellipses indicate that additional forms of patent protection are available for this State. 

268 First select the check box for Australia.

269 Then double click anywhere in the highlighted area for Australia.
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Figure 174: National patent, Designating Australia
The National Kinds of Protection window opens. Note the AU country code on the left, indicating which State we are working with.

270 From the Kind of Protection list select patent of addition.
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Figure 175: National Patent, Selecting kind of protection
271 Enter sample information, for example type ABC123 for the Parent application and 01.01.2000 for the date, and then click OK.
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Figure 176: National Patent, Entering Patent of Addition details
Note that Australia now appears with poa beside it, indicating a Patent of Addition.
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Figure 177: PCT-RO-101 National Patent, Patent of Addition indicated
272 Click the SD button.
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273 Select the check box for United States of America, and then double click in the highlighted area.

The National Patent Kinds of Protection window for the US opens.

274 From the Kind of Protection list select continuation-in-part.

275 Type in the details, for example ABC456 with a date of 01.01.2001, and then click OK.
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Figure 178: National Patent continuation-in-part
Note that the United States entry now appears with cip beside it, indicating a Continuation-in-Part.
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Figure 179: National Patent, Designation for US
In the States section, the country codes are displayed for the States selected for the National Patent route. An asterisk (*) indicates that other kinds of patent treatment were selected, so in our example the display reads AU*US*.
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Figure 180: PCT-RO-101 National Patent Designation of States
The total number of designations for our example is three, one for the European Patent route and two for the National Patent route. The fees for these designations are calculated and displayed in the Fees section. We will look at the Fees section later in the tutorial.

276 In the States section click the Preview button.
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The PDF Viewer opens.

277 Scroll through the form to the National Patent section. Note the designations for Australia and the United States of America.
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Figure 181: PCT-RO-101 PDF Viewer for designations
4.6 XE "Address Book"

XE "Applicants"

XE "Designations"

XE "European patent"

XE "Names"

XE "Roles"PCT-RO-101 Names Tutorial

The Names [image: image246.png]


 section is where you enter applicants, inventors and agents. The traffic light stays red until the required information is entered. 

Applicant details are mandatory for the Names section, and inventor details are recommended. An applicant can be a legal entity or a natural person. For our example we will create two applicants, first a company, and then a natural person who is also the inventor and an employee of the company. Later in the tutorial we will designate the natural person as the signatory for the application. 

278 Click the Names section. 

279 Select the Applicant function, and then click Open. 
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Figure 182: PCT-RO-101 Names
The Details concerning Applicant or Applicant/inventor window opens.

280 Select Legal Entity.

281 Type a name in capital letters, for example ABC ATTORNEYS.

282 For the purposes of this tutorial, type 1.8 as the registration number. 

This is an example only. For your real registration number, contact Customer Services. 

283 In the Country or territory list select United Kingdom. 
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You could also just type the 2-letter country code in the first box if you know it, in this case GB.
Note that this country is automatically entered in the State of Residence.

284 Enter the address details, for example Patent Chambers, 123 City Avenue, London, Greater London, W1A 2BC.

285 Enter a telephone number, for example 020 7123 4567, and a facsimile number, for example 020 7123 4568.

286 For the State of Nationality scroll down and select United Kingdom.

287 Select the option All Designated States except US.

Your sample data should look similar to this:
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Figure 183: PCT-RO-101 Applicant details, sample data
288 Click OK to return to the Names section.

The green light for the applicant indicates that the required information for this function is complete. However, the red light for the Names section indicates that at least one applicant is missing for a designated State.

289 Click the Validation button to read the messages.
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Figure 184: PCT-101 Validations messages, States
In the States section, we designated a National Patent application for the United States. In the Names section we indicated ABC Attorneys as the applicant for all designated States except US. We will enter details now to include the US applicant.

For our example the second applicant is an employee of the firm ABC Attorneys. We will save the details we just entered, to avoid retyping. File Manager contains an Address Book for this purpose. 

290 In the Names section, select Applicant 1.

291 Click Address Book.
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Figure 185: PCT-RO-101 Names, opening Address Book
The Address Book Exchange window opens. The details for ABC Attorneys are displayed.

292 Click Copy to Address Book, and then click OK.
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Figure 186: PCT-RO-101 Copying to Address Book
Now we will add a second applicant.

293 In the Names section double-click the +Applicant function.

The Details concerning Applicant or Applicant/inventor window opens, with Legal entity selected.

294 Click the Address Book button.
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Figure 187: PCT-RO-101 Copying applicant details from Address Book
The details for ABC Attorneys are automatically filled in. Make these changes to the form:

295 Select the Natural Person option and select the check box, This person is also inventor.

296 Enter the name in capital letters, for example JONES.

297 Enter the first name in title case, for example Peter.

298 Select the option to indicate that this person is applicant for All designated States.

Your sample data should look similar to this:
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Figure 188: PCT-RO-101 Natural person, sample data
299 Click OK to close the window.

Note that the traffic lights for the applicants and the Names section are all green. We have now satisfied the requirements for assigning applicants to designated States.

For our example we have indicated two applicants. In the Annotate section we will confirm which applicant will be signing the request. 

4.7 XE "Priority"PCT-RO-101 Priority Tutorial

The Priority section [image: image256.png]& Fiow




 is where you claim national, regional or international priority. There is a twelve-month time limit for claiming priority. The green light indicates that the application can be submitted without this information. However, once you decide to enter priority details, all the relevant details must be completed. For our example we will identify an earlier international application for South Africa. 

300 Click the Priority section, and then click Open.
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Figure 189: PCT-RO-101 Priority, Adding priority claim
The Details of Priority Claim of Earlier Application window opens.

301 Select the International option.

302 Type the country code ZA, or scroll to the end of the Country list and select South Africa.

303 Type a sample filing date, for example 01.01.2003.
The system will reformat the date.

304 Type an application number, for example type 1234567 after the country code ZA.

305 Select the option, The receiving Office is requested to prepare and transmit to the International Bureau a certified copy of the above-identified earlier application, and then click OK. 

The fee for a certified copy will be calculated in the Fees section.

Your sample data should look similar to this:
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Figure 190: PCT-RO-101 Priority, sample data
4.8 XE "Biological material"

XE "Nucleotides"

XE "Sequence listings"PCT-RO-101 Biology Tutorial

The Biology section [image: image259.png]& oo




 is where you input details concerning any biological material filed and name the depositary institution.

306 Click the Biology section, and then click Open.
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Figure 191: PCT-RO-101 Biology
The Details concerning Indications Relating to a Deposited Microorganism window opens.

307 For our example type 1 for the page reference and 10 for the line.

308 For the depositary institution, select National Collection of Type Cultures.

309 For the accession number type 789.

310 Type a date of deposit, for example 01.01.2003. 

311 For the additional indications type a brief description, for example Related to vaccine.

312 Select the option All Designated States, if it is not selected already.


Your sample data should look similar to this:
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Figure 192: PCT-RO-101 Biology, sample data
313 Click OK to return to the Biology section.

314 Under the option Nucleotide and/or amino acid sequence listing, select the option, The description contains a sequence listing.

Selecting this option will add a new item to the Contents section, Sequence listing part of description. 
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Figure 193: Nucleotide and/or amino acid sequence list, sample data
4.9 XE "Declarations"

XE "Printing"

XE "Renunciation option"PCT-RO-101 Declarations Tutorial

The Declarations section [image: image263.png]


 contains a selection of declarations that may be included with the patent application. The green traffic light indicates that they are not mandatory.

For our example we will include a Declaration as to Applicant’s Entitlement to Claim Priority of Earlier Application. 

315 Click the Declarations section.

316 Select the declaration from the drop-down list and click Add.
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Figure 194: PCT-RO-101 Selecting declaration
Note The Print declarations button become available after the submission process, when the form is opened from the Sent folder in File Manager.

The Declarations window opens. 

317 Select JONES, Peter from the drop-down list.

This is the applicant/inventor we entered in the Names section.

318 Double click the Add Item highlighted area.
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Figure 195: PCT-RO-101 Adding declaration details, sample data
The Status/Event window opens.

319 From the drop-down list select Transfer of entitlement.

320 For transfer of entitlement from, select JONES, Peter 

321 For to, select ABC Attorneys.

322 For by way of, type in a reason, for example renunciation.

323 For dated, enter the date, for example 01.01.2003.

Your sample data should look similar to this:
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Figure 196: PCT-RO-101 Transfer of entitlement details, sample data
324 Click OK until you return to the Declarations section.

4.10 XE "Abstracts"

XE "Claims for invention"

XE "Description of invention"

XE "Documents"

XE "Drawings"

XE "Previewing"

XE "Printing"

XE "Sequence listings"

XE "Technical documents"PCT-RO-101 Contents Tutorial

The Contents section [image: image267.png]? conents




 is where you attach the mandatory documents to support the patent application. The traffic light is red until the documents are attached. As a minimum you must attach in PDF format the description and at least one claim before you can submit your application. You may submit other documentation at a later time, for example the abstract. 

The Contents section of PCT-RO-101 has two tabs:

· International application

This tab is for mandatory and recommended documents.

The total number of pages must be calculated before submission.

· Accompanying items

This tab is for additional items which you may wish to include. 

It also contains the fee calculation sheet.

For our example we will submit the description and claims. We will also submit the abstract, even though the amber light indicates that it is not mandatory at this stage. 

Our application contains an extra mandatory item, the sequence listing part of description.  This is because we selected the associated option in the Biology section. 

Originals and copies
Any document you attach is a copy only of the original. If you decide to remove the attachment, the original is not affected. Also keep in mind that if you make changes to the original, and wish to include the changes in your patent application, you must reattach it. 

Single specification or separate files
You can choose a Single specification file to submit one document containing all the mandatory elements. Each element must start on a new page within the document. For our example we will submit Separate files for Abstract, Claims, Description.
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Figure 197: PCT-RO-101 Contents
4.10.1 Description

Once the sequence listing option is selected in the Biology section, the wording of Description in the Contents section changes to read, Description (excluding sequence listing part). 

325 In the International application tab, click Description, and then click Open. 

The Content Details window opens.
326 In the list on the left select Description if it is not already selected.

327 For the electronic file, click the Browse button.

328 Select your sample description.pdf file and click Open. 
The description must have already been prepared in Portable Document Format.

329 At the prompt click OK to save a copy of the description as description.pdf.

The number of pages is entered automatically in the lower part of the form.
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Figure 198: PCT-RO-101 Attaching description
4.10.2 Claims

330 With the Content Details window still open, select Claims.

331 Click the Browse button and select your sample claims.pdf file.

332 At the prompt click OK to save a copy of the claims as claims.pdf.

4.10.3 Abstract

333 With the Content Details window still open, select Abstract.

334 Click the Browse button and select your sample abstract.pdf file.

335 At the prompt click OK to save a copy of the claims as abstract.pdf.

4.10.4 Checking the status of documents

Note that the Content Detail screen displays the status of the selected document, that is, whether it is attached or not and the document name.
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Figure 199: PCT-RO-101 Document status
4.10.5 Sequence listing

When a sequence listing is included, it is mandatory that the document is included in machine-readable form, that is, a text file. You may also include additional PDF copies if you wish. First we will attach the PDF document.

336 With the Content Details window still open, select Sequence listing part of description.

337 Click the Browse button to select to your sample sequencelisting.pdf file.

338 At the prompt click OK to save a copy of the sequence listing as sequencelisting.pdf.
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Figure 200: PCT-RO-101 Attaching Sequence listing
Now we will attach a text copy of this sequence listing as well.

339 Select the option on the left, sequence listing in computer readable form. 

340 Select the option, submitted for the purposes of international search under Rule 13ter only (and not as part of the international application).

341 Click the Browse button to select to your sample sequencelisting.txt file.

342 At the prompt click OK to save a copy of the sequence listing as sequencelisting.txt.
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Figure 201: PCT-RO-101 Sequence listing in computer readable form
343 Click OK to return to the Contents section. 

4.10.6 Previewing the documents

Before you close this window you may wish to have a look at the attached documents. Previewing here displays individual documents. To see the application form itself, preview from the main sections.

344 Still in the Content Details window select a document type and click the Preview button to see how the printed version will look. 
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The PDF Viewer opens. In our example you should be able to see the request itself, the description, the claims and the abstract, as well as the sequence listing in two formats.


345 When you are ready, click Cancel to close the PDF Viewer.

Your sample Contents should look similar to this. Scroll down if necessary to see all the documents. The mandatory sequence listing in TXT format is listed here.
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Figure 202: PCT-RO-101 Contents, sample data
346 Now click the Accompanying Items tab.

The optional sequence listing in PDF format is listed here.
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Figure 203: PCT-RO-101 Accompanying items tab, sample data
4.10.7 XE "Fees"Fee calculation sheet

347 In the Contents section, click the Accompanying Items tab.

In addition to the PDF sequence listing, the fee calculation sheet is displayed.

348 Double click the highlighted area for the fee calculation sheet.
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Figure 204: PCT-RO-101 Accompanying items tab, sample data
The Content Details window opens.

349 In the Content Details window, click the Preview button.

[image: image277.png]





350 Scroll through the fee calculation information. It lists the three designations we made in the States section. 

We will see the actual amounts for these fees in the Fees section.

351 Close the windows until you return to the Contents section, Accompanying Items tab.
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Figure 205: PCT-RO-101 Fee calculation sheet
4.10.8 Calculating the total number of pages

The total number of pages must be calculated before the patent application is submitted.

352 In the Contents section, International Application tab, click Calculate.

The total number of pages is calculated and displayed in the lower part of the screen. The Calculate button changes to Recalculate. If any of the contents changes, you need to recalculate the total number of pages.
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Figure 206: PCT-RO-101 Calculating number of pages, sample data
4.10.9 Checking the status of documents

In the Contents section you can check the name of the attached document and its status.

353 Double click any document listed on a tab in the Contents section.

The Content Details window opens.

354 Click an item in the document list on the left.
The name of the attached Electronic File is displayed.
The status is displayed.

In the example below the Description item is selected. The status is Attached as “description.pdf”.
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Figure 207: Status of attached document, sample data
4.10.10 Previewing the application

355 Select File, Preview from the form menu.

The application displays in PDF format, with the information completed so far.

356 Scroll through the application to check that it is as you wish.

Note You can also click the Preview button to see the application page.
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Figure 208: Previewing the application, sample data
4.11 XE "Payment"PCT-RO-101 Payment Tutorial

The Payment section [image: image282.png]S Pomen




 is where you specify payment details.

357 Click the Payment section.

358 In the Mode of Payment list, select authorization to charge deposit account.

359 For the Deposit Account Number type 28123456.

360 Select the three authorization check boxes for the receiving Office.
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Figure 209: PCT-RO-101 Payment, sample data
4.12 XE "Fees"PCT-RO-101 Fees Tutorial

The Fees section [image: image284.png]


 displays the fee calculation for the patent application.

361 Click the Fees section.

362 In the drop-down list Fee schedule valid from: select the date offered.

The fees are calculated and displayed, including the three designations and the priority document we specified earlier.
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Figure 210: PCT-RO-101 Fees
4.13 XE "Notes"

XE "Remarks"

XE "Validation"PCT-RO-101 Annotate Tutorial

The Annotate section [image: image286.png]B e




 contains the Validation log, with all the validation messages for all the sections. 

We will review the contents of the Validation log when we sign the application later in the tutorial.

You may add comments to the application. A remark is a comment intended for those receiving the application, as part of the data submitted. A private remark is for your internal use only. We will add a private remark.

363 Click the Annotate section.

364 In the Annotate section, select private remark from the Annotation or Remark list, and then click Add.
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Figure 211: PCT-RO-101 Adding a remark
The Annotation edit dialog window opens.

365 In the box type This remark will not be sent to the receiving Office.

Your sample data should look similar to this:
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Figure 212: PCT-RO-101 Adding a private remark
4.14 Filing the completed form

You have now:

· completed the form details 

· attached the required documents. 

The final steps are to preview, sign and send the form.

4.14.1 Previewing the application

366 Select File, Preview from the form menu.

The application displays in PDF format, with the information completed so far.

367 Scroll through the application to check that it is as you wish.

Note You can also click the Preview button to see the application page.
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Figure 213: Previewing the application, sample data
4.14.2 XE "Alphabetical signatures"

XE "Facsimile signatures"

XE "Ready to sign folder"

XE "Signing applications"Signing the form

You have completed the PCT-RO-101 form. The next step is to sign it. There are three kinds of signature that can be applied:

· Alphabetical

· Facsimile

· Digital

For the purposes of our tutorial, we will add an alphabetical signature. An alphabetical signature is simply typed in. 

368 In the completed form click the Sign button. 
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Figure 214: PCT-RO-101 Signing the application
An Information window opens, displaying the Validation log. You must scroll through the entire validation log before proceeding.

369 Scroll through the Validation log and read the information.

When you reach the end, the OK button becomes available.

370 Click the OK button to continue.
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Figure 215: PCT-RO-101 Viewing the Validation log
The Submission Preparation Progress window opens. 

371 Click Continue.
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Figure 216: PCT-RO-101 Submission, Continue
The system checks that all the mandatory information is present. The Submission Preparation Progress window expands.

When the system finishes its checks, the Continue button reappears.

372 Click Continue.
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Figure 217: PCT-RO-101 Continue
The PDF Viewer window opens. The documents included with this application are listed down the left-hand side of the screen.

373 Click any documents in the list that you wish to see.

374 Click Sign Now.
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Figure 218: PCT-RO-101 PDF Viewer, Sign now
The List of Signatories window opens.

The applicants you added earlier — ABC Attorneys and Mr Peter Jones — are displayed. Only a natural person can sign an application, so we will add Peter Jones as a signatory.

375 With Peter Jones selected, click Add Signatory.
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Figure 219: PCT-RO-101 List of signatories, sample data
The Signature window opens.

For our example, we will apply an alphabetical signature. 

376 Type /Peter Jones/ in the Alphabetical signature box and then click Apply Signature.
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Figure 220: PCT-RO-101 Signature, sample data
The List of Signatories window is redisplayed. 

The applicant’s name now appears in the lower half of the screen in the List of Signatories section and includes information on the signatory’s capacity and the kind of signature used.
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Figure 221: PCT-RO-101 List of Signatories, sample data
377 Click OK to close the window and return to File Manager.

You will see a message that signing is in progress. Once the system has finished this process, the File Manager window opens.

When an alphabetical signature is applied File Manager leaves the application in the Ready to Sign folder.

378 Right-click the application.

379 In the shortcut menu select Move to Ready to Send.
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Figure 222: Ready to sign, Move to Ready to Submit
4.14.3 Viewing by document

In File Manager you can view your application in different ways. For our tutorial we will view by document.

380 In File Manager select By Document in the View list.
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Figure 223: Sorting by Document
381 Double-click the + symbol.
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Figure 224: Opening list
The list is displayed, with the documents we have attached: abstract.pdf, claims.pdf, description.pdf, sequencelisting.pdf and sequencelisting.txt. The system documents necessary to identify and transmit the application are also displayed.
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Figure 225: List of application documents
382 Double-click a document, for example Pct101.PDF, to open it in the PDF Viewer. 

383 Click Cancel to close the PDF Viewer.
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Figure 226: PDF Viewer, Viewing PCT request
4.14.4 XE "Sending applications"

XE "Submitting applications"Sending the form

The application is completed and signed. The only thing left to do is to send it.

384 In the Ready to Send folder right-click an application.

385 Select Send from the shortcut menu.
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Figure 227: Ready to Send folder
386 When prompted click Continue Sending.
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Figure 228: Warning, Continue sending
The Please enter PIN window opens.


387 Type in your PIN, and then click OK.
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Figure 229: Please enter PIN
The system will inform you of its progress as it transmits the application to the demo server. 
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Figure 230: PCT-RO-101 Progress indicator
Once the transmission is complete, the application is moved automatically to the Sent folder. 

388 When prompted, click Yes to view the receipt.
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Figure 231: Prompt to view receipt
The receipt is displayed in the PDF Viewer.

389 In the PDF Viewer, click Print for a paper copy if you wish.

Or you could save it [image: image308.png]


 in a folder on your PC.
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Figure 232: PDF Viewer, PCT-RO-101 receipt
Note If you wish to view the receipt in future, it is listed in both XML and PDF format in the Sent folder. 
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Figure 233: PCT-RO-101 View by document
4.15 Tutorial summary

This tutorial presented a simplified step-by-step introduction to Online Filing procedure PCT-RO-101. You completed an electronic request and signed it with an alphabetical signature. You then supplied a PIN and sent the application electronically to a demo server at the European Patent Office. 

5 Appendix

5.1 Online Filing keyboard shortcuts

	Shortcut
	Description

	Ctrl+B
	Opens the Address Book.

	Ctrl+C
	Copies selection.

	Ctrl+D
	Deletes selection.

	Ctrl+Q
	Exits File Manager.

	Ctrl+V
	Pastes selection.

	Ctrl+X
	Cuts selection.

	Ctrl+Z
	Undoes the last action.

	F5
	Refreshes the view.


5.2 XE "Alphabetical signatures"

XE "Digital signatures"

XE "Facsimile signatures"

XE "Signing applications"

XE "Smart cards"

XE "Types of signature"Types of signature

There are three legally recognised types of signature:

390 Alphabetical
An alphabetical signature is typed in.

391 Facsimile
A facsimile signature is an electronic file containing a scanned image of a handwritten signature.

392 Digital
A digital signature makes use of a smart card with a PIN.

Note If you use the digital signature option, only one signatory is allowed as the digital signature is also used to encrypt the package of all data files of the application or request. Once signed, the form then moves automatically to the Ready to Send folder. You may add more than one signature using the alphabetical or facsimile options. In this case, the form remains in the Ready to Sign folder. When the signatures are complete, right-click the form in File Manager and select Move to Ready to Send from the shortcut menu. If you make any changes to the information after signing, the signature is removed and the form is returned to the Ready to Sign folder. 
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5.3 XE "Printing"

XE "Receipts"Sample EP(1001E) filing

The following example follows an EP(1001E) filing through the various stages of submission. Four sample documents were attached in the EP(1001E) Contents section: Description, Claims, Drawings and Abstract. The documents are displayed using the View By Document option in File Manager. 

Drafts folder
All attached documents are viewable, as well as the system-generated files necessary to provide consistency and integrity during transmission: application-body.xml, ep-request.xml, package-data.xml and pkgheader.xml.

	File
	Comment

	pkgheader.xml
	Identifies the sender. Contains a digest of the submission to ensure that what is expected to arrive is identical to what actually arrives. 

	package-data.xml
	References all the files as a checklist of what is transmitted.

	application-body.xml
	References all the technical PDFs.

	ep-request.xml
	Contains all the information entered on the form.
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Figure 234: Sample EP(1001E) documents in Drafts folder
Ready to Sign folder
For this list, another document appears. An image file in JPG format has been added as a facsimile signature, signature.jpg. An application signed with an alphabetical or facsimile signature remains in the Ready to Sign folder until moved manually.

Another document appears, EPF1001.PDF. This is the application form itself as it appears with the signature added.
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Figure 235: Sample EP(1001E) documents in Ready to Sign folder
Double-click any document you wish to view. 
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Figure 236: Viewing sample EPF1001 form
The document opens. You can use the PDF Viewer toolbar, for example to save the document as a PDF document in your own filing system, or to print it. Move your pointer over an icon to see a tooltip. Use the navigation buttons in the lower part to move through the pages. Scroll through the pages, and then click Cancel.
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Figure 237: EPF1001 Request in PDF Viewer, Save option
Ready to Send folder
The sample file has been moved manually from the Ready to Sign folder. The list of documents is unchanged. You can open the file in View/Edit mode at this stage. However, if you make any changes, the signature is removed and the document is returned to the Ready to Sign folder.
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Figure 238: Sample EPF1001 documents in Ready to Send folder
Sent folder
The submission has been completed successfully. The Receipt of Electronic Submission is added to the list. The receipt is provided in two different formats, XML and PDF.
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Figure 239: Sample EP(1001E) documents in Sent folder
To view a receipt at any time double-click it in the Sent folder. You can also save or print the receipt from the PDF Viewer toolbar.
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Figure 240: Receipt in PDF Viewer, Print option
Error receipts
After the data has been received by EPO, you may receive a receipt indicating that an error occurred during validation. If this happens, please contact EPO Customer Services.
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Figure 241: Sample error receipt
6 Glossary of terms

A

Administrator

Within the context of user management, a person who can create accounts and assign passwords for other roles. Cannot carry out the functions related to preparing, signing or sending patent applications.

ASCII file

American Standard Code for Information Interchange. May contain letters, numbers, spaces and punctuation, but no formatting. Also called a text file.

Assistant

Within the context of user management, a person who can prepare patent applications. Cannot sign or send applications.

B

Binary file

A file consisting of a sequence of 8-bit computer code, as distinguished from files consisting of human-readable text. Readable only by computer programs.

Browse

Navigate to a file location in your computer directory.
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Browser

Internet software that lets a user view HTML documents and access files and software related to those documents.

C

CD-R

Compact Disk - Recordable disk. Another method of submission for online filing.

Check box

A small square box that is selected or cleared to turn an option on or off. When an option is selected, an x or a check mark appears in the box. Where there are several check boxes in a set, more than one can be selected.
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Click

To press the primary mouse button once without moving the mouse. The primary mouse button is the more frequently used button. This is generally the one on the left. Clicking selects or deselects an item.

Client

As applied to computers, a process, such as a program or task, that requests a service provided by another program.

Clipboard

A temporary storage area in Windows®.

Close button

The small X in the top right corner of the screen that shuts the active window.
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CSV

Comma Separated Values. A format typically used for saving files where the data is arranged in columns and rows. The information can be imported or exported, the commas marking where the next item of information starts.

D

Default

An automatic selection made by the system when the user does not specify an alternative.

Double-click

To press and release the mouse button twice without moving the mouse. The first click selects and the second activates a program or program feature.

Drag

To move an item from one place to another on the computer screen. The mouse pointer is positioned over the object, and the mouse button is pressed and held while the mouse is moved to the new location.

Drop-down

A set of options that appears when you click the drop-down arrow. 
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The menu remains open without further action until you close it or choose a menu item.

DTD

Document Type Definition is a file containing specific set of rules for how an XML document should look and how the elements of the document relate to each other. 

E

Embed

A way to insert information, for example images or fonts, into the current document, so that it becomes part of the document. This is the appropriate option when sending a document outside your own system. 

Extension

A set of characters added to a file Identifies what kind of computer application was used to produce the file. Typically three characters, separated from the file name by a full stop, for example, sample.doc would identify the document as produced in Microsoft® Word for Windows.

F

Field

A space in an on-screen form where the user can enter a specific item of information, for example, a name or a date. Fields may have restrictions on the length and type of data that may be entered, for example, text only, or numbers in a certain format.

Firewall

A security system intended to protect an organisation's network against external threats. Usually a combination of hardware and software that prevents computers in the organisation's network from communicating directly with computers externally to the network. Instead, all communications are routed through a proxy server outside of the organisation's network, and the proxy server decides whether it is safe to let a particular message or file pass through to the organisation's network.

G

Grey-scale

A sequence of shades ranging from black to white, used in computer graphics to add detail to images.

H

HTML

Hypertext Markup Language. The markup language used to format documents so that they can be interpreted and rendered by an Internet browser.

I

IP address

Internet Protocol address. A number that uniquely identifies a host computer connected to the Internet, for the purpose of communication.

J

JPG

Joint Photographic Engineering Group. A standard for storing images in compressed form. JPG files may be used for scanned signatures.

L

Legal entity

A corporate body and cannot sign patent applications.

Legal person

A corporate entity and cannot sign patent applications.

Legal Representative

Within the context of user management, a person who cannot create or manage accounts. Can carry out all functions related to patent applications, that is, prepare, sign and send them.

Link

A way to reference data, for example images or fonts, stored outside of the current document. The advantage of this is that the document file size can be smaller. The disadvantage is that if you send the document to another computer system, the linked information cannot be referenced. 

M

Markup

Information added to a document that enhances its meaning in certain ways, in that it identifies the parts and how they relate to each other. A markup language is a set of symbols placed in a document to demarcate and label that document. Important to electronic documents because they are processed by computer programs. Allows the computer to distinguish one piece of text from another and treat it appropriately.

N

Natural person

An individual who can be an applicant and/or an inventor.

Note (for EPO)

A comment intended for those receiving the application, as part of the data submitted.

Note (internal)

A note for internal use only, not transmitted to the EPO.

O

Option button

Appears as a small circle. Used to select one of a group of options. When an option is selected it has a smaller, filled circle inside it. In a set of options, only one can be selected at a time.
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P

PDF

Portable Document Format. A file format used in saving documents.

PIN

Personal Identification Number used for transmitting information electronically over a secure Internet link.

Port

A device for directing communication or channelling data between one computer and another.

Private remark

A remark for internal use only that is not transmitted to the receiving Office.

Proxy server

A firewall component that manages Internet traffic to and from a network.

R

Remark

A comment intended for those receiving the application, as part of the data submitted.

Right-click

To press and release the secondary mouse button. Typically displays a shortcut menu of options.

S

Secretary

Within the context of user management, a person who cannot prepare or sign patent applications. Sole function is to send applications.

Server

A computer running software that controls access to a network and its resources.

SSL

Secure Socket Layer. A protocol developed by Netscape Communications Corporation for ensuring security and privacy in Internet communications. Supports authentication of client, server, or both, as well as encryption during a communication session.

T

TIFF

Tagged Image File Format. A standard file format commonly used for scanning and storing grey-scale images. TIF files may be used for scanned signatures.

TXT

Text. A file format used in saving documents in machine-readable form.

U

URL

Uniform Resource Locator. An address for a resource on the Internet. Used by Web browsers to locate Internet resources.

V

VPN

Virtual Private Network. Provides a secure means of electronic transmission.

W

WAD

Wrapped Application Document. This option saves the form as XML files and all its attachments in one compressed file.

X

XML

The eXtensible Markup Language is a document processing standard officially recommended by the World Wide Web Consortium and widely accepted throughout the Internet community. Provides a way to define and manage information. It can be used to check the accuracy and quality of documents. 

Z

ZIP

A format using for saving documents. Zipped files are compressed so that they take up less space and take less time to transmit electronically than equivalent unzipped files.
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