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1. Legal notices
Copyright
© European Patent Office (EPO), 2023. All rights reserved.

Accurate reproduction of EPO-created information contained in this documentation is authorised,
provided the source is acknowledged and unless otherwise stated (e.g. that use is restricted or
subject to prior permission).

Further use of third-party works requires permission from the copyright holder, unless this is waived
under the law applicable.

Trade marks and logo

The EPO's official logo is likewise protected worldwide as an emblem of an international organisation
under the Paris Convention for the Protection of Industrial Property.

Disclaimer

EPO online services 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 EPO 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.

Other access conditions

The EPO reserves the right to modify, extend or discontinue the available services, in full or in part,
without prior notice.

Using the Online Filing software (OLF)

The EPO grants users the right to use the Online Filing software free of charge for an unlimited
period. The software is exclusively intended for online filing with the EPO, i.e. for European patent
applications and other documents.

Please refer to the EPO's website to view the most recent version of the Terms and conditions for
EPO online services electronic infrastructure (https://www.epo.org/footer/terms/online-services-
electronic-infrastructure.html).

EPO Online Filing 5.14 — User guide 11



2. Introduction
Intended audience

This guide is intended for users of the Online Filing software and EPO Online Services. To use EPO
Online Services, you need a username and a smart card registered and supplied free of charge by
the EPO. You can enrol for a smart card using the enrolment form provided on the EPO website
(http://www.epo.org/online-services).

What this guide contains

This guide details the features of the Online Filing Software and describes the processes for
submitting patent applications or subsequently filed documents electronically. Online Filing supports
applications via the EP and PCT routes as well as the use of additional national filing routes with the
EPO as interface.

Additional information

The information presented in this document may change over time as online services develop. The
latest documents and software updates are available for download from the EPO website
(http://www.epo.org/online-services).

2.1 Help and Support

The EPO operates a helpdesk for Online Filing users.

Send us your question using our contact form on the EPO website at www.epo.org/contact-form.
Our experts will get back to you as soon as possible.

You can also reach us by phone or e-mail:

Open: Monday to Friday, 08:00 to 18:00 (CET)

Phone: 00800 8020-2020 (free call from most countries worldwide)
E-mail: support@epo.org

Internet: Online filing on the EPO website: www.epo.org/online-filing

Contact us online on the EPO website: www.epo.org/contact
Visit the Online filing discussion forum (English only):
http://forums.epo.org/onlineservices-your-say-online-filing/

EPO Online Filing 5.14 — User guide 12
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2.2 Typographical conventions

The following text styles identify special information.

Style Usage

Element Interactive elements in the application such as windows, options, menu
items, icons, buttons and data entry fields.

Text Entry Text that you type in data entry fields.

KEY Keys that you press on your computer keyboard, e.g. P, ALT or CTRL.

KEY1+KEY2 Keys that you press at the same time: hold down KEY1 and press KEY2.

Filename.ext |Name and extension of files used in Online Filing.

3. Overview of Online Filing

The Online Filing software lets you file EP, Euro-PCT and PCT applications with the EPO and make
submissions within the opposition, appeal, limitation and revocation procedures. It also lets you
submit subsequently filed documents for all EP procedures. EPO Online Filing can furthermore be
used to submit applications and documents to participating national offices.

The EPO recommends that all applicants use the Online Filing software for their filings to the EPO.
This method guarantees the quality of the data and documents transmitted. As soon as the EPO
receives the electronic application, you are sent a receipt with the application number and the date
of filing. What is more, the EPO grants Online Filing users a reduction on certain fees.

If you file an application online with the EPO, you should use the same procedure, where possible,
for subsequent communications and document submission. In particular, you should not send a
confirmation fax or letter to the EPO by post.

Running Online Filing

The Online Filing software opens with File Manager. Log on by entering the user name and
password you were assigned by the Online Filing Administrator. User names are associated with
roles that allow you to perform certain tasks on the system. Online Filing only allows you to use the
options appropriate to the role assigned to your user name — e.g. only certain roles may add or
remove signatures.

Online Filing modes

Online Filing operates in two different work environments: production mode or demo mode. The
appropriate mode is selected when starting File Manager.

EPO Online Filing 5.14 — User guide 13



File Manager @

Selection

Uszer name: |Administrator

Pazsword: |

" demo mode

oK | Cancel

Figure 1: Online Filing login window

Production mode is for real filings. The default is production mode. You can also set this startup
mode in User Preferences (p. 55).

Demo mode is provided to allow users to practice the processes of completing, signing and sending
applications, without submitting a real filing. Demo mode transmissions go to a different EPO server
address from production transmissions and submissions are only confirmed by a demo receipt.

All settings, forms, applications and Address Book entries, as well as users, groups and user profiles
are specific to the current mode, i.e. demo mode or production mode, to ensure that any work in one
is kept entirely separate from the other.

File Manager

File Manager is the central administration interface for using the Online Filing suite. This is where
you organise your applications and track their processing status.

= Create folders for applications and templates

= Edit applications in the workflow process (Draft — Sign — Send)
= Check the legal and formal requirements of applications

= Export applications

= Save names and contact details in the Address Book

= Customise File Manager to suit individual user preferences

= Create user names and manage user privileges

= Set up your own password policy

= Manage general system settings.

Electronic Forms

At the EPO, electronic online filing is available for the following procedures — also referred to as
forms — which can be found in the Forms folder in File Manager:

EPO Online Filing 5.14 — User guide 14



EP(1001E2K) — Request for grant of a European Patent (EPC 2000)

Form EP(1001E2K) is the default form used for requesting the grant of a European patent and
examination of the application under Article 94 EPC. The application can be filed directly to the EPO
or via one of the participating national offices.

EP(1038E) — Subsequently filed documents (in EP procedures)

All subsequently filed documents should be submitted using Form EP(1038E), except in the
opposition procedure, when they should be submitted with Form EP(Oppo) (p. 237).

Form EP(1038) can also be used to submit an appeal and/or documents filed subsequently in appeal
proceedings. If you file documents and fees related to an appeal, you cannot file other documents
or fees, i.e. non-appeal-related documents or fees — at the same time.

Non-public documents can also be filed with Form EP(1038E). Please note that you cannot file non-
public documents at the same time as any other documents, i.e. public documents. Nor can you file
non-public documents at the same time as you pay fees related to public documents.

You can also use Form EP(1038E) exclusively to pay a fee.

At present, Online Filing does not allow the filing of priority documents, with the exception of US
certified priority documents.

Euro-PCT(1200E2K) — Entry into the European phase (EPC 2000)

Euro-PCT(1200E2K) is the form used for entry of an international application into the European
phase before the EPO as designated or elected office.

EP(Oppo) — EP opposition

The EP(Oppo) form is used for filing an opposition and/or submitting subsequently filed documents
in opposition proceedings (not for appeal proceedings). It should be used by all parties involved in
opposition proceedings.

PCT/RO/101 — PCT/RO/101 Request

You can use Form PCT/RO/101 to submit an international application filed under the PCT to the
EPO. You can define the EPO as both receiving office (RO) and international searching authority
(ISA).

PCT-SFD - PCT Subsequently filed documents

You can use Form PCT-SFD to file documents submitted after the filing of an international application
under the Patent Cooperation Treaty (PCT). You can also use it to select the fees for the
subsequently filed documents and the way you want to pay them.

PCT-DEMAND - PCT Demand (PCT/IPEA/401)

Form PCT/IPEA/401 is used for filing demands for international preliminary examination according
to Chapter Il of the Patent Cooperation Treaty (PCT).

EPO Online Filing 5.14 — User guide 15



The electronic forms are structured along the same lines as traditional paper forms to simplify data
entry. You can open and work in several forms at the same time. You can create new applications
and produce your own templates by copying your drafts and applications already filed.

Server Manager

The Server Manager tool allows the Online Filing administrator to manage services, servers and
databases.

= Monitor, start and stop services

= Activate and deactivate services for national procedures

= Backup and restore databases

= Export and import data

= Manage user connections to the server

= Monitor and log the progress of all actions

= Configure and run Live Update for software updates

= Select countries for the update of national procedures via Live Update

= Migrate either the user configuration or the Online Filing database.

3.1 Network-based online filing

Online Filing is a client-server application and can be configured as either a stand-alone installation
or a network installation.

In a stand-alone installation, the client and server both run on the same computer. There is usually
only one user here who is also the administrator.

For network installation, the Online Filing server in installed with the database on a specific
computer in the applicant's company or a patent attorney firm. This server centrally administers all
applications, data and users. The individual users have an Online Filing client installed on their PC
workstations. Data is accessed via the company network or via a private internet connection (VPN
tunnel), allowing persons working at discrete locations all over the world to co-operate on joint
applications.

User authorisation and authentication

The data and software functions released for users in Online Filing are specified individually by the
administrator. An application that is being processed by a user is locked for all other users, but is
available in read-only mode. All users can see who edited and saved the application last, ensuring
that workflows remain transparent and fully documented.

Smart cards (p. 95) are used for signing applications as well as for authentication when making
transmissions to the EPO. All users who have signing and sending privileges need their personal
smart card with PIN and a smart card reader in their offices.

EPO Online Filing 5.14 — User guide 16



Network settings when installing Online Filing

The exchange of data between the client and the server is managed by the computer network. How
the data is exchanged is defined by the network protocol. The Online Filing server works with two
different protocols — CORBA and SOAP — and reserves individual ports for each service.

CORBA is recommended, since SOAP considerably slows down the rendering of the graphical user
interface. Also, SOAP does not work with procedure PCT/RO/101. However, SOAP is useful when
the server is accessed via a WAN through a firewall.

During the Online Filing client setup, you are prompted to specify the settings for the connection to
the server. CORBA is set by default.

Enter the correct IP address of the server or its computer name in your network (available from your
system administrator).

The localhost address should only be used if the client and server are running on the same logical
PC.

& Server address information E=1rc ]ﬁ

WARNING: SOAP only works with version 3 procedures, i.e. not with PCT.

(+ CORBA " SOAP
IP Address [10.0324

Port 11000

Connect Save [\_‘ Cancel

L\

Figure 2: Setting the server address when installing the client

When configuring the Online Filing server, you have the option of entering a specific port for each
individual procedure. You can leave the default ports, provided that they are not already otherwise
assigned in your network. Ask your network specialist or system administrator for more information.

Online Filing 5.0 Setup

CORBA/SOAP ports
Pleaze set the CORBAASOAP port nurmbers for the respective features, if you
want to modify them,

Application Port [Corba) Port [SOAP)

EPO OLF File Manager |21 oan =
EPO OLF EF1038 |11103 |211D3 =
EPO OLF EF122K |111DB |211DB

EPO OLF EF2000 |11105 |211D5

EPO OLF EFOPPO |111DS |21103

EFO OLF FCT ET

EPO OLF UK177E |12SD1 |22901

EPO OLF UKMPLE |12SD2 |22902

EPO OLF ES3101 |12?D1 |22?D1

o

EDM 0l E FSER o7 [

Mext > %l Cancel |

Figure 3: Settings for CORBA and SOAP ports during installation
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For more information on installing Online Filing, refer to the installation manual, which is available
from the EPO website at Online services > Online filing > Download documentation
(http://www.epo.org/applying/online-services/online-filing/documentation.html).

3.2 National procedures in Online Filing

All national procedures compatible with Online Filing are integrated by default in the software as
standalone plug-ins and are systematically installed. Individual plug-ins can be activated and
deactivated subsequently as required in Server Manager; see Services management (p. 401).

You can select the options Typical and Custom when setting up Online Filing as a server installation
or stand-alone installation.

Typical installation

» Installs the default services: File Manager, Server Manager, EP(1001E), Euro-PCT(1200E),
EP(1038E), EP(OPPO), PCT/RO/101, PCT-DEMAND (PCT/IPEA/401) and PCT-SFD

= Installs all national plug-ins without activating them
Custom installation

= Installs the default services and all national plug-ins
= Also activates selected national plug-ins

For more information on installing Online Filing, refer to the installation manual, which is available
from the EPO website at Online services > Online filing > Download documentation
(http://www.epo.org/applying/online-services/online-filing/documentation.html).

For an overview of all national procedures, see the EPO website at Online services > Online filing
> Online Filing in national offices
(http://www.epo.org/applying/online-services/online-filing/national.html).
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3.3 National procedures in Online Filing

The EPO is constantly developing and upgrading the Online Filing system and software in response
to customer requirements to improve performance, data quality and workflow.

All software updates are made available via the Live Update service, and installation files are
published on the EPO website for manual download.

Live Update

The EPO recommends that all software users configure the Live Update function. This ensures that
you are always using the latest version of Online Filing, incorporating the most recent procedural
and fee changes, for your submissions.

Live Update also lets you download and install updates for specific national procedures.
For details on how to use and configure this tool, see Live Update (p. 417) in the Server Manager
section of this manual.

Manual Update

A chronological list of all downloadable updates for the Online Filing software can be found on the
EPO website at Online services > Online filing > Download software for filing with the EPO
(http://www.epo.org/applying/online-services/online-filing/download.html).

Release notes

The new features and changes implemented by the current and previous Online Filing software
updates are listed at Online services > Online filing > Download software for filing with the EPO
> Version 5 (http://www.epo.org/applying/online-services/online-filing/download/version-5.html).

RSS feed

If you would like to keep abreast of all new versions, updates, patches and maintenance data, you
can subscribe to the EPO Online Services RSS feed. The RSS feed will then notify you as soon as
new downloads are available.

For the link to the RSS feed visit the Online services page (http://www.epo.org/online-services) or
go to http://www.epo.org/rss/online-services.xml.
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3.4 Help on using Online Filing

Apart from reading this guide, there are other things you can do to get help on using the Online Filing
software.

Contacting Customer Services
In the menu, click Help > Info.

The About File Manager window provides contact details for Customer Services as well as
information on the type of installation and the build numbers for the modules currently installed. It is
important to have this data to hand when talking to Customer Services.

Contact details for the national patent offices can also be found in the upper part of the window.
To see more addresses, scroll down this pane.
The lower part of the window contains information on all the national procedures installed.

To see all the plug-ins, scroll down this pane.

About File Manager ﬁ
Europdisches
Patentamt
European
Patent Office
Office européen
des brevets
EPO User Support can be contacted as follows: |
Postal address: m
EPO User Support Tel: + 31 70 340 4500
European Patent Office Fax: + 31 70 340 4600
Patentlaan 2
ML-2280 HV ROSWIK e-Mail: support@epo.org
The Metherlands Internet: www.epo.org/contact =
FMMNGR build 5.0.6.110 Server Installation [
EP(1038E) build 5.0.6.110 r:
Euro-PCT(1200E2K) build 5.0.6.110
EP{1001E2K) build 5.0.6.110 %
Close

Figure 4: Helpful information on Online Filing
Creating a diagnostic file

When you contact Customer Services, it is always useful to have detailed information on your OLF
system setup at hand. The helpdesk can then get a clear picture of how your Online Filing software
is configured and this can enable the support staff to help you efficiently with advice and
troubleshooting.

You can export all the relevant information, i.e. version number, installed plug-in versions, installed
patches, original installation settings and server configuration, into a diagnostic file and mail this to
Customer Services.

Start the Online Filing Server Manager.

In the menu, click Help > Create diagnostic file.
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Note the warning message in the next dialog window.
Click Create.

Online Filing Server Manager exports all relevant data into the EPOolfDiagnostic.txt file. You are
prompted to select the storage location for the diagnostic file on your hard disk.

Open the EPOolfDiagnostic.txt file in Windows Notepad to inspect the contents including the
warning message.

If required, you can now modify the file's contents before sending it to Customer Services.

j EPColfDiagnastic.txt - Notepad =Ry X

File Edit Format View Help

CONDITIONS OF USE -
E-Mail is an unsecure way of communication. The EPO cannot guarantee that the e-mail or the
data contained in the diagnostic file will not be intercepted or read by third parties.

You shall not modify the diagnostic file other than by deleting parts of the data contained
therein; in particular you must take all appropriate care that the file does not contain any
viruses or other malware.

pate and time of gemerating the file: 2013 09 03 19:35:02

1. windows Operatin system wWin7 service Pack 1
2. windows user profile: administrator

3. OLF installation.
a. Type of installation: server
b. version of:

EPO OLF File Man

m

ger: 5.0.6.110

age
EPO OLF EP1038: 5.0.6.110
EPO OLF EP122K: 5.0.6.110
EPO OLF EP2000: 5.0.6.110
EPO OLF EPOPPO: 5.0.6.110

EPQO OLF PCT: 2.0.0.235

c. List of all app11ed patches:
2012-08-01 01:0 EPPTCH5096 EP
2012-11-30 12:32:15 EPPTCH5115 EP
2012-11-30 12:32:15 DEPTCH5006 DE
2012-11-30 12:32:16 IBPTCHS046 IB
2012-11-30 12:32:16 ISPTCH5008 1Is
2012-11-30 12:32:16 EPPTCH5116 EP
2012-11-30 12:32:16 IBPTCH5045 IB
2012-11-30 12:32:16 IBPTCH5044 1IB
2013-06-25 18:46:28 IBPTCHS047 IB
2013-06-25 18:54:48 IBPTCH5050 1IB
2013-06-25 19:45:20 IBPTCH50532 1IB
2013-06-25 19:50:34 IBPTCH5053 IB
2013-07-03 15:5?:01 EPPTCH5129 EP
2013-08-09 17:43:29 EPPTCH5135 EP
d. Folder of 1nsta11at10n C:“Program Files\EPO_OLF5

Figure 5: Contents of the diagnostic file in Windows Notepad
Online help

Online Filing's integrated online help files contain all information from this user guide for reference.
An index is provided to help you search for keywords.

Click the Help button in the toolbar on the right.

@

or
In the menu, click Help > Online Filing Help.

The Online Filing help opens in a new window in the default browser specified in the relevant
Windows system settings, e.g. Microsoft Internet Explorer.
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3.5 Digitally signed packages

Starting with new patches from spring 2021, EPO online services packages, including OLF
packages, will be digitally signed.

When you download, "signed" software gives you the assurance that the package is from the
European Patent Office and is still valid, and that code has not been tampered with since being
published.

EPO digital certificates are issued by the European Patent Organisation and the European Patent
Office.

- - -

_‘;iIssuer European Patent Office CA G2...
_ Valid from Monday, September 30, 2019 ...
|valid to Monday, September 30, 2024 ...

Figure 6 Digital certificates

In Windows, the identity of the software publisher can be seen in the file properties.

Additionally, when the downloaded executable file is opened, the following alert may appear: "This
file does not have a valid digital signature that verifies its publisher. You should only run software
from publishers you trust."

Open File - Security Warning X

Do you want to open this file?

MName:

»

A Publisher: Unknown Publisher
Type: Security Certificate

From:

Always ask before opening this file

While files from the Internet can be useful, this file type can potentially
\ ﬁ harm your computer. If you do not trust the source, do not open this
! software. What's the risk?

Figure 7 Security warning
Additional information about the file is also shown.
If the package is unsigned, the publisher is shown as unknown.

If the package is signed, but the EPO digital certificates have not been correctly saved in Windows,
the publisher is shown as unknown.

If the package is signed and the EPO digital certificates have been correctly saved in Windows with
the trusted root certificates, the publisher will be shown as "EPO".

The EPO digital certificates can be downloaded from epo.org.
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Using Windows Explorer, open the location of the downloaded certificate.
Select the file and right-click to view the following menu:

Mame Status Date modified Type

| EuropeanPatentOffice 2 1003 2000 A5.E Security Certificate
Open

Install Certificate l\r-

# Share
Figure 8 Install certificate

Left-click Install Certificate to open the Windows Certificate Import Wizard.

X

£* Certificate Import Wizard

Welcome to the Certificate Import Wizard

This wizard helps you copy certificates, certificate trust lists, and certificate revocation
lists from your disk to a certificate store.

A certificate, which is issued by a certification authority, is a confirmation of your identity
and contains information used to protect data or to establish secure network
connections. A certificate store is the system area where certificates are kept.

Store Location
@ Current User
(O Local Machine

To continue, dick Next.

Cancel

Figure 9 Certificate import wizard
Note: To install a certificate, administration rights are required.

Select Current User to import the certificate into our personal store or Local Machine (for all users),
then Next.
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€ & Certificate Import Wizard

Certificate Store
Certificate stores are system areas where certificates are kept.

Windows can automatically select a certificate store, or you can spedfy a location for
the certificate,

() Automatically select the certificate store based on the type of certificate
ﬁ)Place all certificates in the following store I

Certificate store:

| Browse...

Figure 10 Certificate store

In the Certificate Store, select Place all certificates in the following store and click Browse.

€ £* Certificate Import Wizard

Certificate Store
Certificate stores are system areas where certificates are kept,

Windows can automatically select a certificate store, or you can specify a location for
the certificate.

() Automatically select the certificate store based on the type of certificate

(®) Place all certificates in the following store

Cerl Select Certificate Store X

| Brows:

Select the certificate store you want to use.

~
nterprise rus
Intermediate Certification Authorities
Trusted Publishers
= 1 Intr cted Cartificates v
< >

[J5how physical stores

- cance' :Iext ST

Figure 11 Trusted Root Certification Authorities

Select the certificate store Trusted Root Certification Authorities and click OK, then Next.
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€ £* Certificate Import Wizard

Completing the Certificate Import Wizard

The certificate will be imported after you dick Finish,

‘You have spedfied the following settings:

Lol D SE L REEE Y Trusted Root Certification Authorities

Content Certificate

Finish Cancel

Figure 12 Completing the certificate import wizard
Click Finish to complete the import.

Windows will then show a security message:

Security Warning

You are about to install a certificate from a certification authority (CA)
! claiming to represent:

European Patent Organization CA G2

Windows cannot validate that the certificate is actually from “European
Patent Organization CA G2". You should confirm its origin by
contacting "European Patent Organization CA G2", The following
number will assist you in this process:

Thumbprint (shal):

Warning:

If you install this root certificate, Windows will automatically trust any
certificate issued by this CA. Installing a certificate with an unconfirmed
thumbprint is a security risk. If you click "Yes" you acknowledge this
risk.

Do you want to install this certificate?

Yes | No I

Figure 13 Security warning - certificate

Click Yes.
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If the import was successful, the following message will be shown:

Certificate Import Wizard ot

o The import was successful.

QK

Figure 14 Import was successful
Click OK to close.
Both EPO digital signatures should be downloaded and imported.

This action does not need to be repeated with each package. Users will be informed when the
certificates used to sign EPO online services packages are changed so that they can update the
certificates at their end.

Once the EPO digital certificate has been installed, the identity of the software publisher will be
shown in the file properties as "EPO".

Additionally, when the downloaded executable file is opened, the alert regarding unsigned
executable files is removed.

Users can choose not to install the digital certificates.

Furthermore, users updating via OLF Live Update do not need to take any further action. The file
will download and install as normal.

Users choosing to manually download OLF packages from epo.org can choose to install the digital
certificates and be able to view the publisher information when installing packages by verifying the
digital signature.

Users can also choose to install the digital certificates only centrally and not locally, to verify the
digital signature of packages before proceeding with a distributed installation. This means that where
a server installation has verified publisher information, thin clients that also have verified publisher
information via locally installed digital certificates are not required.

An EPO smart card is not a requirement for the download and installation of EPO digital certificates
or for the download of EPO online services packages.
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4. File Manager

Online Filing opens with the File Manager window. The Forms folder is always displayed when you

start the application, enabling you to select a procedure immediately to create a new application.
Click All Applications to see the application list.

Menu Bar Toolbar Location Indicator Bar Status Selection Bar Search

]
ES|File Manager Samplg 1001 E{M

File Edit View Workflow Tools Help

PR 4> QOF @ & @

All Applications - All - EP(1001E2K) - Sample 1001 105 item available
w All Applications ‘ All ‘ Diraft ‘ Feady to Sign Feady to Send ‘ Sent ‘ ILBSt saved LI I £
) Default Folder
[} Bio Research Reference Title

» [3) Mano Enterprise 3052 Sample 1001 ] rit of a European
B 2011
D 2012 30052012 1001-2 Fequest for grant of a European 3 3 3 EP[I0MEZK) 0 Draft
patent (EPC 2000)
= [T TechEurope .
B Ashorot 30052012 Sample 1038 Subzequently filed documents 0 0 1 EP1032E)] 0 Ready to gend
Kjbm 0052012 SamplsPCT PCT/RD/DT request PCT Draft
: fhum 30.05.2012 Sample OPPD EP Opposttion procedure 2 0 1 EPPppol 0 Draft
B Universal Enginsering 30052012 Sample1200  Enyintothe Ewopsanphase 6 2 8 EPNI200E2K) O Draft -
3 : #ML Impart :
Foms Form EP(1001E2K)
- []];l Templatez 1D- 200
U]? Bio Ressarch Title: Instant water
UJ? Nano Enterprise Status: Ready to sign
W Trash Messages: @0 A0 @3
Last saved: Administrator, 31.05.2012
Applicant: Mano Enterprize Ltd,
Attachments: 1 Wiew... |
Internal Motes: D avid Kilburn, 30.05.2012, Check fees
Laura dsheroft, 30.05.201 2, Representatives
Logged in ag{Administrator Items selected: 1 | 4
1
|
Folders and Templates Info Pane Application List Status Bar

Figure 15: File Manager — Overview
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Elements in File Manager

Element Description

Menu Bar Contains all commands that you need to create, edit and save
applications, options for configuring the program properties of
Online Filing as well as other tools.

Toolbar Provides shortcuts to the most frequently used tasks and tools.

Location Indicator
Bar

Contains specific information on the application currently selected:
folder, status, procedure, user reference.

Status Selection Bar

Displays the applications in a selected folder filtered by their current
status: Draft, Ready to sign, Ready to send or Sent.

Search

Searches the list of applications (or templates) for a specific search
term. To find a term, select the column you want to search in the
drop-down list and enter the search term in the field to the right.
The first application (or template) in the list that matches your
search terms is highlighted in grey after you click the Search icon

# . Click the Search icon again to jump to the next application that
matches your search criteria.

Folders and
Templates

Contains the system folders All Applications, Default Folder,
Forms, Templates and Trash. You can create additional folders
and sub-folders as required for your applications and templates.

Info Pane

Displays general information on the application (or template)
currently highlighted in the list.

Click View ... to preview the application. The application then
appears in the PDF Viewer with a list of all attached files that can
also be displayed in PDF view.

Application List

Shows the content of the folder that you selected on the left, that is,
all applications, templates or forms that are in this folder.

Status Bar

Shows information on the last action executed in the program.

Customising File Manager

You can customise File Manager to only display the elements you wish to see.

Click the options checked in the View menu one by one, e.g. Status Bar and Location Indicator.

The check marks are removed and the Status Bar and Location Indicator elements will be hidden.

Click an option in the View menu again to set the check mark and display the element once more in

File Manager.
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EFiIe Manager Sample 1038 =aREn X
File Edit |View | Workflow Tools Help

ﬁ x v Toolbar ®

Location Indicator

W Al v InfoPane [é Feady to Sign ‘ Feady to Send ‘ Sent ‘ |Last saved j | £
31 Def
Status Bar
b3 B —— = nce | Title |®|&|@| Type |r$ | Status | -
» D Na alidation oo Fequest for grant of a European 0 0 3 EPI00EZK) 1 FReady to sign
, D T Internal Notes 3 patent [EPC 2000)
=
. Request for grant of a European 3 3 3 EP[OMEZE 0 Draft
D Un List of attached documents patqent [EPC%DDD] i ! !
» M
v Status ' Subzequently filed dacuments 0 0 EP[1038E] 0 Ready to send
= T°' Columns P PCTA PCT/RO/DT request PCT Draft
v[7 e Sorting » OPPO EP Opposition procedure 2 0 1 EFOppa) 0 Draft
W Traen |30.08.2012  Sample 1200 Entry inta the European phasze 6 2 8 EP[1200E2K) 0 Draft -

.JE] Form EP(1038E)

1D: 193

Title:

Status: Feady to send
Messages: @0 A0 @1
Last saved: Administrator, 30.05.2012
Applicant:

Attachments: 0 Wiew...

Internal Notes:

Figure 16: Customising File Manager: Location Indicator and Status Bar are hidden
Exiting File Manager

Use the File menu to close File Manager and exit Online Filing.
Click Exit to close the program.

Click Log off if you want to operate the program under a different user name.

4.1 Toolbars

The Online Filing toolbars provide buttons for the most common tasks you need to complete as you
prepare, sign and send your application.

All of these functions can also be activated via options on the File Manager menu bar. Another
alternative is the shortcut menu, which you open by right-clicking an element. The shortcut menu
always contains a list of frequently used options.
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File Manager toolbar

Button |Function Description

aF New draft Creates a new application based on a standard
procedure or template.

4 Delete Moves the selected item to the Trash folder.

< Previous Moves the application back a step in the workflow
process.

> Next Moves the application forward a step in the workflow
process.

& Validation Displays validation messages for the selected
application.

[7 Internal Notes Creates application notes not intended for transmission

to the EPO. Notes for the EPO are inserted in the
Annotations tab on a form.

Address Book Opens the Online Filing Address Book to edit contact
details for legal and natural persons.

System preferences Opens the System Preferences (p. 59) window.

@ Help Opens the online help for File Manager.

Forms toolbar

When you edit an application in Online Filing, the software opens a form in a separate window, e.g.

Form EP(1001E2K). The form view window also features buttons for the most common tasks.

Button |Function Description

E Save Stores a copy of your work so far.

> Next Moves the application forward a step in the workflow process.

& Validation Shows validation messages for the tab currently open.

[ Internal Notes Creates notes not intended for transmission to the EPO.

(2 Preview Shows a preview of the application in the PDF Viewer.

N Add Adds a new item, e.g. adding details for a new applicant or
attaching a new file.

4 Delete Removes the selected item from the form.

@ Help Opens the online help for the EP forms.
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4.2

File Manager features a series of special system folders to help with organising your work. You

Folders

cannot rename or delete these.

Icon |System Folder |Description

11 All Applications | Contains a list of all applications (apart from items in the Trash
folder).

3 Default Folder All new drafts are filed here unless you specify a different location
when saving.

= Forms Contains the official forms prescribed for the various procedures
that are available for applications. The list of procedures available
depends on the settings chosen during installation.

I Templates Contains modified forms with user-specific information.

T Trash Contains deleted applications (or templates). Once the Trash

folder has been emptied, none of the items deleted in Online Filing
can be retrieved.

You can create your own folders and sub-folders in File Manager. These folders could be named by
type of application, company name or any other criteria that suit you. Folders are ordered

alphabetically under the Default Folder. You can rename and delete folders you create.

Folders containing sub-folders are marked by a little black triangle on the left.

To open a folder and view its sub-folders, double-click the folder.

W All Applications
3 Default Folder
31 Bio Research
= [ Mario Erterprise
= 2om
[ 2m2
= [ TechEurope
3 asheroft
B3 Kilbum

[ Universal Engineering

B #ML Impart
k‘f‘ Formis
« [ Templates
[]]J-—' Bio Research
[]]J-—' Mano Enterprise

ﬂ' Trash

Figure 17: Folders with sub-folders in File Manager

Creating a folder

In the menu, click File > New Folder.

or

Right-click in the folder area and select New Folder from the shortcut menu.

Type a name for the folder and press ENTER.
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w All Applications
[ Default Folder
[ Bio Fesearch

» [3 Mano Enterprise

v [3 TechEurope
D Universal Engineering
B Fome

3 |]]_,-—'I Templates

ﬂ' Trazh

Figure 18: New folder created

Creating a sub-folder

Right-click the folder to which you want to add a sub-folder.

Select New SubFolder from the shortcut menu.

Type a name for the sub-folder and press ENTER.

Renaming a folder

Right-click the folder you want to rename.

or

Press the F2 key.

Select Rename Folder from the shortcut menu.

Enter the new name and press ENTER.

MH A0 Applications
(=) Default Folder
[ Bio Fesearch
yB2
v [3 TechEurope
D Univerzsal Engineering
BE Form:
3 |]]_|-—' Templates

m’ Trazh

Figure 19: Folder renamed

Deleting a folder

You can only delete folders which do not contain any applications or templates.

Right-click the folder you want to delete.
Select Delete Folder from the shortcut menu.

The folder is deleted immediately.
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Sorting a folder
Select the folder you wish to sort.

In the menu, click on View > Sorting, then choose the name of the column you want to sort the list
by.

E File Manager Sample 1001 =aREn X
File Edit Workflow Tools Help

@ v Toolbar ®

Location Indicator

ME & v Info Pane Ready to Sign ‘ Ready ta Send ‘ Sent ‘ |Lastsaved j' P

Status B
= a.us : ar e | Tithe |®|&|@| Tupe |r§¢ | Status | ~
- D Ma lalaity i’ oo Fequest for grant of a European 0 0 3 EPI0MEZK) 1 Ready to sign
t Internal Motes 3 patent [EPC 2000)
[= Lict of attached documents E‘:tgﬁ??é{:?é%[ﬂagé]of a European 33 3 EP(I0O0EZK) 0 Draft
- Ten
B Slabe " 1038 Subsequently filed documents 0 0 1 EP[O3%E) 0 Ready to send
t Columns oo =)

01 request PCT Draft

[~

% Last saved

Sorting b procedure 2 0 1 EPQppo] 0 Draft =
B Unkerorcrgreemg [ —
» (31 %ML Import Type
Forms Status
= M1 Tamnlstas

Figure 20: Sorting applications by an option in the "View" menu
or
Click a column heading in the list of applications.

Click the column heading again to change the sorting order from ascending (A-Z or 0-9) to
descending (Z-A or 9-0).

MH 20 &pphcations ‘ All ‘ Draft ‘ Feady to Sign ‘ Ready to Send ‘ Sent ‘|Lastsaved j| 2

[ Bio Research Last saved Reference T Title |® | iy |@| Type |r¢} | Status | B
N D MNario Erterprise A0.05.2012 J5ample PCT-1 |/\S FCT/ROA01 request FCT Diraft
N D TechE urope 30052012 |Sample OPPO EP Opposition procedure 2 0 1 EP[Oppo] 0 Draft
. . . 300582012 |Sample 1200 Entry into the European phase E 2 & EP[1200EZ2K) 0 Draft
D Universal Engineering |ierC 2000)
¥ [ =ML Import ]
r 30.05.2012 |Sample 1038 Subszequently filed documents 0 0 1 EP[1038E] 0 Feady to send
= Fams
AN.05.2012 |Sample 1001 Fequest for grant of a European 0 0 3 EPI001EZK) 1 Ready to sign
v [P Templates patent [EPC 2000]
T Trash 30.052m2 |10m-2 Fiequest for grant of a European 3 3 3 EP(I00TE2K] O Draht
patent [EPC 2000] i

Figure 21: Sorting applications by clicking the column heading
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4.3 Applications

The list of applications indicates the most important properties of all applications in the folder

currently selected:

» Last saved — Date of the last change

= Reference

= Title

- (8 Number of validation messages by validation level (see "Validation" p. 40)
= Type of procedure/form used

. Number of attachments

= Status in the workflow process

‘ All ‘ Draft ‘ Ready to Sign ‘ Ready to Send ‘ Sent ‘|Lastsaved j| 2

Lasts.© Reference Title & & &@ Type & Statug -
t for grant of a European 0 0 3 EP1001EZK) 1 Ready to sign 4

30052M2 1001-2 Fequest for grant of a European 3 3 3 EP00TEZK) 0 Draft

patent (EPC 2000)
3005202 Sample 1038 Subsequently filed documents 0 0 1 EP[1038E] 0 Ready to zend
3005202 Sample PCT-1 PCT/ROA0T request FCT Diraft
30052012 Sample OPPO EP Dpposition procedure 2 0 1 EPOppa) 0 Draft
30052002 Sample 1200 Entry into the European phase E 2 8 EP[1200E2K) 0 Draft

[EFC 2000) ol

Figure 22: List of applications in File Manager

You can customise the list of applications and filter it by various criteria.

In the menu, click Status > View, then choose the status you want, e.g. Ready to send.

or

Click the appropriate button in the Status Selection Bar.

In the menu, click View > Columns, then select the columns you want to display in the list of

applications.

Double-click the dividing line between two column headers to resize the columns so that they fit their

content.
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4.3.1 Creating a new application

You can create a new application in File Manager using a form from the Forms folder or a
customised form from the Templates folder.

In the menu, click File > New Draft.
or

Click the New Draft button in the toolbar.

o s

or

Double-click a form or template.

or

Press CRTL+N on your keyboard.

The Create a New Application window opens.

Enter the User Reference for the new application.

Select the type of procedure you want to choose from in the Group list, e.g. EP.

This is not mandatory but it reduces the number of forms displayed in the Procedure list, making
selection easier for you if the number of procedures installed is very high.

Select the option you want in the Procedure list.
The procedure on which an application is based cannot be changed afterwards.
Data automatically appears in the Description field and cannot be edited.

If you want to use one of your templates as a basis for the new application, select it in the Based on
Template list.

Select the language you want in the Language of proceedings list.

The application form will be created in the language selected. However, this setting has no effect on
the language of the Online Filing graphical user interface.

Select the folder where you want to save the new application.
Click Create.
A warning appears if the user reference you entered has already been assigned to an application.

= Confirm this message with Yes if you are sure you want to use the same user reference for the
new application.

= Click No to change the user reference in the Create a New Application window.
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= If you create a new PCT/RO/101 application, only unique user references are allowed; see
Creating a new PCT/RO/101 application (p. 272) in the section on PCT/R0O/101 or in the online
help for form PCT/RO/101.

The option Customer number is only available for the UK procedures UK-IPO(F1), UK-IPO(NP1)
and UK-IPO(SFD).

Example

This new EP(1001E2K) draft is not based on a template. English is selected as the language of
proceedings and the application is stored in one of the personal folders.

( Create a New Application &J‘

User Reference: |Sample 100

Group: |EF' j
Procedure: |Ewro-PCT[1200E 2K) ~|
Drescription: |Entr_l,l inta the European phaze [EPC
Based on Template: |<n0ne> j
Language of proceedings: |English j
Customer number: | J
Save to folder:

31 Default Falder

3 Bio Ressarch

» [ Mano Enterprise
= [ TechEurope
3y asheroft

 Kilbum

D Univerzal Engineering
¥ (3] #¥ML Import

Create N Cancel |

Figure 23: Create a new draft based on Form EP(1001E2K)

4.3.2 Saving applications

A new application is only transferred to the database after the draft has been saved for the first time.
Changes made in the subsequent workflow process can be saved at any time. Saving changes
ensures that the data displayed in File Manager is also updated.

In the form view menu, click File > Save.
or

Click the Save button in the toolbar.

=

You can use the Save As option in the File menu to create a new item from an open application:
Select Save copy as Draft and enter a reference to save as a new copy.

The original remains as it was when last saved. All subsequent changes apply to the new document.
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Select Save as Template to save as a customised form (see "Templates" p. 32) on which to base
new drafts.

The saving options in form PCT/RO/101 are slightly different; see Saving the form (p. 274) in the
section on PCT/RO/101 or in the online help for form PCT/RO/101.

4.3.3 Renaming applications

You can only rename applications while they are still in Draft status. Applications based on form
PCT/RO/101 cannot be renamed.

Open File Manager and select the application you wish to modify.

Right-click the application in the list and select Rename user reference from the shortcut menu.

& File Manager 1001-2 = | B S
File Edit View Workflow Tools Help
R A @
Default Folder - All - EP{1001E2K) - 1001-2 B items available
W All Applications ‘ All ‘ Diraft ‘ Feady to Sign Feady to Send ‘ Sent ‘ |Last saved j | £
) Default Folder
[} Bio Research Last zaved Reference / Title: -
i 30.05.2012 100-2 ’ ’ = 0 Draft
» [3) Mano Enterprise e

v [T TechEurope
D Universal Engineering
» (31 %ML Import Copy application

F.06.2012  Sample 1001

Move to folder I 3 EP[0DTEZK] 1 Ready to sign

A 30052012 Sample 1038 ) 1 EP(I03%E) O Readytosend
=) roms 30052012 Sample 1200 Eonveritnfiemplate 8 EP(1200E2K) O Draft
4 Uh-' Templates Rename user reference b

T Trash 30.05.2012 Sample OPFO 1 EP{Oppo] 0 Draft il

Delete

Figure 24: Rename user reference for application
Enter the new user reference in the Rename user reference window.
Click Rename to save your changes.

The user reference in the database will be updated. It can take a few moments for the change to
appear in File Manager.

4.3.4 Moving applications

In File Manager, select the application (or template) you want to move.
Right-click the application.

Select Move to folder from the shortcut menu.

Select the destination folder for the application in the Move to folder window.

@ You can display sub-folders by double-clicking the parent folder.

Click OK.

EPO Online Filing 5.14 — User guide 37



The application is now in the selected folder.

Move to folder &J

[ Default Folder
3 Bio Fessarch
» [ Mano Enterprize
= [ TechEurope
3 asheroft

 Kilbum

D Univerzal Engineering
¥ (3] #¥ML Import

(] 8 N Cancel |

Figure 25: Selecting the folder where you want to move an application

4.3.5 Deleting applications

There are a number of ways to delete applications (or templates). At every stage of the deletion
process, Online Filing asks if you are absolutely sure you want to delete an application. This is not
a setting that can be deactivated in the user preferences.

Deleted applications are first moved to the Trash folder where they remain until you empty the trash.

In File Manager, select the application(s) or template(s) you wish to delete.

@ You can select multiple items one after the other by clicking them with the CTRL key held
down.

In the menu, click Edit > Delete application.
or

In the toolbar, click the Delete button.

®

or
Right-click the application(s) and select Delete from the shortcut menu.
or

Press DELETE on your keyboard.
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Retrieving deleted items

Click the Trash folder.

o

Select the application you want to restore.

Right-click the application and select Move to folder from the shortcut menu.

Select the required folder in the Move to folder window and click OK.

Removing items from the Trash folder

You can clear all items or individual items in the Trash folder.

Right-click the Trash folder and select Empty Trash Folder from the shortcut menu.
or

Select the items you want to remove and delete them as described above.

4.3.6 Previewing applications

Just like in any word processing application, you can open a preview of an application in Online
Filing to display the application form as it appears in print. In Online Filing, the preview of the
application is displayed as a PDF file in the PDF Viewer window, which runs the Adobe Acrobat
Reader application installed on your PC. This window also displays all attached files as well as the
system files generated by Online Filing.

Select an application in File Manager.

The info pane provides more information on a selected application, including information that is not
yet visible in the list of applications:

= |ID is the internal number of the application in the database.

= Title is the title of the invention (for applications using the EP(1001E2K) form only, otherwise
blank).

= Last saved indicates the user's name and the date.

= Applicant indicates the name(s) of the applicant.

= Internal Notes provides a short summary of remarks by the persons handling the application.
Click the View ... button in the info pane.

or

Select View > List of attached documents.
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Form EP(1001E2K)

1D:

19

Title: Instant water

Status: Feady to sign
Messages: @0 A0 @1
Last saved: Adminigtrator, 30.05.2012
Applicant: Mano Enterprize Ltd.

Attachments: 1 Wiew... I;
Internal Notes: D avid Kilburn, $05.2012, Check fees

Laura Ashcroft, 30.05.2012, Representatives

Figure 26: Info pane with application information

The PDF Viewer opens with a preview of the required application (ep-request.pdf).

A list of all files associated with this application is displayed on the left.

In this example, the technical documents are contained in one attachment
(SPECEPO-1.pdf).

The XML files listed are the system files required for transmission to the EPO. The f1002-1.pdf
file is the designation of inventor generated internally by Online Filing.

The list of files displayed by the PDF Viewer includes the acknowledgement of receipt
(receipt.pdf) once an application has been successfully transmitted to the EPO.

The user reference appears on the bottom left of each page in the PDF document created by
Online Filing.

The PDF Viewer provides a toolbar and other items for handling the PDF document.

To print the form, click the Print file icon in the PDF Viewer's toolbar.

To save a copy of the PDF file to your PC, click the Save file icon.

To resize the width of the left navigation pane, click the grip at the centre of the divider (symbolised
by three dots) and drag it to the required position.
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Figure 27: Application displayed in the PDF viewer

4.4 Templates
Templates are user-defined forms, containing data that you need every time you prepare certain

applications, such as information relating to a particular applicant or to fee payments.

441 Creating a new template

In File Manager, you can create a template from a draft application, start with a blank form or use an
existing template.

Specific instructions on how to create a template for PCT/RO/101 applications can be found in
Working with templates (p. 275) in the section on PCT/RO/101 or in the online help for form
PCT/RO/101.

Creating a template with a blank form
In the menu, click File > New Template.
or

Press SHIFT+CTRL+N.
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In the Create a New Template window, enter the Template Name.
Select the required procedure and the language of proceedings.

To store the new template in one of your template folders, double-click the Templates folder and
select the appropriate sub-folder in the Save to folder field.

If you wish, enter a description to help identify the template.

This is displayed in the Title column in File Manager.

Click Create.

( Create a New Template [iE-J‘
Template Mame: |Nan0 1200
Group: |EF' j
Procedure: |Ewro-PCT[1200E 2K) ~|
Drescription: |Entr_l,l inta the European phaze [EPC
Based on Template: |<n0ne> j
Language of proceedings: |English j
Customer number: | J
Save to folder:

- []]_,‘—' Templates

[]]_,-—' Bio Research
[]]_,-—' Mano Enterprize

Drescription:

Template for applicant Mano Enterprize with form Euro-PCT[1200E2K)

Create N Cancel

Figure 28: Creating a new template

The new template opens in the form view where it can be edited.
Creating a template from an existing application (draft)

The application is in Draft status.

Double-click the application to open it in the form view.

In the menu, click File > Save As > Save as Template.

Enter the template name in the Save As Template window.

Select a folder if you want to save the template in a sub-folder of the Templates folder.

@ Double-click the Templates folder to display all sub-folders.

Enter a description.

Click Save.

EPO Online Filing 5.14 — User guide 42



Save As Template @

Template Name: |Nan0 1033

Procedure: EP{1038E)

Folder:

- ﬂ]_'-—' Templates
[]]_T—' Bio Research
[]]_T—' Mano Enterprise

Description:

Template for applicant Mano Enterprise with form EP{1038E)

Save B| Cancel

Figure 29: Saving an application as a template
The new template remains open in the form view.
Converting an application (draft) into a template

Only an application in Draft status can be converted into a template. This removes the application
from its original location and creates a new template in the selected template folder.

In File Manager, right-click the application you want to convert into a template.
Select Convert to template from the shortcut menu.
Select a folder in the Convert to template window.

Enter a description.

(D You cannot change the template name here.

Click Save.
Convert to template (==
Template Name: |Samp|e 1001
Procedure: EP({1001E2K)

Folder:

- []]_T—' Templates
[]]_,——l Bio Research
[]]_,——' Mano Enterprise

Description:

Template for patent applications by Nano Enterprise Ltd.|

Save %J Cancel

Figure 30: Converting an application into a template
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The template then appears in the selected template folder in File Manager.

E File Manager =HECN X
File Edit View Workflow Tools Help
# @
Nano Enterprise - EP(1001E2K) - Sample 1001 3 items available
w All Applications ‘ All ‘ Crraft ‘ Fieady to Sign ‘ Fieady to Send ‘ Sent ‘ |Name j | P
31 Default Falder
[ Bio Research M ame | Type | D escription | Group |
» D Naro Erterprise Mano 1038 EP[1038E)] Template for applicant Mano Enterprise with form EF[1038E] EF
Mano 1200 EP[1200E 2K Template for applicant Mano Enterprise with form EF
»[D TeshEuope EuraPLT(1200E2K)
D Univerzal Engineering — -
' D ML Impat Sample 1001 EP[1001E2K) Template for patent applications by Mano Enterprize Ltd. EF
B Formes
- []]_,‘—' Templates

[]]_,-—' Bio Research

I Maro Erterprise

T Trash Template EP(1001E2K)
Template Hame: Sample 1001
Last modified: 30.05.2012
Applicant: Mano Enterprize Ltd.
Description: Template for patent applications by Mano Enterprize Ltd,
Logged in az Administrator Items selected: 1

Figure 31: Templates folder with sub-folders and new template

Creating a template from an application already processed (Sent, Ready to send, Ready to
sign)

Only applications still in Draft status can be directly converted into templates. There is, however,
also a way to create a template from an application, for instance, that has already been sent.

In File Manager, select the application you want to use as a template.

Its status can be Ready to sign, Ready to send or Sent.

Right-click the application and select Copy application from the shortcut menu.
Type a new user reference.

Click Copy.

The copy now appears in Draft status in File Manager.

Right-click this application and select Convert to template from the shortcut menu.

To continue, proceed as described above.
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Copying a template
Click the Templates folder.

Select the template you want to copy.

Right-click the template and select Create a copy of template from the shortcut menu.

Enter a name for the new template in the Copy template window.

Click Copy.

Copy template ===

Enter new template name:
Mano 1001

Copy %J Cancel |

Figure 32: Creating a new template by copying an existing template

In File Manager, the new template appears in the same folder as the copied template.

4.4.2 Using a template

You can use your templates immediately to create a new application.
In the Templates folder, double-click the template you require.

or

Click the New Draft button in the toolbar.

.

The Create a New Application window opens.
Where applicable, select the template you want in the Based on Template list.
Enter the details for the new application.

Click Create.
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d

Create a New Application

User Reference: |‘I oo _gBio

Group: |<n0ne> j
Procedure: [EP[1001E2K) |
Description: |F|equest for grant of a European pat
Based on Template: |Template 100 j
Latguage of proceedings: |English j
Customner nurmber: | J
Save to folder:

(3 Defaul Folder

» [3 Mano Enterprige Ltd.
v [ TechEurope
D Univerzal Engineering

Create Q Caticel

Figure 33: Create a new application based on a template

4.4.3 Modifying a template

You cannot change the underlying procedure in a template. Nor can you rename a template.
Changes made to a template are not transferred to existing applications based on this template.

Editing data in a template

Click the Templates folder.

Select the template you want to edit.

Right-click the template and select Edit template from the shortcut menu.
The template will open in the form view.

Modify the data as required and save the template.

Updating fee information in a template

When you create a template, the most recent fee schedule for the selected procedure is always
entered in full in the template. The Live Update routine updates the fee information in Online Filing
— but not in existing templates — whenever the EPO issues new fees.

A warning message appears if the template that you try to open to create a new application still
contains outdated fee information.
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Warning

Please be aware that a new fee schedule has been introduced since this template was last saved. Please open the
ternplate for editing so that the fee information can be automatically updated.

QoK

Figure 34: Warning when you open a template containing outdated fee information
Click OK to cancel the operation.

To update the template, right-click the template in File Manager and select Edit template from the
shortcut menu.

A warning message about updating fee information appears.

Warning

Please be aware that a new fee schedule has been introduced since this template was last saved. The fees
information for this template will now be updated.

Figure 35: Warning about updating fee information in a template

Click OK.

The template now opens with the new fees.

Save the template.

Modifying the template description

Click the Templates folder.

Select the template you want to edit.

Right-click the template and select Properties from the shortcut menu.

Change the text in the Template description field in the Template properties window.

Click Save.

Template properties [=3a)

Template description:
EP applications with EP(1001E 2K for Bio Flesearch|

Save N Cancel

Figure 36: Changing template properties
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4.5 Workflow and status

In Online Filing, the workflow is the sequence of all tasks related to the filing of an application, that
is, from the creation of a draft to the successful transmission of an application to the EPO. The status
of an application indicates which tasks have already been performed for an application and which
task can be performed next.

File Manager shows the current status of each application, that is, either Draft, Ready to sign,
Ready to send or Sent. You can filter the list of applications so that only applications in a specific
status are displayed.

Click a status button for a list of all the applications in the relevant status.

‘ Al ‘ Draft ‘ Ready to Sign Ready to Send ‘ Sent

All Shows all applications in the folder currently selected.

Draft All applications that are still being processed. Applications in this status are
missing either mandatory information or documents required for the
procedure.

Ready to Mandatory information and documents have been included but signatures

sign have not been added.

Ready to Mandatory information and documents has been included and signatures

send have been added.

Sent The application was successfully transmitted to the EPO and the
acknowledgement of receipt was received from the EPO.

4.5.1 Changing the status of an application in File Manager

The workflow process in Online Filing helps you to fill out applications correctly and in full. The
software checks the documents and data contained in an application for compliance with the legal
framework and the Validation (p. 40) function informs you about which data is missing or has to be
corrected. An application can only move forward to the next status in the workflow if all necessary
data was entered and is correct (where verifiable).

@ You can only change the status of applications if your user name is assigned the
corresponding privileges in Online Filing.

You can change the status of applications either via the Next and Previous workflow buttons in the
toolbar or via the Workflow menu. The workflow buttons only ever change the status one step at a
time to the next or previous stage. In contrast, you can use the menu options to change the status
several steps at a time, e.g. from Ready to send directly back to Draft.
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Select the application you want in File Manager.

In the menu, click Workflow > Change Status followed by the required option to move the

application to a specific status.

or

Keep clicking the relevant workflow button until the application reaches the status you want.

Icon |Function |Description
> Next Move the application forward a step in the workflow process. You can only
move an application to the next step if the current data is sufficient, e.g. only
an application signed with a digital signature can be moved to Ready to send
status.
< Previous |Move the application back a step in the workflow process, e.g. return it to
Draft status so that changes can be made.
Example 1

In this example, the selected application is in Draft status and already contains all mandatory
information. Clicking the Next button moves the application to Ready to sign status and opensi it in
the PDF Viewer. Notice that the Previous button is disabled because Draft is the first step in the

workflow process.

The tool-tip on the Next button says "Ready to sign".

31 Uriversal Engineering

patent (EPC 2000)
3 D #ML Import -

r Sample 1038 Subsequently filed documents

=l Foms Sample 1200 Entry into the European phase
v [P Templates [EPC 2000]

W Trash EF Opposition procedure

30.05.2012  Sample OPPO

Figure 37: "Ready to sign" option available in the workflow
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E File Manager Sample 1038 = | 5 e
File Edit View Workflow Tools Help
PR <> @
Default Folder -[kll - EP1038E) - Sample 1038 B itemns awvailahle
Ready to sign
W All Applications ‘ All ‘ Drraft ‘ Feady to Sign ‘ Fieady to Send ‘ Sent ‘ |Last saved j | P
31 Default Folder
[ Bio Ressarch Last saved | Reference # | Title |(y|&|@| Type |r@ | Status | -
M Enterpri 30082M2 1001-2 Fequest for grant of a European 33 3 EPO0TEZE) 0 Draft
> [ Nano Enterpis= patert (EPC 2000]
v [ TechEurope
3.05.2012  Sample 1001 Fequest for grant of a European 0 0 3 EP1001EZE) 1 Ready to sign

0 0 1EPF ] 1]
E 2 8 EP[1200EZ2K) 1}

2 0 1 EPOppa) 0

Ciraft
Ciraft

Ciraft
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Example 2

In this example, the status of the selected application is Ready to sign. Clicking the Next button
initiates the signing process. Note that the Previous button is enabled. Clicking it would return the
application to Draft status.

In this example the tool-tip on the Next button says "Sign".

E File Manager Sample 1001 | e -

File Edit View Workflow Tools Help

TR AV @

Default Folder —[gl -EP(1001E2K) - Sample 1001

@@

B items available

Sign|
MH &0 Applications ‘ All ‘ Draft ‘ FReady to Sign ‘ Ready to Send ‘ Sent ‘ |Last zaved j | P
31 Default Folder
[ Bio Ressarch Last saved | Reference # | Title |m|&|@| Type |r@ | Status | -

30052012 10012 0 Draft L

Fequest for grant of a European 303
patent (EPC 2000]

» [ Mano Enterprize 3 EP[00MEZK)

v [ TechEurope

3052012 Sample 100 of a Eurapean 0 3 EF(1001E2K) leady to sig
B Universal Enginesiing 3.05.2012 Sample 1001 of a European 0 3 EP(I0OMEZ2K] 1 Readytosign
3 E:] #ML Import .
LD ample ubzequently nie: jocuments ral
b 0052012 Sample 1038 Sub Hy filed ch t 0 0 1 EF[103EE) 0 Draft
=l roims 30052012 Sample1200  Entyintothe Ewopeanphase 6 2 8 EP(1200E2K) O Draft
v [P Templates [EPC 2000]
W Trash EP Dpposition procedure 2 0 1 EPOppa) 0 Draft i

30.05.2012  Sample OPPO

Figure 38: "Sign" option available in the workflow

4.5.2 Changing the status of an application in the form

An application remains in Draft status until you actively change its status, e.g. move the application

to Ready to sign status.
Open an application in Draft status.

In the form toolbar, click the Next button.

E EPO Online Filing - EP(1038E) - Sample 1038

= e e

File Edit View Tools Windows Help

H> «F £

EP(lI]:NJh - Nraft - Samnle 1028

©)

Last saved on 31.05.2012

Move to Ready to Sign and Sign|
Application No | Mames (&) | Documents

‘ Fees ‘ Annotations

Figure 39: Using workflow buttons in the form view to move an application to "Ready to sign" status

In the menu, click File > Close, then select Move to Ready to Sign and exit.

EPO Online Filing

==

Exit confirmation

" Save and exit

™ Exit without saving

{* Move to Ready to Sign and exit

oK N Cancel |

Figure 40: Moving an application to "Ready to sign" status when closing a form

When an application leaves Draft status, the next step in the workflow process automatically starts

the next time the application is opened.
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For example, the signing process automatically starts if you open an application in Ready to sign
status and the sending process initiates if you open an application in Ready to send status.

Use the Previous button in File Manager to move the application back to Draft status in order to
make changes in the form view.

Form PCT/RO/101 provides different functions; see Processing the PCT/R0O/101 application (p. 339)
in the section on PCT/RO/101 or in the online help for form PCT/RO/101.

4.6 Validation

The Online Filing software incorporates validation mechanisms that check the logical consistency of
data entered in an application and compares it with the legal requirements of the EPC and the various
filing offices. For the latest version of the EPC, see the EPO website at Law & practice > Legal
texts > European Patent Convention (http://www.epo.org/law-practice/legal-texts/epc.html).

There are three severity levels for validation messages:

Icon | Severity |Validation state

[ 1 The red icon for error means that mandatory information required by the
EPC is missing or the data provided is incorrect. You must supply or
amend this information before you can submit the application.

iy 2 The yellow icon for warning means that some information is missing but
may be supplied subsequent to your filing.

@ 3 The grey icon for message means that helpful hints concerning your filing
are available.

In File Manager, the total number of validation messages about an application is shown both in the
application list and the info pane.

There are no validation indications for the PCT/R0O/101 requests shown in the overview screens as
the validation system operated by the PCT/RO/101 is not compatible with the data format used by
the EPO Online Filing File Manager. For more information on validation messages, please refer to
PCT/RO/101 (p. 270) in the section on PCT/RO/101 or in the online help for form PCT/RO/101.
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Last saved Reference © | Title N| iy | (6} Type |r§4 | Status |-

06052011 Sample 1200 Entry into the European phase 8 1 7 JEP(1200E2K] O Draft |
[EPLC 2000)

0E.05.2011 Sample 1038 Subszequently filed documents 1 0 1 JEP[1038E) 0 Draft
07.05.2011 Sample 1001 e 2 3 2 EPNOOIEZK] 0 Draft
atent [EP! ]

04.05.2011 Exemple PCT
05.05.2011 Ewemple OPPO 2 EP Opposition procedure o 0o
05.05.2011 Exemple 1200 Entry inta the European phaze o1 0

O Annm

EF[Oppo) 2 Diraft
EP(1200E2K) 9 Draft o

Form EP(1001E2K)

1D: 21

Title: Heat exchanger
Status: Diraft

Messages:
Last saved: Adrninistrator, 07.05.2011
Applicant: Peter Burton

Attachments: 0 iew...

Internal Notes:

Figure 41: Number of validation messages in the info pane and application list

In the form view, the validation status is indicated by icons in the tabs corresponding to the form
sections.

‘ Requmtu‘ Namesw‘ States ‘ Priority &| Biological Material ‘ Documentsw‘ Fee Payment@‘ Annotations ‘ ‘

Figure 42: Validation icons in a form's tabs indicate missing data

The total number of validation messages per severity level is also displayed in the status bar of the
currently opened application.

“ Logged in as Administrator Q@ 4 |4A 4 |@ 5|J

Figure 43: Number of validation messages indicated in the form's status bar
Note that the validation icons change dynamically as you enter new data.

Click the Validation button in an application's form view to view the messages specific to the
currently displayed tab.

Click the Validation button in File Manager to see all the messages concerning the selected
application.

¢

The validation messages are displayed in a separate window.
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2 Validation Messages/Sample 1001 [é]

States 4
~ (I} Severity 3: 1 message(s)
* No extension states selected
Priority
~ /i Severity 2: 1 warning(s)
* If no priority claim is made and no declaration that it is not intended to file a further priority

claim is provided, this application may not be eligible to be processed under the PACE
programme.

Documents
w & Severity 1(2 errors)

* For the sake of consistency, please either attach the chims and enter the number of claims, or
indicate that you intend to file the claims later, or declare that the reference to the previously
filed application also replaces the claims.

* Electronic file Description must be attached
v /i Severity 2: 1 warning(s)
* Electronic file Abstract is required, but may be provided subsegquently to filing
Fee Payment
~ (I} Severity 3: 1 message(s)
* Please enter mode of payment %

Figure 44: All validation messages for an application

You can leave the validation window open to keep track of your applications while working in File
Manager.

In the menu, click View > Validation > Docked to dock the validation window under the File Manager
window.

@ If you want the validation window to appear docked to the form window each time, select the
corresponding option for Startup (p. 55) in User Preferences.

If you prefer, you can select View > Validation > Undocked.
This option leaves the floating window open and allows resizing of the window.

To close the validation window, click View > Validation > Hide.

4.7 Internal Notes

Internal Notes can be used by the persons handling an application within a company to exchange
information without sending it to the EPO. You can only create and delete internal notes in the
applications, not in File Manager. Notes are displayed as read-only when opened from File Manager.

Information for the EPO is inserted in the form's Annotations tab, see EP(1001E2K) — Annotations
(p. 167).

For instructions on annotations and notes in form PCT/RO/101, please refer to PCT/RO/101 —
Annotate (p. 334) in the section on PCT/R0O/101 or in the online help for form PCT/RO/101.
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Creating Internal Notes

In the procedural form, click the Internal Notes button in the toolbar.

Y

Any notes already created for this form are listed.

Click the New button.

i’

Enter the author's name, subject and note text.

E Internal Notes &J
4:, w Author: |David Kilburn Created on: 31.05.2012
Representatives o
Laura Ashcroft, 30.05.2012 Eriget |Check fees
Check fees Note: Not all the fees to be paid have been selected yet h
David Kilburn, 31.05.2012 P 1

Figure 45: Sample for internal notes, created in the form
Viewing Internal Notes
In File Manager, select the application of which you wish to view the notes.

Click the Internal Notes button in the toolbar.

E

@ Like the validation window, the Internal Notes window can be set to Docked, Undocked or
Hide in the View menu.

In the list click a note to display it.
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E File Manager Sample 1001

=NAe X

File Edit View Workflow Tools Help

TR <A> Y @E

Default Folder - All - EP(1001E2K) - Sample 1001

W All Applications
31 Default Folder
3 Bio Fessarch
» [ Mano Enterprize
v [ TechEurope
Ej Univerzal Engineering
¥ (3] #¥ML Import
Formis
3 []]F Templates

W’ Trash

Logged in az Administrator

Internal Notes

Representatives

Laura Ashcroft, 30.05.2012
Chedk fees

David Kilburn, 31.05.2012 k

‘ All ‘ Draft ‘ Ready to Sign ‘ Ready to Send ‘ Sent ‘|Lastsaved j| 2

@@

B items available

Last saved | Reference # |

Title |o|a]@]  Tyee

|r@ | Status | -

31.05.2012  Sample 1001

3.05.2012  Sample 1038
ANNR M2 Samnle 1200

Fequest for grant of a European 0 0 3 EP1001EZK)
patent (EPC 2000]

0 0 1 EP[1032E]
R 2 A FPAZONFZED

Subsequently filed documents

Fritr intn the Furnnean nhase

1 Draft 3

0 Draft
N Nraft

Form EP(1001E2K)

1D:

Title:

Status:
Meszages:
Last saved:
Applicant:
Attachments:

Internal Notes:

Items selected: 1

200

Instant water

Ciraft

@0 Ao @3

Administrator, 31.05.2012
Mano Enterprize Ltd.

1 igw...

D avid Kilburn, 31.05.2012, Check fees
Laura Ashcroft, 30.05.2012, Representatives

&)
Author: |David Kilburn Date: 31.05.2012
Subject: |Check fees
Note: Mot all the fees to be paid have been selected yet.

Figure 46: Example of an internal note in the docked Internal Notes window in File Manager
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4.8 Address

Book

The Address Book is a facility for storing contact details (e.g. applicants, representatives,

inventors).

In the File Manager menu, click Tools > Address Book.

or

Click the Address Book button in the toolbar.

File Edit View Workflow

# <

Tools

> [@]

All Applications - All - EP(1001E2K) - 1

Help

Tools  Help Address Book %

Fee Management

Maintenance Table Viewer 3

Figure 47: Opening Address Book in File Manager

- SN

@

90 itemns available

Entries in the Address Book are grouped by legal and natural persons. Note that a legal person is
represented by the icon & and a natural person by the icon & .

Add Remove Undo Search Details
erol Address Book - DO
File| Edit | View Help
H % Find in: |Last harme ﬂ | | P ®
4:” ﬁ Last Mame: | Middle Mame(s]: |
ABC Erfindungen GmbH ~ ~ First Name: | Carmnparny: |IF' Partrers
Associés Lefvre Title: | J Department: |European Patents
Bio Research
BiaTech Azsociation No.: |
Horvath und Sohine
Innovation GmbH PO Box: |5088 Country: |GB |United Kingdom =
= |P Partners Building: | GE County: |Eambridgeshire =
M ever und Partner |
La 1y Street: Cambridge Science Park. Telephone: +44 1223 3816-0
Micro Vark _ 100 Red Lion Square
Nano Enterprise Ltd. Telefax: |+44 1223 351690
Newport Associates o . —
Parker & Pattrers District: | E-mail: |0ff|c:e@|p-partners.c:o.uk
Patentarwalte Clity: |Eambridge I ationality: | |
Schmidt-w'eghoff —
. Frincipal place of p -
S claFrance SA Postal code: |CB2 148 businepss:p |GB | United Kingdom ~ ~
TechEurope Country of 5
y ol p p - tate of
Techlnvent 54 incorporation: |GB |Un|ted Kingdom J incorporation: | —
Universal Engineering Role l FR ] DE ] DK ] PL ]
US Global Engineering
2 Andrews, Jennifer % .‘i:
2 ?E"itltoeur. PSi.z”e - Route | Role Registration Mo,
sehinvent EP Representative 102030405
2 Burton, Peter
2 Bicker, Bruro -
Innovation GmbH v
Select route Selectrole Enter registration no.

Figure 48: Address Book with legal and natural persons
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Address Book functions

Function Description
Add

Click to create a new Address Book entry.

Remove Click | to delete the Address Book entry currently selected.

Revert changes Click 9 to cancel entries or changes.

Search Select the data field you want to search in the Find in drop-down list and
then enter the relevant search term in the search field. Click the Search

icon # to find matching Address Book entries.

Enter details Edit the personal details in the data fields. You must enter at least a first
and last name for a natural person or at least the company name for a
legal person.

Select route Click this field to open a drop-down list of routes.

Select role Click this field to open a drop-down list of features for the selected route.

Enter Click the field to enter the registration number.

registration

number

Exchange of data between Address Book and forms

When filling out forms, you can copy entries (see "Adding names from the Address Book to a form"
p. 47) from the Address Book for the persons listed in the Names tab. You can also copy the
information on a person you entered in a form to a new entry (see "Saving names from a form to the
Address Book" p. 49) in the Address Book.

For instructions on exchanging address data with form PCT/RO/101, please refer to Adding names
from the Address Book to a form and vice versa (p. 296) in the section on PCT/RO/101 or in the
online help for form PCT/RO/101.

@ Data loss can occur in Online Filing if information from an EP form is copied to the Address
Book and then transferred to a non-EP form, and vice versa. You should therefore check the
integrity of address data when transferring Address Book entries and add any missing
information manually.

Exchange of data between Address Book and external files

You can create Address Book entries either directly in Online Filing or import (see "Importing Address
Book names" p. 52) them from existing CSV files. You can also export (see "Exporting Address Book
names" p. 51) entries created in Online Filing to an external CSV file.
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4.8.1 Creating names in the Address Book
In the Address Book menu, click File and then New Person or New Company.
or

Click the Add button, and then select Legal Person or Natural Person.

4= %
Legal Person

Matural Person %

Figure 49: Creating a new person
Enter the details in the fields on the right.

Click the Save Changes button.

1)

A warning appears if there is already an Address Book entry with the same name.

Warning

Record already exists in the Address Book

oK

Figure 50: Warning: Record already exists in the Address Book

» The data in the First Name, Last Name and Registration No. fields is compared for natural
persons. The Address Book allows you to create two entries with the same first name and last
name but different registration numbers.

= You can save two entries with the same company name but different registration numbers for
legal persons.

Editing names in the Address Book
Select the name you wish to change.
Edit the data.

Click the Save Changes button to store the changes.

)

To cancel the changes, click the Undo button.

9
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Deleting names from the Address Book
Select the entry you wish to remove.

Click the Delete button.

®

4.8.2 Routes and roles

The Route, Role and Registration No. fields are grouped as a table in the Role sub-tab, situated
on the right side of the Address Book below the personal data. A registration number is no longer
required for filing with the EPO.

Adding a route and role to a name
Select the name you wish to use in the Address Book.

Click the New button (in the Role sub-tab).

a's

The route EP and the role Applicant are added automatically.
To select another route, click the field to open it for editing.

All routes supported by Online Filing are listed in the Route drop-down list, irrespective of whether
they are actually activated in your system.

Select the role in the same manner.
» The roles for the EP route are Applicant and Representative.
= The roles for the PCT route are Applicant only and Agent.

Rol= |FR |DE |OK |PL |

®
Route | Fole | Fegistration Mo.
EF |Applicant j 0.0
Fepresentative /‘\!

Figure 51: Selecting a role for the EP route
Click the grey field in the Registration No. column to activate it.

Enter the registration number for the selected role.

(D For more information on the format of registration numbers, contact the relevant national
office.

EPO Online Filing 5.14 — User guide 59



Multiple registration numbers

If a person has registration numbers for different filing offices, you can create multiple lines with

routes, roles and registration numbers.

To create a second line, click the New button once more.
Select the Route and Role options.

Enter the registration number.

Role |rm |oE |OK [P |

Route | Rale | Registration Na.
EP Applicant 14556688
PCT |Applicant anly j 440012345

|AEEIicant onli |

Figure 52: Multiple roles and registration numbers entered

Deleting a route and role
Select the relevant line in the Address Book entry.

Click the Delete button (in the Role sub-tab).

®

4.8.3 Adding names from the Address Book to a form

You can insert the names saved in the Address Book into your applications.

In the Names tab of Form EP(1001E2K) click the Add button.

Select a role, e.g. Representative, Legal Practitioner.

I%v % F ﬁ Last Nan

Applicant, Legal
2 Applicant, Natural
Representative, Association

2 Representative, Authorised

. Representative, Legal Practitioner

2 Inventor Ctrl+I

Figure 53: Selecting Representative, Authorised
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Click the Copy from Address Book button.

a8

The Address Book opens. The list of names is filtered and only shows natural persons because the
Representative, Legal Practitioner role is defined as a natural person.

In the Address Book, select the name as appropriate.

Click the Copy person to the form button.

ES epoline® - Address Book Elﬂlg
File Edit View Help
H 43 ‘ Find iri:| Last name = I o @
Last Mame: IEarrington Middle Mame(z]: I
-] First Mame: IJohn Compary: IIF' Fartners
- Copy person to the form
o = e 3
Techlrvent S& Tite: IM[ LI Departmert: I
-
2 Burton, Peter PO Box: | Cauntry: |GE |Urited Kingdom ~_~
2 Bécker, Bruno -
Innovation GmbH Building: I GE County: IEambridgeshire |=
Street: Cambridge Science Park Telephone: |+44 1223 351670
- 100 Red Lion Square
2 Coralloz, Jozé - Corallos Telefax: I“14 1223 352630
LTD
District: I E-mail: Icarrington@ip-partners.c:o.uk
2 Fitzwilliam, Charles
2 Haselmere, Alex - IP City: IEambridge M atianality: IGB IUnited Kingdom =
Partners
Posztal code: ICB2 14E Fesidence: IGB IUnited Kingdom |
2 Jennifer, Hancock - 1P
Partners Cauntry of I I LI State of I -
2 Kernecolt, James incorporation; incorporation: —_

Figure 54 Copy representative's data to the form

The entry is added to the Names tab of the current form.

EPO Online Filing - EP(1001E2K) - Sample 1001 =
File Edit View Tools Windows Help
EP(1001E2K) - Draft - Sample 1001 Last saved on 07.05.2011
Request ‘ Names &‘ States @‘ Priority &‘ Biological Material ‘ Documents@‘ Fees@| Annotations ‘
+|v x F ?ﬁ Name and Address |Authorisatior||
Applicants Last Name: ICarringban A
-
& Burton, Peter First Name: IJohn N Company: IIP Partners
Representatives
2 carrington, John Title: Mr - Department: I
Inventors
Assodation: I
Please use appropriate upper and lowercase letters
Country: IGB IUnihed Kingdom ‘LI Telephone: I-H4 1223 351670
Address: Cambridge Science Park Telefax: |+44 1223 352690
100 Red Lion Square
E-mail: Icarringmn@ip-parmers.co.uk
Postal code: ICBZ 1AE Y
City: |Cambridge A
GB County: ICambridgeshire LI
I~ Same address as the first representative
Logged in as Administrator | |® 2 |& 3 |@ 2

Figure 55: Data and registration number for representative entered automatically in form
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4.8.4 Saving names from a form to the Address Book

If you enter details on a person in a form's Names tab, you can save this information in the Address
Book for future use.

In the Names tab, select the name you wish to save..

Click the Copy to Address Book button.

8

A warning appears and the entry is not saved in the Address Book if the name already exists in the
Address Book.

Warning
Record already exists in Address Book

OK

Figure 56: Warning: Record already exists in Address Book

If the data has been successfully copied to the Address Book, a message to this effect is displayed
in the status bar.

= EPO Online Filing - EP(1001E2K) - 1001-fees - o
File Edit View Tools Windows Help

E gL P @

EP(1001E2K) - Draft - 1001-fees Last saved on 23/09/2014

‘ Regquest ‘ Names &‘ States &‘ Priority &‘ Biological Material ‘ Documents & | Fees w‘ Annotations ‘ ‘

4:,, w F ;ﬁ Company: |Parker & Partners q
Applicants Department: |Nan0techn0|ogy
Parker & Partners I
Representatives Country: |GB |Unibed Kingdom ‘ﬂ Telephone: |+44 1304 76002-0
2 kiburn, David
Address: 267, Harbour Road Telefax: |+44 1304 76002-40
Inventors
E-mail: |inf0@parker.co.uk
P.0. Box: 8023
Postal code: CT16 3P]
City: |D0ver h
Principal place of -
GB County: |Kent j busingss!j |GB |Un|hed Kingdom j
=
=
I Data successfully copied to Address Book I & 3 |&A 4@ 1

Figure 57: Applicant's data successfully copied from the form to the Address Book
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Multiple entries for a legal person

You can specify a separate address for correspondence with one of the applicants, e.g. see
Applicants (p. 124) in the EP(1001E2K) section.

Add an address for correspondence and enter the required information.

Click the Copy to Address Book button.

This creates an additional Address Book entry for a legal person with the same company name, but
with different address data.

+- 8

ABC Erfindungen GrbH
Azsociés Lefévre
Bio Research
BioTech

Horvath und Schne
Innoration GrabH
IP Partners

Meyer und Partner
Micro vork

Mano Enterprise Ltd,
Mewport Associates

-

Last Mame: |

First M ame: |
Title: [ =]

PO Box: |

Building: [

Street: F.0. Box 4560

District: |

City: |D0ver

Pastal code: |CT16 3R

Country of
iniz?pglrgtion: | | j

Middle Mame(z]):
Company:

Department:

Country:
GEB County:
Telephone:
Telefan:
E-mail:
Mationality:

Frincipal place of
business:

State of
incorporation:

|F'arker & Partners

|Legal Affairz
[ [UniedKingdom =
|Kent

l4

l4

Figure 58: Additional address for correspondence copied to the Address Book

Data required for Address Book entries

An entry for a natural person must contain the first and last name while an

must contain the name of the company.

entry for a legal person

An appropriate message appears in the status bar if the entry in the form does not satisfy these
conditions and the entry is not saved to the Address Book.

@ 8 B8R

Applicants

Parker & Partners
Representatives

2 Kiburn, David

2 Flintstone,

Inventors

Logged in as Administrator

MName and Address l Authorisation ]

A

Last Name: |F|inish0ne
First Name: | q
Title: v

Company:

Department:

Please use appropriate upper and lowercase letters

Country: | |

Address:

Postal code:
City: |

Region: | J

[~ Same address as the first representative

‘j Telephone:
Telefax:

E-mail:

I Last name and first name can't be empty I

e 7 |&

5

@

Figure 59: Incomplete entry is not copied to the Address Book from the form

EPO Online Filing 5.14 — User guide

63



4.8.5 Exporting Address Book names

This option allows you to save names from the Online Filing Address Book to an external location

on your computer.

In the Address Book menu, click File > Export.

ﬁ Address Book F=n|=N ==
Edit View Help
MNew Person v P ®
MNew Company
e | Middle Mame(s]: |
:\.. : ) =3 | Compary: |F'arker & Partners
Revert Changes
Reset Search Criteria | J Departrment: |Nan0techno|ogy
Import... | Country: |GB |United Kingdorm =
Export...
% | GE County: |Kent I
0 CIR 267, Harbour Fioad Telephone: [+44 1304 760020
teyer und Partner
Wicro Yark Telefax: |+44 1304 76002-40

Figure 60: Exporting data from the Address Book
Select a location and enter a file name, and then click Save.

The entire Address Book is exported and saved as a CSV file.

CSV files (CSV = character separated values) contain data in text-only format that can be read by
many different programs. These files display data records as single lines in which the individual data
fields are separated by delimiters. A delimiter is a marker, such as a comma, a semicolon or a tab

character.

Example

The figure below shows a CSV file exported from the Address Book and opened in Microsoft
Notepad. In this case, the delimiters are semicolons. The first line is the header containing the field
names. These are only in English and are for internal use in Online Filing. The second line contains

information on the first person in the Address Book.

| addresses_exported.csv - Notepad Delimiters =N E=n| =<

Natural; Portland; Christina;;Ms;United Kingdom;Greater London;;;;123 City Street;London;wWlA B2C; IR P:
Natural; Carrington; John;;Mr;united Kingdom;Greater London;;;;10 High street;London;wlA 2BC;IP Pantne
Natural; Kennecott; James; ;Mr; united kKingdom;;;;;10 High street;London;wlA 2BC;;;;;;uUnited Kingdom;;;;
Legal;uUniversal Engineering;;;;United States of america;Ca California;;;;100 Pacific Highwayi;Los Anc il

4 T L2

Figure 61: Sample CSV file opened in Notepad
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This is how the same CSV file appears in Microsoft Excel. The data records are arranged in rows
here and the data fields in columns. The first line again contains the field names as column headings.
Persons are sorted by the date when the entry was created in the Address Book.

@ addresses_exported.csv - = x
A B £ D E ; G =

1 hJerscnn Type Last Name First Name Middle Nam Title  Country Region

2 Natural Lavail Thierry M. France =
3 |Legal Patentanwélte Schmidt-Weghoff Germany

4 |Legal Innovation GmbH Germany

5 |Natural Corallos José Mr Portugal

6 Legal MNano Enterprise Ltd. United Kingdom Greater London

7 |Natural Burton Peter United Kingdom

8 |Natural Portland Christina Ms United Kingdom Greater London

9 |Natural Carrington John Mr United Kingdom Greater London

10 |Natural Kennecott James Mr United Kingdom

11 Legal Universal Engineering United States of America CA California -
4 4 » M| addresses_exported ¥ ] .

Figure 62: Sample CSV file in Microsoft Excel spreadsheet

The application associated with CSV files depends on your computer's configuration. A Windows
system opens CSV files by default with Microsoft Excel, provided this software is installed on the
PC.

4.8.6 Importing Address Book names

This option allows you to import names from an external CSV file into the Online Filing Address
Book.

Preparing the CSV file with multiple roles

When importing addresses from an external CSV file, all data on the route, role and registration
number is contained in the Role field. All of the data must be within the one field but divided by
vertical bars (]). The different terms for representative and applicant in the various routes must be
entered in English so that they can be imported by Online Filing.

F‘i] role_sample_2.csv _ - -
A B C D &

1 Person Type Last Mame First Name Role E|

2 |Natural Andrews Julie |ep| Representative| 14556889 | PCT| Agent | 560088991 |

3

4 Route, Role and Registration no.

5 each separated by vertical bars | 4

4 4 » v role_sample_2 %] [ | T 0.

Figure 63: Different sets of data for EP and PCT routes

Importing the CSV file

In the File Manager menu, click Tools > Address Book.
or

Click the Address Book button in the toolbar.

In the Address Book menu, click File > Import.
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ﬁ Address Book ===
Edit View Help

Mew Person - £ ®
Mew Company
I8 | Middle Mame(s]: |
Save Changes Ctrl+5
_ =3 | Compary: |Universal Engineering
Revert Changes
Reset Search Criteria | J Department: |Solar technology
[k | Country: |US |United States of Ami_w
Export...
P | 1S State: |CA Califorria =
Bt Ale-Fd 100 Pasific Highway Telephone: [+1 613505 1234
Mever und Partrer
Micra Yark Telefax: |+1 E19 505 5678

Figure 64: Importing data into Address Book
Select the CSYV file you want to import on your PC.

Click Open.

(D The CSV file must not be open in another program at the same time.

ﬁ Open &J
Loak in: | | Clients j "= cf Bl
FEE J ABC Erfindungen
e American Universal
Recent Places J American Universa
| Bellecoeur
! . BioTech
Desktop . Innovation
L= , Manzoni
=l J Nano Enterprise
Libraries
J Opponent
.L . Solar France
e
Computer . TechInvent 54
= J Universal Engineering
m i client addresses.csv
Network

File name: |c|ient_addresses.csv i j Open [: |
Fles of type: |CSVfiles ("esv) | Caneel

Figure 65: Selecting CSV file for import into Address Book
Mapping field names

Online Filing compares the names of the fields in the CSV file with the names of the fields in the
address book. The fields' names are automatically assigned to each other if they match up exactly.
If the name in the CSV File Field column differs from the name in the Address Book Field column,
None is displayed in the list. In this case, you have to map the names manually.

Open a drop-down list of available field names by double-clicking the entry you want to change in
the CSV File Field column.

Select the matching field in your CSV file. If there is no matching field, set the option to None to
leave the Address Book field blank.
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E Import Address Book El@
Flease map the fields you wizh to import:
Address Book Field CSY File Field | -
Person Type 1-Type
Last Mame 2-M ame
First Wame 3-First Mame
Middle Name 4-Middle M.
Title 5-Title
Country E-Country
Region Mone j
Address1 4-Middle M. »
5-Tithe
Address? E-Countr =
DTt SAddress] N
[ first string is data Saddress2
10-District
11-Street E|

Figure 66: Import Address Book — matching field names
Handling duplicate entries

The import process is now started. If the software finds a duplicate name in the Address Book, a
message appears.

Warning

An Address Book entry Lavail Thierry with the same display Name/Type appears to exist already. Do you wish to
create another entry with the same display Mame/Type?

Overwrite Overwrite all Skip Skip all Add as new Recor...

Figure 67: Address Book message for duplicate entries

Click Overwrite to replace the existing name with the imported data. If the software finds a further
duplicate name, you will be asked again how you wish to proceed.

Click Overwrite all to replace all existing duplicate names at once.

Click Skip if you do not wish to import a particular duplicate name. You will be prompted again if the
software finds a further duplicate name.

Click Skip all if you do not wish to import any of the duplicate names.
Click Add as new record to import the duplicate name as a new entry in the Address Book.

If no person type (either natural or legal) is indicated for a record, a legal person type is assumed by
default. If both first name and last name are indicated, a natural person type is assumed.
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4.9 User Preferences

Online Filing enables all users to individually set their preferred settings for working with the software.
These user preferences can be set independently both in production mode and demo mode.

In the File Manager menu, click Tools > Preferences > User Preferences.
Changes take effect the next time you start File Manager.
Click OK to apply your changed settings and restart File Manager.

Click Reset All Settings to restore the previous user preferences.

el User Preferences
Startup {* Production
Default mode: " Demo [~ Dock validation in forms at startup
Language
Startup Language: English j [~ Open forms in the language of the File Manager
Signing Preferences Confirmations
{* Smart Card [v¥ Confirm upon deletion of entries in applications
™ Alphabetical [v¥ Show information about renaming of attached files
i~ Facsimile " Start signing immediately when moving application forward from draft status

[v¥ Warn when creating an application with an already existing user reference

Viorking Directories [¥ Remember the last used directory
Import: |C:\Prugram Files (x85\EPO_OLFS5\fm Browse...
Export: |C:\Prugram Files (x85\EPO_OLFS5\fm Browse...
Aftach: |C:\Prugram Files (xB5\EPO_OLFS\fm Browse...
CD-R: |C:\Prugram Files (x85\EPO_OLFS5\fm Browse...
Network Settings
v Use Default Network Settings
| [ssLva |
0K | Cancel |

Figure 68: User preferences in File Manager, default options

4.9.1 Startup
Select your preferred mode for startup: Production or Demo.
The working mode is selected in the login window; see Overview of Online Filing (p. 12).

If you want the validation messages to appear each time you open an application, select the check
box Dock validation in forms at startup.

The Validation Messages window can be docked below the form; see Validation (p. 40).
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4.9.2 Language

The File Manager user interface can be used in English, German, French, Dutch, Spanish,
Romanian, Slovak, Polish or Swedish.

Select the startup language you wish to work in.

By default, a form's user interface is displayed in the selected language of proceedings; see Creating
a new application (p. 27).

If you want to work in the same language in the form as in File Manager, select the check box Open
forms in the language of the File Manager.

This option does not apply for PCT/RO/101 forms. The PCT/RO/101 form's interface will always be
in the language which was set in File Manager when creating the new application.

The language of proceedings, however, can only be English, French or German. Therefore, the
default language of proceedings in a new application will be English if you set Dutch, Spanish,
Romanian, Slovak, Polish or Swedish as the language for File Manager.

4.9.3 Signing preferences

The signing preferences show the options allowed by the Online Filing system settings; see Signing
settings (p. 62). If an option is greyed out, this means that your Online Filing administrator has
disabled it in the System preferences.

Select the type of signature you usually use:

= Smart card (default)

= Soft certificate (only available in demo mode)
= Alphabetical

= Facsimile

When signing an application, you can still select a different type of signature if required.

@ The EPO does not currently accept soft certificates as an electronic signature for filings to
the EPO server. Other offices may, however, accept them for online filing. See the website of
the office concerned for details.
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4.9.4 Confirmations

Online Filing displays warning messages following certain actions. You can avoid some extra clicks
by de-activating these confirmation dialogs.

Confirmations

¥ Confirm upon deletion of entries in applications

¥ Show information about renaming of attached files

[~ Start signing immediately when moving application forward from draft status
v

Warn when creating an application with an already existing user reference

Figure 69: Default settings for confirmations

If you do not wish to receive notifications about deletions of files, clear the check box for Confirm
upon deletion of entries in applications.

or

When this message appears in the procedural form, you can choose not to display it in future.

Warning

Are you sure to delete file "SPECTRANEP O-1.pdf" ?

W Don't show me this message again:

Figure 70: Message to confirm deletion of file

If you do not wish to receive notifications about renaming of files, clear the check box for Show
information about renaming of attached files.

or

When this message appears in the procedural form, you can choose not to display it in future.

Warning

This file will be renamed to SPECTRANEPO-1.pdf.

¥ Don't show me this message again;

Ok

Figure 71: Message on renaming file

Select the check box Start signing immediately when moving application forward from draft
status if you want an application in Draft status to move directly to Ready to sign status by clicking
the Next workflow button in File Manager.

If you want to use an existing user reference for a new application and not receive a warning, clear
the check box Warn when creating an application with an already existing user reference.

or

If this message appears when creating a new application, you can choose not to display it in future.

EPO Online Filing 5.14 — User guide 70



Warning

Areyou sure to create an application with an already existing user reference 7

[~ Don't show me this message againi

Figure 72: Message when creating a new application indicating that a form already exists with the user reference you want
to use

4.9.5 Working directories

The creation of working directories is advisable if you tend to always access the same PC or
network folders via Online Filing, for instance, when selecting electronic documents to attach to your
applications or when importing data. You can create a central storage location in your company for
documents associated with ongoing patent applications and allow shared access to all users of
Online Filing.

The default for all working directories is C:\Program Files\EPO_OLF5\fm, i.e. the installation folder
that was selected when setting up Online Filing.

Click Browse ... to set the working directories for Import, Export, Attach (i.e. attaching files) and
CD-R.

The directory specified for CD-R is used by Online Filing when you select the Physical Media option
in the sending dialog; see Sending applications (p. 102). The application data is saved in a special
file format and can be burned to a CD or DVD later.

@ Working directories are not supported when working with the PCT procedure (Form
PCT/RO/101).

Select the check box Remember the last used directory if you want Online Filing to access the
last directory you opened each time you import, export or attach files.

These working directories are updated in the user preferences every time you select another
directory during the corresponding action.

Working Directories v Remember the last used directory

Import: |C:\EPO_data\Impurt Browse...
Export: |C:\EPO_data\Expurt Browse...
Attach: |C:\EPO_data\CIient5 Browse...
CD-R: |C:\Prugram Files (x85\EPO_OLFS5\fm Browse...

Figure 73: Modified working directories
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4.9.6 Network settings

The network settings depend on how the computer network is configured in your company. By
default, the Online Filing Thin Client (i.e. File Manager) uses the same internet connection as the
Online Filing server, which can be configured in Server Manager.

To modify the internet connection for your personal Online Filing Client, clear the check box User
Default Network Settings.

This opens the other fields for editing.

Enter the IP address or the proxy server name in the Proxy Server field.

Enter the number of the proxy server port in the field after the colon.

If required, enter username and password for authorisation at the proxy server.

The SSL Version is set to TLSv1 by default and cannot be changed. To provide for enhanced
security in terms of data encryption, Online Filing does not use previous SSL versions anymore.

Please contact your system administrator if you are unsure about the information you need to enter
in your situation.

Network Settings
" Use Default Network Settings

Proxy Server: |l-|yPruxyServer :|B080 SSL Version: |__3 1 J

Username: |0LFU5er Password: | aaaaaaaaa ,1

0K | Cancel |

Figure 74: User-specific settings for network connections

4.10 System Preferences

In System Preferences, you can change global settings that apply to all users of Online Filing. This
is usually done by the Online Filing administrator or another user with appropriate user rights; see
Profiles for group authorisations (p. 74).

The settings for production mode and demo mode are configured independently.
In the File Manager menu, click Tools > Preferences > System Preferences.
or

Click the System Preferences button in the toolbar.

Edit the settings as required.

To apply your settings, click Save.

You are prompted to restart File Manager for the changes to take effect.
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To discard your changes and return to the Online Filing default settings, click Reset All Settings.

To quit without applying any changes, click Cancel.

el System Preferences
Online Services File Manager Wergion: |5.D Installed Or: 13/04/201617:3317
General
Signing
Funtirme Y anables Security and User Management
PMS gateway interface [v Enable Uzer Management
EP-Filing
EP[1038E)] [ Enable Folder Management
Euro-PCT(1200E2K) )
EFHDTEZK] [ Enable password policy
EP[Oppo)
PCT-Filing

PCT/ROAM
PCT-DEMAND
PCT-5FD

CIEIEIE

| | | Cancel | |

Figure 75: System preferences for File Manager

4.10.1 Security and user management

To protect your IP data, it is highly recommended that you establish uniform security rules for all
users in your company working with Online Filing. All users should log on with their user name and
password, even if you have installed the standalone version for a single-user environment.

Enabling User Management

Only the Online Filing Administrator can enable user management either immediately during the
installation of Online Filing or later in System Preferences. If user management is enabled, users
must always enter their user name and password to log on to File Manager.

To enable User Management subsequent to the installation of the software, go to System
Preferences in File Manager.

Select the Enable User Management check box.
Click Save.
You are prompted to restart File Manager for the changes to take effect.

Create user names and passwords as required; see Users (p. 68).
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Enabling Folder Management

Folder management is not enabled by default. This option governs whether or not the Folders tab
is active in User Administration; see Sharing folders with groups (p. 78).

To enable folder management, enable user management if it is not already enabled.
Then select the Enable Folder Management check box.

Click Save.

You are prompted to restart File Manager for the changes to take effect.

el System Preferences

Online Services File Manager Wergion: |5.D Installed Or: 13/04/201617:3317
General
Signing
Buntime Yariables Security and User Management

FhS gateway interface
EP-Filing

EP[1038E)] [v Enable Folder Managemenﬁ

Euro-PCT[1200E2K)

EP[1001E2K)

[v Enable Uzer Management

[ Enable password policy

Figure 76: Enabling folder management after user management has been enabled

4.10.2 Password policy

If your company has a password policy for its network, you will be able to set up a similar policy in
Online Filing should you wish to. That way, users are presented with a log-on method and style with
which they are already familiar.

To enable password policy, user management has to be enabled by the Online Filing Administrator
either during installation of the software or later in File Manager's System Preferences.

Enabling password policy when installing Online Filing

You can set up a password policy to protect access to Online Filing with a user name and password
when installing the server or standalone version.

= This will enable user management and password policy at the same time.
= The master user Administrator is created.

= You are requested to enter a password for the master user Administrator that complies with
the Online Filing default password policy.

For more information, please refer to the Online Filing Installation guide.
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Enabling password policy in File Manager

If required, you can enable user management and password policy in System Preferences
subsequent to installation.

To enable user management and password policy, go to System Preferences in File Manager.
Select the Enable User Management check box.
The Enable password policy check box becomes available.

Select the Enable password policy check box as appropriate.

Security and User Management

[v Enable Uzer Management

[ Enable Folder Management

Il— Enable password policy I

CIEIEIE

Figure 77: The password policy can be enabled if user management has been enabled
The password settings become editable.
To apply the Online Filing default settings, click Save

Password policy is activated when you restart File Manager.

Security and User Management

[v Enable Uzer Management

[ Enable Folder Management

Minimum length of password: 'B_ @
Minirum number of lowercase characters: '1_
Minimum number of uppercase characters: '1_
Minimum number of special characters: 'D_ @
Minimum number of digits: '1_

Fieset to default settings: |

Figure 78: Enabling password policy with the default settings

@ If you disable user management, password policy will also be disabled. The user accounts
and passwords as well as the password policy settings, however, remain stored in the Online
Filing database and will be activated again the next time user management and password
policy are enabled.
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Defining a password policy
When defining a password policy in Online Filing, the following setting parameters apply:
1. The minimum password length is 6 characters, i.e. letters, special characters or digits.

2. The maximum password length is 20 characters. This means that a number between 6 and 20
is allowed in the minimum length field.

3. These special characters are allowed:
V#S%*+,—./:;=2@[\]1"_{}~

4. The four minimum-number fields (lower-case letters, upper-case letters, special characters,
digits) added together must not exceed the value entered as the minimum length of the
password.

Example of a mismatch of password settings:
Enter 6 in the Minimum length of password field.

Enter 2 in each of the following fields: Minimum number of lowercase characters, Minimum
number of uppercase characters, Minimum number of special characters and Minimum
number of digits.

These four fields add up to 8, which is greater than 6.

Click Save.

You will see an error message prompting you to correct your settings.

Changing your password policy

In File Manager, go to System Preferences.

Modify the field entries to match your password rules as required.

To display more helpful information about the fields, move your mouse pointer over the little @ icons.
To discard your entries and return to the default values, click Reset to default settings.

To apply the new settings, click Save.

You are prompted to restart File Manager for the changes to take effect.
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Security and User Management
[v Enable Uzer Management
™ Enable Folder Management

[v Enable password policy

Minimum length of password: @
Minirum number of lower case characters: '1_
Minimum number of upper caze characters: 1
Minimum number of special characters: |1|_ @
Minimum number of digits: 1

Fieset to default settings |

| Save lx | | Cancel

Figure 79: Modifying parameters to define your own password policy

If a user's password does not comply with the new password policy, he or she is prompted to provide
a new password when logging on to File Manager the next time, see Changing your password

(p. 71).

4.10.3 Signing settings

This is where you define the types of signature that your company should support for signing
applications. The settings are made separately for demo mode and production mode.

Click Signing in the list on the left under the heading Online Services File Manager.

Select or clear the check boxes as required.

For instance, if the Alphabetical check box is cleared, users cannot apply an alphanumeric

signature to their applications.

vl System Preferences

Online Services File Manager Supported Signing Methods per Mode:
General

Demo Mode

Production Mode

Fiuntime % ariables v Alphabetical
PMS gateway interface W Facsimile

EP-Filing W Smart Card

EP[1035E] "
Eure-PCT(1200E2K) v Saft Certificate

EP1001E2K)
EF[0ppo)
PCT-Filing
PCT/RO/101
PCT-DEMAND
PCT-SFD

Figure 80: System preferences for signing
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4.10.4 Runtime variables

Runtime variables enable you to customise Online Filing in line with user requirements that extend
beyond the scope of the simple user preferences.

There is currently only one runtime variable for File Manager:
EP_warning_for_no_payment_mode_indicated. The EP prefix indicates that this variable affects
all EP procedures. The variable governs whether a grey or yellow validation icon is displayed on the
Fees tab in EP forms if a mode of payment was not specified for this application.

Changing the value of a variable

Click Runtime Variables in the System Preferences window and select the variable you want to
change.

Click the field in the Value column to open the drop-down list.

Select True or False.

Click somewhere else in the variables list to close the drop-down list.
Click Save.

el System Preferences

Online Services File Manager Runtime Variables:
General
Sigring M ame Walue |

Runtime Y ariables EP_warning_for_no_payment_mode_indicated False j
FhS gateway interface Falze

EP-Filing
EP[1033E)
Euro-PCT[1200E2K)
EP[1001E2K)
EP[Oppo)

Figure 81: Changing the runtime variable to "True"

False: Grey validation icon, the validation message is "Please enter mode of payment".

True: Yellow validation icon, the validation message is "Warning (set by system preferences): no
mode of payment is indicated".

The yellow validation icon is displayed in EP forms after you restart File Manager.

= EPO Online Filing - EP(1001E2K) - Sample 1001 = =
File Edit View Tools Windows Help

H> oF ©)

EP(1001E2K) - Draft - Sample 1001 Last saved on 02/05/2016

‘ Request@‘ Names ‘ States ‘ Priority A‘ Biological Material Documentsw‘ Fees&‘ Annotations ‘

Payment Details IFEE selection ]

Mode of Payment: |Not specified j Currency: EUR

Figure 82: Yellow validation icon for the Fees tab after changing the runtime variable
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4.10.5 PMS gateway interface

The PMS gateway is used to exchange data with the EPO over a local OLF server. Users of other
patent management systems (PMS) can use this interface to send their applications directly to the
EPO via the OLF server, without actually processing the applications with the OLF software. For
EPO authentication, a smart card reader with valid smart card must be connected to the computer
running the OLF server.

For more information on the PMS gateway, refer to the following material on the EPO website under
Online services > Online Filing:

= Under Download software for filing with the EPO (http://www.epo.org/applying/online-
services/online-filing/download.html): Online Filing v6 PMS development kit (for applicants and
PMS providers)

= Under Download documentation (http://www.epo.org/applying/online-services/online-
filing/documentation.html): Importing Data into Online Filing version 5 and higher

@ The PMS gateway interface can only be configured in File Manager's production mode. If you
want to test the PMS gateway interface in demo mode, please enable it in production mode
first. Your production mode settings will apply in the demo mode.

Open the System Preferences window.
Click PMS gateway interface.
The default setting is Not enabled.

Select the Smart card option and enter the smart card PIN code.

@ At present, applications in EP procedures cannot be signed with a soft certificate and filed
with the EPO.

Enter the HTTP port number of the server and the valid term for the password or PIN.
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el System Preferences

Online Services File Manager PMS gateway interface

General
Signing " Mot enabled {* Smart card " Soft certificate
Runime Variables HTTP Part rumber. |98 W Enable SSL, port 443
FMS gateway interface
EP-Filing ; B
EP[1038E] Smart card pin code: |
Eurc-PCT[1200E2K) Valid term [days]: |2
EP(1001E2K)

EF(0ppa) |
PCT-Filing
PCT/RO/ON Enabling the Patent Management Systems [PMS] gateway interface requires prior approval of the PMS software by

FCT-DEMAND the patent office(z] where an application is to be filed. Uzing the Pi5S gateway interface without prior approval of
FCT-S5FD the software may result in malfunctions or technical/procedural emars.

In the case of standard PMS software, the supplier may already have obtained the necessary approval. For
custom-made PMS software, or where no approval has yet been obtained for the standard wersion, approval must
be obtained from the support desk(s] of the patent office[s] concemed. \WWith regard ta the EP[1001E2K] and
PCT/ROA01 procedures, approval must also always be requested from the EPO support desk before patent
offices are contacted.

I¥ | corfirm that the PMS software has been approved by the patent office(s] concemned.

Feset All Settings | Save lx| Cancel

Figure 83: Settings for the PMS gateway interface when using a smart card
Technical coordination with the EPO

The EPO or the other patent offices can only accept files via the PMS interface if the PMS software
used has already been approved. This guarantees that applicants only use PMS software that has
been compatibility-tested with the EPO Online Filing system.

If you are using custom-made PMS software, approval must be obtained from Customer Services at
the EPO or the customer services departments of other patent offices before you use the software
with the PMS gateway.

If these requirements are satisfied, select the check box | confirm that the PMS software has been
approved by the patent office(s) concerned.

The check box Enable filing to production allowed activates after this confirmation.

@ Do not select this check box until your tests have been successfully completed and you want
to enable the interface for your users for the transmission of documents to the EPO.

4.10.6 Filing settings

The sections EP-Filing and PCT-Filing in the System Preferences window contain information on
the software version, the date of installation and the options for sending applications. You can define
the settings individually for each procedure installed.

@ The EPO recommends Online (online filing over the internet) as the default setting for filing
applications.

The Physical Media option is an alternative for sending applications over a secure internet
connection. You can burn data to a CD- or DVD-ROM and send it by post or courier to the EPO.
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This might be suitable for very large files (e.g. extremely long sequence listings) that would take

considerable time to transfer over an internet connection.

= System Preferences

Online Services File Manager Wergion: |5.D Installed Or:
General
Signing
Runtime Y ariables I Allaws CD-R filing
PS5 gateway interface Send to: &+ Online " Physical Media
EP-Filing
EP[1033E)

Evuro-PCT(1200E2K)
Eﬁ !ppo

Figure 84: Settings for EP filing, "Online" send method

The default setting can be changed to Physical Media.

el System Preferences

Online Services File Manager Wergion: |5.D Installed Or:
General
Signing
Runtime Y ariables I Allaws CD-R filing
PS5 gateway interface Send to: " Online
EP-Filing
EP[1033E)

Euro-PCT(1200E 2K)
EP100TEZK)
FlUppo

Figure 85: Settings for EP filing, "Physical Media" send method

13/04/2016 17:33:17

13/04/2016 17:33:17

The Allow CD-R filing check box is selected by default so that users always have the opportunity

to choose between Online and Physical Media when sending applications.

If this check box is cleared, Online is the only option allowed and applications cannot be filed over

physical media.

B System Preferences

Online Services File Manager Wergion: |5.D Installed Or:
General

Signing J—
Runtime Y ariables [~ iallaw CO-R filing

FhS gateway interface Send to: | ol | '

EP-Filing
EP[1033E)

Euro-PCT(1200E 2K
EP100TEZK)
FlUppo

Figure 86: Settings for EP filing, CD-R filing not allowed
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4.11 User Administration

User Administration in Online Filing can be used to create individual authorisation concepts for users
and user groups. This enables you to provide details on the Online Filing system administrator,
specify which data is released in a network and which actions may be performed in the software by
individual users.

User management settings are specific to the current mode, that is, to demo mode or to production
mode, to ensure that any work in one is kept entirely separate from the other.

Enabling or disabling user management

Only a user with Administrator ID has the privilege to enable User Management in File Manager
and assign administrator rights to others. As a master user, the Administrator is automatically
created when installing the Online Filing server and cannot be deleted later.

If User Administration is enabled, users are always prompted to log on with their user name and
password when starting Online Filing.

@ Attention: Make sure you create a second user with full administrator rights, i.e. with
authorisation to perform user administration. The Administrator user is blocked after three
successive attempts to log on with the wrong password. If this happens, there is no way to
reset the password unless there is another user with administrator rights configured on your
system.

Log on to File Manager with the Administrator user name.
In the File Manager menu, click Tools > User Administration.

If the option is unavailable, go to Tools > Preferences > Systems Preferences and select the check
box Enable User Management.

After enabling or disabling user management, restart File Manager.

Disabling user management does not mean that your existing user-rights configuration is deleted. If
you enable user management again, the same user names and passwords apply as before.

Once User Administration has been configured, this data can be transferred to a different server
machine running Online Filing. For more details see User Data Migration (p. 424) in the Server
Manager section.
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Features in User Administration

There are five tabs in the User Administration window.

‘ Users | Groups | Profiles | Mapping ‘ Folders
Tab Description
Users Entering details for individuals, creating passwords and assigning users to
groups.
Groups Creating groups based on company roles, or other criteria as appropriate.
Profiles Creating lists of privileges for using the software.
Mapping Assigning profiles to groups.
Folders *) | Assigning authorisations for individual folders to groups.
*) The Folders tab is only active if the Enable Folder Management option is
selected in System Preferences; see Security and user management (p. 59).

Changes that you have made but not yet saved in User Administration are indicated by a small grey
arrow on the right. The total number of entries with unsaved changes in the open tab is displayed on

the status bar.

Click the Save All button to save your work in all tabs within User Administration.

=l

Click the Revert All button to discard all changes.

9

Lauren Hancock

BPppi

Cliver Barber

€ C N

I Entries with unsaved changes: 3 I

Password:

Verification:

™ Accountis disabled

Is Contained in the Following Groups:

Summary:

E User Administration EI@
File Edit View Help
B 5 % Find: — @
‘ Users Groups Prafiles M apping ‘ ‘
4.: x First Mame: |Lauren Comments:
2  Administrator a5t Names |Hancock
Jeremy Nettleton
Login Name: ||auren

+ 8

There are no items to show in this view

“} Fever_Changes

Privileges:

Mo privileges assigned yet.

Figure 87: User Administration with unsaved entries
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4111 Users

The Users tab lists all persons who are authorised to use Online Filing. Login names and passwords
are case sensitive, so they must be typed exactly as created in upper and lower case.

(D Configure groups and profiles first and then add the individual users to the groups you want.

Creating a new user

The Administrator and other users with user administration authorisation can create new users and
assign them privilege profiles. The Administrator is automatically created when installing the
software and cannot be renamed or deleted later.

Click the New button on the left.

'y

In the middle panel enter the first name and last name.
Enter the login name.

The login name is the one that appears as Last saved in the info pane — see Previewing applications
(p. 31) — so it should be readily identifiable to all system users.

Enter a password for the new user.
Enter the password once again in the Verification field.

If password policy is enabled and your proposed password does not comply with it, you will be
prompted to supply a new password once you click the Verification field; see Changing your
password (p. 71).

ﬁ User Administration EI@
File Edit View Help
E ﬁ 6 Find: P ®
‘ Users Groups Profiles I apping ‘ ‘ |
4:! % First Mame: |E|izabeﬂ1 Comments:
2 Administrator | ast Name: [Miners

Jeremy Mettleton -
Login Name: |e||zabeﬂ1
Lauren Hancock

Cliver Barber Eemomik | xxxxxxx

Elizabeth Miners ] | xxxxxxx |
Verification:

BpPPBPI

™ Accountis disabled

Is Contained in the Following Groups: Summary:

4___‘ % Privileges:

Mo privileges assigned yet.

There are no items to show in this view

Figure 88: New user with login name
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Adding user to a group

Click the New button in the middle of the tab under Is Contained in the Following Groups.

i

The Add User to Group window opens.
Select the group(s) for this user.
Click Add.

The user inherits all privilege profiles assigned to these groups.

Add User to Group (==

Select the group(z] you want "Elizabeth Miners"
to be contained in.

2 Administratars
v| & Agsistants

Add h| Cancel |

Figure 89: Adding users to a group

Finally click the Save All button.

1=

Modifying user data

The Administrator and other users with user-administration authorisation can change user data if
necessary. For example, if a user forgets his or her password, the Administrator can create a new
password for this user.

When users are logged in, they can change their password via Tools > Change password; see
Changing your password (p. 71).

The Administrator's name and login name cannot be modified, however. These data fields are
locked by default.
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4.11.2 Unblocking users

Online Filing automatically disables a user account after three successive attempts to log on with
the wrong password.

Information

User name oliver is blocked, please contact your administrator

oK

Figure 90: Blocked user is unable to log on to File Manager
The user Administrator — or another user who is member of the Administrators group — can

unblock the user to let him log on to Online Filing again.

@ Attention: Make sure you create a second user with full administrator rights, i.e. with
authorisation to perform user administration. The Administrator user is blocked after three
successive attempts to log on with the wrong password. If this happens, there is no way to
reset the password unless there is another user with administrator rights configured on your
system.

Unblocking a user account
Select the blocked user in User Administration.
Clear the Account is disabled check box.

Click the Save All button.

ﬁ User Administration EI@
File Edit View Help
H ﬁ 6 Find: pe) ®
‘ Users Groups Prafiles M apping ‘ ‘ |
I‘i:! % First Mame: |O"""E" Comments:
8 Administrator a5t Names |Barber

2 Elizabeth Miners

Login M =
2 Jeremy Nettleton LN

|0Ii'v'er

& Lauren Hancock Password: |

-
xxxxxxx

Verification: |

v Accountis disabled

I= ained in the Following Groups: Summary:

Figure 91: User is disabled and can be re-activated in User Administration
Blocking a user account

The administrator can, if required, also disable a specific user, assuming permanent deletion of the
user is not intended.

Select the Account is disabled check box.

Click the Save All button.
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Unblocking the Administrator

The administrator account can also be blocked after three failed attempts to log on. To unblock this
account, another user with user management privileges must log on to File Manager. The following
message box appears when opening User Administration:

Error

Administrator account cannot be disabled.

oK

Figure 92: Message when starting User Administration with a blocked administrator account

Click OK.

User Administration opens. The check mark in the Account is disabled check box automatically
disappears.

Click the Save All button to complete the operation and re-activate the administrator account.

ﬁ User Administration EI@
File Edit View Help
5 &  w s ®
]
‘ Uszers Groups Profiles M apping ‘ ‘ |
I‘i: % First Mame: Comments:
& Administrator 5 I Administrator
2 Elizabeth Miners )
2 Jeremy Nettleton Lodn B
2 Lauren Hancock Password:
2 Oliver Barber | xxxxxxx
Verification:
ccount iz disabled
Is Contained in the Following Groups: Surnmary:
4:‘ % Privileges: -
User Management
- o
4 Administrators * Modifying Mapping

Figure 93: Removing the block on the "Administrator" user account

4.11.3 Changing your password

When you are logged on to File Manager you can change your password.
In the menu, click Tools > Change password.

The Change password window opens.

Enter your old password.

Enter your new password.

Enter your new password a second time to confirm.

Click OK.
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File Manager [&J

Change password

Uszer name: |Administrator

Old Password: | xxxxxxxxx

Mew pazsword: |

Confirm Mew Pazsword: | xxxxxxxxx 1
Special characters allowed: | B2+ - /=2 @[N] _{}~

oK N Cancel

Figure 94: Changing your password

Applying password policy

If password policy is enabled and your new password does not comply with it, you are prompted to
modify your new password after you click OK in the Change password window.

The same warning message appears if you log on to File Manager after the password policy has
been changed and your old password no longer complies with it.

Warning

Please provide a new password, taking due account of the following security rules:
Length of password: & - 20 characters

Minimum number of lower case characters: 1

Minimum number of upper case characters: 1

Minimum number of special characters: 1

Special characters allowed: | #$ %+, - /o =2 @[] " _{}~

Minimum number of digits: 1
0K [:

Figure 95: New password does not comply with the password policy

To close the warning message, click OK.

Edit your new password as required in the Change password window.

@ Only the following special characters are allowed:
8% +,—.11;=2@[\]1"_{}~

For more information, please see Password policy (p. 60).

4.11.4 Groups

The Groups tab is used to administer the user groups that were defined for your company. You can
name the groups after employee roles, such as attorneys, paralegals and assistants, or use any
other definitions that suit your requirements.

The group Administrators already exists and cannot be deleted. The Users group is also
automatically created when installing Online Filing, but can be edited as required.
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Creating groups

In the Groups tab, click the New button.

i

In the middle panel enter a name in the Group Name field.
If required, also enter a Description for the group.

Click the Save All button.

]
ﬁ User Administration ===
File Edit View Help
H 5 %  — ®
‘ Uszers Groups Profiles M apping Folders |
r'i: % Group Name: Description:
2 Administrators |Agents Registered patent agents
2 Agents
2 Assistants Users/Groups Contained in the Group "Agents™ SUmmary:
2 Users —=
4:" % Privileges:
" — Mo privileges assigned yet.
There are no items to show in this view

Figure 96: New group created

As a new group does not have any privilege profiles, No privileges assigned yet appears on the
right under Summary. Privileges are assigned on the Mapping tab (see "Mapping profiles to groups"
p. 78).

Adding users or subgroups to a group

You can add individual users or even complete groups to a group.

@ It is not recommended to create complex group structures, i.e. groups that contain groups
containing other groups. This kind of right management can become very confusing and may
result in the authorisation of users for certain tasks they should not be allowed to perform.

Click the Add button in the middle of the Groups tab.

e~

Select Add Users or Add Groups.

The list of all registered users or groups is created. The list does not include blocked users.

Select all users or groups you want to add to the selected group.

Click Add.
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Add User to Group @

Select the uzer(s] you want to attach to the
group "agents",

£ Adrministrator

2 Elizabeth Miners
v| 2 Jeremy Mettleton
v| & Lauren Hancock
[l Olliver Barber

Add I\ | Cancel

Figure 97: Selecting users to add to a group

Click the Save All button.

]

The users or groups added inherit all authorisations of the group you just edited.

If a user tries to carry out an action in the software that is not within his rights, he will receive a
message warning him that he does not have the appropriate rights. Thus, if a user's access rights
are not sufficient to perform certain operations, the Administrator should move him or her to a more
appropriate group.

4.11.5 Profiles for group authorisations

The Profiles tab allows you to create different lists of privileges and assign them to groups.

You can use profiles to define authorisations for specific activities in the company, combine them as
required and assign them to the various user groups. You can also select individual privileges from
the list of all available privileges and modify profiles again at any time.

Changes to profile-specific privileges only take effect after you save and quit user administration.
The privileges are grouped into four headings:

= Address Book Management

= Application Workflow

» Folder/Data Management

= User Management

Three standard profiles are created when you install the software:

= Administrators profile — this profile is mapped to the Administrators group. You cannot
deactivate the privileges under User Management nor can you delete the Administrators profile.

= Default administrator profile — this profile can be used as a template to provide additional user
groups with administrator rights as well as to set specific rights restrictions. The settings under
User Management can therefore be edited.
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= Default user profile — this profile is suitable for user groups mainly involved in processing
applications. The Edit Maintenance Fees priviege under Folder/Data Management is
deactivated.

Apart from the restrictions specified above, you can edit and rename these three profiles as required.

ﬁ User Administration EI@
File Edit View Help

H 5 & Y @
‘ Uszers Groups Profiles Mapping ‘ ‘ |
43 % Profile Name: Description:

D Administratars profile |Defau|t uzer profile Drefault user profile

S Default administrator

profile Privileges for "D efault user profile":

mm  Default user profile Vi
o Address.Book hlanagzment Description OFf Privilege:

L3 i
I’ [¥ Folder/Data b anagement I Address Book Management

[ User Management

Figure 98: Individual privileges for "Default user profile" are deactivated under "Folder/Data Management"

Creating profiles

In the Profiles tab, click the New button.

ax

In the middle panel enter a name in the Profile Name field.

Click the Save All button.

1=

Selecting privileges

The list of all privileges in the middle is available after a save. No privileges are selected by default.
Under Privileges for "<profile name>", double-click the text of the heading you wish to modify.

or

Double-click the small black pointer * to the left of the heading.

Select the check boxes you require for this profile.

You can select an entire group of privileges by selecting the check box next to the relevant heading.
To close the list again, double-click the pointer =.

or

Double-click the text of the heading.

Enter a short description of the new profile in the Description field.
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ﬁ User Administration
File Edit View Help

H 5 % S — @
‘ Uszers Groups Profiles Mapping ‘ ‘
4:| w Prafile Mame: Description:
. " Agents profile Profile for patent agents
b Administrators profile | Application 'Workflow: without Templates
D Diefault administrator User Management: only Users
profile Privileges far "Augents profile: Faolder/D ata Management: without Live Update

[ Default ussr profils
D Agents profile >

v Address Book Management
[ Application workfow
v Application

¥ Delete &pplication in "Ready to Send" 51
¥ Delete Application in "Ready to Sign' St
¥ Delete Application in "Sent" State
¥ Move &pplication Back From "Ready to ¢
¥ Move Application Back From "Ready to ¢
¥ Move Application From "'Ready to Sign'
W Remove Signature/Signatures
¥ Send Application
¥ Sign Application
v “iew Application in "Feady to Send" Sta
¥ “iew Application in "Ready ta Sign" Stab
¥ “iew Application in "Sent" State

Diescription OF Privilege:

Template

#lv Draft

» I~

H[F User Management

4 1

Entries with unsaved changes: 1

H[F Folder/D ata Management

‘5 Revert_Changes

Figure 99: Edit privileges for profile

4.11.6 List of privileges

Privilege

Description

Address Book Management

Create, delete and edit entries in the Address Book.

Create Contact

Add entry to Address Book.

Delete Contact

Remove entry from Address Book.

Edit Contact Change details for an existing Address Book entry.

Application Workflow Control tracking and management of all activities from
start to finish.

Application Control activities on forms which can no longer be

edited.

Delete Application in "Ready to
Send" state

Place application with "Ready to Send" status in Trash folder.

Delete Application in "Ready to
Sign" state

Place application with "Ready to Sign" status in Trash folder.

Delete Application in "Sent" state

Place application with "Sent" status in Trash folder.

Move Application Back from
"Ready to Send" to "Ready to
Sign"

Change status to "Ready to Sign". This action removes all
signatures from application.

Move Application Back from
"Ready to Sign" to "Draft"

Return application to "Draft" status. The application may then
be edited.

Move Application from "Ready to
Sign" to "Ready to Send"

Change status to allow sending.

Remove Signature/Signatures

Allow use of Remove button for individual signatures in
signing window.
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Privilege

Description

Send Application

Transmit application to EPO.

Sign Application

Apply alphabetical/facsimile/digital signature according to
signing methods supported in File Manager > Tools > System
Preferences.

View Application in "Ready to
Send" State

Open application with "Ready to Send" status to display data
entered. Status cannot be changed.

View Application in "Ready to
Sign" State

Open application with "Ready to Sign" status to display data
entered. Status cannot be changed.

View Application in "Sent" State

Open application with "Sent" status to display data entered.
Status cannot be changed.

Draft

Control activities relating to applications which can still
be edited.

Create Draft

Add new application based on a procedural form.

Delete Draft

Place application with "Draft" status in Trash folder.

Edit Draft

Change data entered in application with "Draft" status.

Move Draft to "Ready to Sign"

Change status of application to allow signing.
Once the application has been moved to "Ready to Sign" it
can only be edited if it is moved back to "Draft".

View Draft Open application with "Draft" status to display data entered.
Status cannot be changed.

Template Control activities relating to templates used to create
new drafts.

Copy template Add a copy of an existing template.

Create template

Use an existing application or draft to save as template.

Delete template

Move a template to Trash folder.

Edit template

Open a template to modify data.

Folder/Data Management

Control activities relating to external information, file
maintenance and reference settings.

Export/Import

Control activities relating to information stored outside
the Online Filing software application.

Export Address Book

Send Address Book data to external CSV file.

Export XML (GUI)

Back up and archive Online Filing data. Send Online Filing data
to external XML files in folder or ZIP format.

Import Address Book

Bring external CSV data into Address Book.

Import XML (GUI)

Bring external XML data into Online Filing.

File Manager

Control activities related to file maintenance and
preference settings.

Change Global
Settings

File Manager

Set preferences for overall system usage.

Change Personal File Manager

Settings

Set preferences for individual system usage.

Create Folder

Add a new folder for storing applications in File Manager.

Delete Folder

Remove a folder from File Manager. The "Default" folder
cannot be deleted.

Edit Maintenance Fees

Change fees in File Manager > Tools > Fee Management.

EPO Online Filing 5.14 — User guide

93



Privilege

Description

Empty Trash

Permanently delete any items in Trash folder.

Move To Folder

Change location where application is stored.

Rename Folder

Edit folder name.

Live Update/Start Application

Control activities relating to Online Filing system
updates.

Use Live Update — Apply

Check for software updates.

Use Live Update — Download

Bring suggested updates into your local storage area.

User Management

Control activities relating to setting up user and group
profiles and assigning system privileges in Tools >
Administration.

Group

Control activities relating to defining and managing
groups of users.

Create Group

Add a new group name.

Delete Group

Remove an existing group name.

Edit Group

Add individual users to a group or remove them.

Rename Group

Change a group name.

Modify Mapping

Control activities relating to applying privileges to
groups and individuals.

Profile

Control activities relating to assigning and maintaining
lists of privileges for users and groups.

Create Profile

Add a profile name and assign privileges to it.

Delete Profile

Remove a profile name.

Edit Profile

View and change privileges assigned to a profile.

This privilege is required for any activity relating to creating
sets of privileges, mapping privileges to users or groups, or
changing privileges.

Rename Profile

Change a profile name.

User

Control activities relating to maintaining list of system
users.

Create User

Add an individual name, enter login name and initial
password for user and assign to group.

Delete User

Remove an individual name.

Edit User

Change login name and password for user and change group
assignments.

Rename User

Change an individual's first name / last name.
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4.11.7 Mapping profiles to groups

The Mapping tab is where you assign the required privilege profiles to groups. The Administrators
group is mapped by default to the Administrators profile. This assignment cannot be revoked.

Click a group name on the left.
Select the check box in the middle panel to assign the associated profile.

You can assign multiple profiles to a group. This means that the group will inherit all privileges
contained in the individual profiles.

Click the Save All button.
=]

To make sure each group has the privileges you intend, click each group name in turn, and then
scroll down the summary of privileges on the right.

ﬁ User Administration EI@
File Edit View Help
B 95 % Find: P @
‘ Usgers Groups Profiles Mapping ‘ | |
:: Administrators Assigned Profiles for Group "Patent agents™ Surmary:
:; Assistants
2 Patent agents *y E=) administrators profile \Contained Users: -~
D Assistants
=) Default administrator profile Privileges:
[ Default user profile User Management
* Create User
* Delete User
* Edituser
* Rename User
Folder/Data Management
* Change Global File Manager Settings
* (Change Personal File Manager Settings
* Create Folder
* Delete Folder
* Edit Maintenance Fees
* Empty Trash
* Move to folder
* Rename Folder
* Export Address Book A8
Entries with unsaved changes: 1 "!j Revert_Changes

Figure 100: Check privileges after mapping profiles to groups
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4.11.8 Sharing folders with groups

In the Folders tab, you can define which of the user-defined folders in File Manager may be
accessed by which user group.

The Folders tab is only active if the Enable Folder Management check box is selected in the
System Preferences; see Security and user management (p. 59).

Default folder rights

1. The system folders All Applications, Default Folder, Forms, Templates and Trash are visible
to all users.

2. The items contained in the Default Folder and Templates folder are accessible to all users.

3. The items contained in All Applications and Trash are only accessible to the user who created
them and to the Administrators group. For example, if a user creates an application and moves
it to the Trash folder, only this user or a member of the Administrators group can see that item.

4. The user-defined folders are accessible only to the user who created them and to the
Administrators group. The same applies for sub-folders in user-defined folders and for sub-
folders in the Templates folder.

Assigning folders to a group

To make a user-defined folder and its contents accessible to other users, a user with user
management authorisation can assign this folder to a specific user group.

In User Administration, click the Folders tab.
All user-defined folders that were created in File Manager are listed in the window's central pane.
Click a group name on the left.

The folders and sub-folders that are currently accessible to the selected group are shown on the
right.

To assign another folder to the selected group, select the corresponding check box in the central
pane.

If a parent folder is selected, all of its sub-folders are also selected, even those yet to be created.
To assign individual sub-folders to the selected group, double-click the relevant parent folder.
The sub-folders are displayed.

Select the check boxes for the relevant sub-folders, including sub-folders in the Templates folder.

Finally click the Save All button.
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The selected folders and sub-folders are then displayed on the right. This sequence corresponds to
the order in which the selected user group will see the folders in File Manager.

ﬂ User Administration
File Edit View Help

1= 9 % [ P

[F=5 Hol =<

@

Groups

‘ Users

I apping | Folders

2 Administrators

2 Assistants
2 Patent agents

2 Users

Entries with unsaved changes: O

Assigned Folders for Group "Assistants™:

™ BioResearch
-V Mano Enterprise
M 2011
W 2012
- TechEurope
M Asheroft
™ iburn
r Universal Engineering
[ Import
™ vsspa
™ vssps
- Templates
™ Bio Research
v Nano Enterprise

Summary:

» [ Mano Enterprise
[ 2011
B3y 2012
» (3 TechEurope
[ Ashcroft
3 ﬂ]J-—' Templates
[]]J-—' Mano Enterprise

Figure 101: Assigning folders to a group

The assigned folders are then displayed for the users from the selected user group when they log

on to File Manager.

In this example, the sub-folder 2013 was subsequently created. Because its parent folder, Nano
Enterprise, has been assigned to the Assistants group, the new sub-folder is also automatically
shared to the Assistants group.
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E File Manager Sample PCT-1 = | B |
File Edit View Workflow Tools Help

# > ©)
2013 - All - PCT - Sample PCT-1 11 items awvailable
w All Applications ‘ All ‘ Drraft ‘ Feady to Sign ‘ Fieady to Send ‘ Sent ‘ |Last saved j | P
31 Default Falder
+ [} Mano Enterprise Last..% | Reference | Title |(y | iy |@| Type |r°§ | Status | -
D 2011 05.08.2013 Sample PCT-1 PCT/ROA0T request FCT Diraft
D 012 03.07.2013 Sample OPFO EP Dpposition procedure 0 0 0 EPOppa) 0 Draft
03.07.2013 Exemple PCT PCT/ROA0T request FCT Diraft
. D TechEurape 03.07.2013 Beizpiel PCT PCT/ROA0T request FCT Diraft
D Ashiralt 03.07.2013 Example Oppo EP Dpposition procedure 0 0 0 EPOppa) 3 Draft
E Farms 03.07.2013 Beizpiel OPFO EP Dpposition procedure 0 0 0 EPOppa) 0 Draft
03.07.2013 1200 address Entry into the European phase 3 2 B EP1200E2K) 0O Draft
- []]_T—' Templates [EPC 2000)
[]]J-—' Mano Enterprise E =
T Trash Form PCT
1D: 20
Title:
Status: Ciraft
Meszages: o M @
Last saved: Adminiztrator, 05.08.2013
Applicant: MAMNO ENTERPRISE LTD.
Attachments: igw...
Internal Notes:
Logged in az Administrator Items selected: 1

Figure 102: Folders visible to a user through group sharing

412 Fee management

The Fee Management option shows you which fees are valid in Online Filing at a given date. Fees
are displayed from the effective date on the Fees tab of the EP forms when a new application is
created.

Online Filing does not allow you to create your own fee tables or delete EPO fee tables. The i

and P buttons are therefore deactivated.

Viewing fee tables

In the File Manager menu, click Tools > Fee Management.

The fees are grouped on the left by type of fee and creation date.
Click a group to see the list.

The new fees that were added as supplementary options following the various fee reforms can be
found at the end of the list. The codes for these fees have a lower-case e suffix. The forms may
display both fee variants for selection, depending on the options selected for fee payment.
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[ Fee Management EuEs

File Edit View Help

HS @

,:[l’:, 2@ Currency:IEUR VI V’alida.suf:|1A|:riI2015 E
¥ EP-Fees Kind of Fee I Amount I New amount I -
01/04/2004 (EUR) 001 Filing fee online 120.00 120.00 |:|
01/04/2005 (EUR) 002 Fee for (supplementary) European search for applications 1,300.00 1,300.00
01/07/2005 (EUR) filed on/after 01.07.2005
01/04/2008 (EUR) 003 Fee for an international search 0.00 0.00
13M2/2007 (EUR) 004 Fee for an international-type search 0.00 0.00
01/04/2008 (EUR) 005 Designation fee for each state designated (max. 7x) 100.00 100.00
01/04/2008 (EUR) 006 Examination fee - For applications filed on/after 1,635.00 1,635.00
0110472010 (EUR) 01.07.2005
01/04/2012 (EUR) 007 Fee for grant + printing not more than 35 pages 925.00 925.00
01/04/2014 (EUR) 008 Printing fee for the 36th and each subseguent page 15.00 15.00
01/04/2016 (EUR) 009 Fee for printing a new specification of the patent 75.00 75.00
01/07/2018 (EUR) 010 Opposition fee 785.00 785.00
01/03/2018 (EUR) 011 Appeal fee for an appeal filed by an entity other than those 2,255.00 2,255.00
01/04/2018 (EUR) referred to in Rule 6(4) and (5) EPC
012 Fee for further processing 0.00 0.00
» |BDEMAND-Fees 013 Fee for re-establishment of rights 640.00 640.00
» |BSFD-Fees 014 Conversion fee 75.00 75.00
015 Claims fee for 16th up to 50th claim 235.00 235.00
016 Claims fee in accordance with R. 71(8) - For the 16th to 235.00 235.00
the S0th claim (after 01.04.2009) / Claims fee in accordance
with . 71(8) (before 01.04.2008)

B2 Fee Management @M

File Edit View Help

HS @

,:E:, 2@ Currency:IEUR vl V}ilidasuf:|1£\pri|2014
¥ DE-Fees Kind of Fee I Amount I New amount I ~
¥ EP-Fees 001 Filing fee online 120,00 120,00
01.04.2004(EUR) 002 Fee for (supplementary} European search for applications 1.285,00 1.285,00
01.04.2005(EUR} filed on/after 01.07 2005
01.07.2005(EUR) 003 Fee for an international search 0,00 0,00
01.04.2006(EUR) 004 Fee for an international-type search 0,00 0,00
13.12.2007(EUR) 005 Designation fee for each state designated (max. 7x) 100,00 100,00
01.04.2008(EUR) 005 Examination fee - For applications filed on/after 1.620,00 1.620,00
01.04.2009(EUR) ST
01.04.2010(EUR) 007 Fee for grant + printing not more than 35 pages 915,00 915,00
01.04.2012(EUR) 008 Printing fee for the 36th and each subsequent page 15,00 15,00
00% Fee for printing a new specification of the patent 75,00 75,00
¥ FR-Fees 010 Opposition fee 775,00 775,00
} |B-Fees 011 Appeal fee 1.860,00 1.860,00
¥ UK-Fees 012 Fee for further processing 0,00 0,00
013 Fee for re-establishment of rights 635,00 635,00
014 Conversion fee 75,00 75,00
015 Claims fee for 16th up to 50th claim 235,00 235,00
016 Claims fee in accordance with R. 71(8) - For the 16th to 235,00 235,00
the S0th claim (after 01.04.2009) / Claims fee in accordance
with R. 71(6) (before 01.04.2009)
017 Fee for the awarding of costs 75,00 75,00

Figure 103: Fee groups
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Modifying fee amounts

The EPO always releases the latest revision of fees for manual download and for installation via Live
Update (p. 417). This means that you normally are not supposed to change any of the fee
information. If, however, you do need to change fees for operational reasons, you can edit the
individual amounts in the fee table. Your Online Filing user account must have the necessary rights
for this.

@ Attention: Once you have saved your changes, you cannot automatically reload the original
amounts in the fee tables. However, you can manually change the fees to bring them into
line with the EPO's latest schedule of fees.

Select the fee you want on the right-hand side of the list.

Click the amount you want to change in the New amount column.
The field is opened for editing.

Enter the new amount as a whole number.

Click the Revert All button to discard changes.

9

Click the Save All button to apply the changes.

1)
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ﬁ Fee Management
File Edit View Help

=

HS

@
=

EII:::, 2? Currency:IEUR VI \.-"alida.snf:|1A|:riI2015
¥ EP-Fees Kind of Fee I Amount I New amount I -
01/04/2004 (EUR) 001 Filing fee online 120.00 120.00 |:|
01/04/2005 (EUR) 002 Fee for (supplementary) European search for applications 1,300.00 1,300.00
01/07/2005 (EUR) filed on/after 01.07.2005
01/04/2008 (EUR) 003 Fee for an international search 0.00 0.00
13122007 (EUR) 004 Fee for an internationak-type search 0.00 0.00
01/04/2008 (EUR}) 005 Designation fee for each state designated (max. 7x) 100.00 100.00
01/04/2009 (EUR) 006 Examination fee - For applications filed onfafter 1,635.00 1,635.00
01/04/2010 (EUR) LTS
01/04/2012 (EUR) 007 Fee for grant + printing not more than 35 pages §25.00 §25.00
01/04/2014 (EUR) 008 Printing fee for the 35th and each subsegquent page 15.00
01/04/2016 (EUR) 009 Fee for printing a new specification of the patent 75.00 75.00
01/07/2018 (EUR) 010 Opposition fee 785.00 785.00
01/03/2018 (EUR) 011 Appeal fee for an appeal filed by an entity other than those 2,255.00 2,255.00
01/04/2018 (EUR) referred to in Rule 6(4) and (5) EPC
01/04/2019 (EUR) 012 Fee for further processing 0.00 0.00
» |BDEMAND-Fees 013 Fee for re-establishment of rights. 640.00 540.00
» |BSFD-Fees 014 Conversion fee 75.00 75.00
015 Claims fee for 16th up to 50th claim 235.00 235.00
016 Claims fee in accordance with R. 71(8) - For the 16th to 235.00 235.00
the 50th claim (after 01.04.2009)/ Claims fee in accordance
with R. 71(6) (before 01.04.2009)
|
ﬁ Fee Management @M
File Edit View Help
HS @
E[’l:l 2? Currency:IEUR VI V}ilida.snf:|1r*\|:ril201¢ E
¥ DE-Fees Kind of Fee I Amount I New amount I ~
¥ EP-Fees 001 Filing fee online 120,00 120,00
01.04.2004(EUR} 002 Fee for (supplementary) Eurcpean search for applications 1.285,00 1.285,00
01.04.2005(EUR) filed on/after 01.07.2005
01.07.2005(EUR) 003 Fee for an international search 0,00 0,00
01.04.2006(EUR) 004 Fee for an international-type search 0,00 0,00
13.12.2007(EUR) 005 Designation fee for each state designated (max. 7x) 100,00 100,00
01.04.2008(EUR) 006 Examination fee - For applications filed on/after 1.620,00 1.620,00
01.04.2009(EUR) 01.07.2005
01.04. 201 0{EUR) 007 Fee for grant + printing not more than 35 pages 915,00 915,00
01.04.2012(EUR) 008 Printing fee for the 36th and each subseguent page 15,0012 I |
01.04.2014(EUR) 009 Fee for printing a new specification of the patent 75,0 75,00
¥ FR-Fees 010 Opposition fee 775,00 775,00
¥ |B-Fees 011 Appeal fee 1.860,00 1.860,00
¥ UK-Fees 012 Fee for further processing 0,00 0,00
013 Fee for re-establishment of rightz 635,00 635,00
014 Conversion fee 75,00 75,00
015 Claims fee for 16th up to 50th claim 235,00 235,00
016 Claims fee in accordance with R. 71(8) - For the 16th to 235,00 235,00
the 50th claim (after 01.04.2009) / Claims fee in accordance
with R. 71(6) (before 01.04.2009)
017 Fee for the awarding of costs 75,00 75,00 -

Figure 104: New fee amount entered
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4.13 Maintenance table viewer

The maintenance tables allow you to view lists of standard data, e.g. filing offices and depositary
institutions. Maintenance tables cannot be edited. The EPO makes changes available via Live
Update.

In the File Manager menu, click Tools > Maintenance Table Viewer, and then select the option you
require:

= Common Maintenance for a list of countries with country codes and regional divisions.
= EP Maintenance for filing offices and other data

= PCT Maintenance for receiving offices and other data.

Depending on the national plug-ins installed, additional options are displayed.

Select an entry on the left to display any associated data from the maintenance table on the right,
for instance, select Filing Offices.

This table also contains the URLs (internet addresses) of the production server and demo server in
the filing offices involved.

To retrieve information relevant at a date in the past or in the future, select a different date in the box
in the top right corner.

E Maintenance Table Viewer ( Filing Offices ) =aREn X
File Edit View Help
I s
+ % @
Common View fo |1June 2012 & |
Entities — — -
British Counties Code: Office: Description: Mame of Filing ... |Production Se...|Demo Server ... [e...| phone| =
. ‘Subsequently filed European Patent hitps:ifisecure2 ehiips:fisecure2. e
Australian States o Office (EPO)
US States Kl
Canadian Provinces EP1200 EF Entry into the European Patent hitps:i/isecure2. ehitpsiisecure2 e _
] Prefact European Office (EPO)
apanese Prefectures phase(EFO as
Chinese Provinces designated or
Depositary Institutions elected Office)
Spanish Provinces
Person Type EP122K EF Entry into the European Patent hitpsi/isecure2. ehitps:iisecure2. e
- regional phase at Office (EPO)
Filing Offices tha EPO (EPC =
Common Languages : _
Description: -

|Subsequently filed documents

Mame of Filing Office:
|European Patent Office (EPO)

m

Production Server url
|https:h’secure2.epoline.org:’olffreceiver

Diemo Server url
|hrlps:ﬁsecure2.ep0Iine.orgrolfdemo!receiver

Figure 105: Common Maintenance, Filing Offices Table
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5.

Processing applications

After a new draft has been created, more actions are required before the application can be
submitted to the receiving office.

This section describes the submission workflow common to all standard procedures (EP and PCT)
and explains some additional functions for data handling in Online Filing.

5.1

The patent specification and all other accompanying documents are made available in an
appropriate format for electronic filing; see Preparing documents for attachment (p. 86).

The application is signed by one of the methods accepted by the receiving office. A digital
signature, usually with a personal smart card and PIN, is always required in addition to
alphabetical or facsimile signatures; see Signing applications (p. 88).

The application is sent to the receiving office, either electronically or physically; see Sending
applications (p. 102).

Applications and templates can be exported from Online Filing for backup and archiving
purposes; see Exporting data from Online Filing (p. 105).

Going in the other direction, previously exported items can be imported back into Online Filing
for use as a basis for new applications or for looking up information; see Importing data into
Online Filing (p. 110).

Preparing documents for attachment

Depending on the selected procedure and the type of document requested, you can select from
several file types when attaching electronic documents to a form.

File type Document type Procedure

PDF All document types, default option EP, PCT

XML (PatXML) | Patent specification; prepared with the PatXML Software, |EP(1001E2K),
including referenced JPG or TIF images PCT/RO/101

TIFF (TIF) Facsimile signature EP

JPEG (JPG) Facsimile signature EP, PCT

TIFF (TIF) All document types PCT

JPEG (JPG) All document types PCT

TXT Sequence listing ST.25 EP, PCT

ZIP Pre-conversion archive, sequence listing ST.25 or ST.26 |EP, PCT

XML Sequence listing ST.26 EP, PCT
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Generating XML files

Various software products are available from national and international patent offices which allow
users to generate XML files which meet their standards:

= PatXML (EPO) is based on Microsoft Word®. Users can prepare their documents in the familiar
Word environment or import documents formatted using standard sections. The file type of the
finished XML files is .pxml.

More information about PatXML can be found on the EPO website at Applying for a patent >
Online services > Online Filing > Download auxiliary software
(http://www.epo.org/applying/online-services/online-filing/auxiliary.html).

= PCT-SAFE Software (WIPO)
For information about this product see the WIPO website at IP Services > PCT > PCT
Electronic Filing
(http://www.wipo.int/pct-safe/en/).

=  WIPO Sequence (WIPO)
On 1 July 2022, WIPO Standard ST.26 will enter into force. For applications with a filing date
on or after 1 July 2022, sequence listings should be filed in ST.26. To create sequence
listings compliant with the new standard, you should use WIPO Sequence
(https://www.wipo.int/standards/en/sequence/index.html)

Images which are part of the technical documents are referenced in the XML file to be attached and
are automatically uploaded in the background. You will see these files later in Online Filing's PDF
Viewer.

Generating PDF files

The PDF format is suitable for all documents containing text or images. For example, you can save
additional descriptions and notes relating to your application to PDF files or scan original documents
not available in electronic form and convert them into PDF files.

To generate PDF documents for use in Online Filing, it is recommended that you use the Amyuni®
PDF Converter which is delivered free of charge with the Online Services starter kit CD-ROM. The
Amyuni® PDF Converter has been customised to embed all fonts (even the copyrighted ones) and
has been preset with the required paper size.

Besides Adobe Acrobat®, there are many other products on the market that generate PDF
documents. You may use any software which produces compliant PDF documents in a format
compatible with Adobe Portable Document Format version 1.4 (Acrobat version 5 or higher).

Compatibility requirements by the EPO and WIPO

The European Patent Office can only accept documents which are compliant with Annex F. A full
version of Annex F can be found on the WIPO website at IP Services > PCT > Legal Texts
(http://www.wipo.int/pct/en/texts/).
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Rules for Annex F-compliant PDF files

= All fonts must be embedded and licensed for distribution (exception: Base 14 fonts are accepted
even if they are not embedded).

» The text in the PDF file must not be compressed, to facilitate searching.
= The PDF file must not be encrypted.

» The PDF file must be version 1.1 (or later)

» The PDF file must not contain any embedded OLE objects.

= The paper size in the PDF file may exceed A4 or US letter format by up to 5%, so, sizes up to
312 mm by 227 mm or 12.28" by 8.94" are accepted. Online Filing issues a warning if the
document's paper size is larger and will not attach the PDF file.

= A mixture of landscape and portrait formats is allowed in a file.
Rules for Annex F-compliant images
= TIFF (file type .tif)

- Only black and white images are allowed

- When saving an image as TIFF the following settings should be selected: TIFF V6.0 with
Group 4 compression, single strip, Intel encoded (i.e. for IBM PC format, not Macintosh).

- Image resolution must be 300 or 400 dpi.
- The recommended maximum page size is 255 mm x 170 mm.
=  JPEG (file type .jpg)
— Image resolution must be 300 or 400 dpi.
— The recommended maximum page size is 255 mm x 170 mm.
Rules for DOCX documents
= DOCX (file type .docx)
— Technical documents. Description, claims, abstract and drawings.
- Where required, any translation of the description, claims, abstract and drawings.

- Amendments, corrections and rectifications of the description, claims, abstract and
drawings, and any translation thereof.

- As a complete set, in a single DOCX file: description, claims and abstract with or without
drawings.

- Individually, in multiple DOCX files: description, claims, abstract or drawings.
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Please refer to the EPO's website for more information about the file format DOCX
(http://www.epo.org/applying/online-services/improving/docx-filing.html).

Creating ZIP archives for attachment as pre-conversion archive

You can create ZIP files by using archiving software such as WinZip or WinRAR. However, the
easiest method is to use the Send to option in Windows Explorer:

Select the files or folders you wish to archive.
Right-click the selection and from the shortcut menu select Send to > Compressed (zipped) folder.

The selected files or folders are packed into a new ZIP file.

@ The EPO does not recognise documents as legally binding if they are exclusively filed as part
of a ZIP archive. To be accepted as legally binding filings, the official patent documents must
always be attached as PDF or ST.26 files under the correct document type.

5.2 Signing applications

Once all the mandatory information is completed, the application can be signed by users with
appropriate user rights in Online Filing.

Types of signature
The EPO accepts three legally recognised types of signature:
1. Alphabetical

The name of the signatory is entered in the electronic form via the computer keyboard; see
Alphabetical signatures (p. 91).

2. Facsimile

An electronic file containing a scanned image of a handwritten signature is attached to the
application; see Facsimile signatures (p. 93).

3. Enhanced digital signature with smart card

A personal smart card is inserted into the reader connected to the PC and the user's PIN code
is entered; see Smart cards (p. 95).

An application can contain multiple alphabetical and/or facsimile signatures. It cannot be sent,
however, until an enhanced digital signature has also been applied. No further signatures can be
added once an enhanced digital signature is added as this finalises the signing process.

For more information on enhanced electronic signatures, please refer to Articles 7 and Article 8 of
the "Decision of the President of the European Patent Office dated 26 February 2009 concerning the
electronic filing of documents", published in the Official Journal EPO 3/2009, p. 182-187.
(http://archive.epo.org/epo/pubs/oj009/03 _09/03 1829.pdf)
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Applying a signature

A signature may be applied by any smart card user in any of the three accepted formats when filing
to the EPO.

A person applying an alphabetical or facsimile signature need not be party to or authorised in
proceedings but the signature applied must be of a person authorised and recognised by the EPO
to act in the proceedings in question. Any such signature will then need to be confirmed by an
enhanced digital signature for non-repudiation before it is sent.

An enhanced digital signature using a smart card should only be applied for normal signing purposes
by a smart card holder who is authorised to act in proceedings before the EPO, for the application
being signed. The smart card signature of a smart card holder not authorised to act in the
proceedings for which that signature is applied will not be accepted as valid.

Preparing for signature

If you want an application to be signed, you must first move it to Ready to sign status in the workflow
process. There are two ways to do this while the application is still in Draft status:

In the open application, click File > Save As > Ready to Sign.
The form view closes, leaving the application in Ready to sign status in File Manager.
or

In File Manager, select the application and click the Next button (the tool-tip indicates "Ready to
sign")

= File Manager 1001-01 = =
File Edit View Workflow Tools Help
TR 4> @
All Applicatiuns%ﬂrnﬂ -FP(1001E2K) - 1001-01 10 iterns awvailable
Ready to sign
MH &0 Applications ‘ Al I Draft I Ready to Sign Ready to Send ‘ Sent |Last saved ﬂ | £
31 Default Falder
Forms Reference
mP Templates 8/09/20115  1001-01 Reque ant of a European patent 0 1 2 EP[10MEZK)
T Trash .

Figure 106: Moving an application from "Draft" to "Ready to Sign" status
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Starting the signing process in File Manager

If the status of the application is Ready to sign, the signing process is automatically started as the
next stage in the workflow process as soon as you open the application or click the Next button.

Double-click the application.
or

Select the application and click the Next button (the tool-tip indicates "Sign").

= File Manager 1001-01 = =
File Edit View Workflow Tools Help
PR A9 @
All Applications Sign}aady to Sign - EP(1001E2K) - 1001-01 1 item awvailable
MH &0 Applications ‘ Al Draft | Ready to Sign Ready to Send ‘ Sent |Last zaved j | P
31 Default Falder
Farms Last saved™ Reference Title S| MG Type &
mP Templates 18/08/2015 1007-01 Fequest for grant of a European patent [EFC 0 2

W Trazh

Figure 107: Starting the signing process from File Manager
Starting the signing process directly from draft status in the form

You can skip the Ready to sign status by activating the option Start signing immediately when
moving application forward from draft status under Confirmations (p. 56) in User Preferences.
This means that the signing dialog will be opened immediately.

In the menu, click File > Save As > Ready to Sign and Sign.
or

Click the Next button (the tool-tip indicates "Move to Ready to Sign and Sign").

=} EPO Online Filing - EP(1001E2K) - 1001-01 = =
File Edit View Tools Windows Help
EP(1 T et Do e Last saved on 18/09/2015

Move to Ready to Sign and Sign!
Request | MNames |SGtes&| Priority ‘ Binlogical Material ‘ Documents ‘ Fee Payment ‘ Annotations

Figure 108: Tool-tip "Move to Ready to Sign and Sign"

Form PCT/RO/101 provides different functions; see Processing the PCT/R0O/101 application (p. 339)
in the section on PCT/RO/101 or in the online help for form PCT/RO/101.
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Signing

The PDF Viewer opens with a preview of the application. It is recommended that you use this

opportunity to check all documents for accuracy before the application is signed.

To proceed, click Sign Now on the lower right of the PDF Viewer.

To stop the signing process, click Cancel.

This returns the application to the Ready to sign status in File Manager.

= PDF Viewer - B
application-body.xml ~
(water_evaporator.pxm
application-body. pdf curopi
pplication- pd .
ApHEOn. T 0 whent oA Request for grant of a European patent
ep-request. pdf Mcs ewopéen
ep-request.xml
(ep-request.xml) For official use onfy
f1002-1_pdf
(f1002_1 pdf} 1 Application number: WKEY]
Imgﬁ][]m.tlf . 2 Date of receipt (Fule 35(2) EPCE
(imgf0001.tif)
package-data.xml 3 Date of recsipt a1 EPO (Ruie 36(4) EPC): RENA
(package-data.xml) -
pkgheader xml 4 Date cffing:
(pkgheader.xml)
E  Gran of Eurcpean patent, and examination of the apalication under E
Article 34, are herebf requasted.
B.1 The applicant waives his right o be asked whether he wizhes to D
proceed further with the apphcation (Ruls 702}
ST
Description andlor daims filed in:
6 Applicant’s or representative’s reference.
1001-01
Apgiicant 1
71 Mame: | Nang Enterprise Ltd.
Diepartment Manotechnology
&1 Addresz: | P.O. Box 5623
123 City Street
London Greater London W1A 2BC
United Kingdom w
Sign Now k Cancel

Figure 109: PDF Viewer with "Sign Now" button

5.2.1 Alphabetical signatures

In the example below, the proprietor of the patent files a submission in opposition proceedings. The
proprietor is represented by a patent attorney, whose secretary is going to send the application to
the EPO.

The attorney applies their alphabetical signature.

Select the representative's name as signatory in the Sign Application window.

Under Type of signature, select Alphabetical.

In the Signature field, enter the name of the person enclosed in slashes, e.g. IDavid Kilburn/.
Enter the Place of signing (optional).

Click Sign.
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Sign Application

Select an entry from the list, choose the type of signature and enter the coresponding details.

Proprietors Sign for representative David Kilburn:
Peter Burton

<other>
Representatives

David Kilburn

<other>

Fepresentative Mame: D avid Kilburm

Type of signature:

" Smart Card
~

* Alphabetical

" Facsimile
Text signature details:

The signature has to be enclozed in glashes
[example: Alohn Smith/]

Signature: |#David Kilbum,/
Place of Signing: |L0ndon
Sign :
I™ Save settings as default [Can be changed in preferences) %

Figure 110: Applying alphabetical signature for the representative

A warning appears if you accidentally remove or forget to enter the slashes in the Signature field.
Click OK.

The missing slashes are automatically inserted by the software.

Warning
Signature text missing - please type your signature in (e.g. /). Smith/).

OK

Figure 111: Note on alphabetical signature

Other actions

Add more signatures if required.

To remove a signature, select the corresponding name and click Remove.

To save the current selection for the type of signature, select the check box Save settings as
default.

This changes the Signing preferences (p. 56) in the User Preferences.

Click Close when ready.
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Sign Application

Select an entry from the list, choose the type of signature and enter the coresponding details.

Proprietors
Peter Burton
<other>

Representatives
David Kilburn

Sign for representative David Kilburn:

Fepresentative Mame: D avid Kilburm

<other>

Type of signature:
~
~
o
~

Text signature details:

The signature has to be enclozed in glashes
[example: Alohn Smith/]

Signature: |#Diavid Kilbum,

Place of Signing: |L0ndon

Remove :
£ >
I [~ Save zeftings az default [Can be changed in preferences) I Close

Figure 112: Other options in the Sign Application window
The following message box appears while Online Filing is processing the text signature.

Warning

The electronic signature iz being applied.
Thiz process may take a while. Pleaze wait,

Generating #<MLs....

Figure 113: Message box that appears when a signature is being created
The Sign Application window closes automatically when the process finishes.

The status of the application remains in Ready to sign in File Manager because the sending process
cannot be initiated without an electronic signature.
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5.2.2 Facsimile signatures

In this example, the applicant is a legal body and represented by an employee under Article 133(3)
EPC. The facsimile signature of the employee is attached to the application.

Prepare the signature as an image file by scanning a sheet of paper with the handwritten text or
using a pen tool to write the signature in a suitable graphics suite.

* You can use files in either TIFF (*.TIF) or JPEG (*.JPG) format. The default is TIFF.

= The file name must not contain any spaces or special characters.

= The signature file must be Annex F-compliant (see "Preparing documents for attachment" p. 86).
In the Sign Application window select the relevant Applicant (if not already selected).

= The Employee name (Art. 133 EPC) field is automatically populated with the name entered in
the Names tab and cannot be edited.

= The Function of person signing field remains empty and is disabled.
Under Type of signature, select Facsimile.
Enter the Signatory Name.

To attach the image file with the signature, click Choose File, navigate to the file's storage location
and click Open to select it.

The button's label changes to Remove.
Enter the Place of signing (optional).
Click Sign.

Click Close when ready.
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Sign Application

Select an entry from the list, choose the type of signature and enter the coresponding details.

Applicants Sign for applicant Micro York:
<other> Applicant Mame: [Micra York
Representatives
<other> Employee name [&rt. 133 |Jeremy Baker
EPCL

Function of person signing: |

Type of signature:
" Smart Card
~

" Alphabetical

Facsimile signature details:

Signataory Mame: I|Jeremy Baker I

SIGNATURE.JPG

Place of Signing: |Y0rk

Sign ;
o |

[ Save settings as default [Can be changed in preferences) Clase

Figure 114: Facsimile signature for the applicant's employee attached in JPG format
The following message box appears while Online Filing is processing the facsimile signature.

Warning

The electronic signature iz being applied.
Thiz process may take a while. Pleaze wait,

Generating #<MLs....

Figure 115: Message box that appears when a signature is being created
The Sign Application window closes automatically when the process finishes.

The status of the application remains in Ready to sign in File Manager because the sending process
cannot be initiated without an enhanced electronic signature.
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5.2.3 Smart cards

The European Patent Office provides registered users of Online Services with smart cards for digital
signing. Smart cards are a very secure method for encrypting signatures.

Smart cards can be ordered free of charge from the EPO. Alternatively, you can register existing
smart cards with the EPO for filing. For more information, go to the EPO website at Applying for a
patent > Online services > Security > Smart cards (http://www.epo.org/applying/online-
services/security/smart-cards.html).

The smart card is produced by a certification agency. It includes two certificates, a PKCS#7
certificate and a PKCS#11 certificate. Both contain a public and a private RSA key for the user. The
private key is only visible if a user logs on to the smart card administration tool (Cryptovision) with
the smart card PIN.

Figure 116: Inserting smart card into card reader

Security information

When an attorney leaves a company, the company should inform Customer Services and have the
attorney's card revoked. It should also tell the EPO the identity of the attorney taking over the relevant
files. The files are then detached from the previous representative and attached to the new one. After
this has been done the previous attorney will no longer be able to see the files as "his" assets.

@ Smart cards may not be shared. Each and every person in a company who has the right to
access Online Filing should apply for a personal smart card. These should not be given to
any other employee. The personal smart card allows the holder to use all EPO Online
Services for which he is authorised by his enrolment.
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Signing with the smart card as an applicant or representative

A smart card signature is legally binding. You cannot add any more signatures after you sign an
application with the smart card.

In this example, you, the representative, are a natural person and you sign the application yourself.
Select the representative in the Sign Application window.
Under Type of signature, select Smart Card.

Insert your personal smart card into the reader connected to your PC; see Checking the smart card
(p. 98).

Enter your PIN code.
Enter the Place of signing (optional).
Click Sign.

Sign Application

Select an entry from the list, choose the type of signature and enter the coresponding details.

Applicants Sign for reprezentative Christina Portland:
Mano Enterprize Lid.
<other> ) Representative Name: Chriztina Portland
Representatives
Christina Portland
<other>
Type of signature:
+ Smart Card
~
" Alphabetical
" Facsimile
Smart card details:
Eriter PIN Code: | |
Flace of Signing: Ofard
Sign :
[ Save settings as default [Can be changed in preferences) Clase

Figure 117: Representative signing with her personal smart card and PIN code
Signing with the smart card as a legal applicant

The legal owner or director of a company may sign an application with a personal smart card, if there
is no authorised employee or representative. The function of the person signing can be optionally
specified in the signing dialog. However, the name of the smart card holder will always appear on
the PDF form to identify the signatory to the EPO.

In the example below, you, the director of a company, enter a function and sign as the applicant.

In the Sign Application window, select the role on the left.
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The Employee name (Art. 133 EPC) field remains empty and is disabled.
Enter the Function of person signing, e.g. Director (optional).

Under Type of signature, select Smart Card.

Enter the PIN code.

Enter the Place of signing (optional).

Click Sign.

Sign Application

Select an entry from the list, choose the type of signature and enter the coresponding details.

Applicants Sign for applicant Hano Enterprize Lid.:
Mano Enterprize Lid.
<other> ) Applicant Name: |Nan0 Enterprise Ltd.
Representatives
<other> Emplayee name [Art. 133 |
EPC
| Function of person signing: |Direct0r
Type of signature:
+ Smart Card
~
" Alphabetical
" Facsimile
Smart card details:
Enter PIN Code: ™
Place of Signing: Landan
Sign :
[~ Save zeftings az default [Can be changed in preferences) Close

Figure 118: The director of a company signs as a legal applicant
Signing with the smart card as an employee under Article 133 EPC

Only an employee who is authorised to represent the applicant under Article 133 EPC is allowed to
sign an application for the applicant. That employee's name is indicated in the Names tab of form
EP(1001E2K), Euro-PCT(1200E2K) or EP(Oppo); see the corresponding sections in this user guide.

For more legal information visit the EPO website to read the full text of Article 133 EPC
(http://www.epo.org/law-practice/legal-texts/html/epc/2010/e/ar133.html).

The example below shows you, an employee authorised under Article 133 EPC, signing for the
opponent, legal person.

Select the applicant on the left.

The Applicant Name and Employee Name (Art. 133 EPC) fields are automatically populated and
locked for editing.

The Function of person signing field remains empty and is disabled.
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Under Type of signature, select Smart Card.
Enter the PIN code.

Enter the Place of signing (optional).

Click Sign.

Sign Application

Select an entry from the list, choose the type of signature and enter the coresponding details.

Opponents

Sign for applicant Parker & Part
Parker & Partners
<other> . )
. Applicant Mame: |F'arker & Partners
Representatives
<other> Employee name [&rt. 133 |Linda argan
EPC]:

Funchion of perzon signing: |

Type of signature:
+ Smart Card
~

" Alphabetical

" Facsimile

Smart card details:

Place of Signing: |Dover|

Sign 2
[~ Save zeftings az default [Can be changed in preferences) Close

Figure 119: Employee signing for applicant/opponent under Article 133
The message box "The electronic signature is being applied ..." appears while Online Filing is

processing the digital signature.

The Sign Application window closes automatically when the process finishes. The status of the
application changes to Ready to send in File Manager.

5.2.4 Checking the smart card

The Smart Card Checker tool is automatically installed together with File Manager, i.e. the Online
Filing client.

Smart Card Checker makes work easier for users signing with different types of smart card issued
by different national patent offices. Smart Card Checker automatically checks the type and
manufacturer of the smart card as soon as it is inserted in the reader, automatically finds the correct
smart card driver software on the computer and checks the registered certificates.

Smart Card Checker starts at the same time as File Manager. When active, the Smart Card Checker
icon is displayed on the Windows toolbar. The icon for the smart card reader shows a small certificate
when the user data has been successfully read from the smart card.
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Figure 120: Programme icons in the Windows system tray

Make sure that the smart card reader is connected to your computer and working properly.
Insert your smart card into the reader.

The green LED stops flashing and lights continuously when the smart card is operational.

Right-click the system tray icon and select Check Smartcard.

Check Smartcard [}

Shutdown

Figure 121: Check smart card

The smart card is checked. Smart Card Checker displays the message "Smart Card recognized".

@ OLF Smartcard Checker ™ *

Smart Card recognized

Figure 122: Smart card recognized

If no smart card reader is connected to your computer, if the smart card is not properly inserted or if
it is invalid, Smart Card Checker will tell you that the smart card has not been recognized.

The green LED on the reader flashes if the smart card was not inserted correctly or cannot be read.
The reader's icon also shows that there is no smart card in the reader, indicating that certificates
could not be read.

@ OLF Smartcard Checker % *

Srnart Card not recognized

0 (el ))

Figure 123: Smart card not recognized
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5.2.5 Soft certificates

(D The EPO does not currently accept soft certificates as an electronic signature for filings to
the EPO server. Other offices may, however, accept them for online filing. See the website of
the office concerned for details.

Signature with a soft certificate

In this example, a PCT/RO/101 application to the International Bureau as the receiving office is
digitally signed with a soft certificate issued by WIPO.

Select the signatory in the list.

Under Type of signature, select Soft Certificate.

Click Choose File.

Online Filing accepts PKCS#12 certificates as files of type .p12 or .pfx.

Select the soft certificate file and click Open.

el Open
Look in: | ) Office j = £k B
o _ﬁcer‘tificate.pfx
o Bt .
Recert places “é manzoni.pfx
_‘éwipo_cert.pfx
Desktop
w=ll
Libraries
This PC

@

Network

File name: |wip0_cert.ph( j Open |
Files of type: |Pfxfi|es (*pfx) j Cancel |
Pkes12files (".p12)
Pfx files (*pfx) k

Figure 124: Selecting the soft certificate for digital signing
The button label changes to Remove.

Enter the PIN code.

Enter the Place of signing (optional).

Click Sign.

EPO Online Filing 5.14 — User guide 119



Sign Application

Select an entry from the list, choose the type of signature and enter the coresponding details.

Applicants Sign for applicant KENNECOTT. James:

KENNECOTT. James

Applicant Name: |KENNEEDTT, James

ePCT Customner [D: |

ePCT elwnership code: |

Type of signature:

" Smart Card

+ Soft Certificate

" Alphabetical

" Facsimile

Soft cerificate details:

Femove [PKLCS12 certificate]

Place of Signing: |Eambridge]

Sign :
[~ Save zeftings az default [Can be changed in preferences) Close

Figure 125: Applicant signing with soft certificate and PIN code
The following message box appears while Online Filing is processing the digital signature.

Warning

Signing iz now in progress, this may take a few minutes. Please
wait.

Figure 126: Message window that appears when the electronic signature is being created with a soft certificate

The Sign Application window closes automatically when the process finishes and the status of the
application changes to Ready to send in File Manager.

5.2.6 Non-repudiation signature

An application without an enhanced digital signature, i.e. which has been signed with an alphabetical
or facsimile signature but not with a smart card, must be manually changed to Ready to send status
in File Manager.

Before the application can be sent, a signature for non-repudiation is required. Applying a non-
repudiation signature not only validates the sender but also time-stamps the transaction, so it cannot
be claimed subsequently that the transaction was not authorised or was not valid. A non-repudiation
signature can only be applied with a valid smart card.
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Select the application in Ready to sign status.
Click the Next button ("Ready to send" is displayed as the tool-tip).
The application switches to Ready to send status.

Click the Next button ("Send" is displayed as the tool-tip).

= File Manager 1200-01 = =
File Edit View Workflow Tools Help
R 4P @
All Applicatiunsl?i_ndpdy to Send - EP(1200E2K) - 1200-01 2 items available
I Al Applications ‘ All ‘ Crraft ‘ Ready to Sign Ready to Send | Sent ‘ ILBSt saved LII P
31 Default Falder
Farms Last zav.. = | Reference Title SR ] Type & Retry
UJP Templates 18/08/2015  1200-01 Entry into the European phase [EPC 1} 4 EP[1200E2K] 1
2000]
m’ Trash
18/08/2015  1001-01 Fequest for grant of & Evropean patent 0 1 2 EP[1001EZK)] 2 1]
[EFC 2000)

Figure 127: Moving the application to "Send" in the workflow requires the signature for non-repudiation
The window Please sign for non-repudiation opens.

Select the type of signature you want: Smart Card or Soft Certificate.

The default setting is Smart Card.

Enter the PIN code of your smart card.

Click Sign.

Sign Application “

Fleaze zign for non-repudiation

Type of signature:

& Smart Card
 Soft Certificate
Smart card details:
Enter PIN Cade: I ““““““
Sign \= | Cancel |

Figure 128: Signing for non-repudiation

The application is signed for non-repudiation and the sending dialog appears.
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5.3 Sending applications

Once you have added a digital signature to your application it is ready to be sent to the EPO. It has
moved from Ready to sign to Ready to send status.

In File Manager, click the Ready to send status button.

Select the application you wish to send.

Click the Next workflow button ("Send" is displayed as the tool-tip).

The next dialog allows you to verify the selected method of sending.

Modify the filing option or signing option, if required.

Ensure that the transmission is going to the location you intend (demo server or production server).

Click Continue Sending.

Online Filing (=3
Warning
Send to : % Online ™ Physical Media
 Smart Card " Soft Certificate

Your online application is about to be sent to demo server
httpz: //zecure?. epoline. org/olfdemo/receiver
for demodtest/practice purpoges. There should be no sensitive data
in thiz application.
If pou are not sure, stop sending now.

v ‘would pou like thiz meszage ta appear in the future

Continue Sending [\J\ Stop Sending
bz

Figure 129: Sending application to demo server

In the Please enter PIN window, enter your PIN and then click OK.

Please enter PIN [iz-,l

Ready to sign data using your PIN code (subject: DE, Form _
Metz, 5. Schmidt 2933, issuer: European Patent Office,
European Patent Office CA)

It will be used to establish a secure session with the server
and to submit the application.

Ok M Cancel

Flease enter your PIN code to continue: aaaaaaagl

Figure 130: Entering PIN

The application is now sent to the EPO.

A progress indicator lets you know what stage the transmission is at.

Progress ...
Sending Data

42%

Cancel

Figure 131: Progress indicator while sending application
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5.3.1 Viewing receipts

When the transmission is finished, a message appears notifying you that filing has been completed
and asking if you want to view the receipt.

Click Yes to see the PDF version of the receipt.

Warning

Your Application filing has been completed. Do you want to view your Receipt now?

Yes N Cancel

Figure 132: Message with option to view receipt

The acknowledgement of receipt opens in the PDF Viewer. The acknowledgement contains the EPO
application number and is stamped with the exact data and time of receipt.

You can print the receipt by clicking the Print file icon in the PDF Viewer, or you can save a copy to
your PC using the Save file icon.

Click Close to quit the PDF Viewer.

Any time you want to view a receipt again, select the application in File Manager and click View ...
in the info pane.

or

In the menu, click View > List of attached documents.

EZ POF viewer G| e
1038_pdf — p— ™ - -
ep[fepﬁﬂgg_pdf} =H A & IS ® [ee7% - [ [

ep-sfd-request.xml
(ep-sfd-request.xml)
package-data.xml

| »

(package-data xml) E!’if.?.’,".f."“
pkgheader xml _0) Potnet bnce
Office e regden

pkgheader.xml

SAMPLE-RECEIPT

(xmit-receipt xml) Acknowledgement of receipt

We hereby acknowledge receipt of the following subsequently filed documentis):

Submission number ‘ 227033 ‘ -
Agplication number EF110123452 ‘

Date of receipt 31 May 2012 ‘

Recsiving Office European Patent Office, The Hague ‘

fiour reference Sample 1038 ‘

Agplicant ‘ All applicants as on file ‘

Close

Figure 133: Viewing the acknowledgement of receipt after filing
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5.3.2 Batch sending
Online Filing enables you to send more than one application at the same time.
In File Manager, click the Ready to send status button.

Select the first application you want to send with a click and all other individual applications with
CTRL+click.

or
Select the first application and then press SHIFT+click the last one to select all of them.

Click the Next workflow button ("Send" is displayed as the tool-tip).

[ File Manager Sample 1038 E@g
File Edit View Workflow Tools Help
PR AP ©)
Default Folder L\ﬁﬂ?dy to Send - EP{1038E) - Sample 1038 3 items available
Send
|
[l A1 &pplications ‘ Al ‘ Diraft ‘ Ready to Sign Ready to Send ‘ Sent ‘ |Lastsaved | | p
31 Default Folder
31 #¥ML Import
Forrs 3.0 i f [ a European 1]
[]]P Templates s
m’ Trash
Sample 1
Form EP(1038E)
1D: 23
Title:
Status: Ready to send
Messages: @0 A0 @1
Last saved: Adminiztrator, 31.05.2012
Applicant:
Attachments: 0 Wiew... |
Internal Notes:
Logged in az Administrator | Items selected: 3 A

Figure 134: Applications with "Ready to send" status selected for batch sending

The batch sending process and the process for sending single applications are basically identical
save for the following modifications:

= The warning window and the window for PIN entry only appear once.

» The window to sign for non-repudiation appears if one of the applications has not yet been
digitally signed.

= As each application is being sent, a progress indicator lets you know what stage the transmission
is at.

= The window prompting you to view the acknowledgement of receipt does not appear.
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5.4 Exporting data from Online Filing

Online Filing provides different functions for exporting data from File Manager, from the form and
from Server Manager. Exporting can also be used to reduce database size by archiving and
removing applications that are no longer needed for your current work.

Exporting from File Manager

The export functions in File Manager allow the export of both multiple applications/templates and
individual items. Three options are available:

= Export Forms — select one or multiple items (EP forms, templates and PCT/RO/101 forms) in
the Forms Export dialog; see Exporting items (p. 106).

= Export XML to File(s) — select one or multiple items (only EP forms) in one of the File Manager's
folders. Each item is exported as a ZIP file; see Exporting data as XML to ZIP file (p. 109).

= Export XML to Folder(s) — select one or multiple items (only EP forms) in one of the File
Manager's folders. Each item is exported to a new folder; see Exporting data as XML to folder
(p. 109).

Exporting from the form view

You can export the last saved status of an application (or a template) that is currently open in the
form view. Exporting from the form is only possible while an application is still in Draft status.

= For EP forms, two options are available:
- Export — creates a ZIP file.
- Export XML to folder — exports the data into an existing folder in your file system.

* For PCT/RO/101 forms, please refer to Exporting and importing a form (p. 343) in the section on
PCT/RO/101 or in the online help for form PCT/RO/101.

Exporting from Server Manager

The Export function in Server Manager offers extended filtering and sorting options for preparing
the range of applications to be exported; see Exporting items (p. 409) in the Server Manager section.
Note that the Export function of Server Manager is not available for data created in the File
Manager's demo mode.

Archiving database content

Keeping a large number of applications in the Online Filing database may eventually affect the
system performance. It is therefore recommended to clear out the folders occasionally by
archiving your application data to other storage locations on your computer system.

Selecting the option Delete items from database after archiving in the Forms Export dialog
removes all selected applications from Online Filing after backup copies are made; see Deleting
items from the database after archiving (p. 108).
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5.4.1

Exporting items

If you want to export any sent applications, templates, or previously prepared EP and/or PCT forms
at the same time, the recommended procedure is described below.

In the File Manager menu, click File > Export > Forms.

All available applications are shown by default.

Select the check boxes of the items you wish to export.

Click OK.
E Forms Export =NNCE X
™ Delete items from database after archiving
ME AlApplications +'| Last.. v | Reference Title |®|&|@| Type |r§¢| Status |A
|]]_1-—' Templates W 1102011 testPCT 2 PCT/ROA01 request FCT Feady to send
E Drafts v 1038non-pul Subsequently filed documents 1} 0 EP[1038E] 1 Readytosend
BE Readyto sign 21. TestOppo  EP Opposition procedure 0 0 EP[Oppo) 2 Readytosend
E Readyto send = Sample Fequest for grant of a European 3 9 EP[001EZK O Draft
B sent 10m patent [EPC 2000)
[~ 20102011 testPCT 4 PCT/RO/101 request PCT Drraft
[ 20102011 testPCT  PCT/ROA01 request PCT Draft
2010.2017 1007 test 2 Request for grant of a European EF[100EZE Template
r patent [EFC 2000]
. 2010.2011 1001 test  Request for grant of a Eurapean EP[100E2K Template
3 patent [EFL 2000]
20102011 Test1001  Request for grant of a Ewropean 0 3 EP(100MEZK 1 Ready to sign
r patent [EPC 2000]
7 13102011 Test1032  Subsequently filed documents 1] 0 EP[1038E] 1 Readytosign
1910.2011 Sample EP DOpposition procedure 0 0 EP[Oppo] 2 Readytosign
r Oppo
18102011 Test1200  Entry into the European phaze 7 11 EP[1200E2K O Draft
r (EPC 2000)
18102011 Sample Entry into the European phase 7 8 EP[1200E2K O Draft
r 1200 [EPC 2000)
[ 18102011 TestPCT PCT/RO/101 request PCT Draft A
DKIX | Cancel

Figure 135: Selecting individual applications for export

Online Filing navigates to the working directory specified for export in User Preferences.

Navigate to the destination folder you require.

Each time you export an application, the Export function creates a new ZIP file and names it
according to the application's user reference. If a ZIP file of the same name already exists in the
export folder, e.g. sample_oppo.zip, the following ZIP files will be named sample_oppo_001.zip,
sample_oppo_002.zip and so on. The same applies if two or more applications have the same user

reference.

Click OK to confirm the file location.
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Export Form ZIPs to folder @

Export Form ZIPs to folder

. Docs Test a
4 | Export
, 2006
, 2007
, 2008
, 2009
, 2010
2011
. ABC Erfindungen

lam |

SCINEC

Figure 136: Select location for export
In the Export complete message, click OK.
View the ZIP files in the selected export folder.

An exported ZIP file contains a number of PDF files and XML files that have been created internally
by Online Filing. In this example, the ZIP file also contains DAT files that have been generated by
the packing and signing process.

o | E i
@.\;,v| 1) « DATA(E) » EPO_data » Export » 2011 » Test Oppo.zip + | 42 || Search Test Oppozip ol
Organize « Extract all files = o« i l@l
» . Clients i MName . Type Compressed size  Date modified
» 1. Docs Test . . . ; _
- ep-oppo.pdf Adobe Acrobat Document 80 KB 21.10.2011 10:57
& Bxport [2) ep-opposition-dataxml XML Document 2KB 21102011 10:42
Jans || header.dat DAT File 2KB 21.10.201110:57
St T OPPO.pdf Adobe Acrobat Document 13 KB 21.10.2011 10:42
> i 2008 T OTHER-1.pdf Adobe Acrobat Document 10KB 21.10.2011 10:41
Sl = =] package-data.xml XML Document 1KEB 21.10.201110:57
Sl =] pkgheaderxml XML Document 1KE 2110.201110:42
‘ .!20;:38n0n public zip_ || wasp.dat DAT File 106 KB 21.10.2011 10:57
1 Test_Oppo.zip
1) test_PCT 2.zip
. ABC Erfindungen
» 1. Nano Enterprise
. Solar France [ e m | v

Figure 137: Exported ZIP file contents
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5.4.2 Deleting items from the database after archiving

In order to free up database space, it is recommended to archive submitted applications on a regular
basis.

In this example, all Sent applications are marked for archiving. They will be removed from the Online
Filing database.

Select the Sent folder on the left.
Click the green check label in the list heading to select all forms.
Select the check box Delete items from database after archiving.

Click OK and then proceed as described in Exporting items (p. 106).

ﬁ Forms Export =HNECN X

I Iv¥ Delete items from database after archiving I

I AnaApplications + || Lasts.© | Reference | Title |U | iy | @| Type |r°§* | Status |
m_,-—' Templates 01102017 1001 Test  Reguest for grant of a European 0 0 1 EP(10MEZK 5 Sent

& Drafs o patent [EPC 2000)

B Readyto sign W 1102011 1038 Test Subsequently filed documents 0 0 0 EP[038E] 0O Sent

B Readytosend W 13102011 Sample PCT PCT/ROA01 request FCT Sent

= Sent

Figure 138: Select all applications with Sent status for export and deletion from the database

The data can always be imported back into Online Filing via the Import functions of File Manager or
Server Manager.

After deleting applications from the database, it is advisable to use the Empty Database function in
Server Manager to clean the database and physically free up the additional space; see Creating a
new empty database (p. 408).

5.4.3 Exporting data as XML to ZIP file

Individual applications can be exported as XML files packed into a compressed ZIP file. This
operation can be carried out from File Manager or directly from an opened form.

When in File Manager, select the application and, in the menu, click File > Export > XML to File(s).
or
When in the form, click File > Export.

Online Filing navigates to the working directory specified for export in User Preferences.
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Edit the File name as required.

= If you are exporting from File Manager, the application's user reference is already entered by
default.

= |f you are exporting from the form view, the File name field will be empty.
Click Save to start exporting.

The ZIP file is saved on your computer.
If the destination folder already contains a ZIP file with the same name, a warning message
will be displayed asking you if you want to replace the existing file.

= Export XML to file e |
Save in: | SP5 j & £k B~

1,1001 1.zip
1, Ssample_1001 zip
1, Sample_1038 zip

iy
e b
Recent Places

Desktop

—u
Libraries

LY

Computer

@

Network

File name: |m j Save
=

Save as type: |ZIP files (*.zip)

Figure 139: Enter file name for exporting XML to ZIP

5.4.4 Exporting data as XML to folder

Individual applications in Online Filing can be exported as XML files to an external folder. This
operation can be carried out from either the main File Manager interface or directly from the form
view.

When in File Manager, select the application(s) and, in the menu, click File > Export > XML to
folder(s).

or
When in the form, click File > Export XML to folder.

Online Filing navigates to the working directory specified for export in User Preferences.
Specify the target folder for export.

= |f exporting from File Manager, the new folder will be created automatically with the same name
as the application's user reference.
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» |f exporting from the form view, click Make New Folder and enter a name for this folder. If you
do not do this, the exported files will be stored in the specified destination but will not have a
separate sub-folder for unique identification.

Click OK to start exporting.

If the destination folder already contains folders or files with the same names, a warning message
will be displayed asking you whether existing files should be overwritten.

Export XML to folder ===
Export XML to folder
- & DVD RW Drive (F:) -
a . DATA(G:)
, _EPO
a | EPO_data
. Backup
. Clients i
-\ Export
J Import
- 1 Office
DICTLIRES S
| Make New Folder | | 0K RJ | Cancel |

Figure 140: Export application as XML to folder
In the Export complete message, click OK.

The new folder now contains XML and PDF files created by Online Filing.

=hneN X
@n\‘/-v| |+ Computer » DATA(E) » EPO_data » Clients » 10011 « [ %2 ][ Search 1001_1 ol
Organize « Include in library « Share with + Burn MNew folder =« [0 liéil
. DB i MName Date modified Type Size
4 |, EPO_data
A_h' =] application-body.xml 31.05.2012 XML Document 1 KB
> | Archive
Py T ep-request.pdf 31.05.2012 Adobe Acrobat D... 125 KB
J Backu
G =] ep-requestxml 31.05.201219:13 XML Document 14 KB
4 | Clients e -
T T i o f1002-1.pdf 31.05.2012 Adobe Acrobat D... 39 KB
: ABC_ErF' 7 1 =] internalxml 31.05.2012 XML Document 4 KB
y indungen
A X 0 .g I =] package-data.xml 31.05.2012 19:13 XML Document 2KB
J American Universa
Bell =] pkgheaderxml 31.05.2012 3 XML Document 1 KB
J Bellecoeur
T T SPECEPO-1.pdf 31.05.201219:13 Adobe Acrobat D... 18 KB
J BioTec
. Innovation
* . Manzoni
. Mano Enterprise -

Figure 141: Exported folder containing XML and PDF files

5.5 Importing data into Online Filing

Previously exported applications can be imported back into Online Filing in File Manager or Server
Manager and through the form.

Importing applications generally resets their status to Draft. This means that Online Filing also
removes all signatures or acknowledgements of receipt from re-imported applications which had
Ready to send or Sent status before they were exported. Only when re-imported via Server
Manager do sent applications retain their Sent status.
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Importing via File Manager

The Import function in File Manager allows you to import one application at a time. Importing creates
a new draft and immediately opens the form for editing.

Importing in the form view

You can create a new blank draft form and then import an application which is based on the same
procedure. Note that importing into an opened form will delete any previously entered data.

This import function is not available for the PCT/RO/101 form.
Importing via Server Manager

The most convenient way to import multiple applications at once is to use the Import function in
Server Manager. For more details, see Importing items (p. 411) in the Server Manager section.

The Import function of Server Manager is not available for data created in the File Manager demo
mode.

5.5.1 Importing data as XML from ZIP file

When in File Manager, click File > Import > XML from File.
or

When in the form, click File > Import.

Online Filing navigates to the working directory specified for import in User Preferences.

Select the ZIP file and click Open to start importing.

& import XML from file et S
Look in: | Clients j & £k B~
= 11001 _1.zip
o /1001 2
Recent Places 2P

1, Ssample_1001 zip
! ] Sample_1038 zip
Desktop | 1 Sample 1200.zip
== 1, Ssample_OPPQ.zip

—u
Libraries

LY

Computer

@

Network

File name: |Sample_12DD.zip j Open
Files of type: | ZIP files (*.zip) | Cancel

Figure 142: Import XML from ZIP file
The Create a New Application window opens.

Enter a new user reference.
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@ When importing a PCT application, only unique user references are accepted.

Select a folder, and then click Create.

Create a New Application @

User Reference: |BZ_2008-005

Group: |<n0ne> J
Procedure: [EPI1001E2K) =]
Description: |F|equest for grant of a European pat
Based on Template: |<n0ne> J
Latguage of proceedings: |English j
Customner nurmber: | J

Save to folder:
(3 Defaul Folder

[ Mamo Erterprise
B TechEuwrope
B Universal Enginesring

Create S Caticel |

Figure 143: Specify reference and folder for imported application

The application then opens in the form view.

Continue with the application and save your work as you require.

5.5.2 Importing data as XML from folder

In the menu (File Manager or form view), click File > Import > XML from folder.

Online Filing initially navigates to the working directory specified for import in User Preferences.
Select the folder containing the application to be imported.

Click OK.

Import XML from folder (==

Import XML from folder

4 —; DATA (G) o
, _EPO

4 . EPO_data
- | Backup

4 . Clients

;10011

, 10012

. BZ_2008_001

| Export

Toamart

m

[ MakeNewFoider | [ ok N[ Cancel |

Figure 144: Select folder to import application
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The Create a New Application window opens.

Enter a new user reference.

(D When importing a PCT application, only unique user references are accepted.

Select a File Manager folder and click Create.

The application then opens in the form view.

Continue with the application and save your work as you require.

6. EP(1001E2K)

Form EP(1001E2K) is the default form used for requesting the grant of a European patent and
examination of the application under Article 94 EPC. The application can be filed directly to the EPO
or via one of the participating national offices.

More information about the EPC can be found on the EPO website at Law & practice > Legal texts
> European Patent Convention (http://www.epo.org/law-practice/legal-texts/epc.html).

Data input in form EP(1001E2K)

Form EP(1001E2K) is organised into eight tabs. It is recommended to enter the data in the tab
sequence given, i.e. starting with the Request tab. Certain options and conditions in the Documents
tab, for instance, are determined by the selections you make in the Request tab.

Tab What you can do

Request Select the filing office, request examination in admissible non-EPO
language, select the procedural language, enter the title of invention,
enter details of divisional application or reference to a previously filed
application.

Names Enter details of applicant(s), representative(s), inventor(s) and
authorisations.

States Designate contracting states, extension states and validation states.

Priority Declare national, regional or international priorities.

Biological Material

Enter details of deposited microorganisms and the depositary
institution.

Documents Attach the specification documents, their translations and other
electronic files.
Fees Enter the mode of payment, select fees according to the appropriate

fee schedule.

Annotations

Supply additional information for the EPO.
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Mandatory fields

A red triangle in the upper right-hand corner of a field indicates mandatory information. You must
either manually fill out this field or select one of the options provided. If mandatory fields are not
completed, the corresponding tab will show a red validation icon. Consult the validation messages
for more information.

Requestu‘Names&|SGtes@‘ Priarity ‘ Biological Material ‘Documents@‘ Fees‘ Annotations ‘

Request lDivisionaI ] Reference ]

Grant of European patent and examination of the application under Article 94, are hereby requested.

IFiIing Office: | | ‘jl

Figure 145: Filing Office is a mandatory field in the Request tab and is marked with a red triangle

Elements in Form EP(1001E2K)

Menu Bar Toolbar  Location Indicator Bar  Navigation Bar

] l
ﬂlfpo Online Fili+ - EP({1001E2K) - fample 1001 = LX)

File Edit View |Tools Windows Help

H> 9F 2 @

EP{1001E2K) - Draft - Sample 1001 Last saved on 02.04.2014

Request u‘ Names & ‘ States /i ‘ Priority Ay ‘ Biological Material | Documents & ‘ Fees (T ‘ Annotations

Request | pivisional | Reference |

Grant of Europdan patent and examination of the application under Article 94, are hereby requested.

Filing Office: | | h j
I” Request forlexamination in admissible non-offidal EPO language:
-

[~ The applicant waives his right to be asked whether he wishes to proceed further with the application (Rule 70(2))

Procedural Language: Filing Language of attached or previous application:
English - {+ English
-~ Admissible language of an EPC
contracting State:
" Other Language:

Title of Invention
Title of Inventign in English Translation into French Translation into German

Please use appropriate upper and lowercase letterp

& alh 5@ s
I

|
Sub-tabs Details Area Status Bar

Figure 146: Form EP(1001E2K) — Overview

EPO Online Filing 5.14 — User guide 135



Element

Description

Indicator Bar

Menu Bar Provides all options needed to edit, save, import and export drafts, set the
display and change the status, as well as other tools.

Toolbar Provides shortcuts to the most frequently used tasks and tools.

Location Shows the selected procedure, the current status and the user reference for

the open draft.

Navigation Bar

Displays tabs corresponding to the sections of the form. These tabs can
contain sub-tabs, which are a sub-division of the main tab sections within the
form.

Details Area

Displays data entry fields appropriate to the selected tab.

Status Bar

Displays information about the current activity. Shows the total number of
validation messages for the open draft.

6.1 EP(1001E2K) — Request

The Request tab of Form EP(1001E2K) features three sub-tabs, in which you enter the following

information:
Request

=  Filing office

= Language in which the request for examination is made

= Declaration under Rule 6(4)

=  Waiver pursuant to Rule 70(2)

» Procedural language, i.e. language in which the form is being submitted to the EPO

= Filing language, i.e. language in which the attached application is being filed or in which a
previous application has been filed (technical documents)

= Title of the invention in English, French and German

Divisional

= [Indication that it is a divisional EP application

= Application number of earlier application

= Date of filing of earlier application

= Generation of the divisional application
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Reference

» Declaration that the application is an Article 61(1)(b) application
= Reference to a previously filed application

= Data relating to the previously filed application

= Various options as to how the referenced application is to be used in the procedure

6.1.1 Request details

The basic details relating to an EP(1001E2K) application are entered in the Request sub-tab of the
Request tab.

Filing office

Select the relevant patent office from the Filing office drop-down list or enter the two letter country
code.

This information is mandatory.

The list of filing offices includes the EPO and all national patent offices that allow online filing with
the EP(1001E2K) procedure.

Language in which the request for examination is made

Applicants who are nationals of an EPC contracting state or who have their residence or principal
place of business in an EPC contracting state can request examination in an official language of that
state, if this language is an admissible non-official EPO language, i.e. if it is not English, French or
German (Article 14(4) EPC).

If appropriate, select the check box Request for examination in admissible non-official EPO
language.

Select the relevant Olanguage from the drop-down list.

The text "Examination of the application under Art. 94 EPC is hereby requested" is displayed in the
selected language.

Declaration under Rule 6(4) EPC

The check box for the declaration under Rule 6(4) becomes available if you select one of these
options:

* Request for examination in admissible non-official EPO language

= Admissible language of an EPC contracting state (under Filing language of attached or
previous application)

The validation messages in the Request tab (severity level 2) provide further details. If each
applicant fulfils the conditions of Rule 6(4) EPC, then you should select the corresponding check box
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intended for the declaration under Rule 6(4) EPC to enable the Online Filing software to calculate
the fee reduction.

Under Rule 6(3) EPC, the EPO grants a reduction in the examination fee and filing fees if applicants
referred to in Article 14(4) EPC belong to one of the following groups specified in Rule 6(4) EPC:

a. small and medium-sized enterprises (SMEs);
b. natural persons; or

c. non-profit organisations, universities or public research organisations.

To declare that the applicant(s) fulfil the conditions of Rule 6(4), select the check box The/Each
applicant hereby declares that he is an entity or a natural person under Rule 6(4) EPC.

When you enter the relevant data in the Names tab, please verify that all applicants fulfil the
conditions of both Article 14(4) EPC and Rule 6(4) EPC; see Applicants (p. 124) for more details.

If the declaration under Rule 6(4) EPC is selected and all applicants fulfil the conditions of
Article 14(4) EPC, then the reduced fees will become available in the Fee selection sub-tab:

=  The examination fee (006) will be reduced by 30%.

= The filing fee (001), the additional divisional fees (522 to 525) and the additional filing fee for the
36th and each subsequent page (501) will be reduced by 30%.

Waiver pursuant to Rule 70(2)

If you wish, select the check box The applicant waives his right to be asked whether he wishes
to proceed further with the application (Rule 70 (2)).

This waiver does not apply until after payment of the examination fee. If you select Automatic debit
order in the Fees tab, fee 006 will be paid automatically. If you select another mode of payment, you
should select fee 006 manually in the Fee selection sub-tab. A validation message to that effect
(Severity 3) is displayed in the Fees tab.

E EPO Online Filing - EP(1001E2K) - Sample 1001 = i
File Edit View Tools Windows Help
1=
L] ATt @
EP(1001E2K) - Draft - Sample 1001 Last saved on 02.04.2014
Request /. | Names (& ‘ States ‘ Priority &‘ Biological Material | Documents & ‘ Fees@‘ Annotations

Request lDivisionaI ] Reference ]

Grant of European patent and examination of the application under Artide 94, are hereby requested.

Filing Office: |EP |Eur0pean Patent Office (EPO) ‘j
|¥ Request for examination in admissible non-offidal EPO language: Italian -

Sirichiede di esaminare la domanda ai sensi dellart. 94,
[v¥ The/Each applicant hereby dedares that he is an entity or a natural person under Rule 6(4) EPC.
[ The applicant waives his right to be asked whether he wishes to proceed further with the application (Rule 70(2))

Figure 147: Request for examination in Italian
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Procedural language

At the time of creating a new application, you select the procedural language from the three official
languages: English, French or German.

The application form will be created in the language selected. However, this setting has no effect on
the language of the Online Filing graphical user interface.

If required, change the procedural language now by selecting another language from the drop-
down list.

Filing language

The filing language is the language in which the attached application is being filed or in which a
previous application has been filed, i.e. it is the language that is used in the technical documents.

Applicants who are nationals of an EPC contracting state or who have their residence or principal
place of business in an EPC contracting state can file their application in an official language of that
state, if this language is an admissible non-official EPO language, i.e. if it is not English, French or
German (Article 14(4) EPC).

Select the Filing language of attached or previous application from one of the three options.
The default option is the selected procedural language.

Select either Admissible language of an EPC contracting state or Other language to activate
the corresponding drop-down list.

Select the appropriate language.

Procedural Language: Filing Language of attached or previous application:

English - ™ English
Admissible language of an EPC " X
o Ital
< confracting State: an d
™ Other Language:

Figure 148: Example in which the procedural language is English and the technical documents are in an admissible
language of an EPC contracting state (in this case ltalian)

Title of invention

The title of invention must be a clear and concise technical designation of the invention in the
procedural language you selected. It is advisable to supply translations in the other two official
languages so that the title of invention can be published in all three languages (Article 14 EPC). If
you do not enter any translations, these will be supplied by the EPO.

To harmonise patent bibliographic data, as of 1 April 2015 the EPO's systems will automatically
convert all titles and their translations to uppercase for all new applications filed.

Enter the Title of invention in English in capital letters.
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Enter the Translation into French and the Translation into German in capital letters.
* Include accents where appropriate in the French text.
* Include umlauts where appropriate in the German text.

= The sequence in which the fields for the title of invention and the translations appear will change
if you change the procedural language. You should therefore make sure that each language
version is in the correct field.

Title of Invention
Title of Invention in English Translation into French Translation into German
INSTANT WATER EAL INSTANTANEE INSTANT-WASSER

Figure 149: Title of invention in English, French and German

6.1.2 Divisional application

Divisional applications can only be filed with the EPO. If you selected a different filing office in the
Request sub-tab, you will not be able to enter any data in the Divisional sub-tab.

@ European divisional applications must be filed while the earlier European application is still
pending (Rule 36 EPC).

Select the Divisional application check box.

This activates the sub-tab for editing. All fields are mandatory.
Enter the Application number of earlier application.

Enter the Date of filing (Art. 80/Rule 40 EPC).

From the drop-down list next to This divisional application is of the following generation, select
the appropriate option.

The EPO charges an additional fee as part of the filing fee for divisional applications of the second
or any subsequent generation; see Fee selection (p. 163).

Request Divisional IREfErence]

Iv Divisional application

Application number of earlier application: EF 14800500.2
Date of filing (Art. 80/Rule 40 EPC): 17 September 2014 ° 15|
This divisional application is of the following Third -

generation:

The Office is requested to add to the dossier on the European patent application, in electronic form and for search

[v |purposes only (i.e. not as part of the description). a copy of the Standard-compliant sequence listing filed for the
earlier application mentioned in Section 27_ It is hereby declared that the sequence listing does not extend beyonc
the content of the divisional application as originally filed.

Figure 150: Entering details of divisional application
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If you change the Date of filing (Art. 80/Rule 40 EPC) in the Divisional sub-tab under the Request
tab, all of the designation states and none of the extension and validation states will be selected, i.e.
the default settings appear and any states previously expressly selected in respect of the applicant(s)
are lost. If this happens, please click the States tab and select the states again as appropriate. The
yellow validation icon in the States tab notifies you of a warning message to this effect.

Requesting the EPO to copy the sequence listing from the parent application for search
purposes

Under Rule 40(1)(c) EPC, a sequence listing that is part of the description of the divisional application
must be submitted together with the other documents making up the divisional application, unless
reference is made to a previously filed application containing a sequence listing as part of the
application (OJ EPO 2013, 542).

If you have submitted a Standard-compliant sequence listing in computer-readable format together
with the parent application, however, you can ask the EPO to use that sequence listing for search
purposes only (i.e. not as part of the description) in respect of the divisional application.

To ask the EPO to add a copy of the sequence listing filed for the earlier application to the dossier
and to declare that the sequence listing does not extend beyond the content of the divisional
application as originally filed, select the check box labelled The Office is requested to add a copy

[...]
6.1.3 Reference

In the Request tab's Reference sub-tab, you can make a reference to a previously filed European
or international application.

Select the check box Reference is made to a previously filed application.
This activates the tab's other fields for editing.

Reference to an application previously filed with the EPO

Select the EPO as the Office where previous application was filed.
Select patent application as the Kind of application.

Enter the Filing date of the previous application.
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Enter the EP application number of the previous application into the Application number field in the
format YYnnnnnn.d, i.e. including the check digit.

Request] Divisional Reference ]

I Art. 61(1)(b) application of earlier application:: l—””

v The present Eurcpean patent application is filed by making reference to the following previously filed application
(Rule 40(1){c), Rule 20(2)):

Office where previous application was filed: |EF‘ uropean Patent Office ‘j
Kind of application: patent application -
Filing date: 16 March 2010 15
o Format: Y¥Ynnnnnn.d, spaces, hyphens or commas
Application number: 105002018 Zjoued between dat items

Figure 151: Reference to a previously filed EP application
Reference to a previous PCT application

Select the Office where previous application was filed.
Select PCT application as the Kind of application.

Enter the Filing date.

Enter the Application number of the previous PCT application in the format PCT/CCYYYY/nnnnnn
or PCT/CCYY/nnnnn.

The 2-digit country code (CC) is automatically pre-set in the Application number field when you
select the international office from the drop-down list.

Request] Divisional Reference ]
[~ #rt. 61(1)(b) application of earlier application:i o

[¥ The present European patent application is filed by making reference to the following previously filed
application (Rule 40(1)(c), Rule 40(2)):

Office where previous application was filed: |U5 nited States of America ‘j

Kind of application:

Filing date: 20 April 2010 15

Application number: ,m‘ Format: PCT/CCYY /nnnnn or PCT/CCYYYY finnnnn

Figure 152: Reference to a previous PCT/US application
Reference to a previous international or national application
Select the Office where previous application was filed.

Select the Kind of application (the available options depend on the office where the application
was filed).

Enter the Filing date.
Enter the Application number of the previous application.

Hints for the correct format of this application number are shown to the right of this field.
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Request] Divisional Reference
I rt. 61{1)(b) application of earlier application:: 0.0

[ The present European patent application is filed by making reference to the following previously filed application
(Rule 40(1)(c), Rule 40(2)):

Office where previous application was filed: ||1T I taly ‘ﬂ
Kind of application: patent application -
Filing date: 8 October 2010 5
o Format: LL YYYY A nnnnnn, spaces, hyphens or
Application number: TO 2010 A 123455 commas allowed between data items

Figure 153: Reference to a previous international or national application

Additional options depending on other application-specific data

The reference replaces description and drawings.

[¥ Itis hereby dedared that the reference to the previously filed application replaces also the daims (R 57(c)).

MNumber of daims in previous application: Ely E:P;t;? of daims you intend to pay for (nduding first 15 El @
[ Previously filed application is also a pricrity application.

[ The description contains a sequence listing in accordance with Rule 30(1) EPC.
[V A certified copy will be filed later (Rule 40(3))

1% LTI UIICU LD W LS TICU I UTT IS T

[ A translation of the previously filed application will be supplied later.
-

The reference replaces description and drawings.

Iv Itis hereby dedared that the reference to the previously filed application replaces also the daims (R 57(2)).

MNumber of daims in previous application: El E:m;r. of daims you intend to pay for (nduding first 15 F @

[v Previously filed application is also a priority application.

[v The description contains a sequence listing in accordance with Rule 30(1) EPC.
[v A certified copy will be filed later (Rule 40(3)).;

[v A translation of the previously filed application will be supplied later.

-

Figure 154: Additional options in the "Reference" sub-tab
Reference replaces claims

Select the check box It is hereby declared that the reference to the previously filed application
also replaces the claims (Rule 57(c)), if applicable.

Enter the appropriate Number of claims in previous application.
Enter the Number of claims you intend to pay for (including first 15 claims).

= This indication is exclusively for the purpose of fee calculation. If you do not intend to pay for
any claims with this application, please enter 0 (zero) in this field.

= |f you do not enter a reference to the claims in the Request tab, you will be notified of this
oversight by an error message in the Documents tab (red validation icon). You can attach a file
with claims here or indicate that you intend to file the claims later; or you reference the claims.

indicate that you intend to file the clims later, or declare that the reference to the previously
filed application also replaces the claims.

ﬁ Validation Messages/Documents @

* For the sake of consistency, please either attach the claims and enter the number of chims, or ‘

Figure 155: Error message: Claims required
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Previous application is the priority document
Select the check box Previously filed application is also a priority application, if applicable.

The warning (yellow validation icon) in both the Request and Documents tabs indicates that a copy
of the search results required under Rule 141(1) EPC must be provided.

The related document can be attached in the Documents tab; see Additional documents (p. 157).

EZ validation Messages/Request @

w i Severity 2: 1 warning(s)

*IT TO 2010 A 123456 : A copy of the search results required under Rule 141(1) EPC must be
provided if it is not already available to the EPQ. It can be attached on the 'Additional documents'
tab in the 'Documents’ screen. Where the search results required under Rule 141(1) EPC are not
available when the EP application is filed, they must be filed with the EPO without delay once
they are made avaiable to the applicant.

Figure 156: A copy of the search results must be provided

A copy of the search results does not need to be supplied if it can be assumed that it is available to
the EPO. This is the case if the previous application was filed with the EP, JP, US, AT, GB, KR, DK
or ES office (exempted offices). A message to this effect (grey validation icon) appears.

ER validation Messages/Request @

w £ Severity 3: 1 message(s)

* US PCT/US2010/123456 : A copy of the search results required under Rule 141(1) EPC is not
required if it is available to the EPO and is to be included in the file under the conditions
determined by the President of the EPO.

Figure 157: Earlier applications filed with one of the exempted offices are not required to file search results
Certified copy

The check box A certified copy will be filed later is available if the selected filing office is not the
EPO. In this case, a warning (yellow validation icon) appears, indicating that a certified copy of the
previously filed application must be supplied within two months.

The warning disappears as soon as you select the check box A certified copy will be filed later.

EZ validation Messages/Request @

w A Severity 2: 1 warning(s)
* Reference application: A certified copy of the previously filed application must be supplied within 2
months of date of filing (R40(3)). No copy needs to be supplied if such a copy is already available
according to R53(2).

Figure 158: A certified copy of the previously filed application must be supplied
Sequence listing

You can specify that a sequence listing from the previously filed application should be used in the
EP procedure.

Select the check box The description contains a sequence listing in accordance with Rule 30(1)
EPC.

In this case, you can only attach a sequence listing that complies with the correct WIPO Standard in
the Documents tab; PDF formats are not allowed; see Sequence listings (p. 154).
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@ On 1 July 2022, WIPO Standard ST.26 will enter into force. For applications with a filing date
on or after 1 July 2022, sequence listings should be filed in ST.26.

Re-establishing rights

The check box Re-establishment of rights is active if the date of the earlier application is more
than 12 months but less than 14 months prior to the date of the present filing and you have selected
the check box Previously filed application is also a priority application. An appropriate warning
(yellow validation icon) indicates that you must request the re-establishment of rights.

Select the check box Re-establishment of rights.

You can attach the reasons for re-establishment in the Documents tab (see Additional documents
(p. 157)) or enter the text in the Annotations tab.

EZ validation Messages/Request @

w i Severity 2: 2 warning(s)
* Reference application: if priority date is before 12 months from filing, re-establishment must be
requested and fee paid, but can be provided subsequently to fiing.

Figure 159: Re-establishment of rights must be requested and the fee paid
Art. 61(1)(b) application of earlier application

The check box Art. 61(1)(b) application of earlier application is only active if the EPO is selected
as the filing office in the Request tab and the Divisional application check box is not selected in
the Divisional tab.

6.2 EP(1001E2K) — Names

The Names tab of EP(1001E2K) is where you enter details of applicants, representatives and
inventors. At least one applicant is required. Details of the inventor(s) may be filed later.

Adding names
In the Names tab, click the Add button.

Select a role.

| e S

== Applicant, Legal

2 el -
2 Applicant, Natural

Representative, Association

2 Representative, Authorised

£ Representative, Legal Practitioner
2 Inventor Ctrl+I

Figure 160: Options for adding names

Complete the details in the entry fields on the right or copy a name from the Address Book.
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Exchanging names with the Address Book

Online Filing provides an Address Book to help you organise your names and addresses. You can
copy information from the current form to the Address Book or call up existing data from your Address
Book.

1. Storing data entered in the form in the Address Book

Select a name (e.g. one of the applicants) and click the Copy to Address Book button.

e

If the data is successfully copied this is indicated in the status bar of the form.
2. Copying data from the Address Book to the form

Open the Address Book by clicking the Copy from Address Book button.

o

Select the required name.

Copy the data to the form by clicking the Copy records to form button.

o

The Address Book closes.
Removing names from the form
Select the name to be removed on the left-hand side of the form.

Click the Delete button.

®
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6.2.1 Applicants

At least one applicant is required for filing. You can designate multiple natural and legal persons as
applicants. The applicant you add to the form first will also be the first-named applicant in the patent
application.

In the Names tab, click the Add button.
%v
Select Applicant, Legal or Applicant, Natural.

Enter the details for the applicant or use the Copy from Address Book button.

=

Add more applicants if required by repeating the above procedure.

= EPO Online Filing - EP(1001E2K) - Sample 1001 = 5
File Edit View Tools Windows Help

H> @0 7 @

EP(1001E2K) - Draft - Sample 1001 Last saved on 23/09/2014

‘ Request |Nam&|smtes&|Priorrtv&| Biological Material |D0cument5w Fees@| Annotations | |

4:,, x F ﬁ Company: |Nano Enterprise Ltd.

b

Applicants Department: |Nan0techno|ogy
Mano Enterprise Ltd.
Representatives Country: |GB |United Kingdom ‘j Telephone: +44 20 7123 4567
Inventors -
Address: 123 City Street Telefax: +44 20 7123 4568
E-mail: info@nano-enterprise. co.uk
P.0. Box: 5623
Postal code: W1A 2BC
City: |London h

GB County: |Greaber London ﬂ EDQEE:';'ECE e GB United Kingdom

[ Address for correspondence

™ Nano Enterprise Ltd. is represented by the following employee acting pursuant to Art, 133(3) EPC:

|
|
e

@ 2|A 4@ 2

Figure 161: Details of legal applicant
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Address for correspondence

You can specify a separate address for correspondence with the first-named applicant if you have
not added a representative to the form. The country in the address for correspondence must be an
EPC contracting state. The address for correspondence is only valid if the country in the applicant's
main address is also an EPC contracting state.

The Address for correspondence check box is unlocked after the mandatory fields for the first-
named applicant have been completed, i.e. First Name, Last Name (or Company), City and Country.

Select the first-named applicant.
Select the Address for correspondence check box.

Address for correspondence then appears in the list on the left.
Entering the address for correspondence is now mandatory. The red validation icon in the Names
tab notifies you of a validation message to that effect.

‘ Request |Hanmw|smt95&‘r’rior'rtv&‘ Biological Material ‘Documentsw Fees@‘ Annotations ‘ ‘

4:,, % @ ;ﬁ Company: |Nan0 Enterprise Ltd.

e

Applicants Department: |Nan0techn0|ogy
Nano Enterprise Ltd,
Inventors Country: |GB |Unihed Kingdom ‘j Telephone: |+44 20 7123 4567
Address for Correspondence I .
Address: 123 City Street Telefax: |+44 20 7123 4563
E-mail: |inf0@nano-enherprise.co.uk
P.O. Box: 5623
Postal code: W1A 2BC
City: |L0nd0n M
Principal place of "
68 County: |Greater London =] et [e8 [unitedkingdom ~|

Figure 162: A red validation icon is visible if the address for correspondence has not yet been provided
Click the Add button and select Address.

Note that the Representatives options have disappeared.

‘ Request ‘Hanmw‘smta;&‘r’rioritv@| Biological Material ‘Documentsw‘Fees@‘ Annotations ‘

-8 BB |

Applicant, Legal |
2 Applicant, Natural

2 Inventor Ctrl+| | | J

‘

| =]

Figure 163: Adding address for correspondence with the first-named applicant

The first applicant's name appears under Address for Correspondence on the left and the data
entry fields become available on the right.
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Edit the address information as required.

= The applicant's name cannot be edited in the address for correspondence. The Company field
(legal applicant) and the Last Name and First Name field (natural applicant) are locked.

= If you subsequently modify the first-named applicant's name under Applicants, the name in the
address for correspondence will be updated accordingly.

» |If you delete the first-named applicant, the address for correspondence will also be removed
from the form.

‘ Request ‘ Names &‘ States /M ‘ Priority &‘ Biological Material ‘ Documents & ‘ Fees@‘ Annotations ‘ ‘

Company: MNano Enterprise Ltd,
+ %83 o |
Applicants Department: |Lega| affairs
Nano Enterprise Ltd,
-
& Preston, Anthony Country: |NL |Neﬁ1&rlands j
Inventors
Address for Correspondence Address: Pannekeokstraat 40 B
Nano Enterprise Ltd. I
P.O. Box:
Postal code: 3011LE
City: |R0tberdam|
Region: | J

Figure 164: Separate address for correspondence with the first-named applicant
Applicant is represented by an employee

If the applicant is a company (legal person) with principal place of business in an EPC contracting
state, it can be represented by an employee. An employee can only be selected as a representative
if no other representative (legal or natural person) has been added to the form.

Select the check box [Company] is represented by the following employee acting pursuant to
Art. 133(3) EPC.

Enter Last Name (mandatory field), First Name (mandatory field) and Title.

The name of this employee will be automatically filled into the Sign Application dialog and cannot
be modified. Only an employee who is authorised by the applicant under Article 133 EPC is entitled
to sign.

Enter the Authorisation number (where applicable).
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‘Request@‘ Names ‘SGtes&‘ Priority | Binlogical Material Fees ‘ Annotations ‘

4:,, % ﬁ ;ﬁ Company: |Nan0 Enterprise Ltd.

Documents

e

Applicants Department: |Nan0techn0|ogy
Nano Enterprise Ltd,
2 Preston, Anthony (als... Country: |GB |Unihed Kingdom ‘j Telephone: |+44 20 7123 4567
ventors 123 City Strest lefa [+44 20 7123 4568
: i ([=1=] Ti :
Address for Correspondence eSS Y Setax
Nano Enterprise Ltd, E-mail: |infn@nano-enherprise.co.uk
P.O. Box: 5623
Postal code: W1A 2BC
City: |L0nd0n h
Principal place of "
68 County: |Greater Londan = et [e8 [unitedkingdom ~|

[v Address for correspondence
I I¥ Nano Enterprise Ltd. is represented by the following employee acting pursuant to Art. 133(3) EPC: I

Last Mame: |Wi||iams N General Authorisation: |GB11-308
First Mame: |George N
Title: Mr. -

Figure 165: Authorised employee representing the applicant
Conditions under Article 14(4) EPC for making the declaration under Rule 6(4) EPC

Under Rule 6(3) EPC, the EPO grants a reduction in the examination fee and filing fees if applicants
referred to in Article 14(4) EPC belong to one of the following groups specified in Rule 6(4) EPC:

a. small and medium-sized enterprises (SMEs);
b. natural persons; or

c. non-profit organisations, universities or public research organisations.

If the check box The/Each applicant hereby declares that he is an entity or a natural person
under Rule 6(4) EPC in the Request tab is selected, the Online Filing software will validate the data
that you enter for the applicants in the Names tab and cross-check these with the languages that
you indicated in the Request tab.

To qualify for the fee reduction, all applicants have to fulfil both the above-mentioned conditions
under Rule 6(4) EPC and the following conditions under Article 14(4) EPC:

= Natural applicants must be nationals of an EPC contracting state having an admissible non-
official EPO language or residents in an EPC contracting state having an admissible non-official
EPO language.

= Legal applicants must have their principal place of business in an EPC contracting state having
an admissible non-official EPO language.

= The selected language must be both an official language of the EPC contracting state of at least
one of the applicants and an admissible non-official EPO language (i.e. it must not be English,
French or German).

The validation messages in the Request tab and Names tab will tell you how to correct your data if
these conditions are not met.
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Examples

The following examples demonstrate whether the applicants indicated in the Names tab fulfil the
conditions of Article 14(4) or not — always in relation to the languages selected in the Request tab.
If the answer is yes, the applicants can select the declaration under Rule 6(4) in order to get the fee
reduction.

1.

A company from the Netherlands selects Dutch as the language of the request for examination.
Yes: Dutch is the official language in the Netherlands.

A natural person is a Swiss national and selects Italian as the filing language.

Yes: Italian is one of the official languages in Switzerland, along with French and German.

A natural person is a national of Italy with residence in the UK and files a request for examination
in Italian.

Yes: Italian is the official language in Italy and the applicant is an Italian national.

A company has its principal place of business in the United Kingdom and files the request for
examination in Italian.

No: The UK is an EPC contracting state which does not have an admissible non-official EPO
language and ltalian is not an official language in the UK. The applicant does not fulfil the
conditions under Article 14(4).

The applicants are a company from Poland and a company from ltaly. They select Italian as the
filing language.

Yes: Both applicants are from an EPC contracting state and Italian as the official language of
Italy is an admissible non-official EPO language. In this example, the applicants could also
choose between Polish and Italian because both languages are admissible.

The applicants are a company from Poland and a company from Germany. They select Polish
as the filing language.

No: Germany is an EPC contracting state which does not have an admissible non-official EPO
language. The applicant from Germany does not fulfil the conditions under Article 14(4).
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6.2.2 Representatives

The Representative option is only available if no address for correspondence has been entered and
if the applicant is not being represented by an employee under Article 133(3) EPC. The country of
the representative must be an EPC contracting state.

In the Names tab, click the Add button.

Select Representative, Association, Representative, Legal Practitioner or Representative,
Authorised.

In the Name and Address sub-tab, complete the details or copy the name from the Address Book.

(D You can add more than one representative.

4:" w ;F :ﬁ MName and Address l.-'-\umorisaﬁon

Applicants Last Name: |Jennifer M
& Burton, Peter
Representatives First Name: |Hanc0ck A Company: |IP Partners
- ;
L Jennifer, Hancock T ’—_|M - Department: |Eur0pean Fatents
Inventors
Please use appropriate upper and lowercase letters
; ]
Country: |GB |Un|hed Kingdom j Telephone: |+44 1223 351681
Address: Cambridge Science Park Telefax: |444 1223 351690
100 Red Lion Square
E-mail: |ld|burn@2ip-parmers.co.uk
Postal code: CB2 1AB \
City: |Cambridge h
GB County: |Cambridgeshire j
-

Figure 166: Details of representative

Details relating to the representative's authorisation

The Authorisation sub-tab is used to provide details relating to each representative.
= Select the Authorisation check box.

» Select the appropriate option.

@ Related documents can be attached in the Documents tab; see Additional documents (p.
157).

%v w ;F ;ﬁ Nameand.-'-\ddress

Applicants

2 Burton, Peter [v Authorisation
Representatives " An individual authorisation is attached.
& Jennifer, Hancock 110234
+ A general authorisation has been registered under number:

Inventors
" A general authorisation has been filed, but not yet registered

Figure 167: Details relating to the authorisation of the representative
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6.2.3 Inventors

The yellow validation icon in the Names tab indicates that details of the inventor are required, but
may be filed later.

You can name any number of inventors.

Following the entry into force of amended Rule 19 EPC on 1 April 2021, the EPO no longer notifies
inventors of their designation in a patent application. In addition, applicants are no longer required
to indicate the full addresses of the inventors in the designation, but instead only their country and
place of residence. The place of residence is the city or other municipality where the inventor
permanently resides, including the postal code (where available).

For applications that are signed and ready to send but were not submitted before the 1 April 2021
update, any inventor designations under Rule 19 EPC should be removed as attachments. To ensure
compliance with amended Rule 19 EPC, the designations will have to be reprocessed before the
application can be submitted.

For draft applications that were not signed before the 1 April 2021 update, any inventor designations
prepared should be removed as attachments and must be reprocessed.

The option afforded to inventors under Rule 20(1) EPC to waive their right to be mentioned
remains unaffected by these changes.

As of the entry into force of amended Rule 143 EPC on 1 November 2021, inventors' full addresses
will no longer be published in the European Patent Register. Instead, only their country and place of
residence will be published, unless the inventor has waived their right to be mentioned under Rule
20(1) EPC.

For further information, see OJ EPO 2021, A12.

Applicant is also inventor

If an applicant is a natural person, the same person can also be named as an inventor.
Select the name of the applicant on the left.

Select the check box Applicant is also inventor at the bottom of the form.
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& EPO Online Filing - EP(1001E2K) - 1001_INVT = X
File Edit View Tools Windows Help

H> 9 7 @

EP(1001E2K) - Draft - 1001_INVT Last saved on 09,03/2021

Regquest | Names ‘ States My ‘ Priority &‘ Biological Material ‘ Documents & | Fees @‘ Annotations ‘

b
Last Mame: Burton
+ % 05 |
Applicants First Mame: |Peher h Company: |
2 Burton, Peter (also inv...
Representatives Title: Mr. - Department: |
Inventors Please use appropriate upper and lowercase letters
Country: |GB |Unihed Kingdom ‘j Telephone: |D 30202020
Address: 20 London Rd Telefax: |
E-mail: |
P.O. Box:
Postal code: M1 1AB
i ity: GE i
City: |Manchester « Nationality | |Un|ted Kingdom j
GB County: | j Residence: |GB |Unihed Kingdom j
[~ Address for correspondence

® 1A 3[@ 3

Figure 168: The applicant is also the inventor
Designating one or multiple inventors

If none of the applicants is a natural person and also inventor, the inventor(s) must be named
separately.

Click the Add button.

Select Inventor.

or

Press CTRL+I.

Complete the fields in the Name tab or copy an entry from the Address Book.

Select the appropriate option to describe the legal relationship between first-named applicant and
inventor.
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ﬁ EPO Online Filing - EP{(1001E2K] - 1001_INVT — X
File Edit View Tools Windows Help

H> @0 7 @

EP(1001E2K) - Draft - 1001_INVT Last saved on 09/03/2021

Request | Hanm@‘ States /i | Prioricy f_ﬁ.‘ Biological Material | Documentsw| Fees@| Annotations ‘

4;,, * F ;ﬁ Last Name: Fitzwiliam Title: =

Applicants First Mame: Charles [ deceased

2 Burton, Peter
Representatives Country: GB United Kingdom ~ = | Postal code: W14 2BC
Inventors
2 Fitzwilliam, Charles City: London 1

Pleaze use appropriate upper and lowercase letters

The applicant has acquired the right to the European patent as follows:
¥ As employer

" As successor in title

" Under agreement of dd.mm. yyyy [i5]

[~ Waiver by inventor of his right to be mentioned under Rule 20({1)

® 1|h 3|@ 4

Figure 169: Details of inventor

Deceased inventor

If one of the inventors to be designated is no longer alive, select the Deceased check box.
All the address fields except the Country field (mandatory) are locked.

i File Edit View Tools Windows Help
EP(1001E2K) - Draft - 1001_INVT Last saved on 09/03/2021

| Request | Names @| States &| Priority &| Biological Material | Documents & | Fees @| Annotations | |

4;,, x F ;ﬁ Last Mame: Kennecot Title: Mr. P

Applicants First Name: |Wi||iam i [v¥ deceased I
2 Burton, Peter

Representatives Country: GE United Kingdom ~ *| Postal code:

Inventors

2 Fitzwiliam, Charles City: \
R Kennecot, Wiliam

| Please use appropriate upper and lowercase letters

The applicant has acquired the right to the European patent as follows:
{* As employer

(" As successor in title

" Under agreement of

-

: & LA 3|@ 5

Figure 170: Designating a deceased inventor

Inventor waiver Rule 20(1) EPC

An inventor is entitled to waive his right to be mentioned as an inventor under Rule 20(1) EPC.

Select the inventor concerned.
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Select the required options.

The corresponding validation messages (yellow icon) explain that each waiver must be signed by
the inventor and filed as an additional document.

ﬁ EPQ Online Filing - EP{1001E2K] - 1001_INVT - X
File Edit View Tools Windows Help

H> @ 2 @

EP(1001E2K) - Draft - 1001_INVT Last saved on 09/03/2021

Request | Names &| States /M ‘ Priority /4 | Biological Material | Ducument5®| Fees (& ‘ Annotations |

4‘_‘" * F )ﬁ Last Mame: Fitzwilliam Title: Mr. -
Applicants First Mame: Charles ™ deceased
2 Burton, Peter
Representtatives Country: GE United Kingdom ~ | Postal code: W14 2BC
Inventors
2 Fitzwiliam, Charles City: London |

& Kennecot, Willam

Flease use appropriate upper and lowercase letters

The applicant has acquired the right to the European patent as follows:

f+ As employer
" As successor in titie

" Under agreement of

¥ Waiver by inventor of his right to be mentioned under Rule 20(1)

@ 1|4 4@ 5
Validation Messages/Mames a8lx|
v /i Severity 2: 1 warning(s) ~

* Charles Fitzwiliam: The waiver by inventor of his right to be mentioned under Rule 20(1) EPC can only take effect when signed by
the inventor, so please print out the automatically generated epr201 form and have it signed by the inventor. Then either upload
the signed form via the "Additional Documents” tab or file it subsequently with Form 1038.

w (D) Severity 3: 2 message(s)

* Charles Fitzwiliam: The place of residence under Rule 19{1) EPC includes the city name and the postal code of the city or other
municipality where the inventor permanently resides. If available, a postal code should preferably be provided.

Figure 171: Options for inventor waivers with corresponding validation messages

Online Filing automatically generates a PDF document which is pre-filled with the inventor's and
applicant's data.

Open the PDF Viewer; see Viewing attached documents (p. 158).

Print the waiver using the Print file icon in the PDF Viewer.

Have the waiver signed by the inventor.

Create a new PDF document from the signed waiver.

Attach the waiver to the application under Additional documents (p. 157) in Form EP(1001E2K).
or

Submit it as a subsequently filed document with Form EP(1038E) (p. 205).
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= PDF Viewer = =

application-body.xml ~
(water_evaporator.pxm

application-body. pdf Waiver - Rule 20(1) EPC
(application-body. pdf)

EPR193-MNP-1 pdf User reference: 1001-01
EPR193-NP-1.pdf Application No:

epr201-1_pdf

pdf)
ep-request. pdf
(ep-request.pdf)
ep-request.xml

I, Fitzwilliam, Charles one of the inventors of the invention mentioned below, hereby waive my
right to be mentioned and request not to be mentioned in the published European patent

f é;g—;&;::st.xml} application and the European patent specification in accordance with Rule 20(1) EPC.
(f1002-1.pdf)
f1002-2_pdf Name of applicant
. (F1002-2_pdf) MNano Enterprise Ltd.
" imgf0001_tif
LML, Title of invention
package-data.xml INSTANT WATER
(package-data.xml)
pkgheader.xml
(pkgheader.xml) Signature of inventor
Date:
Place:

Fitzwilliam, Charles

| | Cancel

Figure 172: Options for inventor waivers with corresponding validation messages
Public and non-public inventors

In this example, four inventors have been added to the form. One of the inventors has signed the
waiver under Rule 20(1) EPC and is therefore designated as a non-public inventor.

Online Filing generates two separate Designation of inventor PDF forms: one for the public
inventors and one for the non-public inventors.

File f1002-1.pdf lists the public inventors.

&= POF Viewer o X

application-bady.xml

(application-body.xmi) ~
epi201-1.paf

(epr201-1.pd)
eprequest.pdf

Form 1002 - 1: Public inventor(s)

Designation of inventor
(feeshestint.
e
ckage-data xml)

User reference: 1001_INVT
Application No:

Public
Inventor
Name: |Kennecot, Mr. William
Address: | ondon W14 2BC
United Kingdom
The applicant has acquired the right to the
European patent: | As employer

Signature(s)

BEe 00 ' 66 i

Cancel

Figure 173: PDF form 1002-1with designation of public inventors

File f1002-2.pdf lists the non-public inventors.
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I P0F viewsr

(ep-request. pdf)

ep-request xml
(ep-request xml)

F1002-1.pdf

feesheetint |
(feeshestint_pdf)

package-data xmi
(package-data xml)

pkgheader xml
(pkgheaderxml)

Form 1002 - 2: Non public inventor(s) (waiver Rule 20(1) EPC)

Designation of inventor

User reference: 1001_INVT

Application No:

Non-Public

Inventor
Name: | Fitzwilliam, Mr. Charles
Address: || ondon W14 2BC
United Kingdom
The applicant has acquired the right to the
European patent: |Ag employer
Signature(s)

\ Cancel

Figure 174: PDF form 1002-2 with designation of non-public inventors
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6.3 EP(1001E2K) - States

In the States tab you can designate the countries in which you require patent protection.
= You can specify all contracting states to the EPC in the Designation sub-tab.

= You can specify the extension states you want in the Extension sub-tab.

* You can specify the validation states you want in the Validation sub-tab.

The available states displayed in the three sub-tabs are determined by

= your version of the Online Filing software (its release date and whether you have installed any
relevant updates).

= the filing date of the earlier application if your application is a divisional application. The states
available are those which were contracting states, extension states or validation states at the
time of filing of the earlier application.

= the date on which the validation agreement with the national patent office of the relevant state
has entered into force.

For the latest list of EPC contracting states, extension states and validation states see the EPO
website at About us > European Patent Organisation > Member states
(http://www.epo.org/about-us/organisation/member-states.html). The EPC contracting states
include all overseas departments and territories.

@ If you change the Date of filing (Art. 80/Rule 40 EPC) in the Divisional sub-tab under the
Request tab, all of the designation states and none of the extension and validation states will
be selected, i.e. the default settings appear and any states previously expressly selected in
respect of the applicant(s) are lost. If this happens, please click the States tab and select the
states again as appropriate. The yellow validation icon in the States tab notifies you of a
warning message to this effect.
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6.3.1 Designating contracting states

In the Designation tab a list of the contracting states can be found under the heading All states
which are contracting states to the EPC at the time of filing of this application are hereby
designated. All states are automatically selected and cannot be edited.

- 5
[E&] EPC Online Filing - EP(1001E2K] - Sample 1001 ‘ = = 2% =

File Edit View Tools Windows Help

H> @«F ? @

EP(1001E2K) - Draft - Sample 1001 Last saved on 18/06/2019

Request & ‘ Names ®| States &| Priority /& | Biological Material | Documents & | Fees () | Annotations |

Designation | Extension | Vaiidation |

- ]

I All states which are contracting states to the EPC at the time of fiing of this application are hereby designated. I

[+ AL albania [+ ES Spain [ IT Italy [+ PL Poland
[ AT Austria [+ FIFinland [ LT Lithuania [+ PT Portugal
[ BE Belgium [+ FR France [ LU Luxembourg [+ RO Romania
[ BG Bulgaria [+ GB United Kingdom [¥ LVLatvia [+ RS Serbia
[ CH/LI Switzerland/Liechtenstein [ GR Greece [ MC Monaco [ SE Sweden
[ CY Cyprus [+ HR Croatia [+ MK Morth Macedonia [+ SI Slovenia
[ CZ Czech Republic [+ HU Hungary [+ MT Malta [+ 5K Slovakia

I [+ DE Germany [ IE Ireland [ ML Netherlands [+ SM San Marino
[+ DK Denmark [+ 15 Iceland [ NO Norway [+ TR Turkey
[ EE Estonia

|

I

& 3|A 5@ 6

[ = = =

Figure 175: All contracting states to the EPC designated

If you selected the check box Divisional application in the Divisional sub-tab you will see a
message to the effect that the list of states corresponds to the states valid for the earlier application
at the time of filing the divisional application.

Designation | Extension | Validation |

r I =

IAII states valid for the earlier application at the time of filing this divisional application are hereby designated. I

[+ AL Albania [+ ES Spain [+ IT Italy [+ PL Poland

[ AT Austria [+ FI Finland [ LT Lithuania [+ PT Portugal
[ BE Belgium [ FR France [ LU Luxembourg [+ RO Romania
[ BG Bulgaria [ GB United Kingdom [+ LV Latvia [¥ RS Serbia

[ CH/LI Switzerland/Liechtenstein [V GR Greece [+ MC Monaco [+ SE Sweden
[ CY Cyprus [ HR Croatia [ MK Morth Macedonia [ SISlovenia
[ CZ Czech Republic [+ HU Hungary [+ MT Malta [ 5K Slovakia
[+ DE Germany [+ IE Ireland [+ ML Metherlands [+ 5M San Marino
[+ DK Denmark [ IS Iceland [+ NO Morway [+ TR Turkey

[ EE Estonia

Figure 176: Reference to contracting states valid at the time of filing of the earlier application
Different designations for different applicants

If more than one applicant is entered in the Names tab, you can define the designated states for
each one. You can designate all states for each applicant, or exclude certain states for one or more
applicants.

In the Designation sub-tab select the check box Different designations for different applicants.
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Select an applicant from the list.
All states are automatically selected.

Clear the check boxes for those states which you wish to exclude for the selected applicant.
In this example AT, DE and IT have been cleared.

Designation | Extension | validation |

I [v Different designations for different applicants I I Mano Enterprise Lid., - I

All states which are contracting states to the EPC at the time of fiing of this application are hereby designated.

[v AL albania [v ES Spain [v IT Italy [v PL Poland

[V AT Austria [v FI Finland [v LT Lithuania v PT Portugal
[ BE Belgium [v FR France [v LU Luxembourg v RO Romania
v BG Bulgaria v GB United Kingdom v LV Latvia v RS Serbia

¥ CH/LI Switzerland/Liechtenstein ~ |v GR Greece v MC Monaco [v SE Sweden
¥ CY Cyprus v HR Croatia v MK Morth Macedonia v SI Slovenia
[v¥ CZ Czech Republic v HU Hungary v MT Malta [v SK Slovakia
v DE Germany Iv IE Ireland v ML MNetherlands v SM San Marino
[v¥ DK Denmark [v 15 Iceland ¥ MO MNorway v TR Turkey

[¥ EE Estonia

Figure 177: Designating different states for different applicants

Select another applicant from the list.

All states are once again automatically selected.

Clear the boxes for the states you wish to exclude for the selected applicant.

In this example all the check boxes have been cleared except for AT, DE, IT, MC and MT. MC and
MT are therefore designated for both applicants.

Designation | Extension | Valication |

| Different designations for different applicants Preston, Anthony -

All states which are contracting states to the EPC at the time of filing of this application are hereby designated.

[ AL Albania [ ES Spain v IT Italy [~ PL Poland

¥ AT Austria [ FIFinland ¥ LT Lithuania [~ PT Portugal
[~ BE Belgium [~ FRFrance [ LU Luxembourg [~ RO Romania
" BG Bulgaria [ GB United Kingdom [~ LVLatvia [ RS Serbia

[ CH/I Switzerland/Liechtenstein [~ GR Greece [ MC Monaco r

[~ CY Cyprus [ HR Croatia [ MK North Macedonia r

[~ CZ Czech Republic [~ HU Hungary v MT Malta [ 5K Slovakia

|v DE Germany [~ IEIreland [ ML Netherlands [~ 5M San Marino
[~ DK Denmark [ 15 Iceland [~ MO Morway [T TR Turkey

[~ EE Estonia

Figure 178: Designating individual states for further applicant

@ Payment of the designation fee means that all contracting states are designated for an
application, regardless of the individual states designated on the form. If you expressly do
not wish to designate one or more specific states for the entire application, you must submit
your request in writing to the EPO. You can attach this document to the application in
electronic format; see Attaching documents (p. 219).
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6.3.2 Extension states

In the Extension sub-tab, select the states with extension agreements to which the patent
application filed should also be extended. Appropriate fees are payable for this extension.

Click the Extension sub-tab.

Select the required option and, where appropriate, the individual states required.

@ Make sure you also select the extension fees for these states in the Fees tab.

'Designation Extension |Validaﬁ0n]

This application is deemed to be a request to extend the effects of the European patent application and the European patent granted in respect of it to
all non-contracting states to the EPC with which extension agreements are in force on the date on which the application is filed. However, the request is
deemed withdrawn if the extension fee is not paid within the prescribed time limit.

I (+ Al States with extension agreements: I
" Selected state(s):

[ BA Bosnia and Herzegovina
[+ ME Montenegro

Figure 179: Selecting extension states

6.3.3 Validation states

In the Validation sub-tab, select the states with validation agreements to which the patent
application filed should also be extended. Appropriate fees are payable for the selected validation
states.

Click the Validation sub-tab.

Select the required option and, where appropriate, the individual states required.

@ Make sure you also select the validation fees for these states in the Fees tab.

' Designation ] Extension Validation |
This application is deemed to be a request to extend the effects of the European patent application and the European patent granted in respect of it to all

non-contracting states to the EPC with which validation agreements are in force on the date on which the application is fled. However, the requestis
deemed withdrawn if the validation fee is not paid within the prescribed time limit.

" All states with validation agreements
v Selected state(s): 2 zelected

I~ KH Cambodia
[+ MA Morocco
v i
[~ TN Tunisia

Figure 180: Selecting validation states
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6.4 EP(1001E2K) — Priority

In the Priority tab of EP(1001E2K) you can give details of the priorities you wish to claim. You can
declare more than one priority.

Translations of priority documents can be attached in the Documents tab.

In the Priority tab click the Add button and select National, Regional or International.
Select the office, the type of application and the filing date.

Enter the Application Number.

For international and regional priorities the Application Number field offers a pre-set format for the
application number, e.g.:
= PCT/US / when you select US as the receiving office of the international application.

After the letters US enter the four digits for the year and the six digits of the application number.
The pre-set slash remains in place.

= EP ._ when you select EP as the regional office.

After the letters EP enter eight digits and the check digit for the application number. The pre-set
full stop remains in place.

For national priorities the format (where known) is shown to the right of the Application Number
field. For example, if Italy (IT) is selected as the national office, different formats apply:

= LLYYYY A nnnnnn for patent applications from 01.01.1991 until 30.06.2016.

LL stands for the province (e.g. TO for Torino/Turin), YYYY for the year, A for patent application
and nnnnnn for the number.

= LLYYYY U nnnnnn for utility models from 01.01.1991 until 30.06.2016.
U stands for utility model.

= 10 YYYY nnnnnnnnn for patent applications from 01.07.2016 onwards.

= 20 YYYY nnnnnnnnn for utility models from 01.07.2016 onwards.

When entering national priority numbers you need not be concerned about the correct splitting format
within data strings, i.e. you can use hyphens or commas instead of spaces as the format of the
punctuation is not critical.

Select the check box Re-establishment of rights is hereby requested if the date of filing of the
priority application is between 12 and 14 months prior to the current date.

Applications should normally be filed within 12 months of the date of filing of the claimed priority. A
yellow validation icon appears if you do not select the check box for re-establishment of rights.

EPO Online Filing 5.14 — User guide 163



If appropriate, select the check box It is not intended to file a (further) declaration of priority.

For European patent applications claiming no priority (first filings), the Office always performs an
accelerated search; no separate request is needed.

EZ EPO Online Filing - EP(1001E2K] - Sample 1001 o] & | =l
File Edit View Tools Windows Help
EP(1001E2K) - Draft - Sample 1001 Last saved on 11/10/2018

| Request & ‘ Names & ‘ States &‘ Priority (3)| Biological Material ‘ Documents & | Fees & ‘ Annotations

4:" x Regional office: |EP |Eur0pean Patent Office ‘j
Nationals Kind: |patent application ‘j
Regionals
EP-EP10456000.8 Filing date: |11 August 2017 R
Internationals Application Mumber: EP 10456000.8
[~ Request for retrieval of priority document from DAS:
,7

I ¥ Re-establishment of rights is herewith requested I

I This application is a complete translation of the previous application

A copy of the search results under Rule 141{1) EPC is available for this priority claim.

Choose file... No file selected

Ip Itis notintended to file a (further) dedaration of priority I

® 12 A 7@ 1

Figure 181: Priority of a regional application with request for re-establishment of rights

(D To complete the priority claim, a certified copy of the previous application containing the
original of the certificate as issued by the receiving authority must be submitted within sixteen
months of the earliest priority date claimed (Rule 53(1) EPC). See also the Decision of the
President of the European Patent Office dated 17 March 2009 on the filing of priority
documents, published in OJ EPO 4/2009, 236-237.

Filing search results for priority claims

A copy of the search results required under Rule 141(1) EPC for a priority claim does not have to be
provided if the results are already available to the EPO; see also Reference (p. 120).

» |If the selected office is not exempted from the obligation to file the search results, a yellow
validation icon appears in the Priority tab.

= If the selected office is exempted from the obligation, a grey validation icon appears. At present
(July 2016), these offices are EP, JP, US, AT, GB, KR, DK and ES.

Click Choose file to attach the file with the search results.
The file is renamed PRSR-1.pdf.

The caption on the button changes to Detach file.
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If necessary, click Detach file to remove this file and attach a different document for this priority

declaration.

[ £PO Online Filing - EP(1001E2K) - Sample 1001 [ES

File Edit View Tools Windows Help

H> 9F # @

EP{1001E2K) - Draft - Sample 1001 Last saved on 07.05.2011

Regquest ‘ Mames | States ‘Pﬁority &‘ Biological Material ‘Documentsw‘Fees@‘ Annotations

4:" % National office: |1'I' |Ita|y ‘j
Nationals Kind: |pabent application ‘ﬂ
IT-TO 2011 A 700342 -
Regionals Filing date: |19 January 2011 &
EP-10456000.8 Application Number: TO 2011 A 700342 LL YY¥Y A nnnnnn, spaces, hyphens or commas
Internationals allowed between data items
-

I This application is a complete translation of the previous application

A copy of the search results under Rule 141(1) EPC is available for this priority daim.

Choose file... [ Mo file selected

[¥ Itis notintended to file a (further) dedaration of priority

Logged in as Administrator & 2|4 2@ 3
¥alidation Messages/Priority 8| x|
~ /i Severity 2: 1 warning(s)

*IT-TO 2011 A 700342: A copy of the search results required under Rule 141(1) EPC must be provided if it is not already available to

the EPO. Where the search results required under Rule 141(1) EPC are not avaiable when the EP application is filed, they must be
filed with the EPO without delay once they are made availble to the applicant.

~ (T Severity 3: 1 message(s)
* EP-10456000.8: A copy of the search results required under Rule 141(1) EPC is not required if it is available to the EPO and is to be
included in the file under the conditions determined by the President of the EPO.

Figure 182: Declaration of national priority, reference to the search results required under Rule 141(1) EPC

6.5 EP(1001E2K) - Biological Material

In the Biological Material tab of EP(1001E2K) you can give details pertaining to the biological

material used in/related to by the invention.

Sequence listings are attached in the Documents tab.

Details of the deposit of biological material

Click the Add button and select Biology.

In the Deposit details sub-tab enter the identification reference.

Select the Depositary institution from the list (sorted alphabetically).
The data in the name and address field is automatically added.

The corresponding reference is entered in the accession number field and all you have to do is add

your individual number.
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Under the Further details sub-tab you can attach a copy of the receipt issued by the depositary

institution and other electronic documents.

S EPO Online Filing - EP(1001E2K) - dcfuvb =l = ==
File Edit View Tools Windows Help
EP(1001E2K) - Draft - dcfvvb Last saved on 19/06/2019
‘ Request A ‘ Names & ‘ States /4 ‘ Priority 3} |  Biological Material | Documents & ‘ Fees{® | Annotations ‘
4:" % The invention relates to and/or uses biological material which has been deposited under Rule 31
BI-123456 Deposit details l Further details |
Identificatior reference: [p-123456
Depositary institution: |Eur0pean Collection of Cell Cultures (ECACC) ﬂ
Name and address: Culture Collections Public Health England, Portan Down, Salisbury, Wiltshire
SP4 0JG., United Kingdom
Accession number: |EC.-'-\CC-9 12345671
™ The information required under Rule 31{1)(c), i.e. depositary institution and accession number o, if the
accession number is not yet known on the date of filing, the depositary institution and the depositor's
identification reference(s) (number, symbols, etc.), is given in the technical documents on
™ Availability restricted to experts (Rule 32(1))
@ z2[A 5@ 1

Figure 183: Details of deposited biological material

6.6 EP(1001E2K) - Documents

In the Documents tab of form EP(1001E2K) you can add the mandatory parts of the application as
well as other documents. Various options are available for your documents in the three sub-tabs
Specification, Sequence listings and Additional documents.

In order to file your application, you must attach a description of the invention. The abstract, claims
and any translations required can be filed later.

The attached documents are copies of the originals. If the original changes and you wish to include
the changes in the patent application, you will need to reattach the document.

File formats

The Online Filing software offers a number of ways of attaching your technical documents in
electronic form:

= Technical documents (description, claims, abstract and drawings) in one or more PDF files
» Technical documents as XML or PatXML files

=  Pre-conversion archives as ZIP files

EPO Online Filing 5.14 — User guide 166



File names

On attachment, all documents are automatically renamed with standard system names, but for ease
of recognition, the original file names are stored in Online Filing and appear later both on the form
(next to the system names) as well as on the confirmation of receipt issued by the EPO.

Attaching documents

Click the Add button.

A list of the documents which may be attached is shown.

[ EPG Online Filing - EP(1001E2K) - 1001-2 o] @ |
File Edit View Tools Windows Help

H> 9F 7 @
EP(1001E2K) - Draft - 1001-2 Last saved on 20,/10/2009

‘ Request | Mames ‘ States ‘ Priority ‘ Biological Material Documents(y‘Fees@‘ Annotations ‘ |

Spedification |Sequence Listings | Additional Documents |

=

Pre-conversion archive
AML attachments in English

Technical document(s) in English k

Figure 184: Document types for attached files

Language of the documents

The default language of the documents is English. Depending on the procedural language selected
in the Request sub-tab and the language of the application, translations into the procedural language
may additionally be requested.

In the example shown, German has been selected as the procedural language. The application itself
is in Italian. The applicant must therefore file the original application documents in Italian along with
translations into German.

Specification |Sequence Listings | Additional Documents |

=

Pre-conversion archive

XML attachments translaticn into German

Original in ltalian

Translation(z) of technical document(s) into German k
Drawings in Italian

Figure 185: Attaching documents in another language
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Translations may be filed later if required.

Select the check box A translation will be supplied later on the left-hand side below the list of
attached documents.
The list of documents which may be attached changes accordingly.

Spedfication |Sequence Listings | Adt

[

Pre-conversion archive
Original in Italian k
Drawings in Italian

Figure 186: Attaching documents in another language — translations to be filed later

Removing documents
Select the document you want to remove.

Click the Delete button.

®

The copy of the file stored in the database is deleted. You can then add new documents again.

6.6.1 Attaching PDF files

You can attach one or more PDF files to your application as technical documents. For example, you
can combine all components in a single file, create a separate file for each component or attach a
number of components to multiple files. To do this, first attach a file in the Specification sub-tab,
then specify the type of document and, where applicable, enter the page numbers for the individual
components.

Example 1 — All technical document components are attached as individual PDF files
Click the Specification sub-tab in the Documents tab.
Click the Add button and select Technical document(s) in English.

Navigate to the folder on your computer where you already saved the files.
Online Filing opens the working directory that was created under Tools > User Preferences in File
Manager.

Select the required file.

Click Open.
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[ Open =
Look in: | . Manzoni j EF '
L‘D | sampledocs T InstantWasserBeschreibung.pdf
e T Acqua instantanea disegno.pdf T InstantWasserZusammenfassung.p
Recent Places T Acqua instantanea.pdf T Recherchenergebnisse_ES.pdf
! T Eau instantanée dessin.pdf T Recherchenergebnisse_IT.pdf
7 Eau instantanée. pdf | Résultats de la recherche ES.pdf
Desktop 2 Filtro motore disegno.pdf T résultats recherche.pdf
——k "2 Filtro motore disegno_DE.pdf T Search results EP.pdf
._,—_LJ 2 Filtro motore disegno_EN.pdf T Search results ES.pdf
Libraries 2 Filtro motore. pdf T Search results IT.pdf
" L 2 Filtro motore_DE.pdf
e T Filtro motore_EN.pdf
Compuiter T Filtro motore_IT.pdf
- . 2 Instant Water. pdf
A T InstantWasser.pdf
Network T InstantWasserAnsprueche.pdf
4 | i b
File name: |Instant Water pdf j Open
Files of type: |Pnrtah|e Document Format j Cancel

Figure 187: Navigating to where the documents you want to attach are saved

The file is attached and renamed SPECEPO-1.pdf.

Select the check box for the component you attached (Description, for instance).

The page numbers are automatically entered in the From page: and to: fields.

[E&] EPO Online Filing - EP{1001E2K] - Sample 1001 = S

File Edit View Tools Windows Help

H> oF ©)

EP(1001E2K) - Draft - Sample 1001 Last saved on 05/04/2014

Request ‘ Mames ‘SGtes&‘ Priority ‘ Biological Material Documentsu‘Fees&‘ Annotations

Specification lSequence Listings ] Additional Documents ]

x Original File Name: Instant water description.pdf Number of Pages: 7
q:lv
This file contains:

Technical document(s) in ...

+ Instant water description

From page: ’_T to ’_! @
[~ Claims
MNumber of Claims: From page: to ’_ @

Mumber of daims you intend to pay for {induding first 15
daims) : @

[~ Abstract

Figure to be Published with Abstract: 2 (Eg.: 1,23, 5) From page: to @
[ Drawings

Mumber of Drawings: From page: to JE|

[ Itisintended to submit daims later.
-

Figure 188: Description added as a PDF file in the "Specification" sub-tab
Attach the next PDF file.
The file is renamed SPECEPO-2.pdf.

Select the check box for the component you attached (Claims, for instance).
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When attaching claims, enter the additional data in the two mandatory fields:
= Number of claims
= Number of claims you intend to pay for (including first 15 claims).

» This indication is exclusively for the purpose of fee calculation. If you do not intend to pay for
any claims with this application, please enter 0 (zero) in this field.

= |f the number of claims you intend to pay for is lower than the number of claims indicated, a
yellow validation icon will appear in the Documents tab. In this case, please specify the claims
for which you intend to pay by writing a note to the EPO in the Annotations tab.

E= £PO Online Filing - EP{1001E2K) - Sample 1001 = 2
File Edit View Tools Windows Help
EP(1001E2K) - Draft - Sample 1001 Last saved on 05/04/2014

Request ‘ Mames ‘Smtesé‘ Priority ‘ Biological Material Documents&‘Fees&‘ Annotations

Specification lSequence Listings ] Additional Documents ]

4:‘ w Original File Name: Instant water daims.pdf Number of Pages: 4
-
This file contains:
Technical document(s) in ...
£ SPECEPO-1.pdf -
+ Instant water description
£ sPECEPO-2.pdf J
+ Instant water daims.pdf % Claims
Mumber of Claims: 20 frqm page: i) ko @
Mumber of daims you intend to pay for {induding first 15 1
daims) : ®
| Abstract This indication is exclusively for the purpose of fee calculation.
Figure to be Published with Abstract: (E.g.: 1,25, 5) From page: to @
[ Drawings
Mumber of Drawings: From page: to @
-
-

@ oA 4@ 1

Figure 189: Claims added — number of claims and number of claims you intend to pay for (including first 15 claims) are
entered

Repeat the process until all components are attached.
The software automatically recognises and enters all page numbers.
Select the appropriate check boxes for the attached documents.

You can only attach Description, Claims or Abstract once; these check boxes are disabled once
you have attached a PDF file and you go to attach the next file. However, you can add as many
drawings as you wish.

Enter additional data for the individual documents:
= |f the abstract also contains a drawing: Figure to be Published with Abstract

= If you attach drawings: Number of Drawings
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] PO Online Filing - EP(1001E2K) - Sample 1001 (=

File Edit View Tools Windows Help

H) QF P @

EP(1001E2K) - Draft - Sample 1001 Last saved on 05/04/2014

Request ‘ Mames ‘Smtesé‘ Priority ‘ Biological Material Documents&‘ Fees ‘ Annotations

Specification lSequence Listings ] Additional Documents ]

4:‘ % Original File Name: Instant water drawing.pdf Number of Pages: 1
-
This file contains:
Technical document(s) in ...
£ SPECEPO-1.pdf -
+ Instant water description
£ sPECEPO-2.pdf J
+ Instant water daims.pdf -
- ~ i
% SPECEPO-3.pdf J
+ Instant water abstract.pc ’—
@

£ sPECEPO-4.pdf
+ Instant water drawing.pd

=
¥ Drawings
Number of Drawings: Iﬁl Frompage:| @ to | 1 @
-
-

@ o4 2@ 1

Figure 190: All four technical document components are added as PDF files
Example 2 — A PDF file with more than one component is attached
Click the Add button and select Technical document(s) in English.
Attach the required PDF file.

The file is renamed SPECEPO-1.pdf.

Select the check boxes for those components contained in the file (Description and Abstract, for
instance).

Enter the page numbers in the appropriate fields.
= All pages in the document must be accounted for and there must be no overlaps.

= The order of the individual components is not important, that is, the description does not have to
appear as the first section on page 1 but can be the last section in the document.

= Every element in the attached document must start on a new page.
Claims may be filed later if required.

Select the check box It is intended to submit claims later on the left-hand side below the list of
attached documents.
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E= £PO Online Filing - EP{1001E2K) - 1001-EN-div [E= Ay

File Edit View Tools Windows Help

H) QF P @

EP(1001E2K) - Draft - 1001-EN-div Last saved on 05/04/2014

Request Names ‘SGtes&‘Prioritv@‘ Binlogical Material Documents ‘ Fees ‘ Annotations

Specification lSequence Listings ] Additional Documents ]

% Original File Name: Instant water.pdf Number of Pages: 10
I‘i:v
This file contains:

Technical document(s) in ...
£ SPECEPO-1.pdf
+ Instant water.pdf

| Description

From page: T to 3 @

8 — e &
[ @

[+ Abstract
Figure to be Published with Abstract: 2 (E.g.: 1,23, 5 From page: 8 k) @

| Drawings

Mumber of Drawings: 2 From page: 10 to 10 @

I Jv Itisintended to submit daims later. I
=

@ oA 1@ 1

Figure 191: Option to submit claims later selected

6.6.2 Attaching XML and PatXML files

You can add XML files with the file extension .xml or .pxml. The file extension .pxml indicates that
the file was generated using the PatXML software. XML files generated in accordance with EPO
standards contain the prescribed components: description, claims, abstract and (embedded)
drawings, so that no further files need to be attached. For more information about generating XML
documents see Preparing documents for attachment (p. 86).

In the Documents tab click the Specification sub-tab.

Click the Add button and select Technical documents in English (XML).

Go to where your file is stored.

Select the appropriate file type: PatXML files or XML files.

Select the required file.

Click Open.

The file is attached and renamed to application-body.xml.

If applicable, enter the number of the Figure to be published with abstract.
The number of claims is identified by the software and automatically inserted.

Enter the number of claims you intend to pay for (including first 15 claims). This data is not
imported from the XML file.
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This indication is exclusively for the purpose of fee calculation. If you do not intend to pay for any
claims with this application, please enter 0 (zero) in this field.

However, the number of figures is identified by the software and automatically inserted.

E= £PO Online Filing - EP{1001E2K) - 1001-EN-03 [E= Ay
File Edit View Tools Windows Help
EP(1001E2K) - Draft - 1001-EN-03 Last saved on 05/04/2014
Request MNames | States /& | Priority | Biological Material Documents | Fees | Annotations
Specification lSequence Listings ] Additional Documents ]
4:" % instant_water. xxml
This file contains:
XML attachments in English
application-body. xml X . X
- ' Figure to be published with abstract: b
+ instant_water,xml - @
Mumber of daims: 4
Mumber of daims you intend to pay for {induding first 15 daims) : 1 &)
Mumber of figures: 3
-
-
& o0& 1@ 1

Figure 192: Attaching technical documents as an XML file

6.6.3 Technical documents in other languages

The options available for adding technical documents depend on the procedural language and the
filing language selected in the Request tab.

Where the language of the technical documents differs from the selected procedural language, each
document in another language must be translated into the procedural language. Various
combinations of files are available.

Example 1: Original-language technical documents are attached as a PDF file and the
translation is attached as an XML file

In the Documents tab, click the Specification sub-tab.

Click the Add button and select Original in Italian.

In this example, Italian was selected as the filing language in the Request tab.
Navigate to your PDF document and attach it.

The file is renamed SPECNONEPO.pdf.

Enter the number of claims.
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Enter the number of claims you intend to pay for (including first 15 claims).

This indication is exclusively for the purpose of fee calculation. If you do not intend to pay
for any claims with this application, please enter 0 (zero) in this field.

Enter the number of figures.

If your document does not have any drawings, enter 0.

If applicable, enter the number of the Figure to be published with abstract.

EP(1001E2K) - Draft - 1001-EN-D4

Last saved on 05/04/2014

( ﬁ EPC Online Filing - EP{1001E2K) - 1001-EN-04 l = &]
File Edit View Tools Windows Help

Request ‘ Mames ‘Smtesé‘ Priority ‘ Biological Material Documents&‘Fees@‘ Annotations

+ %
Original in Italian
£ SPECNONEPO.pdf
+ Acqua instantanea, pdf

Specification lSequence Listings ] Additional Documents ]

Original File Name: Acqua instantanea.pdf
This file contains:

The specification in original language (At least Description and if applicable Abstract, Claims and Drawings; Drawings

can also be attached separately)

Mumber of Claims: 1
Mumber of daims you intend to pay for {induding first 15 daims) : ’_z @
Mumber of figures: 3
Figure to be published with abstract: 1 (E.g.: 1, 28, 5)
-
[ A translation will be supplied later.
@ o0& 5|@ 3

Figure 193: Attaching the lItalian original

Click the Add button again and select Translations into German (XML).

In this example, German was selected as the procedural language in the Request tab, so a
translation of the original application into German is required.

Navigate to the XML document containing the translation and add it.

The file is renamed application-body.xml.
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= EPO Online Filing - EP{1001E2K) - 1001-EN-04 = LX)

File Edit View Tools Windows Help

EP(1001E2K) - Draft - 1001-EN-04 Last saved on 09.08.2013
Request (@ | MNames ‘ States /Ay ‘ Priority ‘ Biological Material | Documents @‘ Fees ‘ Annotations
Spedification lSequence Listings ] Additional Documents ]
4:" % instant_water. xxml
This file contains:
XML attachments translat...
@ application-body. xml
+ instant_water,xml @
Original in Italian Number of daims: 4
£ SPECNONEPO.pdf
+ Acqua instantanea, pdf
Mumber of figures: ’_3
-
-

Logged in as Administrator @ oA 1@ 3

Figure 194: Attaching translation into German as XML
Example 2: Multiple PDF files are attached for originals and translations

You can attach up to two files for documents in the original language, i.e. either a PDF file containing
the complete set of documents (including drawings) or one file with the documents and another with
the drawings. If you would like to attach the drawings separately, we strongly recommend performing
the following steps in the order shown:

Attach Drawings in Italian.

The file is renamed DRAWNONEPO.pdf.

Enter the Number of figures.

Next, select Original in Italian and attach the file.
The file is renamed SPECNONEPO.pdf.

Enter all additional data.

The Number of figures field is deactivated if you already attached a file with drawings.

EPO Online Filing 5.14 — User guide 175



= EPO Online Filing - EP{1001E2K) - 1001-EN-05 = e e

File Edit View Tools Windows Help

H) QF P @

EP(1001E2K) - Draft - 1001-EN-05 Last saved on 05/04/2014

Request ‘ Mames ‘Smtesé‘ Priority ‘ Biological Material Documents&‘Fees@‘ Annotations

Specification lSequence Listings ] Additional Documents ]

4:' w Original File Name: Filtro motore. pdf
-
This file contains:
Original in Italian
T SPECNONEPO.pdf The spedification in original language (At least Description and if applicable Abstract, Claims and Drawings; Drawings
* Filtro motore. pdf can also be attached separately)

Drawings in Italian

% DRAWNONEPO.pdf
= P Mumber of Claims: 13
+ Filtro motore disegno.pdf
Mumber of daims you intend to pay for {induding first 15 daims) : T @
Figure to be published with abstract: (E.g.: 1,23, 5)

-
[ A translation will be supplied later.

@ o4 5@ 3

Figure 195: Documents added in the original language

To attach the two documents with the translations, select the option Translation of technical
document(s) into German for each document.

Attach the translated drawings first.

The file is renamed SPECTRANEPO-1.pdf.

Select the check box for Drawings.

The page numbers are automatically entered in the From page: and to: fields.
Attach the translated specification.

The file is renamed SPECTRANEPO-2.pdf.

Select the check boxes for Description, Claims and Abstract and enter the page numbers for the
components.
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E= £PO Online Filing - EP{1001E2K) - 1001-EN-05 [E= Ay

File Edit View Tools Windows Help

H) QF P @

EP(1001E2K) - Draft - 1001-EN-05 Last saved on 09.08.2013

Request@‘ Names ‘Smtesé‘ Priority ‘ Biological Material Documents@‘Fees@‘ Annotations

Specification lSequence Listings ] Additional Documents ]

4:‘ w Original File Name: Filtro motore_DE.pdf Number of Pages: 10
-
This file contains:
Original in Italian
) sPECNONEPO.pdf ¥ Description
+ Filtro motore. pdf
Translation(s) of technical... From page: ! to 7 @

£ SPECTRANEPO-1.pdf

+ Filtro motore disegno_DE. [ Claims
P SPECTRANEPO-2.pdf I
= = From page: to @
* Filtro motore_DE. pdf 3 k)

Drawings in Italian ¥ Abstract
strac
. DRAWNONEPO.pdf

+ Filtro motore disegno. pdf From page: 0 o 10 @

[ Drawings

From page: to @

-
-

Logged in as Administrator @ oA 1@ 5

Figure 196: Documents in Italian and translations in German attached

6.6.4 Pre-conversion archive

The pre-conversion archive option allows you to add your original documents, before converting
them into PDF or XML files, as a compressed ZIP archive file. This may be helpful if you wish to
provide the EPO with your original documents in colour. The documents contained in the ZIP file will
not be publicly available nor will they be an integral part of the visible internal procedural file, but
they can be accessed for reference, e.g. in the event of quality issues.

@ The EPO does not recognise documents as legally binding if they are exclusively filed as part
of a ZIP archive. To be accepted as legally binding filings, the official patent documents must
always be attached as PDF or ST.25 files under the correct document type.

Attaching pre-conversion archive

In the Documents tab under the Specification sub-tab click the Add button.
=

Select Pre-conversion archive.

Navigate to where you have stored your ZIP file and select it.

Click Open to add the file.

The file is renamed to OLF-ARCHIVE.zip.

The names of the original files from the attached pre-conversion archive are listed on the right.
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E= £PO Online Filing - EP{1001E2K) - 1001-EN-01 [E= Ay

File Edit View Tools Windows Help

H) QF P @

EP(1001E2K) - Draft - 1001-EN-01 Last saved on 08.07.2013

Request ‘ Mames ‘Smtesé‘ Priority ‘ Biological Material Documents@‘Fees‘ Annotations

Specification lSequence Listings ] Additional Documents ]

w Original File Name: ARCHIVE.zip
an
This file contains:

Pre-conversion archive
B OLF-ARCHIVE.zip
* ARCHIVE. zip » ABSTRACT.docx
Technical document(s) in ...
£ SPECEPO-1.pdf
+ DESCRIPTION. pdf
£ sPECEPO-2.pdf » DRAWINGS, docx
* CLAIMS, pdf
£ SPECEPO-3.pdf
+ ABSTRACT.pdf
£ sPECEPO-4.pdf
* DRAWINGS. pdf

» CLAIMS. docx

» DESCRIFTION. docx

» SEQUENCE-LISTING. APP

-
-

Logged in as Administrator @ oA 1@ 2

Figure 197: Attaching pre-conversion archive

6.6.5 Sequence listings

For a first filing, sequence listings must always be submitted in computer-readable format in
accordance with WIPO Standard ST.26. If the sequence listing is not available in computer-readable
format, please use WIPO Sequence to create sequence listings compliant with the new standard.

Computer-readable sequence listings can be attached as the following text-only file types:
» Archive File Format (file type .zip)

= XML format (file type .xml)

Click the Sequence Listings sub-tab under Documents.

Select the check box for The European patent application contains a sequence listing as part
of the description.

A red validation icon appears in the Documents tab, indicating that in order to file your application
you must attach a sequence listing either as a computer-readable file or in PDF format.
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& £PO Online Filing - EP(1001E2K) - Sample 1001 — X
File Edit View Tools Windows Help

EP(1001E2K) - Draft - Sample 1001 Last saved on 26/05/2022
Request M\ [ Names /A ‘ States A\ ’ Priority &y Biological Material mu@[ Fees @ ’ Annotations

Specification  Sequence Listings | Additional Documents |

[ The European patent application contains a sequence listing as part of the desaription.:

The sequence listing is attached:

¥ In XML format (WIPO Standard ST.26) in accordance with Rule 30(1) EPC
WIPO ST.26 file:

« XML ZIP Choose file... No file selected

AT B B
Figure 198: A sequence listing must be filed as part of the description
Sequence listing in computer-readable format

Select the check box In computer-readable format in accordance with WIPO Standard ST.26.

Select the appropriate file type (XML or ZIP) and click Choose file ...

Open X
Look in: | Sequences l] - &k E-
* Name - Date modified Type Size
X |2 ST_26_long_amended DTD version.xml 1/19/2021 10:27 PM XML Document
Quick access
=] ST_26_short.xml 1/19/2021 10:27 PM XML Document
- |2 st26-annex-iii-sequence-listing-specimen2... 3/5/2021 7:19 AM XML Document
Desktop
m
Libraries
This PC
Network
< >
File name: IstZSﬂnnexiu-sequence-hsthgﬂecimeanml d Open |
Fiesoftype:  [Sequence listingin ST 26 | Cancel

T Sequence listing in ST.26 &

Figure 199: Selecting file type for sequence listing in computer-readable file format
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Navigate to the required file and attach it.
Depending on the file type selected, the file is renamed SEQLXML26.xml or SEQLZIP26.zip..

The button's caption changes to Detach file.

Request /& I Names [\ | States A\ [ Priority /& [ Biological Material I Documents & | Fees & I Annotations
Spedification  Sequence Listings lAdditlonaI Documents |

|v The European patent application contains a sequence listing as part of the description.

The sequence listing is attached:

[ [¥ InXML format (WIPO Standard 5T.26) in accordance with Rule 30(1) EPCI

WIPOQ ST.26 file:

Gy zP Detach file | [seQuam2s x|

@ Figure 200: Sequence listing in XML format attachedNote that, when selecting to submit a
sequence listing as ZIP, the provided ZIP file must contain a single ST.26-compliant XML file.
If the attached ZIP package contains none or multiple XML files, it will be rejected and a
validation error message will be displayed.

Changing the sequence listing format

If you attach a ZIP file and then decide to replace it with an XML file (or vice versa), proceed as
follows:

= First, clear the check box for the currently selected format.
This detaches the current file; both check boxes are now available for selection.

= Select the check box for the required format and attach the corresponding file.

6.6.6 Additional documents

In the Additional documents sub-tab you can attach all other documents you wish to send to the
EPO, including authorisations, translations of priority documents or other documents.

Example

In this example you are going to add three documents: a translation of the priority documents, an
additional information sheet and the search results for an earlier application.

Click the New button.

ax

Navigate to the required PDF file and select it.

Click Open to attach the file.
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From the Document type list, select the option Translation of priority documents.

The file is renamed PRIOTRAN-1.pdf.

Spedification ] Sequence Listings  Additional Documents l

+ %

-,"_-. Translation priority.pdf Type Name:

Translation of priority documents

Grounds for Re-establishment of Rights k
US certified priority document

Search results required under Rule 141(1) EP(
Inventor waiver - Rule 19(3) EPC

Inventor waiver - Rule 20{1) EPC

Inventor waiver - Rule 19(3) EPC {non public)
<other_document:

Figure 201: Attaching translation of priority documents as an additional document

Click the New button again to add the second additional document.

Navigate to the PDF file and attach it.

Select <other document> from the Document type list.

The file is renamed OTHER-1.PDF.

To describe this document, enter the words Additional information sheet in the Type name field.

Spedification ] Sequence Listings  Additional Documents l

L PRIOTRAN-1.pdf Type Name:
+ Translation... documents

£ OTHER-1.pdf
+ Additional i...ation sheet

| <other_document = ‘j

|Addih’0nal information sheet

Figure 202: Attaching additional document with description

Search results for earlier application

If your application refers to an earlier application which has been declared a priority document, under
Rule 141(1) EPC you must file the search results obtained for said earlier application if they are not
already available to the EPO. The validation message for the yellow validation icon in the
Documents tab tells you what to do; see Reference (p. 120).

Click the New button.

Navigate to the PDF file and attach it.

From the Document Type list select the option Search results required under Rule 141(1) EPC

for previously filed application.

The file is renamed PRSR-REF.pdf.
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Spedification ] Sequence Listings  Additional Documents l

+ %

£ PRSR-REF.pdf

Type Name:
+ Search resul... application

Search results required under Rule 141(1) EF
Spedific Authorisation
Translation of priority documents
Grounds for Re-establishment of Rights ﬂ
US certified priority document

Search results required under Rule 141(1) EPC for previously filed application

E

s e e A=

Inventor waiver - Rule 20{1) EPC |/\§|_|

<other_document: E-

Figure 203: Adding search results for earlier application
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6.6.7 Viewing attached documents
Use the Preview option to check your application as it appears in print.

In the tool bar click the Preview button.

£

or

Select Preview from the Tools menu.
The application is shown in the PDF Viewer.

The attached documents are listed in Section 44 of Form EP(1001E2K) with their original file names.
On the left you can see a list of the files with their respective system names. In this example the form
is in German, because German was selected as the procedural language.

= POF Viewer I_Iﬂléj
application-body.xml 5 Iy =T ATk = ¥
application-body.xml) =8 m @ " @-‘ @ ’T /8 7| © @ [s60% - il [

ep-request. pdf -
ep-request. pdf) 44.A Formbiiteer Nahers Angaben Elektronische Datei:
ep-request.xml
(ep-request.xml)
feesheetint. pdf
(feesheetint. pdf)
package-data.xml
(package-data.xml)
pkgheaderxml
(pkgheader.xml)
PRSR-1.pdf
(PRSR-1.pdf) 448 Technische Unseragen Ursgringlicher Datzinarme: Elesaronizche Datei:
DRAWNONEPO. pdf
. (Filtro motore disegno.
* SPECNOMEPO.pdf
(Filtro motore._pdf) a3
SPECTRAMEPO-1._pdf
(Filtro motore_DE.pdf) -
SF'ECTRANEF'O-Z.pdf B3 | Ubersezung der Spezifizierung Filtre metore_DE.pdf SPECTRANEPO-1.pdf

. . Figur{en) zur Verdffentlichung mit der
(Filtro motore disegno | 2 " .n,.-;z.lsam?n._‘,,, ung; 1

A | Antrag Als ep-request pdf |

EPA-Formblatt 1001E - 1001-2 Seite 3 von 4

B1

tin zuldssiger Ni pr Filtro motore. pdf SPECHONEPQ. pdf
dzs EPA 20 PatentanspricheZeichnungien)

Zeichnungen | Ubersetzung des Textzin  Filtro motore disegno.pdf DRAWNONEPO.pdf
Zeichnungen Zeichnung(en)

B4 | Ubersatzung der Spezifzienung Filtro matore disegno_DE pdf SPECTRANEPO-2 pdf
Figur{en) zur Verdffentlichung mit der
Zusammenfassung: ; Zusammenfassung; 1

44-C Weitere Unteslagen Urspriinglicher Dateiname: Elakzronische Dateis

€1 | 1-NachRegei 141(1) EPU erforderiche  Recherchenergebnisse_I| T pdf PRSR-1.pdf

Recherchenergebnisse

Cancel

Figure 204: Previewing the application (technical documents section) in the PDF Viewer

Click the name of a document to view it in the PDF Viewer. Do the same to view drawings attached
as linked images together with an XML document.
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(ep-request.pdf)
ep-request.xml
(ep-request.xml) o |a |s
feesheetint. pdf

(feesheetint. pdf) “L\
package-data.xml
(package-data.xml)

pkgheader.xml
(pkgheader.xml)
PRSR-1.pdf
PRSR-1.pd

oI oo P ||
Filtro motore disegno. n“ ‘ ‘

{ SPECNONEPO. pdf

(Filtro motore.pdf)
SPECTRANEPO-1.pdf f y
(Filtro motore_DE _pdf) A

SPECTRANEPO-2_ pdf —-"'\I_f“
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"]
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@

Cancel

Figure 205: Attached drawings shown in the PDF Viewer

6.7 EP(1001E2K) — Fee Payment

In the Fees tab you can select the fees associated with your application and indicate how you wish
to pay them. All fees must be paid in euros.

The fees displayed in the Fees tab reflect the fee schedules located in File Manager > Tools > Fee
Management.

Make use of the Live Update function in Online Filing to ensure that your fee schedule is always up
to date. You will find the most recent fee schedule on the EPO website at

Applying for a patent > Online services, following the link Interactive schedule of fees
(http://www.epoline.org/portal/portal/default/epoline.Scheduleoffees).

For more information on EPO deposit accounts and the automatic debiting procedure, please refer
to the Official Journal:

= Arrangements for deposit accounts (ADA) Supplementary publication 3/2015, p. 8-16
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p8.html)

= Notice from the European Patent Office dated 12 February 2015 concerning revision of the
Arrangements for deposit accounts (ADA) and their annexes Supplementary publication 3/2015,
p. 2-7
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p2.html)

= Decision of the President of the European Patent Office dated 29 September 2016 revising
points 5.3 and 7 of the Arrangements for deposit accounts (ADA) OJ EPO 2016, A83
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/10/a83.html)
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Online fee payment

The EPO offers a quick and secure online fee payment service designed for holders of EPO deposit
accounts. For more information, go to the EPO website and navigate to Applying for a patent >
Online services > Online fee payment
(http://www.epo.org/applying/online-services/fee-payment.html).

6.7.1 Payment details

In the Payment details sub-tab you can specify the mode of payment and provide details of the
account number and account holder.

You have to specify the mode of payment before you can make a payment. If you do not, no fees
will appear in the form for the EPO, even if you have selected one or more fees in the Fee selection
sub-tab.

=  Automatic debit order

If you select this option the check boxes in the Fee selection sub-tab are automatically
deactivated and the total amount of the fees is shown as EUR 0.00. The EPO will calculate the
amount of the fees payable using the information you provided and will debit this amount direct
from your account. With this option you cannot select the fees yourself in the form.

= Debit from deposit account

If you choose this mode of payment, the relevant fees will be debited directly from your EPO
deposit account. If you issue a debit order during normal working hours (08.00-18.00 hrs), you
can usually view it under pending orders within about 30 minutes. The actual deduction from
your account will appear 5 to 6 days later.

= Bank transfer

All payments in EUR must be transferred to the EPO's bank account with the Commerzbank AG
in Munich, Germany. The IBAN and BIC codes of the EPQO's bank account are supplied
automatically when you select the Commerzbank from the drop-down list.

=  Credit card

All payments by credit card must be made via the dedicated EPO fee payment service on the
EPO website at Applying for a patent > Online services > Paying fees online > Pay by credit
card (https://epo.org/fee-payment-service/en/login).

Choosing this mode of payment in the Payment details sub-tab is considered merely an
indication of how you intend to pay.
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* Not specified

Choose this option if you do not intend to pay fees with this form or if you are not sure how you
will be paying your fees.

The grey validation icon in the Fees tab indicates that the mode of payment is required, but may
be specified later.

Debit from deposit account

Select Debit from deposit account as Mode of payment.

Enter the deposit account number.

EPO deposit account numbers are made up of eight digits, starting with 28.

You are not required to enter 28 as the leading digits of the deposit account number, since these are
automatically supplied by the software. Just enter the six remaining digits. If the deposit account
number is not entered correctly, e.g. you enter more than six digits, you will see a red validation icon
in the Fees tab. The corresponding validation message tells you to verify the deposit account
number. The same rule applies to the deposit account number for reimbursement.

Enter the name of the account holder.

If you wish to have the fees debited from your account later than the filing date of your application,
enter the date in the Deferred execution date field.

Hover your mouse pointer over the symbol (€ to the right of the Deferred execution date field to
see the Important information:

This functionality allows you to indicate explicitly that your payment order is to be executed at a later
date than the submission date.

In this case, the payment date will be deemed to be the deferred execution date, provided that you
have sufficient funds on your deposit account on that date.

Please choose the deferred execution date option only if the fees are to be debited on a future date,
as otherwise the default execution date is the date of receipt.

The deferred execution date can be a maximum of 40 days in the future.

Please ensure that the deferred execution date lies within the time limit set for paying the selected
fees.

Please note that any debit orders (standard or deferred execution) can only be revoked until
00.00 hrs CET on the date of submission (Arrangements for deposit accounts, 7).
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] PO Online Filing - EP(1001E2K) - Sample 1001 (=

File Edit View Tools Windows Help

H) QF P @

EP(1001E2K) - Draft - Sample 1001 Last saved on 03.04.2014

Request ‘ Names ‘Smtesé‘ Priority ‘ Biological Material Documents ‘ Fees ‘ Annotations

Payment Details IFEE selection ]

Mode of Payment: |Debit from deposit account j Currency: EUR

The European Patent Office is hereby authorised, to debit from the following deposit account with the EPO any fees and costs indicated in the fee selection:

Deposit account number: |ZB 123456 N
Account holder: |Nan0 Enterprise Ltd.|
Deferred execution date (optional) 1May 2014 g @

s

Figure 206: Entering payment details for deposit account

Bank transfer

Select Bank transfer as Mode of payment.

Select DE, Commerzbank AG, Miinchen from the list.
This information is mandatory.

The IBAN and BIC codes of the EPO's bank account are supplied automatically.

Payment Details IFEE selection ]

Mode of Payment: |Bank transfer j Currency: EUR

The fees and costs indicated under Fee selection will be paid within a month after filing by transfer to the following bank account held by the EPO:

Bank: DE, Commerzbank AG, Minchen -
Bank account: |IBAN: DE20 7008 0000 0333 880000 / BIC: DRESDEFF700

Figure 207: Selecting bank transfer as mode of payment
Further options
The Payment details sub-tab offers some additional options at the bottom of the screen.

If you wish the EPO to make any reimbursements to a deposit account with the EPO, select the
corresponding check box.

This information applies to all selected modes of payment. If you selected automatic debit order or
debit from deposit account, you are only required to enter an account number here if that number
is different from the account number used for payment.

Enter the EPO deposit account number and supply the account holder's name.

If you want to request a refund of the search fee, select the corresponding check box and enter the
application number of the earlier search report.

If you need additional copies of the documents cited in the European search report, select the
corresponding check box and enter the number of copies required.
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The validation message (yellow icon) informs you that the corresponding fee 055 should also be
selected. You should therefore select the check box for fee 055 in the Fee selection sub-tab (it is
not selected by default).

[v¥ Reimbursement, if any, to be made to deposit account with the EPO: 23123456

Account holder:  |Nano Enterprise Ltd.

[¥ Refund of the search fee under Article 9(2) RFees is requested on the basis of the earlier search report EP11012345.2
Iv¥ Additional copies of the documents cited in the European search report: ? Copies
Logged in as Administrator & 0|4 1@ 3

Figure 208: Other options for fee payment in Form EP(1001E2K)

6.7.2 Fee selection

Frequently paid fees such as the Filing fee (001) and the Fee for a European search (002) are
automatically selected and calculated by the software.

Other fees such as extension fees or the fee for additional copies of documents cited in the
search report (055) become applicable based on the selections you make in the form.

The validation messages indicate which fees are to be paid.

ES Validation Messages/Fee Payment @

w A Severity 2: 1 warning(s)
* Additional copies of cited documents are requested, but the corresponding fee 055 is not
selected.

Figure 209: Validation messages with information on the fees to be paid
Select the check boxes of the fees to be paid.

The relevant quantity is already entered.

The amount to pay is automatically calculated.

The check boxes for fees not applicable in this application are locked.
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= EPO Online Filing - EP(1001E2K) - 1001-fees = =
File Edit View Tools Windows Help

H) QF P @

EP(1001E2K) - Draft - 1001-fees Last saved on 02/10/2014

‘ Request ‘ Names ‘SGtes&‘ Priority ‘ Binlogical Material ‘ Documents ‘Fees@‘ Annotations ‘ ‘

Payment Details Fee selection l

Showe: |.-'-\II Fees j |C0de j | £
| Fee Code’ | Description | Amount ELR | Reduction | Quantity | Amount to Pay EUR | ~
L] 050 Renewal fee for the 20th year 1 560,00 - 1 0.00
Add. copy of docs dted in search report

O}
by
&

Extension fee for Slovenia (SI) (EPC contracting 102.00 - 1 0.00
state as from 1.12,2002)

Oa 402 Extension fee for Lithuania (LT) (EPC 102.00 ——-e 1 0.00
contracting state as from 1.12,2004)

Oa 403 Extension fee for Latvia (LV) (EPC contracting 102.00 - 1 0.00
state as from 1.7.2005)

Oa 404 Extension fee for Albania (AL) 102.00 ——-e 1 0.00

Oa 405 Extension fee for Romania (RO) (EPC 102.00 - 1 0.00
contracting state as from 1.3.2003)

Oa 406 Extension fee for former Yugoslav Republic of 102.00 ——-e 1 0.00 .,
PSP S P N A S

[ Edit fee amounts {no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04,2014 Totak (6 Fees) EUR 1 525.00

@ o4 1@ 1
Figure 210: Selecting fees
Filtering the fees displayed
You can filter the list of fees by selecting one of the options in the Show list:
= Allfees
= Selected fees only: all fees selected for the current application.

The claims fees, 015 and 015e, are selected by default and always locked. The quantity for both
fees is determined by the Number of claims you intend to pay for (including first 15 claims) field
in the Documents tab and cannot be edited in the Fee selection sub-tab.

Selecting the appropriate generation in the Divisional sub-tab immediately triggers the selection of
the correct fee in the Fee selection sub-tab, e.g. Additional fee for 2nd generation (552). The
check box for this fee cannot be cleared.
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Payment Details Fee selection l

Show: S |Code =l P
| Fee Code’ | Description | Amount ELR | Reduction | Quantity | Amount to Pay ELR |
001 Filing fee - EP direct - online 120,00 none 1 120,00
002 Fee for a European search - Applications filed 1285,00 - 1 1285,00
onfafter 01.07.2005
ks 015 Claims fee for 16th up to 50th daim 235,00 — 1] 0,00
ks 015e Claims fee - For the 51st and each subsequent 580,00 - 1] 0,00
daim
055 Add. copy of docs dted in search report 40,00 — 3 120,00
501 Additional filing fee for the 36th and each 15,00 none 1] 0,00
subsequent page
ks 552 Additional fee for divisional 2nd generation 210,00 none 1 210,00

[ Edit fee amounts {no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2014 | Totak: (7 Fees) EUR 1 735,00 |

Figure 211: Showing selected fees only
Changing the fee quantity

The value in the Quantity column can only be edited for the following fees:

002 — Fee for a European search — Applications filed on/after 01.07.2005

029 — Certified copy (application, priority document, patent certificate, other documents)

055 — Add. copy of docs cited in search report

501 — Additional filing fee for the 36th and each subsequent page
Editing fee amounts and reductions

If you wish to edit a fee amount or apply a specific reduction, you have to select the Edit fee amounts
check box. If you do so, please note that there will be no automatic fee correction for this application.
Depending on your selected mode of payment, the total amount shown will be debited from your
deposit account or is payable by bank transfer.

Select the Edit fee amounts check box.

This activates the Amount EUR and Reduction fields for editing.
Select the fee you wish to edit.

Click in the field to be edited, in our example Amount EUR.

Enter the new amount.
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Payment Details Fee selection

Show: ISeIeched fees only LI ICodE LI I il
I Fee Code’ I Description I Amount EUR I Reduction I Quantity I Amount to Pay EUR I
001 Filing fee - EP direct - online 120,00 none 1 120,00
002 Fee for a European search - Applications filed S0 none 1 1285,00
onfafter 01.07.2005 I
ks 015 Claims fee for 16th up to 50th daim 235,00 none 1] 0,00
ks 015e Claims fee - For the 51st and each subsequent 580,00 none 1] 0,00
daim
055 Add. copy of docs dted in search report 40,00 none 3 120,00
501 Additional filing fee for the 36th and each 15,00 none 1] 0,00
subsequent page
ks 552 Additional fee for divisional 2nd generation 210,00 none 1 210,00
I ¥ Edit fee amounts (no automatic fee correction will be done by the office) I
Fee schedule for EUR valid as of: 01.04.2014 Totak (7 Fees) EUR 1 735,00

Figure 212: Selecting the "Edit fee amounts" option and editing the fee
Click anywhere on the form.

The value in the Amount to pay EUR column and the total amount of the fees are automatically
recalculated.

Payment Details Fee selection |

Show: ISeIeched fees only LI ICode LI I Pl |
I Fee Code’ I Description I Amount EUR I Reduction I Quantity I Amount to Pay EUR I
001 Filing fee - EP direct - online 120,00 none 1 120,00
Fee for a European search - Applications filed
onfafter 01.07.2005
ks 015 Claims fee for 16th up to 50th daim 235,00 none 1] 0,00
ks 015e Claims fee - For the 51st and each subsequent 580,00 none 1] 0,00
daim
055 Add. copy of docs dted in search report 40,00 none 3 120,00
501 Additional filing fee for the 36th and each 15,00 none 1] 0,00
subsequent page
ks 552 Additional fee for divisional 2nd generation 210,00 none 1 210,00

¥ Edit fee amounts (no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2014 Totak (7 Fees) EUR 1 350,00

Figure 213: Edited fee amount and updated fee total

If you want to undo changes to the fee amounts, you can restore the values from the fee table in
Online Filing.

Clear the Edit fee amounts check box.

The original values for all fees are restored in the form.
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6.8 EP(1001E2K) — Annotations
In the Annotations tab you can enter notes to be transmitted to the EPO.
Creating notes for the EPO

Click the Add button and select New Note.

| —
—

Enter the relevant information in the Author, Subject and Note fields.

[E& EPO Online Filing - EP{1001E2K) - 1001-EN-01 = e
File Edit View Tools Windows Help
EP(1001E2K) - Draft - 1001-EN-01 Last saved on 08.07.2013
Request ‘ Names ‘ States /Ay ‘ Priority ‘ Biological Material | Documents ‘ Fees (@ ‘ Annotations
q;,, x Author: |Jennifer Hancock
Claims to be paid Subject: |Claims to be paid
Jennif...
Mote: Az indicated under Documents it is intended to pay for 16 claims. -
There are 20 claims in total of which the following claims are excluded from payment:
5, 7. 13 and 18]
Logged in as Administrator & o0 |M 2@ 4

Figure 214: Adding a new note for the EPO

To add notes that are not intended for the EPO, use the Internal notes (p. 42) function on the form's
toolbar.

Y
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7. Euro-PCT(1200E2K)

Euro-PCT(1200E2K) is the form used for entry of an international application into the European
phase before the EPO as designated or elected office.

To file an application via the Euro-PCT procedure it must previously have been filed as an
international application via the PCT route. For more information visit the WIPO website and go to
IP Services > PCT > Legal Texts (http://www.wipo.int/pct/en/texts/).

Data input in form Euro-PCT(1200E2K)

Form Euro-PCT(1200E2K) is organised into seven tabs. It is recommended to enter the data in the
tab sequence given, i.e. starting with the Requests tab. Certain options and conditions in the
Documents tab, for instance, are determined by the selections you make in the Requests tab.

Tab What you can do
Requests Select the EPQO's role, request examination in admissible non-EPO language.
Select early processing of the application.
Select waivers relevant for acceleration of the procedure.
Select the language of the international publication and the procedural
language.
Enter details of the international application, select the ISA and IPEA.
Names Enter changes concerning applicant(s), representative(s) and authorisations
named in the international application.
States Designate contracting states, extension states and validation states.
Biological Enter details of deposited microorganisms and the depositary institution.
Material
Documents Attach amendments, translations of priority applications and other electronic
files.
Enter the number of pages in the documents attached or referenced.
Fees Enter the mode of payment, select fees according to the appropriate fee
schedule.
Annotations Supply additional information for the EPO.
Mandatory fields

A red triangle in the upper right-hand corner of a field indicates mandatory information. You must
either manually fill out this field or select one of the options provided. If mandatory fields are not
completed, the corresponding tab will show a red validation icon. Consult the validation messages
for more information.

‘ Requeslsw‘ Names (&) ‘ SGtes@‘ Binlogical Material ‘ Documents & ‘ Fee Payment &‘ Annotations ‘ ‘

PCT Application Number: PCT/ [

Figure 215: The PCT application number is a mandatory field in the Requests tab and is marked with a red triangle
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Elements in Form Euro-PCT(1200E2K)

HH"IJ B I Toobar I Location indoator Bar Kavagabcrn Bar
H Online Filing - Epro-PCT(1200E2K) - Samplel 200 =) O
Edit View T Windows  Help
Eum—PCT[l'H)HHJ Dfa‘l’t Sample1200 Last saved on 080372018
1

| m&-| !lameiﬁi S‘labe; ﬁl B-Dluq-ﬁll-latenal |Du€umen23 lhr | Fees |"1'.| Anﬂuﬁ‘mns

Eatry il the Europesn Phide {+ EFO a5 designated office

™ EPO as slected office
Examinaton of the apphcation under Article 94 EPC in hereby requested. The examinabion fee i being (ha been, wil be) paxd.
™ Reguest for examnation in an admssble non-EPD langusgs | "
r
Acceleration of procedure @
[T Early processing of the apphcation punsusnt to Artide 23(2) | 40(Z) PCT is heveby requested (Tearly entry inte the European phase). D

™ The apphcant wahees bis right o be asked under Fule 70(2) EPC whether b wishes bo proceed further with the applcation.
[~ The applcant waives his right to the communicabion under Rules 151(1) or (Z) and 152 EPC.

Deta shest
The bangusge of the intermational publcaton i | :l'
Prooedursl Language: [rper -
PCT Applcation Number: Elu J International Searchirg utharity (I54)
PCT Publcation Mumber: |:|'|‘1} [ | 13
EP Apphcsbion Mumber: ;F'—H —re
Intemational Fling Date: | ETIE—— | " &=
& 9 |4 1 3 @ g
Datads g Status Bar

Figure 216: Euro-PCT(1200E2K) — Overview

Indicator Bar

Element Description

Menu Bar Provides all options needed to edit, save, import and export drafts, set the
display and change the status, as well as other tools.

Toolbar Provides shortcuts to the most frequently used tasks and tools.

Location Shows the selected procedure, the current status and the user reference for

the open draft.

Navigation Bar

Displays tabs corresponding to the sections of the form. These tabs can
contain sub-tabs, which are a sub-division of the main tab sections within the
form.

Details Area

Displays data entry fields appropriate to the selected tab.

Status Bar

Displays information about the current activity. Shows the total number of
validation messages for the open draft.
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7.1  Euro-PCT(1200E2K) — EP Phase

The Requests tab of Euro-PCT(1200E2K) is where you request examination of your application
under Article 94 EPC.

For the latest version of the EPC see the EPO website at Law & practice > Legal texts > European
Patent Convention (http://www.epo.org/law-practice/legal-texts/epc.html).

The Requests tab contains two sections for entering data:
» Entry into the European phase (EPO as designated or elected office)

= Data sheet

711 Entry into the European phase
Select the EPO as either designated office or elected office.
Language in which the request for examination is made

Applicants who are nationals of an EPC contracting state or who have their residence or principal
place of business in an EPC contracting state can request examination in an official language of that
state, if this language is an admissible non-official EPO language, i.e. if it is not English, French or
German (Article 14(4) EPC).

If appropriate, select the check box Request for examination in admissible non-official EPO
language.

Select the relevant language from the drop-down list.

The text "Examination of the application under Art. 94 EPC is hereby requested" is displayed in the
selected language.

Declaration under Rule 6(4) EPC

The check box for the declaration under Rule 6(4) becomes available if you select the check box
Request for examination in admissible non-official EPO language.

The validation message in the Requests tab (severity level 2) provides further details. If each
applicant fulfils the conditions of Rule 6(4) EPC, then you should select the corresponding check box
intended for the declaration under Rule 6(4) EPC to enable the Online Filing software to calculate
the fee reduction.

Under Rule 6(3) EPC, the EPO grants a reduction in the examination fee and filing fees if applicants
referred to in Article 14(4) EPC belong to one of the following groups specified in Rule 6(4) EPC:

a. small and medium-sized enterprises (SMEs);
b. natural persons; or

c. non-profit organisations, universities or public research organisations.
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To declare that the applicant(s) fulfil the conditions of Rule 6(4), select the check box The/Each
applicant hereby declares that he is an entity or a natural person under Rule 6(4) EPC.

To qualify for the fee reduction, all applicants have to fulfil both the above-mentioned conditions
under Rule 6(4) EPC and the following conditions under Article 14(4) EPC:

= Natural applicants must be nationals of an EPC contracting state having an admissible non-
official EPO language or residents in an EPC contracting state having an admissible non-official
EPO language.

» Legal applicants must have their principal place of business in an EPC contracting state having
an admissible non-official EPO language.

» The selected language must be both an official language of the EPC contracting state of at least
one of the applicants and an admissible non-official EPO language (i.e. it must not be English,
French or German).

= Please verify that all applicants, both those already available to the EPO from the international
application and those for whom you indicate changes in the Names tab, fulfil these conditions.
For more details, see Applicants (p. 124) in the Form EP(1001E2K) section.

The reduction in the examination fee (006/006e) is determined by the role(s) selected for the EPO
in the Data sheet (p. 172) section:

= if the EPO is the designated office
= if the EPO is the elected office and the IPEA is not the EPO
= if the EPO is the elected office and the IPEA is the EPO

= if applicants fulfil both the above-mentioned conditions under Rule 6(4) EPC and under Article
14(4) EPC.

Early processing

If applicable, select the check box Early processing of the application pursuant to Article 23(2)
1 40(2) PCT is hereby requested ("early entry into the European phase").

Waiver, Rule 70(2)

If the EPO is not selected as the International Searching Authority (ISA) and if appropriate, select
the check box The applicant waives his right to be asked under Rule 70(2) EPC whether he
wishes to proceed further with the application.

@ This waiver does not apply until after payment of the examination fee; see Fee selection (p.
200).

Waiver, Rules 161(1) or (2) and 162

If applicable, select the check box The applicant waives his right to the communication under
Rules 161(1) or (2) and 162 EPC.
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@ This waiver does not apply until after payment of the claims fees. Account holders
participating in the automatic debiting procedure should pay any claims fees due on entry
into the European phase using another permitted mode of payment; see Payment details (p.

S £PO Online Filing - Euro-PCT(1200E2K) - Samplel 200 o] & =]
File Edit View Tools Windows Help
[L]
=) A @
Euro-PCT(1200E2K) - Draft - Sample1200 Last saved on 08/03/2018

‘ Requests & | Names (&) ‘ States &‘ Biological Material | Documents & ‘ Fees&‘ Annotations ‘ ‘

Entry inte the European Phase f* EPO as designated office
" EPO as elected office

Examination of the application under Artide 94 EPC is hereby requested. The examination fee is being (has been, will be) paid.

™ Request for examination in an admissible non-EPO language

-

Acceleration of procedure (6}

[~ Early processing of the application pursuant to Artide 23(2) [ 40(2) PCT is hereby requested ("early entry into the European phase”). @

[~ The applicant waives his right to be asked under Rule 70(2) EPC whether he wishes to proceed further with the application.
[~ The applicant waives his right to the communication under Rules 161(1) or (2) and 162 EPC.

Figure 217: Information on entry into the European phase

7.1.2 Data sheet
Select the language of the international publication from the drop-down list.
This information is mandatory.

The drop-down list to select the procedural language becomes available. By default, the procedural
language is set according to the selected of the international publication selected:

» the same language if English, German or French is selected
= English if another language is selected.
If required, change the procedural language.

The application form will be created in the language selected. However, this setting has no effect on
the language of the Online Filing graphical user interface.

Enter the number of the previous application under PCT application number.

This information is mandatory.

Enter the PCT publication number and the EP application number where applicable.
Enter the corresponding international filing date.

or

Select the date using the calendar icon.

5
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The international filing date is mandatory and should match the year of the PCT application number.

If the year of filing is different from the year in the PCT application number, a yellow validation icon
is displayed. You can file your application to the EPO nevertheless, but please ensure that the data
you enter is correct.

Select the appropriate International Searching Authority (ISA).
This information is mandatory.

If the EPO is the elected office, select the appropriate International Preliminary Examining
Authority (IPEA).

The default option is IPEA is EPO.

Data sheet
The language of the international publication is: :"
Procedural Language: English
PCT Application Number: PCT/ / ' International Searching Authority (ISA)
|

PCT Publication Number: Wo | | ﬂ
EP Application Number: EP' o
International Filing Date: dd. mim. yyyy & lﬁ {*

& 10 |M4 3@ 9

Figure 218: Information on the data sheet in the Requests tab

7.2 Euro-PCT(1200E2K) — Names

The Names tab of Euro-PCT(1200E2K) is where you can make changes to applicant and
representative details. You can also specify an extra address for correspondence with the first-
named applicant or add a new representative. You are not required to enter any extra data if there
are no changes to either the applicant or the representative.

Additional information about applicant

In the Names tab, click the Add button.

e~

Select Applicant, Legal or Applicant, Natural.

Enter the details for the applicant or use the Copy from Address Book button.

=
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[ EPO Online Filing - Euro-PCT(1200E2K) - Samplel200 [l @ (==
File Edit View Tools Windows Help

B> QU 7P @

Euro-PCT(1200E2K) - Draft - Sample1200 Last saved on 08/03/2018

| Requests & | I'lanm@| States &| Biological Material | Documents & | Fees /i, | Annotations | |

Indications conoerning the applicant(s) are contsined in the international publication or recorded by the Internationzl Bureau after the international publication, Changes which have not yet
been recorded by the Internationz] Burszu are set out heret

4:' % ﬁ ;ﬁ Last name: |Corallos h
Applicants First name: |70s¢ ' Company: |corallos LTD
2 Corallos, José
Representatives Title: Mr A Department: |
Please use appropriate upper and lowercase letters
Country: |F‘T |Portuga| ‘j Telephone: |+32 1456 789
Address: 45 E Calle del Sol Fa: |+32 1456 788
E-mail |t_i@c0rallos.pt
P.0. Box:
: 123456
FrElEiE Nationality: |PT ‘Porb.lgal j
City: Lisboa h
| Residence: |PT ‘Porb.lgal j
Region: |
[ Address for correspondence
-

& 9 |A 3@ 9

Figure 219: Applicant details
Removing names from the form
Select the name to be removed on the left-hand side of the form.

Click the Delete button.

®

Address for correspondence with the applicant

You can specify a separate address for correspondence with the first-named applicant if you have
not added a representative to the form. The country in the address for correspondence must be an
EPC contracting state. The address for correspondence is only valid if the country in the applicant's
main address is also an EPC contracting state.

The Address for correspondence check box is unlocked after the mandatory fields for the first-
named applicant have been completed, i.e. First Name, Last Name (or Company), City and Country.

Select the first-named applicant.
Select the Address for correspondence check box.
Address for correspondence then appears in the list on the left.

Entering the address for correspondence is now mandatory. The red validation icon in the Names
tab notifies you of a validation message to that effect.

If there is no change of applicant and you just want to add a different address for correspondence,
select the check box The applicant has earlier been recorded by the International Bureau.

Click the Add button and select Address.
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Note that the Representatives options have disappeared.

Indications concerning the applicant(s) are contzined in the internationz| publication or recorded by the International Bureau after the international publication, Changes which have not yet
been recorded by the Internationz] Burezu are sat out here:

I%v x F ;ﬁ Last name: |C0rallos

e

Applicant, Legal First name: |JDSé Y Company: |C0rallos LTD
2 Applicant, Natural
Title: Mr - Department: |
. Address k
Please use appropriate upper and lowercase letters
Country: |PT |P0rb.|ga| ‘j Telephone: |+32 1456 789
Address: 45 E Calle del Sal Fan: |+32 1456 738
e-mail |L‘_i@c0rallos.pt
P.O. Box:
: 12458
Feszlaiz Mationality: |PT |P0rb.|ga| j
City: Lisboa q
| Residence: |PT |P0rb.|ga| j
Region: | J
I [v Address for correspondence I
[v¥ The applicant has already been recorded by the International Bureau.

Figure 220: Adding address for correspondence with the applicant

The first applicant's name appears under Address for Correspondence on the left and the data
entry fields become available on the right.

Edit the address information as required.

= The applicant's name cannot be edited in the address for correspondence. The Company field
(legal applicant) and the Last Name and First Name field (natural applicant) are locked.

= If you subsequently modify the first-named applicant's name under Applicants, the name in the
address for correspondence will be updated accordingly.

= If you delete the first-named applicant, the address for correspondence will also be removed
from the form.

Indications concerning the applicant(s) are contzined in the internationz| publication or recorded by the International Bureau after the international publication, Changes which have not yet
been recorded by the Internationz] Burezu are sat out here:

Last Mame: Corallos
4~ 8 &3 !
Applicants First Name: |José
2 Corallos, José
Address for Correspondence Country: |GB |Unihed Kingdam j
2 Corallos, José
Address: 306, Westminster Lane
P.O. Box:
Postal code: G1U M3W
City: |oxford
GB County: |Oxf0rdshire j

Figure 221: Address for correspondence with the applicant

EPO Online Filing 5.14 — User guide 200



Applicant is represented by an employee

If the applicant is a company (legal person) with principal place of business in an EPC contracting
state, it can be represented by an employee. An employee can only be selected as a representative
if no other representative (legal or natural person) has been added to the form.

Select the check box [Company] is represented by the following employee acting pursuant to
Art. 133(3) EPC.

Enter Last Name (mandatory field), First Name (mandatory field) and Title.

The name of this employee will be automatically filled into the Sign Application dialog and cannot
be modified. Only an employee who is authorised by the applicant under Article 133 EPC is entitled
to sign.

Enter the General Authorisation number (where applicable).

Indications concerning the applicant(s) are contzined in the internationz| publication or recorded by the International Bureau after the international publication, Changes which have not yet
been recorded by the Internationz] Burezu are sat out here:

e

Company: Micro York Department: Patents
+ % 03 = | |
Aphcam Country: |GB |Unihed Kingdom j Telephone: |444 1904 660345
Micro York
Address: 38, Fullerton St. Fax: |+44 1904 660480
E-mail |inf0@.‘miu'o-york.co.uk
P.O. Box:
Postal code: 'YO19QM
City: [vork N
Principal place of B "
. United Kingd
GB County: |Y0rkshire j business: | | i ngdom j
[ Address for correspondence
-
I [¥ Micro York is represented by the following employee acting pursuant to Art. 133(3) EPC: I
Last name: |White Y Title: Ms -
First name: |Megan Y General authorisation: |MY2040

Figure 222: Applicant is represented by an employee
Representative

The Representative option is only available if no address for correspondence has been entered and
if the applicant is not being represented by an employee under Article 133(3) EPC. The country of
the representative must be an EPC contracting state.

In the Names tab, click the Add button.

Select Representative, Association, Representative, Legal Practitioner or Representative,
Authorised.

In the Name and Address sub-tab, complete the details or copy the name from the Address Book.
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Indications concerning the applicant(s) are contzined in the internationz| publication or recorded by the International Bureau after the international publication, Changes which have not yet
been recorded by the Internationz] Burezu are sat out here:

4:" % ﬁ ;ﬁ MName and address ]Aumorisaﬁon]

Applicants Company: |IP Partners h
2 Burton, Peter
Representatives Department: |Eur0pean Patents Assocation Mo.: |485
IP Partners
Country: |GB |Unihed Kingdom ‘j Telephone: |+44 1223 3516-0
Address: Cambridge Science Park Fan: |+44 1223 351690
100 Red Lion Square
e-mail |0fﬁce@ip-parmers.co.uk
P.O. Box: 5088
Postal code: CB2 1AB y
City: |Cambridge h

Figure 223: Representative (association) information entered

Authorisation

The Authorisation sub-tab is used to give details relating to the representative.
Select the Authorisation check box.

Select the appropriate option.

(D Related documents can be attached in the Documents tab; see Additional documents (p.

Mame and Address  Authorisation
4~ 8 &5
Applicants
2 Preston, Anthony [ Authorisation
2 Nano Enterprise Ltd., " Anindividual authorisation is attached.
R tati I .
epresentatives (* A general authorisation has been registered under number:

2 Representative, Auth...

Inventors (" A general authorisation has been filed but not vet registered.

Figure 224: Entering details of authorisation for representative

7.3 Euro-PCT(1200E2K) — States

The States tab of Euro-PCT(1200E2K) is where you designate the countries in which you wish to
obtain patent protection.

For the latest list of EPC contracting states, extension states and validation states see the EPO
website at About us > European Patent Organisation > Member states
(http://www.epo.org/about-us/organisation/member-states.html). The EPC contracting states
include all overseas departments and territories.

@ Under the automatic debiting procedure, extension fees and validation fees will be debited
only for the states indicated here, unless the EPO is instructed otherwise before expiry of the
period for payment.
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Designation

You do not have to select the designated states. All the contracting states party to the EPC at the
time of filing of the international patent application and designated in the international application are
deemed to be designated (see Article 79(1) EPC).

el EPO Online Filing - Euro-PCT(1200E2K) - Sample 1200 = =
File Edit View Tools Windows Help

H> oF ©)

Euro-PCT(1200E2K) - Draft - Sample 1200 Last saved on 23/09/2014

‘Requests@‘ MNames ‘Statﬁ&‘ Binlogical Material Documentsw‘Fees&‘ Annotations ‘

Designation | Extension | validation |

All the contracting states party to the EPC at the time of filing of the international patent application and designated in the international application are
deemed to be designated (see Artide 79(1) EPC).

@ 4|4 2@ s

Figure 225: All contracting states designated

Extension
Select the appropriate option.

If required, select individual states.

(D Make sure you also select the extension fees for these states in the Fees tab.

Designation Extension l\-‘alidaﬁon]

This entry into the European phase is deemed to be a request to extend the effects of the European patent application and the European patent
granted in respect of it to all non-contracting states to the EPC designated in the international application with which extension agreements were in
force on the date on which the international application was filed. However, the request is deemed withdrawn if the extension fee is not paid within the
prescribed time limit.

Mote: Under the automatic debiting procedure, extension fees will be debited only for states indicated here, unless the EPO is instructed otherwise
before expiry of the period for payment.

¢+ all states with extension agreements:
" Selected state(s):

[ BA Bosnia and Herzegovina
[ ME Montenegro

Figure 226: Selection of extension states
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Validation

In the Validation sub-tab, select the states with validation agreements to which the patent

application filed should also be extended. Appropriate fees are payable for the selected validation
states.

Click the Validation sub-tab.

Select the required option and, where appropriate, the individual states required.

@ Make sure you also select the validation fees for these states in the Fees tab.

'Designaﬁon] Extension Validation |

This entry into the European phase is deemed to be a request to extend the effects of the European patent application and the European patent granted in
respect of it to all non-contracting states to the EPC designated in the international application with which validation agreements were in force on the date
on which the international application was filed. However, the request is deemed withdrawn if the validation fee is not paid within the prescribed time limit.

Note: Under the automatic debiting procedure, validation fiees will be debited only for states indicated here, unless the EPO is instructed otherwise before
expiry of the period for payment.

™ All states with validation agreements
¥ Selected state(s): 1 selected
[~ KH Cambodia

[+ MA Morocco

[~ MD Republic of Moldova

[~ TN Tunisia

Figure 227: Selecting validation states

If you change the international filing date in the Requests tab, none of the extension states and
validation states will be selected, i.e. the default settings appear and any states previously expressly
selected are lost. If this happens, please click the States tab and select the states again as
appropriate. The yellow validation icon in the States tab notifies you of a warning message to this
effect.

7.4 Euro-PCT(1200E2K) — Priority

In the Priority tab of EP(1001E2K) you can give details of the priorities you wish to claim. You can
declare more than one priority. Translations of priority documents can be attached in the Documents
tab.

The document type "Request for retrieval of priority document via DAS" shall be added as type of
document under the sub-tab Additional Documents and category Other document. The following
should be observed:

= Documents of this type are classified as public.
=  Multiple document types can be attached to the same application.

= The file type shall be named 'F1013.pdf'
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EZ EPO Online Filing - Euro-PCT(1200E2K) - Example =] @ (==
File Edit View Tools Windows Help

H> @ 7 @

Euro-PCT(1200E2K) - Draft - Example Last saved on 24/10/2018

‘Requestsw‘NameSG)‘SuteS& Biological Material | Documents & Fees&‘ Annotations ‘ ‘

Proceedings | Amendments and Translations | Document Overview | Sequence Listings  Additional Documents |

‘Ii:v % Document Type:

Other document Type Name: |
. F1013-1.pdf

+ Request fo...t from DAS

@ oA 3@ 9

Figure 228: Document type in Additional Documents

7.5 Euro-PCT(1200E2K) - Biological Material

The Biological Material tab of Euro-PCT(1200E2K) is where you input details of any biological
material filed and give the name the depositary institution.

The form assumes that the invention relates to and/or uses biological material deposited under
Rule 31 EPC. For the latest version of the EPC see the EPO website at Law & practice > Legal
texts > European Patent Convention (http://www.epo.org/law-practice/legal-texts/epc.html).

Adding biological material details

In the Biological Material tab, click the Add button and select Biology.
In the Deposit details sub-tab, enter the Identification Reference.
Select the Depositary institution from the list.

The Name and Address field data is supplied automatically.

Enter the depositary institution code followed by your individual number in the Accession number
field.

You can add a copy of the acknowledgement of receipt from the depositary institution or a waiver of
the right to an undertaking from the requester pursuant to Rule 33(2) EPC in the Further details
tab.
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E= £PO Online Filing - Euro-PCT(1200E2K) - Sample 1200 = 2
File Edit View Tools Windows Help

H> QP @
Euro-PCT(1200E2K) - Draft - Sample 1200 Last saved on 04.04.2014
Requests ‘ Names (& ‘ States /i ‘ Biological Material | Documents (& ‘ Fees | Annotations
4:" % The invention uses and/for relates to biological material which has been deposited under Rule 31.
Sample 1200 BioD12 Deposit detais | Further detals |
Identification reference: |Samp|e 1200 BioD12
Depositary institution: |COIecd6n Espariola de Cultivos Tipo (CECT) j
Mame and address: Edificio 3 CUE, Parc Cientific: Universitat de Yalencia, Catedratico Agustin

Escardino, 9, 46380 Paterna [Valencia), Spain

Accession number: |CECT-3 345578

[™ The particulars referred to in Rule 31(1)(c) (if not yet known, the deposit institution and the indentification
reference(s)) [number, symbols, etc.] of the depositor) are given in the international publication or in the

translation submitted on

@ oA 2@ 4

Figure 229: Deposit details for biological materials

7.6 Euro-PCT(1200E2K) — Documents

The Documents tab of Euro-PCT(1200E2K) is where you confirm the documents to be used in
proceedings before the EPO. This is also where you can attach amendments, translations, sequence
listings and any additional documents.

Proceedings

In the Proceedings tab, specify which documents are to be used as a basis for proceedings in
addition to the published international application documents.

Select the check box Enclosed amendments under Proceedings if you plan to attach
amendments.

@ You can also file documents with subsequent annotations or highlighted
annotations/amendments to amended technical documents as the document type
Amendments with annotations in the Additional documents (p. 192) tab.

Select the declaration on the priority documents, if appropriate.

The Use of Test reports check box is automatically selected and cannot be edited. Itis only selected
if the options EPO as designated office and IPEA is EPO were selected on the Requests tab.
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[ PO Online Filing - Euro-PCT(1200E2K) - Sample 1200 [E= R

File Edit View Tools Windows Help

L A @

Euro-PCT(1200E2K) - Draft - Sample 1200 Last saved on 06.04.2010

Requests ‘ Namas ‘SGtes@‘ Biological Material ‘Documenlsu‘Feesf‘i\.‘ Annotations ‘

Proceedings ]Amendmenm and Translations ] Document Overview ] Sequence Listings ] Additional Documents ]

Documents to be used in proceedings before the EPO Use of test reports

Proceedings before the EPO as elected Office (PCT II) are to be based on: f the EPO as International Preliminary Examining Autharity has been

upplied with test reports, these may be used as the basis of

The d ts on which the international prelimi inati ti
e documents on whi e international preliminary examination report is proceedings before the EPO.

based, induding any annexes

Declaration

Priority Document(s):

I Itis hereby dedared that the international application as originally filed
is a complete translation of the previous application (Rule 53(3) EPC)

Logged in as Administrator @ 2|4 2@ s

Figure 230: Options for documents in proceedings

7.6.1 Amendments and translations

Add amendments and translations for the international application, translations of amendments,
translations of the priority application or translations of the annexes to the international preliminary

examination report in the Amendments and Translations tab.

Documents containing highlighted annotations/amendments can be attached as Amendments with

annotations in the Additional documents (p. 192) tab.
Click the Add button.

Select the appropriate type of document, e.g. Amendments.

= The option Amendments only appears if Enclosed amendments has been selected in the

Proceedings sub-tab.

= There are various different translation options depending on the data entered in the Request
tab on the role of the EPO (designated or elected office) and on the language of the international

application.

Proceedings Amendments and Translations |Sequence Listings ] Additional Documents |

[

Amendments —

Translation of international application k
Translations of Priority Applications
Translaticns of Annexes to the International Prel. Examination Report

Pre-conversion archive (ZIP}

Figure 231: Selecting document category for amendments and translations
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Navigate to the PDF file location.

Select the file and click Open to attach it.

E= open @
Look in: | , Nano Erterprise j L] EF Ed-
L‘D , Sample 1200 Docs T ECACC _receipt.pdf =
e T Abstract_modification.pdf 2 Grounds reestablishment.pdf =
Recent Places T Additional information sheet.pdf T Instant water abstract.pdf =
! T Assignment documents.pdf T Instant water claims.pdf =
T ATCC receipt.pdf T Instant water description.pdf =
Desktop 2 Authorisation Portland.pdf 2 Instant water drawing.pdf =
— 2 Authorization Nano.pdf 2 Instant water sequence listings.pdf T
_,—:_;J 7 bio_authorisation.pdf 7 Instant water specification.pdf =
Libraries T bio_receipt.pdf T Instant water technical doc.pdf =
8 L T bio_waiver.pdf T Instant water.pdf =
e T Change of representative.pdf T Medical certificate.pdf =
Computer pal el 7| Mano Ltd representative.pdf =
Q’: - desc.pdf | Priodoc DE 123456789, pdf =
A | Description_modification.pdf | Reply.pdf =
Network 7 Drawings amended annotations.pdf T Reply-2.pdf =
“ 1 ¢
File name: |Claims Modification pdf j Open
Files of type: | Portable Document Format ~| Cancel

Figure 232: Find and open a PDF file

Select the check box for the component you added to the amended document, e.g. Amended

claims.

The file is renamed AMSPECEPO-1.pdf. The original file name is displayed for reference. The
number of pages is supplied automatically.
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Repeat the process to attach additional documents, e.g. the translation of the priority application.

[E&] EPO Online Filing - Euro-PCT(1200E2K) - Sample 1200-1 =] i
File Edit View Tools Windows Help
Euro-PCT(1200E2K) - Draft - Sample 1200-1 Last saved on 16.04.2010
Requests@‘ Names ‘ SGtes@‘ Biological Material ‘ Documenlsb‘ Fees&‘ Annotations ‘
Proceedings Amendments and Translations lDocument Overview ] Sequence Listings ] Additional Documents ]
4:' x Original file name: Claims Modification.pdf Number of pages: 4
This pdf file contains:
Amendments
F AMSPECEPO-1.pdf
+ Claims Modification. pdf [~ Amended description From page: to @
Iv Amended daims From page: ! o 7 @
[~ Amended abstract From page: to @
[~ Amended drawings From page: to @
Logged in as Administrator & 2|&A 1@ s

Figure 233: Attaching amended claims

Proceed as follows to attach a PDF file containing multiple components of the international
application's translation:

Click the Add button and select Translation of international application.
Attach the PDF file.
The file is renamed SPECTRANEPO-1.pdf.

Select the check boxes one at a time for the components contained in the file and enter the
appropriate page numbers.
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ﬁ EPC Online Filing - Euro-PCT(1200E2K) - Sample 1200-1

File Edit View Tools Windows Help

H> @F 7

@

Euro-PCT(1200E2K) - Draft - Sample 1200-1

Last saved on 16.04.2010

Requests@‘ Names ‘Stztes@‘ Biological Material ‘Dcu:tments@‘ Fees&‘ Annotations ‘

Proceedings Amendments and Translations |Document Overview I Sequence Listings I Additional Documents I

*v x Original file name:

This pdf file contains:

Translation intern...| application.pdf

Amendments

Number of Pages:

F AMSPECEPO-1.pdf
+ Claims Modification. pdf [V Translation of the description as originally filed
Translation of internation...

From page:

| SPECTRAMEPO-1.pdf
+ Translation international z
v ) ) -
Translations of Priority Ap... [V Translation of the daims as originally filed

T PRIOTRANAPP-1.pdf

From page:

g

[ [3

+ Translation priority. pdf
V¥ Translation of abstract as published

From page:

N
F

[™ Translation of any text in the drawings as originally filed

From page:

(4]

g

8

Logged in as Administrator |

3 [&

1@

5

Figure 234: Amended abstract and translations attached
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7.6.2 Document Overview

Enter the number of pages the individual documents contain in the Document Overview tab. If you
make reference to already-published parts of the international application, but do not attach them,
please make sure that the location and number of pages are also entered for these documents.

This information is needed for the purpose of calculating the correct fee because the EPO charges
an extra fee for each page from the 36th onwards.

The Document Overview tab is organised into four sub-tabs:
1. Overview

2. Description

3. Claims

4. Drawings

The document part options in the various tabs differ depending on the role you selected for the EPO
(designated or elected office) and the language of the international application; see Entry into the
European phase (p. 170).

Overview

In the beginning, a red validation icon appears in the Documents tab if there are no amendments
or translations attached. The validation messages indicate that information on the relevant
documents is mandatory in the Description and Claims tabs.

Irrespective of the other data, the software calculates a single page by default as the minimum page
count.
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E EPO Online Filing - Euro-PCT(1200E2K) - Sample 1200-2 = X

File Edit View Tools Windows Help

L A @

Euro-PCT(1200E2K) - Draft - Sample 1200-2 Last saved on 01.11.2010

Requests ‘ MNames ‘ States ‘ Biological Material I‘ Documenlsw‘lFeesfi\.‘ Annotations ‘

Proceedings ] Amendments and Translations Document Overview lSequence Listings ] Additional Documents ]

Documents intended for proceedings before the EPO (R. 159 (1) (b) EPC) and for calculating the additional fee (Art. 2, item 1a, RFees):
Overview lDescription ] Claims ] Drawings ]
Total number of pages - description: 1]
Total number of pages - daims: + 1]
Total number of pages - drawings: + 1]
default one page - abstract: + il
Total number of pages: il
Logged in as Administrator & 2(A 2@ 3

Figure 235: Overview of documents' pages, one page calculated by default

Description

In this example, you have made reference to an already-published description.
Select the check box International application as published.

Enter the number of pages.

The software automatically calculates the total number of pages — description.
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E= £PO Online Filing - Euro-PCT(1200E2K) - Sample 1200 = 2
File Edit View Tools Windows Help

> P ©)
Euro-PCT(1200E2K) - Draft - Sample 1200 Last saved on 04.04.2014

Requests ‘Names@‘smtesé‘ Biological Material ‘Documents@‘ Fees ‘ Annotations ‘

Proceedings ] Amendments and Translations Document Overview lSequence Listings ] Additional Documents ]

Documents intended for proceedings before the EPO (R. 159 (1) (b) EPC) and for calculating the additional fee (Art. 2, item 1a, RFees):
Overview Description l Claims ] Drawings ]

The description on entry into the European phase comprises the following parts:
Part Pages from...to... Mumber of pages
International application as published |1-10 | 10

™ Translation of international application as published |

|
[” Translation of Art. 34 PCT amendments | |
|

[~ Amendments on entry into the European phase |

Total number of pages - description: 10

@ o4 1@ 3

Figure 236: Information on the description

Claims

The EPO needs the number of patent claims for the purpose of calculating the correct fee. Please
include all claims from both the international application and subsequent amendments.

In this example, you attached a file with amended patent claims in the Amendments and
Translations tab.

Enter the number of claims on entry into the European phase.
Enter the number of claims you intend to pay for (including the first 15 claims).

= This indication is exclusively for the purpose of fee calculation. If you do not intend to pay for
any claims with this application, please enter 0 (zero) in this field.

= |f the number of claims you intend to pay for is lower than the number of claims indicated, a
yellow validation icon will appear in the Documents tab. In this case, please specify the claims
for which you intend to pay by writing a note to the EPO in the Annotations tab.

Select the check box Amendments on entry into the European phase and specify the Pages
from ... to ...

Enter the number of pages.

The software automatically calculates the total number of pages — claims.
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] PO Online Filing - Euro-PCT(1200E2K) - Sample 1200 (=

File Edit View Tools Windows Help

H) QF P @

Euro-PCT(1200E2K) - Draft - Sample 1200 Last saved on 04.04.2014

Requests ‘Names@‘smtesé‘ Biological Material ‘Documents@‘ Fees‘ Annotations ‘

Proceedings ] Amendments and Translations Document Overview lSequenoe Listings ] Additional Documents ]

Documents intended for proceedings before the EPO (R. 159 (1) (b) EPC) and for calculating the additional fee (Art. 2, item 1a, RFees):

Overview ] Description  Claims l Drawings ]

Mumber of daims on entry into the European phase: 20

Mumber of daims you intend to pay for (induding first 15 daims) : 0 &)

The set of daims on entry into the European phase comprises the following parts: Pages from...to... Number of pages

Part

r | |

r | |

r | |
Amendmems on entry into the European phase |11—14 | 4

Total number of pages - daims: <}

@ o4 1@ 3

Figure 237: Information on the claims

Drawings

In this example, you make reference to the drawings in the international application.
Select the check box International application as published.

Use the Pages from ... to ... field to specify the location of the drawings in the international
application.

Enter the number of pages.
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E EPO Online Filing - Euro-PCT(1200E2K) - Sample 1200-2 = X

File Edit View Tools Windows Help

Hb> @0 P @

Euro-PCT(1200E2K) - Draft - Sample 1200-2 Last saved on 01.11.2010

Requests ‘ MNames ‘ States ‘ Biological Material ‘Documents@‘Feesfi\.‘ Annotations ‘

Proceedings ] Amendments and Translations Document Overview lSequence Listings ] Additional Documents ]

Documents intended for proceedings before the EPO (R. 159 (1) (b) EPC) and for calculating the additional fee (Art. 2, item 1a, RFees):
Overview ] Description | Claims ~ Drawings

The drawings on entry into the European phase comprises the following parts:

Part Pages from...to... Mumber of pages

[v¥ International application as published |21-25 | 5

™ Translation of international application as published | |

™ Art. 34 PCT amendments | |

I~ Amendments on entry into the European phase | |

Total number of pages - drawings: 5

Logged in as Administrator @ oA 2|@ 2

Figure 238: Information on drawings in the international application

Total number of pages

Finally, go to the Overview tab and check if all relevant documents are entered with the correct
number of pages.

In this example, the total number of pages to be examined is 20.

ﬁ EPO Online Filing - Euro-PCT(1200E2K) - Sample 1200-2 l = LX)
File Edit View Tools Windows Help

H> QF P @

Euro-PCT(1200E2K) - Draft - Sample 1200-2 Last saved on 01,11.2010

Requests ‘ Mames ‘ States ‘ Biological Material ‘Documenls@‘Fees&‘ Annotations ‘

Proceedings ] Amendments and Translations Document Overview lSequence Listings ] Additional Documents ]

Documents intended for proceedings before the EPO (R. 159 (1) (b) EPC) and for calculating the additional fee (Art. 2, item 1a, RFees):
Overview lDescriph‘on ] Claims ] Drawings ]
Total number of pages - description: 10
Total number of pages - daims: + 4
Total number of pages - drawings: + 5
default one page - abstract: + il
Total number of pages: 20
Logged in as Administrator @ o & 2|@ 2

Figure 239: Calculation of the total number of pages in the Document Overview tab
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7.6.3 Sequence listings

The Sequence Listings tab lets you specify whether or not the international application contains
nucleotide and/or amino acid sequences. If a computer-readable sequence listing file has not yet
been submitted to the EPO, please attach the relevant electronic sequence listing here also.

Sequence listings must always be submitted in computer-readable format in accordance with WIPO
Standard ST.25 or ST.26. On 1 July 2022, WIPO Standard ST.26 will enter into force. For
applications with a filing date on or after 1 July 2022, sequence listings should be filed in ST.26.

Computer-readable sequence listings can be attached as the following text-only file types:
= Nucleotide and Amino Acid Sequence Listing (file type .app or .seq) for ST.25

= ASCII Text (file type .txt) for ST.25

= Archive File Format (file type .zip) for ST.25 and ST.26

= XML File Format (file type .xml) for ST.26

In the Documents tab, click the Sequence Listings sub-tab.

Select the check box for The international application discloses nucleotide and/or amino acid
sequences.

This activates the associated group of tab options for editing.
Reference to an existing sequence listing

The default setting is The sequence listing was filed under Rule 5.2(a) PCT, or furnished to the
EPO as ISA under Rule 13ter.1a) PCT, or it is otherwise available to the EPO, in computer-
readable format complying with the WIPO Standard applicable at the international date of
filing.

If this is selected, there is no need to submit a sequence listing.
The options for attaching files are therefore deactivated.

No error or warning validation icon is on display in the Documents tab.
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E EPO Online Filing - Euro-PCT(1200E2K]) - Sample 1200 - x
File Edit View Tools Windows Help

B> @F 7 @

Euro-PCT(1200E2K) - Draft - Sample 1200 Last saved on 26/05/2022

Requests /M [ Names & I States .&] Biological Material | Documents & 'Fees .ﬁ‘ Annotations }

Proceedings | Amendments and Translations | Document Overview ~Sequence Listings |Addmunal Documents |

¥ Th international application discloses nudeotide andjor amino acd sequences. |

¢ The sequence listing was filed under Rule 5.2(a) PCT, or furnished to the EPO as ISA under Rule 13ter. 1(a) PCT, or is otherwise available to the
EPO, in a computer-readable format complying with the WIPO Standard applicable at the international date of filing.

(" The sequence listing is attached:
'_ S dn F

Figure 240: Reference to the sequence listing already submitted in computer-readable format
Attaching a sequence listing

Select the check box The sequence listing is attached.

This activates the other options for editing.

A red validation icon shows in the Documents tab because, in this case, attaching a document is
mandatory.

Requests /A [ Names @ ’ States &1 Biological Material | Documents (& ||Fees &‘ Annotations
—

Proceedings | Amendments and Translations | Document Overview Sequence Listings IAddib'nnaI Documents |

v The international application disdoses nudeotide and/or amino add sequences.

¢~ The sequence listing was filed under Rule 5.2(a) PCT, or furnished to the EPO as ISA under Rule 13ter. 1(a) PCT, or is otherwise available to the
EPO, ina cnmpjter-readf_b\e format complying with the WIPQ Standard applicable at the international date of filing.

l (¢ The sequence listing is attached:j]
¥ Ina computer-readable format complying with the WIPO Standard applicable at the international date of fiing.
" WIPQ ST.25 file: (¢ WIPO ST. 26 file:

@ XML .zp Choose file... No file selected

Declaration

I~ The sequence listing does not indude matter that goes beyond the content of the application as filed.

Figure 241: Option for attaching a sequence listing selected

Sequence listings in computer-readable format in ST.25

Select the check box In a computer-readable format in accordance with WIPO Standard ST.25.
Click Choose file ...

Select the appropriate file type.

Navigate to the required file and attach it.
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Depending on the file type selected, the file is renamed SEQLTXT.app, SEQLTXT.seq,
SEQLTXT.txt or SEQLTXT.zip.

The caption on the button changes to Detach file.

[ Requests /M [ Names (@) [ States & ‘ Biological Materal | Documents ()'I Fees ﬂ,‘ Annotations ‘

Proceedings | Amendments and Translations | Document Overview ~Sequence Listings | Additional Documents |

[¥ The international application disdoses nudeotide andfor amino acd sequences.

¢~ The sequence listing was filed under Rule 5.2(a) PCT, or furnished to the EPO as ISA under Rule 13ter. 1(a) PCT, or is otherwise available to the
EPO, in a computer-readable format complying with the WIPO Standard applicable at the international date of filing.

(& The sequence listing is attached:
I [¥ In a computer-readable format complying with the WIPO Standard applicable at the international date of ﬁhng.]

(& WIPQ 5T.25 file: " WIPO ST. 26 file:
& [TXT, .APP, .SEQ ol Detach fie [ seanxrams |

Figure 242: Sequence listings in computer-readable ST.25 format attached

Sequence listings in computer-readable format in ST.26

Select the check box In a computer-readable format in accordance with WIPO Standard ST.26.
Click Choose file ...

Select the appropriate file type.

Navigate to the required file and attach it.
Depending on the file type selected, the file is renamed SEQLXML26.xml or SEQLZIP26.zip.

The caption on the button changes to Detach file.

Requests /A [ Names @ ’ States &1 Biological Material Docunmtsbrl Fees ﬁ\.‘ Annotations ‘

Proceedings | Amendments and Translations | Document Overview ~Sequence Listings |Addiﬂcnal Documents |

¥ The international application disdoses nudeotide and/or amino add sequences.

¢~ The sequence listing was filed under Rule 5.2(a) PCT, or furnished to the EPO as ISA under Rule 13ter. 1(a) PCT, or is otherwise available to the
EPO, in a computer-readable format complying with the WIPO Standard applicable at the international date of filing.

{* The sequence listing is attached:
[’7 In a computerreadable format complying with the WIPO Standard applicable at the international date of ﬁhnq.E]

" WIPO ST. 25 file: {+ WIPQ 5T. 26 file:

Figure 243: Sequence listings in computer-readable ST.26 format attached
(D Note that, when selecting to submit a ST.26 sequence listing as ZIP, the provided ZIP file

must contain a single ST.26-compliant XML file. If the attached ZIP package contains none
or multiple XML files, it will be rejected and a validation error message will be displayed
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Declarations

If the sequence listing you attached is identical to the listing from the international application, select
the check box The sequence listing does not include matter that goes beyond the content of
the application as filed.

7.6.4 Additional documents

In the Additional Documents tab, attach all other documents that you want to submit to the EPO:
* Authorisations

= Other documents

= Reply to written opinion

= Search results required under Rule 141(1) EPC

* Amendments with annotations

Authorisations

Click the Add button.

CE

Select Other document.

Navigate to the required PDF file and select it.

Click Open to attach the file.

In the Document Type list select General Authorisation or Specific Authorisation.

The document is renamed GENAUTH-1.pdf and SPECAUTH-1.pdf, respectively.

Proceedings ] Amendments and Translations ] Document Overview ] Sequence Listings  Additional Documents l

4___" % Document Type: |Speciﬁc Authorisation ‘j
General Authorisation
Other document Type Name: ped "
by SPECALITH-1.pdf US certified priority document k
- <other_document>
+ Spedfic Authorisation

Figure 244: Attaching specific authorisation document

Other documents

Click the Add button and select Other document to attach another document.
Navigate to the required PDF file and attach it.

Select the document type <other document> from the list.

The file is renamed OTHER-1.pdf.
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Enter a description of the document in the Type Name field, e.g. Assignment documents.

Proceedings ] Amendments and Translations ] Document Overview ] Sequence Listings  Additional Documents l

4:,' % Document Type: | <other_document = ‘j

Other document Type Name: |Assignment documents|
£ SPECAUTH-1.pdf
* Spedific Authorisation

£ OTHER-1.pdf

Assignment documents

Figure 245: Attaching a document for the change of representative as <other_document>
Replies

Provided it was chosen to act as the IPEA in the EP phase, the EPO considers all amendments filed
as a substantive reply to the written opinion on the international preliminary examination report
(IPER).

If the EPO was chosen as the designated office upon entry into the EP phase, the amendments filed
under Article 19 PCT are considered a substantive reply to the written opinion of the International
Searching Authority (ISA).

If you have drafted your own written reply, you can attach it as an additional document.
Click the Add button.

e~

Select Reply to written opinion/IPER.

Navigate to the required file and select it.

Click Open to attach the file.

The file is renamed REPLYWO-1.pdf.

Proceedings ] Amendments and Translations ] Document Overview ] Sequence Listings  Additional Documents

4:" % Original file name: Number of Pages: 2
This file contains:
Other document
T SPECAUTH-1.pdf Reply to written opinion/IPER

+ Specific Authorisation
£ OTHER-1.pdf

Assignment documents

Reply to written opinion/IL...
T REPLYWO-1.pdf

Figure 246: The reply to the written opinion on the international preliminary examination report (IPER) is attached
Search results

Under Rule 141(1) EPC applicants claiming a priority must on entry into the European phase file a
copy of the search results drawn up by the office of first filing if these results are not already available
to the EPO.

Click the Add button.
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SE~

Select Search results required under Rule 141(1) EPC.
Navigate to the required file and select it.

Click Open to attach the file.

The file is renamed to PRSR-1.pdf.

Proceedings ] Amendments and Translations ] Document Overview ] Sequence Listings  Additional Documents

4:" % Original file name: Number of Pages: 4
This file contains:
Other document
T SPECAUTH-1.pdf Search results required under Rule 141(1) EPC

* Spedific Authorisation
£ OTHER-1.pdf
Assignment documents
Reply to written opinion/IL...
. REPLYWO-1.pdf
Search results required u...
£ PRSR-1.pdf

Figure 247: Adding search results from the office of first filing
Amendments with annotations

Use this document category to file documents with subsequent annotations or highlighted
annotations/amendments to amended technical documents:

=  Amended claims with annotations
= Amended description with annotations

= Amended drawings with annotations

@ Documents with handwritten amendments are no longer accepted (for exceptions to this rule
see the EPO Official Journal 2013, 603-604)
(http://archive.epo.org/epo/pubs/oj013/12_13/12_6033.pdf).

Click the Add button.

CI

Select Amendments with annotations.

Navigate to the required file and select it, e.g. the amended drawings with annotations.
Click Open to attach the file.

Select the document type Amended drawings with annotations from the list.

The file is renamed DRAW-HWA . pdf.
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Proceedings ] Amendments and Translations | Document Overview ] Sequence Listings  Additional Documents l

4:" w Document Type: |Amended drawings with annotations ‘j
Amended daims with annotations
Other document Amended description with annotations
£ SPECAUTH-1.pdf Amended drawings with annotations

+ Spedfic Authorisation
£ OTHER-1.pdf
+ Assignment documents
Reply to written opinion/IL...
. REPLYWO-1.pdf
Search results required u...
£ PRSR-1.pdf
Amendments with annota...
. DRAW-HWA.pdf
+ Amended dr...notations

Figure 248: Amended document with annotations attached

7.6.5 Pre-conversion archive

The pre-conversion archive option allows you to add your original documents, before converting
them into PDF files, as a compressed ZIP archive file. This may be helpful if you wish to provide the
EPO with your original documents in colour. The documents contained in the ZIP file will not be
publicly available nor will they be an integral part of the visible internal procedural file, but they can
be accessed for reference, e.g. in the event of quality issues.

@ The EPO does not recognise documents as legally binding if they are exclusively filed as part
of a ZIP archive. To be accepted as legally binding filings, the official patent documents must
always be attached as PDF, ST.25 or ST.26 files under the correct document type.
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Attaching pre-conversion archive

In the Documents tab under the Amendments and Translations sub-tab, click the Add button.
b~

Select the option Pre-conversion archive.

Navigate to your ZIP file and select it.

Click Open to attach the file.

The file is renamed OLF-ARCHIVE.zip.

The names of the original files from the attached pre-conversion archive are listed on the right.

Proceedings Amendments and Translations lDocument Overview ] Sequence Listings ] Additional Documents ]

4:" % Original file name: Sample 1200 Docs.zip
This zip file contains:
Amendments
£ AMSPECEPO-1.pdf
+ Translation modified abstr » amended_abstract.doc

. AMSPECEPO-2.pdf
+ Claims Modification.pdf
Translations of Priority Ap... » drawing_spanish. tif
-',"_-. PRIOTRAMAPP-1.pdf » drawing_translation. tif
+ Translation priority.pdf

» amended_daims.doc

s search_report.doc
Pre-conversion archive (Z...

@ OLF-ARCHIVE. Zip » translation_international _priority.doc

+ Sample 1200 Docs.zip

Figure 249: Pre-conversion archive containing original documents attached
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7.6.6 Previewing attached documents
You can view the list of all attached documents in the form preview.

Click the Preview button in the toolbar.

£

The application is displayed in the PDF Viewer. The enclosed documents are listed with their original
file names in Section 12 of the form (epf1200.pdf).

All files are listed with their system names on the PDF Viewer's left pane.

Click the name of a document in the list to the left to display it in the PDF Viewer.

= PDF Viewer =T
AMSPECEPO-1_pdf r i - - Al F
; . - ) - s ) - =]
(Claims Modification.p Eﬁ H dﬁ;-] @ 4 'J‘% > e 87 & & |664% = |
Epp“C E.tiDI"I.—dey.XI'TI| intemational application is fied. However, the extension only takes effect if the -
(application-body.xml) prescribed extension fee is paid. _ )
CLM S—HWA.pdf it is cusmently intended to pay the extension fee for the following states:
(CLMS-HWA pdf) MNote: Under the automatic debiting procedure, extension fees will only be debited
for states indicated here, unless the EPO is instructed otherwise before expiry of the
ep-euro-pct.xml h
ep-euro-pctxml 12, List of enclosed documents
epf1200_pdf Descrigtion of document Criginal fie name ‘Assigned fie rame
epf1200. 1 |combined Amendments Claimz Medificaton.adf AMSPECEPO-1.pf
= es;metint ;}‘g{- 2 [Combined Translations: Translation intemational sopiicaticn. pdf SPECTRANEPC-1.pdf
(feesheet-int pdf) 3 [Tranzlation of the priorief applicationz) Tranzisticn peicitf pof PRICTRANAPP-1 pdf
= 4 |The z2quance listing 2= pan cithe equence_listings.2pp SEQLTAT.2pp
OTHER-1_pdf descripion i axached: In
(OTHER-1.pdf) comauter-radable fomnat in accerdance
package-data_xml _|with WIPO Stancard25__ _
(package-data.xml) G |Fieplf to written opinion/IPER . Fizpif.paf REPLYWO-1.0df
H pkgheader.xml 6 |Search recultz required under Rule 141(1) Saarch recuits.pdf PRSR-1.pdf
- EPC
(pkgheader.xml) 7 |Snectc Authorizatan Authorzstion Nano pf SPECALTH1 pat
PRSR-1.pdf 5 |Amended claims with annotations Tranzlason claims.pdf CLMSHWA paf
(PRSR-1.pdf) 9 [Azsigrment document= Assignment documents.pdf OTHER-1.p4¢
REPLYWO-1.pdf T TTEEE BT PN e SEEENET =
(REPLYWO-1.pdf) 14. Any refunds should be made to the following EPO deposit account: ]
SPECAUTH-1. pdf 15. Fees
(SPECAUTH-1.pdf) 16. tafi -
PRIOTRANAPP-1_pdf 17. Signature(s) of applicant(s) or representative
(Translation priority. pdff
SEQLTXT.app
(sequence_listings.ap
SPECTRANEPO-1.pdf Sample 1200
(Translation internation
v
Cancel

Figure 250: Attachments in the PDF viewer
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The number of claims and information on documents intended for proceedings before the EPO are
provided in section 6 of the PDF form. If a copy of the search results has been attached, this is
indicated in section 6.3.

The various translations attached are listed in section 7.

EZ POF viewer

AMSPECEPO-1.pdf
(Claims Modification.pt
application-body.xml
(application-body.xml)
CLMS-HWA pdf
(CLMS-HWA pdf)
ep-euro-pct.xml
ep-eura-pct.xml
epf1200.pdf
2pf1200.pdf)
feesheetint. pdf
(feesheetint. pdf)
OTHER-1. pdf
(OTHER-1.pdf)
package-data.xml
(package-data.xml)

6. Documents intended for proceedings before the EPO

Number of claims on entry into the European phase:
6.1 Proceedings before the EPO as designated Office (PCT 1) are to be based on
the following documents:

the application documents published by the International Bureau (with all claims,
description and drawings), where applicable with amended claims under Art. 19
PCT

unless replaced by the amendments attached.

Where necessary, further details shouid be attached as 'Other documents”

&.2 Proceedings before the EPO as elected Office (PCT Il are to be based on the
following documents:

the documents on which the international preliminary examination report is based,

including any annexes
unless replaced by the amendments attached.
Where necessary, further details should be attached as 'Other documents”

If the EPQ as Intemnational Preliminary Examining Authority has been supplied
with test reports, these may be used as the basis of proceedings before the EPO.

pl-cgheader.xml 6.3 A copy of the results of the search carried ocut by the authority with which the
(pkgheader.xml} previous application(s) whose priority is claimed was (were) filed is attached (R.
: PRSR-1_pdf 141(1) EFC).
(PRSR—1 pdf} 6.4 The applicant waives his right to the communication under Rules 1681(1) or (2)
REPLYWO-1.pdf
. lranslations

(REPLYWO-1._pdf)
SPECAUTH-1.pdf
(SPECAUTH-1.pdf)
PRICTRANAPP-1. pdf
(Translation priority. pdf
SEQLTXT.app
(sequence_listings.apg
SPECTRAMEPO-1.pdf
(Translation internation

Translations in one of the official languages of the EFO (English, French, German)
are attached as crossed below:

* In proceedings before the EPO as designated or elected Office (PCT | + 1l).

7.1 Translation of the international application (description, claims, any text in the
drawings) as originally filed, of the abstract as published and of any indication
under Rule 13bis.3 and 13bis.4 PCT regarding biological material

7.2 Translation of the priority application(s) (to be filed only at the EPO's request,
Rule 53(3) EPC)

7.3 Itis hereby declared that the international application as originally filed is a
complete translation of the previous application (Rule 53(3) EPC)

* In addition, in proceedings before the EPO as designated Office (PCT I)

7.4 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
(see Section 6)

* In addition, in proceedings before the EPO as elected Office (PCT 1)
7.5 Translation of any annexes to the international preliminary examination report

18

oo

U OH K H|IK HKE KO

L]

m

&. Biclogical material b
210 x 297 mm 4« | 1] r

Cancel

Figure 251: Number of claims and information on the use of documents in the PDF preview of Form Euro-PCT(1200E)

7.7 Euro-PCT(1200E2K) — Fee Payment

In the Fees tab you can select the fees associated with your application and indicate how you wish
to pay them. All fees must be paid in euros.

The fees displayed in the Fees tab reflect the fee schedules located in File Manager > Tools > Fee
Management.

Make use of the Live Update function in Online Filing to ensure that your fee schedule is always up
to date. You will find the most recent fee schedule on the EPO website at Applying for a patent >
Online services, following the link Interactive schedule of fees
(http://www.epoline.org/portal/portal/default/epoline.Scheduleoffees).
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For more information on EPO deposit accounts and the automatic debiting procedure, please refer
to the Official Journal:

= Arrangements for deposit accounts (ADA) Supplementary publication 3/2015, p. 8-16
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p8.html)

= Notice from the European Patent Office dated 12 February 2015 concerning revision of the
Arrangements for deposit accounts (ADA) and their annexes Supplementary publication 3/2015,
p. 2-7 (http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p2.html)

= Decision of the President of the European Patent Office dated 29 September 2016 revising
points 5.3 and 7 of the Arrangements for deposit accounts (ADA) OJ EPO 2016, A83
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/10/a83.html)

Online fee payment

The EPO offers a quick and secure online fee payment service designed for holders of EPO deposit
accounts. For more information, go to the EPO website and navigate to Applying for a patent >
Online services > Online fee payment (http://www.epo.org/applying/online-services/fee-
payment.html).

7.71 Payment details

In the Payment details sub-tab you can specify the mode of payment and provide details of the
account number and account holder.

You have to select a mode of payment before you can pay any fees, even if you have selected one
or more fees in the Fee selection tab.

= Automatic debit order

If you select this option the check boxes in the Fee selection sub-tab are automatically deactivated
and the total amount of the fees is shown as EUR 0.00. The EPO will calculate the amount of the
fees payable using the information you provided and will debit this amount direct from your account.
With this option you cannot select the fees yourself in the form.

= Debit from deposit account

If you choose this mode of payment, the relevant fees will be debited directly from your EPO deposit
account. If you issue a debit order during normal working hours (08.00-18.00 hrs), you can usually
view it under pending orders within about 30 minutes. The actual deduction from your account will
appear 5 to 6 days later.

= Bank transfer

All payments in EUR must be transferred to the EPO's bank account with the Commerzbank AG in
Munich, Germany. The IBAN and BIC codes of the EPO's bank account are supplied automatically
when you select the Commerzbank from the drop-down list.
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= Credit card

All payments by credit card must be made via the dedicated EPO fee payment service on the EPO
website at Applying for a patent > Online services > Paying fees online > Pay by credit card
(https://epo.org/fee-payment-service/en/login).

Choosing this mode of payment in the Payment details sub-tab is considered merely an indication
of how you intend to pay.

= Not specified

Choose this option if you do not intend to pay fees with this form or if you are not sure how you will
be paying your fees.

The grey validation icon in the Fees tab indicates that the mode of payment is required, but may be
specified later.

Debit from deposit account

Select Debit from deposit account as Mode of payment.

Enter the deposit account number.

EPO deposit account numbers are made up of eight digits, starting with 28.

You are not required to enter 28 as the leading digits of the deposit account number, since these are
automatically supplied by the software. Just enter the six remaining digits. If the deposit account
number is not entered correctly, e.g. you enter more than six digits, you will see a red validation icon
in the Fees tab. The corresponding validation message tells you to verify the deposit account
number. The same rule applies to the deposit account number for reimbursement.

Enter the name of the account holder.

If you wish to have the fees debited from your account later than the submission date of your entry
into the European phase, enter the date in the Deferred execution date field.

Hover your mouse pointer over the symbol @ to the right of the Deferred execution date field to
see the Important information:

This functionality allows you to indicate explicitly that your payment order is to be executed at a later
date than the submission date.

In this case, the payment date will be deemed to be the deferred execution date, provided that you
have sufficient funds on your deposit account on that date.

Please choose the deferred execution date option only if the fees are to be debited on a future date,
as otherwise the default execution date is the date of receipt.

The deferred execution date can be a maximum of 40 days in the future.

Please ensure that the deferred execution date lies within the time limit set for paying the selected
fees.
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Please note that any debit orders (standard or deferred execution) can only be revoked until 00.00
hrs CET on the date of submission (Arrangements for deposit accounts, 7).

E= £PO Online Filing - Euro-PCT(1200E2K) - Sample 1200 = 2
File Edit View Tools Windows Help
[L]
b K @
Euro-PCT(1200E2K) - Draft - Sample 1200 Last saved on 04.04.2014

Requests ‘Names@‘smtesé‘ Biological Material Documents@‘Fees&‘ Annotations ‘

Payment Details IFEE selection ]

Mode of payment: |Debit from deposit account j Currency: EUR

The European Patent Office is hereby authorised, to debit from the following deposit account with the EPO any fees and costs indicated in the fee selection:

e

Deposit account number: |ZB 123456
Account holder: |Nan0 Enterprise Ltd.
Deferred execution date (optional) dd.mm.yyyy & @

Figure 252: Payment details entered
Further options
The Payment details sub-tab offers some additional options at the bottom of the screen.

If you wish the EPO to make any reimbursements to a deposit account with the EPO, select the
corresponding check box.

This information applies to all selected modes of payment. If you selected automatic debit order or
debit from deposit account, you are only required to enter an account number here if that number
is different from the account number used for payment.

Enter the EPO deposit account number and supply the account holder's name.

If you need additional copies of the documents cited in the European search report, select the
corresponding check box and enter the number of copies required.

This check box is only available if the EPO was not selected as the International Searching Authority
(ISA) in the Requests tab.

Iv¥ Only required if different from above - Reimbursement, if any, to be made to deposit account with the EPO: 23203040__

Account holder:  |Nano Enterprise Ltd.

Iv¥ Additional copies of the documents cited in the supplementary European search report are requested. k4

Figure 253: Other options for fee payment in Form Euro-PCT(1200E2K)

The validation message (yellow icon) informs you that the corresponding fee 055 should also be
selected. You should therefore select the check box for fee 055 in the Fee selection sub-tab (it is
not selected by default).
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7.7.2 Fee selection

Frequently paid fees are automatically selected and calculated by the software.

The number of claims for calculating the claims fee for the 16th to the 50th claim (015), for
example, and the total number of pages used as the basis for calculating the additional filing fee
for the 36th and each subsequent page (520) are provided in the Document Overview (p. 184)

tab.

Other fees such as extension fees or the fee for additional copies of the search report (055) become

applicable based on the selections you make in the form.

The validation messages indicate which fees are to be paid.

ﬁ Validation Messages/Fee Payment l&]
w i Severity 2: 3 warning(s)

* Additional copies of cited documents are requested, but the corresponding fee 055 is not
selected.

* Fee selection: The renewal fee for the third year (033) may not be paid any earlier than three
months before it is due (see Rule 51(1) EPC and Rule 159 (1)(g) EPC).

* An extension state is selected and the corresponding extension fee is not selected.

Figure 254: Validation messages with information on the fees to be paid
Select the check boxes of the fees to be paid.
The relevant quantity is already entered.

The amount to pay is automatically calculated.

The check boxes for fees not applicable in this application are locked.

Payment Details Fee selection l

Show: |AII Fees j |Code j | £
| Fee Code’ | Description | Amount EUR | Reduction | Quantity | Amount to Pay EUR | -
006 Examination fee - For applications filed 1620,00 30% 1 1134,00
onfafter 01.07.2005
O 013 Fee for re-establishment, reinstatement, 635,00 = 1 0,00
restoration (EPC, PCT)
ks 015 Claims fee for 16th up to 50th daim 235,00 - 5 1175,00
ks 015e Claims fee - For the 51st and each subsequent 580,00 - 1] 0,00
daim
020 Filing fee - entry EP phase - online 120,00 - 1 120,00
Oa 022 Registering of transfer 100,00 - 1 0,00
Oa 033 Renewal fee for the 3rd year 455,00 - 1 0,00
| 034 Renewal fee for the 4th year 580,00 - 1 0,00
Add. copy of docs dted in search report 3

[ Edit fee amounts {no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2014 Totak:

(10 Fees) EUR 3 518,00

Figure 255: Selecting fees for payment
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Filtering the fees displayed

You can filter the list of fees by selecting one of the options in the Show list:
= Allfees

= Selected fees only: all fees selected for the current application.

The claims fees, 015 and 015e, are selected by default and always locked. The quantity for both
fees is determined by the Number of claims you intend to pay for (including first 15 claims) field
in the Documents tab and cannot be edited in the Fee selection sub-tab.

Changing the fee quantity

The value in the Quantity column can only be edited for the following fees:

= 002 - Fee for (supplementary) European search for applications filed on/after 01.07.2005
= 002e — Fee for (supplementary) European search for applications filed before 01.07.2005
= (055 — Add. copy of docs cited in search report

= 121 — Fee for further processing (late performance as of acts R. 71(3))

= 122 — Fee for further processing (non-fee-related cases)

= 123 — Fee for further processing (late payment of a fee — 50% of the relevant fee)

= 400 — Surcharge for extension fees

= 520 — Additional filing fee for the 36th and each subsequent page — entry into EP phase
Editing fee amounts

If you wish to edit a fee amount or apply a specific reduction, you have to select the Edit fee amounts
check box. If you do so, please note that there will be no automatic fee correction for this application.
Depending on your selected mode of payment, the total amount shown will be debited from your
deposit account or is payable by bank transfer.

Select the Edit fee amounts check box.

This activates the Amount EUR and Reduction fields for editing.
Select the fee you wish to edit.

Click in the field to be edited, in our example Reduction.

Enter the new value.
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Payment Details Fee selection

Show: ISeIeched fees only LI ICode LI I Pl |
I Fee Code’ I Description I Amount EUR I Reduction I Quantity I Amount to Pay EUR I -

002 Fee for a European search - Applications filed 128500 1100€ 1 185,00
onfafter 01.07.2005

005e Designation fee - For all contracting States 580,00 50| 1 580,00
designated for applications filed on/after I
01.04.2009

006 Examination fee - For applications filed 1620,00 30% 1 1134,00
onfafter 01.07.2005

ks 015 Claims fee for 16th up to 50th daim 235,00 none 5 1175,00

ks 015e Claims fee - For the 51st and each subsequent 580,00 none 1] 0,00
daim

020 Filing fee - entry EP phase - online 120,00 none 1 120,00

055 Add. copy of docs dted in search report 40,00 none 3 120,00 ,

I ¥ Edit fee amounts (no automatic fee correction will be done by the office) I

Fee schedule for EUR valid as of: 01.04.2014 Totak (10 Fees) EUR 3 518,00

Figure 256: Editing a fee after selecting the option to edit fee amounts
Click anywhere in the form.

The value in the Amount to pay EUR column and the total amount of the fees will be automatically
recalculated.

Payment Details Fee selection |

Show: ISeIeched fees only LI ICode LI I Pl |
I Fee Code’ I Description I Amount EUR I Reduction I Quantity I Amount to Pay EUR I -
002 Fee for a European search - Applications filed 128500 1100€ 1 185,00
onfafter 01.07.2005

Designation fee - For all contracting States
designated for applications filed on/after

01.04.2009

006 Examination fee - For applications filed 1620,00 30% 1 1134,00
onfafter 01.07.2005

ks 015 Claims fee for 16th up to 50th daim 235,00 none 5 1175,00

ks 015e Claims fee - For the 51st and each subsequent 580,00 none 1] 0,00
daim

020 Filing fee - entry EP phase - online 120,00 none 1 120,00

055 Add. copy of docs dted in search report 40,00 none 3 120,00 ,

¥ Edit fee amounts (no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2014 Totak (10 Fees) EUR 3 228,00

Figure 257: Amount to pay and total amount of the fees updated after editing

If you want to undo changes to the fee amounts, you can restore the values from the fee table in
Online Filing.

Clear the Edit fee amounts check box.

The original values for all fees are restored in the form.
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7.8 Euro-PCT(1200E2K) — Annotations
In the Annotations tab you can enter notes to be transmitted to the EPO.
Creating notes for the EPO

Click the Add button and select New Note.

| —
—

Enter the relevant information in the Author, Subject and Note fields.

[E& EPO Online Filing - Euro-PCT(1200E2K) - Sample 1200-2 = S|
File Edit View Tools Windows Help
Euro-PCT(1200E2K) - Draft - Sample 1200-2 Last saved on 09.08.2013
Requests ‘ Names ‘ States /y ‘ Biological Material ‘ Documents ‘ Fees ‘ Annotations
q;,, x Author: |Chrish'na Portiand
Claims to be paid for Subject: |Claims to be paid for
ch...
Mote: Az indicated under Documents it is intended to pay for 17 claims. -
There are 20 claims in total of which the following claims are excluded from payment:
16,17 and 18.
Logged in as Administrator & 0|4 3@ 1

Figure 258: Adding a new note for the EPO

To add notes that are not intended for the EPO, use the Internal notes (p. 42) function on the form's
toolbar.

Y
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7.9 Reusing previous data for filing with Euro-PCT(1200E2K)

You can use an application already sent with the PCT/RO/101 form to create a new application with
the Euro-PCT(1200E2K) form for entry into the regional phase.

Open File Manager and select the folder where the sent application is saved.
Click the Sent status button.

Select the required application — the PCT application number is displayed in the App.number
column.

Right-click to select the option Reuse data for a subsequent filing.

E File Manager PCT Sample =HECN X
File Edit View Workflow Tools Help
%R AL ©)
Default Folder - Sent - PCT - PCT Sample B items available
w Al Appliations ‘ All ‘ Diraft ‘ Feady to Sign ‘ Ready to Send ‘ Sent |Last saved j | P
31 Default Folder
B ML Import Sent ...~ | Reference . -
B Formes L LT/ E6
04.06.2012 Sample 1001 Request for grant of a E Open application 0.6
[P Templates patert (EPC 2000] =
mv Trash IReuse data for a subsequent filing I
3.05.2M2 Sample 1038 Subzequently filed docu % 0.2
21102011 1001 Test  Fequestfotaant of & E Rlcsiioliokisy
patent (EPC2000)
Delete
21102071 1038 Test  Subzeguently filed docUrere T T, D
13.10.2011  Sample PCT PCT/ROA0T request PCT PCT/EP2011/090355 -
Form PCT
1D: 91
Title:
Status: Sent
Meszages: o M @
Last saved: Adminiztrator, 04.06.2012
Applicant: MAMNO ENTERPRISE LTD.
Attachments: igw...
Internal Notes:

Logged in az Administrator Items selected: 1

Figure 259: Creating a new application for entry into the European phase (Euro-PCT(1200E2K) form) using a PCT
application already sent

The Create a New Application window opens. Enter a new user reference of your choice or use
the existing one. The Euro-PCT(1200E2K) form then opens with the following data from the PCT
application previously sent:

= PCT application number and international application date

= Designated office and international searching authority (ISA)
= Name of the first applicant

= Name of the first representative

= Language of filing of the international application

Make your amendments or enter new data and save the application. Once the application has been
successfully sent, it appears in File Manager with the same PCT application number.
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8. EP(1038E)

Form EP(1038E) is used for submitting documents filed subsequently in the European patent
procedure, namely:

= all subsequently filed documents (except within the opposition procedure, when you should use
Form EP(Oppo) (p. 237))

= appeals and/or subsequently filed documents in appeal proceedings; see Filing appeal
documents (p. 222)

= US certified priority documents (other priority documents cannot be filed online)
= non-public documents; see Filing non-public documents (p. 221).
You can also use Form EP(1038E) to:

= create a subsequent submission based on an EP(1001E2K) application sent via Online Filing;
see Reusing previous data for filing with EP(1038E) (p. 235)

= pay afee and submit payment information

= file a request for accelerated search or accelerated examination under the PACE programme
(non-public submission)

= submit an enquiry as to the processing of the file (public submission)

= supply further information to the EPO in the form of an annotation.

Minimum requirements for subsequent filing with Form EP(1038E)

When filing with Form EP(1038E), at least one of the following actions must be performed:
= attach a document

= create a request or enquiry

= indicate a payment

= write an annotation.

Data input in Form EP(1038E)

Form EP(1038E) is organised into five tabs. It is recommended to decide on the general type of the
submission first, i.e. public or non-public, and then proceed with attaching corresponding documents
and selecting fees.

@ When filing a non-public submission with Form EP(1038E), you may only select non-public
fees, i.e. fee code 029.
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Tab What you can do

Application No Enter the EP application number to which this subsequently filed data
belongs.

Names Enter details on applicant or representative.

Requests Create a request for accelerated search or accelerated examination,
or create an enquiry as to the processing of the file.

Documents Attach the subsequently filed documents.

Fees Enter the mode of payment, select a fee schedule and select fees.

Annotations Supply additional information for the EPO.

Mandatory fields

A red triangle in the upper right-hand corner of a field indicates mandatory information. You must
either manually fill out this field or select one of the options provided. If mandatory fields are not
completed, the corresponding tab will show a red validation icon. Consult the validation messages
for more information.

‘ Application No & ‘ Names@‘ Requests ‘ Documentsw‘ Fee Pavmentw‘ Annotations ‘ ‘

Deposit account number: |ZB N

Figure 260: The Deposit account number is a mandatory field in the Fees tab and is marked with a red triangle

Elements in Form EP(1038E)

Menu Bar Toolbar Location Indicator Bar Navigation Bar

= EPO Online Filing - EP(103$E) - Sample 1038 - o
File Edit View | Tools Windagws Help

E *Ar @

EP(1038E) - Draft - Sample 1038 Last saved on 19/05/2016

T
‘ Application I'low‘ Names @‘ Requests ‘ Documents & ‘ Fees ‘ Annotations ‘

EP Application number: |EP . '

@ 2[4 o[@ 1

Details Area Status Bar

Figure 261: Form EP(1038E) — Overview
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Element Description

Menu Bar Provides all options needed to edit, save, import and export
drafts, set the display and change the status, as well as other
tools.

Toolbar Provides shortcuts to the most frequently used tasks and
tools.

Location Indicator Bar | Shows the selected procedure, the current status and the user
reference for the open draft.

Navigation Bar Displays tabs corresponding to the sections of the form. These
tabs can contain sub-tabs, which are a sub-division of the
main tab sections within the form.

Details Area Displays data entry fields appropriate to the selected tab.
Status Bar Displays information about the current activity. Shows the total
number of validation messages for the open draft.

8.1 EP(1038E) — Application Number
The Application No tab of EP(1038E) is where you enter the EP application number.
The red validation icon in the tab indicates that this information is mandatory.

Enter your EP application number in the field provided.

EP Application number: |[EP11500400.4 Y

Figure 262: Sample EP application number

An EP application number is made up of 8 digits and 1 check digit. A check digit contains an algorithm
that verifies the other numbers entered and prevents you from entering invalid application numbers.
Once a correct application number has been entered, the validation icon in the tab will disappear.

8.2 EP(1038E) — Names

The Names tab of EP(1038E) is where you add details for an applicant or a representative. You can
add exactly one name to the form.

Adding a name
In the Names tab, click the Add button.

Select a role, e.g. Applicant, Legal.
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| e S

== Applicant, Legal

2 Appi s
L2 Applicant, Natural
Representative, Association
Representative, Authorised

-
2 Representative, Legal Practitioner

Figure 263: Adding a name

Enter name and address or copy an entry from the Address Book.
Once a role has been selected, the Add button becomes unavailable

Applicant is represented by an employee

If the applicant is a company (legal person) with principal place of business in an EPC contracting
state, it can be represented by an employee.

Where applicable, select the check box [Company] is represented by the following employee
acting pursuant to Art. 133(3) EPC.

Enter Last Name (mandatory field), First Name (mandatory field) and Title.

The name of this employee will be automatically filled into the Sign Application dialog and cannot
be modified. Only an employee who is authorised by the applicant under Article 133 EPC is entitled
to sign.

Enter the General Authorisation number (where applicable).

= EPO Online Filing - EP(1038E) - 1038-01 = =
File Edit View Tools Windows Help

H> QP * @
EP(1038E) - Draft - 1038-01 Last saved on 19/09/2016

‘ Application No ‘ Names ‘ Requests ‘Documentsw‘ Fees‘ Annotations ‘ ‘

Il Company: MNano Enterprise Ltd, h
+-|% 85 |
Applicants Department: |Nan0techn0|ogy
Nano Enterprise Ltd. ~
Country: |GB |Unihed Kingdom j
Telephone: |+44 20 7123 4567
Address: 123 City Street
Fax: |+44 20 7123 4568
E-mail: |inf0@nano-enherprise.co.uk
P.0. Box 5623
Postal code: W1A 2BC
City: |L0nd0n h
Principal pl f ;
GB County: |Greaher London - b[.:giﬂ:s!j e 0 |GB |Un|hed Kingdom j

I [¥ Mano Enterprise Ltd. is represented by the following employee acting pursuant to Art. 133(3) EPC: I

Last name: |Baker N General Authorisation:  [14-4557
First name: |Jeremy b
Title: Mr -

@ o4 o[@ 1

Figure 264: Applicant's details filled in
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Removing names from the form

Select the name to be removed on the left-hand side of the form.

Click the Delete button.

®

8.3 EP(1038E) — Requests

The Requests tab of Form EP(1038E) allows you to either create a specific request under the
programme for accelerated prosecution of European patent applications (PACE) or submit an
enquiry as to the processing to the file as a request.

The PACE request (Form 1005) is a non-public submission, whereas the enquiry as to the
processing of the file (Form 1012) is a public submission. Public and non-public submissions must
be filed separately; see Filing non-public documents (p. 221). Creating a public or non-public request
is not allowed in the appeal procedure; see Filing appeal documents (p. 222).

You can file a submission either by creating a PACE request or an enquiry as to processing of the
file — not both — in the Requests tab, or, alternatively, by attaching one of the two forms as a PDF
file in the Documents tab; see Document types for EP(1038E) by category (p. 213).

You can choose one of these four options as appropriate:

PACE request (Form 1005)

Enquiry as to the processing of the file
(Form 1012)

1.

In the Requests tab, select either Accelerated
search or Accelerated examination (only one
PACE request can be made per submission with
Form EP(1038E)).

Online Filing creates the electronic form
epf1005.pdf as part of the package that will be
sent to the EPO.

2.

In the Requests tab, select Enquiry as
to the processing of the file.

Online Filing creates the electronic form
epf1012.pdf as part of the package that
will be sent to the EPO.

3.

In the Documents tab, attach the non-public
document type Request for accelerated
search/examination.

Online Filing renames your file 1005.pdf.

4.

In the Documents tab, attach the
document type Enquiry as to the
processing of the file.

Online Filing renames your file 1012.pdf.
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More information is available online:

= Notice from the European Patent Office dated 30 November 2015 concerning the programme
for accelerated prosecution of European patent applications ("PACE") OJ EPO 2015, A93
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/11/a93.html)

= Notice from the European Patent Office dated 2 August 2016 concerning the handling of
enquiries as to the processing of files OJ EPO 2016, A66
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/08/a66.html)

Request for accelerated search/examination (Form 1005)

To file a request for accelerated search or accelerated examination under the PACE programme,
you can either create the request electronically or attach a PDF file in the Documents tab. No fees
are due for this request.

@ A request for accelerated search or accelerated examination is a non-public submission.

To create the request electronically, go to the Requests tab.

Under PACE request, select the check box Under the programme for accelerated prosecution
of European patent applications, l/'we hereby request that the European patent application
specified in the Application No tab undergo:

This enables the two associated check boxes and disables the check box under Enquiry as to the
processing of the file.

Select the appropriate request: Accelerated search or Accelerated examination.

The two check boxes are mutually exclusive.

= EPO Online Filing - EP(1038E) - 1038-EN-PACE = =
File Edit View Tools Windows Help

> S 7 ©)

EP(1038E) - Draft - 1038-EN-PACE Last saved on 21/09/2016

‘ Application No ‘ Names ‘ Requests ‘ Documents ‘ Fees‘ Annotations ‘

PACE request

Under the programme for accelerated prosecution of European patent applications, Ifwe hereby request that the @
European patent application specified in the Application Mo tab undergo:

v {Accelerated searchi
=

Enquiry as to the processing of the file
r @

Figure 265: Requesting accelerated search under the PACE programme
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Online Filing generates a PDF document with the information you indicated. When you sign the Form
EP(1038E), the same signature will also be applied to the PACE request.

To view the request, click the Preview button in the toolbar.

I3

The Form EP(1038E) opens in the PDF Viewer.

Click epf1005.pdf in the list on the left of the screen.

In the electronic PDF form, the box for the selected request is selected.

= PDF Viewer = =

I epf1005. pdf ~
(epf1005.pdf)

epf1038_pdf Fateamt
(epf1038.pdf) 0) ieH Bire PACE request to the European Patent Office
ep-sfd-request.xml Offce rurapéern
(ep-sfd-request.xml)
package-data.xml
(pac kag e-d EtE.XI'T'I|} Under the programme for accelerated prosecution of the European patent applications "PACE)",
pkgheader.xml lfwe hereby request that European patent application
(pkgheader.xml)

Application number ‘ 10172753.5
undergao:
I accelerated search @ I

or

accelerated examanation D

1 OJEPOD 2015, A93

Figure 266: Previewing the PACE request in the PDF Viewer

If you have selected the PACE request in the Request tab, you are not allowed to attach the
document Request for accelerated search/examination in the Documents tab. You will see a
severity 1 validation message to that effect.

el Validation Messages/Requests

+ ¥ Severity 1: 1 error(s)

* You cannot send two PACE requests with the same submission. Please correct.

Figure 267: Validation message if the document "Request for accelerated search/examination” is attached and the PACE
request is selected
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8.3.1 Enquiry as to the processing of the file (Form 1012)

To submit an enquiry as to the processing of the file, you can either create the request electronically
or attach a PDF file in the Documents tab. No fees are due for this request.

(D An enquiry as to the processing of the file is a public submission.

To create the request electronically, go to the Requests tab.

Under Enquiry as to the processing of the file, select the check box I/We hereby enquire when
the EPO will deliver the (supplementary) European search report / next communication for the
application/patent specified in the Application No. tab.

This disables the check box under PACE request.

= EPO Online Filing - EP(1038E) - Sample 1038 = =
File Edit View Tools Windows Help

b KF @
EP(1038E) - Draft - Sample 1038 Last saved on 19/09/2016

‘ Application No ‘ Names ‘ Requests ‘ Documents ‘ Fees‘ Annotations ‘

PACE request
r @

-
-

Enquiry as to the processing of the file

v 1/We hereby enquire when the EPO will deliver the (supplementary) European search report/next communication for 6]
ithe application/patent spedfied in the Application Mo tab

Figure 268: Creating an enquiry as to the processing of the file

Online Filing generates a PDF document with the information you indicated. When you sign the Form
EP(1038E), the same signature will also be applied to the enquiry.

To view the enquiry, click the Preview button in the toolbar.

Iz
The Form EP(1038E) opens in the PDF Viewer.
Click epf1012.pdf in the list on the left of the screen.

The electronic PDF form displays the text of the enquiry and the application/patent number.
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= PDF Viewer = =

I epf1012.pdf ~
{epf1012.pdf) Eurapdisches
epf1038.pdf Fatentam
(epf1038.pef) 0) e oiice Enquiry as to the processing of the file
ep-sfd-request.xml Offce rurapéern

(ep-sfd-request.xml)
package-data.xml
(package-data.xml)
pkgheader.xml
(pkgheader.xml)
CLMS-1 pdf for application/patent 10172753 5
(Claims Modification.pt
WDRADEST-1.pdf
(Withdrawal designatio ! OJEPO 2018, ABE
WDRADEST-2.pdf
(Withdrawal designatio

I lfwe hereby enquire when the EPO will deliver the (supplementary) European search report / next communication’ I

Signatures

Figure 269: Previewing the enquiry as to the processing of the file in the PDF Viewer

If you have selected the enquiry in the Request tab, attaching the document Enquiry as to the
processing of the file in the Documents tab is allowed. You will see a severity 3 message to that
effect.

el Validation Messages/Requests

* You cannot send two enquiries as to the processing of the file with the same submission. Please
correct.

Figure 270: Validation if the document "Enquiry as to the processing of the file" is attached and the enquiry request is
selected

8.4 EP(1038E)- Priority

In the Priority tab of EP(1038E) you can give details of the priorities you wish to claim. You can
declare more than one priority. Translations of priority documents can be attached in the Documents
tab.

The document type "Request for retrieval of priority document via DAS" shall be added as type of
document that can be subsequently filed.

The document type will be included in the following categories:
= "All Documents"

= "Filing and Search"

= "Search and Examination"

= "Examination"

=  "Priorities"
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The following should be observed:
= Documents of this type are classified as public.
= Multiple document types can be attached to the same application.

= The file type shall be named 'F1013.pdf'

[EZ EPO Online Filing - EP(1038E) - HSL o] & (&3]
File Edit View Tools Windows Help
EP(1038E) - Draft - HS1 Last saved on 12/10/2018

|Apphmtinn Nnm|Names®| Requests | Documents | Fees

Annotations |

4:‘ % Original file name: Test File.pdf Number of Pages: 1

This pdf file contains:
= F1013-Lpdf

» Reguest for...ent via DAS

Category: |Filing and search 5]

Document type: Request for retrieval of priority document via DAS i

e LA 0@ 1

Figure 271: Document type in Filing and Search category

8.5 EP(1038E) — Documents

The Documents tab of EP(1038E) is where you attach documents subsequent to your original filing.
Please find a list of all document types currently allowed for filing with EP(1038E) in section
Document types for EP(1038E) by category (p. 213).

Initially there is a red validation icon on the Documents tab. However, if you perform one of the other
possible actions (create a request, indicate a payment or write an annotation), the validation icon for
the Documents tab disappears, since in this case no document is necessary. When providing
reimbursement details (in the Fees tab) and the required information is present, you can submit the
form without attaching any documents.

@ Form EP(1038E) may not be used for the PCT patent grant procedure. Please use Form
PCT-SFD for filing documents subsequent to a PCT application.
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8.5.1 Document types for EP(1038E) by category

Where available, please select the correct document type for your file attachments. This simplifies
and speeds up the internal processing by the EPO. If you are unable to find an appropriate document
type in Form EP(1038E), you can select the general purpose General enquiry document type from
the Search and Examination or the All Documents category.

The most frequently used general categories appear at the top of the list, whereas the lesser used,
more specific options appear at the bottom. The All Documents category in the bottom section lists
all available document types.

@ In this list, a single document type may be assigned to multiple categories to facilitate your
selection.

Top section

Filing and search

* Amended claims (clean copy)

* Amended claims with annotations

= Amended description (clean copy)

* Amended description with annotations

* Amended drawings (clean copy)

= Amended drawings with annotations

= Amendments before examination

= Designation of inventor

= Designation of inventor (non-public)

= Document concerning search matters

=  Document concerning the priority claims
= Drawings

= Enquiry as to the processing of the file

= Inventor waiver — Rule 20(1) EPC (non-public)
= Missing parts of description

= Missing parts of drawings

= Modified abstract

= Reply to request for clarification
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» Reply to search opinion/written opinion/IPER

» Request for extension of time limit during search procedure

= Search results required under Rule 141(1) EPC

=  Statement of non-availability of search results required under Rule 141(1) EPC
= Subsequently filed claims

= Translation of previously filed application

= Translation of priority document

= Translation of the international preliminary examination report

= US certified priority document

Search and examination

= Acknowledgement

=  Authorisation of representative

= Claims

=  Document concerning fees and payments

= Document concerning microorganisms and medical inventions

= Document concerning representation

= Document concerning sequence listing in ST.25 format (APP, SEQ, TXT)
= Document concerning sequence listing in ST.26 format (XML, ZIP)
=  Document concerning the designation and extension of states

= Document concerning the inventorship

= English translation of the claims

= Enquiry as to the processing of the file

= French translation of the claims

= General enquiry

= German translation of the claims

»  Grounds for re-establishment of rights

= Letter relating to the search and examination procedure

= Maintenance of the application
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= Miscellaneous requests concerning client data

» Request for automatic debiting

» Request for a decision

» Request for assignment

= Request for change of address

= Request for change of name

= Request for change of representative

= Request for correction of the documents (Rule 139 EPC)
= Request for further processing

= Request for re-establishment of rights

= Request for suspension/interruption of the procedure
= Request for transfer of rights

= Translation of description

= Translation of text in drawings

= Translation of priority document

= Translation of the abstract

= Waiver in respect of communication under Rule 161/162 EPC
=  Withdrawal of an application

=  Withdrawal of automatic debit order

=  Withdrawal of designated or extension states
Examination

= Document filed during examination procedure

= Enquiry as to the processing of the file

= Letter dealing with oral proceedings

= Reply to a communication under Rule 70b EPC

= Reply to examination report

= Reply to the communication under Rule 71(3) EPC

= Request for correction/amendment of the text proposed for grant sent from 01.04.2012
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Request for correction/amendment of the text proposed for grant sent until 31.03.2012
Request for examination
Request for extension of time limit during examination procedure

Withdrawal of a request for oral proceedings

Non-public

Designation of inventor (non-public)

Inventor waiver — Rule 20(1) EPC (non-public)
Medical certificate

Non-public annex

PPH: documents for examination

PPH: documents for search

Request for accelerated search/examination
Request for certified copies of the application
Request for inspection of the file

Request for participation in the Patent Prosecution Highway

Appeal

Amended claims with annotations (appeal procedure)
Amended description with annotations (appeal procedure)
Amended drawings with annotations (appeal procedure)

amicus curiae (statement by third parties in the proceedings before the Enlarged Board of Appeal
in accordance with Art. 10 RPEBA)

Annexes (other than cited documents) regarding appeal procedure
Annexes (other than cited documents) regarding review procedure
Cited documents during appeal procedure

Claims (appeal procedure)

Description (appeal procedure)

Drawings (appeal procedure)

Evidence in support of the appeal
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» Grounds for re-establishment of rights (appeal procedure)

»= Incoming letter in referral procedure

= Intervention of the assumed infringer

= |Letter dealing with oral proceedings during the appeal procedure

= |Letter relating to appeal procedure

= |Letter relating to the review procedure

= Non-patent literature cited during the appeal procedure

= Non-patent literature filed by a third party during the appeal procedure
= Notice of appeal

= Observations by third parties (Art. 115 EPC) during the appeal procedure
= Oral proceedings: request for postponement (appeal procedure)

= Patent document cited during the appeal procedure

= Patent document filed by a third party during the appeal procedure
= Reply to appeal

= Request for extension of time limit during appeal procedure

= Request for further processing (appeal procedure)

= Request for interpreters during oral proceedings (appeal procedure)
= Request for oral proceedings (appeal procedure)

= Request for re-establishment of rights (appeal procedure)

= Statement of grounds of appeal

= Translation of statement of grounds of appeal

= Translation of notice of appeal

= Withdrawal of a request for oral proceedings (appeal procedure)

=  Withdrawal of an appeal

Third-party observations

» (Citations filed by a third party

* Non-patent literature filed by a third party

» Observations by third parties (Art. 115 EPC)
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= Patent document filed by a third party

= Reply from applicant/patentee regarding third party observations
= Reply to communication to third party

Limitation and revocation

= (Citation for the limitation procedure

= Letter regarding the translation of the limited claims

= Letter/request relating to the limitation request

= Letter/request relating to the revocation procedure

= Reply to the limitation report

= Request for revocation of patent

= Withdrawal of limitation request

EPO Online Filing 5.14 — User guide 249



Bottom section
All documents
Amendments

The "with annotations" document type is to be used for amended documents with annotations or
highlighted annotations/amendments. Documents with handwritten amendments are no longer
accepted (for exceptions to this rule see the EPO Official Journal 2013, 603-604)
(http://archive.epo.org/epo/pubs/oj013/12_13/12_6033.pdf).

* Amended claims (clean copy)

* Amended claims with annotations

* Amended description (clean copy)

= Amended description with annotations
*  Amended drawings (clean copy)

= Amended drawings with annotations

= Amendments before examination

= Drawings

= Modified abstract
Applicant-representative-inventor

= Designation of inventor

= Designation of inventor (Non-public)

= Document concerning representation

= Documents concerning the inventorship
* Inventor waiver — Rule 20(1) EPC (non-public)

= Miscellaneous requests concerning client data
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Biology
= Document concerning micro-organisms and medical inventions
= Document concerning sequence listing, PDF

= Document concerning sequence listing, TXT

@ Use this document type for the file types .txt, .app or .seq.
Filing

» Missing parts of description

= Missing parts of drawings

=  Subsequently filed claims

= Translation of previously filed application

Forms

= Authorisation of representative

= Designation of inventor

Legal Remedies

= Grounds for Re-establishment of Rights

= Request for a decision

= Request for further processing

= Request for Re-establishment of Rights

Other

= Document concerning search matters

=  Document concerning the designation and extension of states
= Letter dealing with Oral proceedings

= Letter relating to the search and examination procedure

=  Withdrawal of a request for oral proceedings
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Priorities

Document concerning the priority claims
Translation of priority document

US certified priority document

Replies

Acknowledgement

Claims

Document filed during examination procedure

Reply to a communication under rule 70b EPC

Reply to examination report

Reply to request for clarification

Reply to search opinion/written opinion/IPER

Reply to the communication under rule 71(3) EPC

Request for correctionfamendment of the text proposed for grant sent from 01.04.2012
Request for correction/amendment of the text proposed for grant sent until 31.03.2012
Search results required under Rule 141(1) EPC

Statement of non-availability of search results required under Rule 141(1) EPC

Request

Enquiry as to the processing of the file
General enquiry

Maintenance of the application

Request for assignment

Request for automatic debiting

Request for certified copies of the application
Request for change of address

Request for change of name

Request for change of representative

Request for correction of the documents (Rule 139 EPC)
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= Request for examination

» Request for extension of time limit during examination procedure
» Request for extension of time limit during search procedure

» Request for suspension/interruption of the procedure

= Request for transfer of rights

= Waiver in respect of communication under Rule 161/162 EPC
Translations

= English translation of the claims

*= French translation of the claims

= German translation of the claims

= Translation of description

= Translation of previously filed application

= Translation of priority document

= Translation of text in drawings

= Translation of the abstract

= Translation of the international preliminary examination report
Withdrawals

=  Withdrawal of an application

=  Withdrawal of automatic debit order

=  Withdrawal of designated or extension states

8.5.2 Attaching documents

In the Documents tab of EP(1038E), click the Add button.

as

Navigate to the storage location of your file.

@ Note this special case: If you want to attach a sequence listing file, change the option in the
files of type drop-down list from Portable Document Format (default) to Sequence Listing
in ST.25 (file type .app, .seq or .txt), or Sequence Listing in ST.26 (file type .xml or .zip).
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Select the file and click Open.

Open X
Lookin: | | | ANNEXF - Files forfiing attachments | «®mckE-
* Name - Date modified Type Size
) @ Abst_non-EPO.pdf 6/4/2020 5:35 PM Chrome HTML De...
Quick access . )
@ Advice of delivery.pdf 6/4/2020 5:35 PM Chrome HTML De...
. [ amended_cims.pdf 6/47/2020 5:35 PM Chrome HTML Do...
Desktop @ amended_desc.pdf 6/47/2020 5:35 PM Chrome HTML Do...
- @ amended_draw.pdf 6/4/2020 5:35 PM Chrome HTML Do...
™ @ Attach Annex-F compliant document (User ... 6/4/2020 5:37 PM Chrome HTML Deo...
Libraries [ Claims.pdf 6/47/2020 5:35 PM Chrome HTML Do...
‘ @ Sequence Listing.pdf 6/4/2020 5:36 PM Chrome HTML De...
This PC
Network
< >
File name: I j | Open I
Files of type: IPortable Document Format - Cancel
Portable Document Format &

Sequence listing in ST.25
Sequence listing in ST.26

Figure 272: Selecting document for attachment
The file is attached to the application under its original file name.

Select the appropriate document category from the Category drop-down list.

= EPO Online Filing - EP(1038E) - Sample 1038 = =
File Edit View Tools Windows Help

H> @F P @

EP(1038E) - Draft - Sample 1038 Last saved on 19/09/2016

‘ Application No ‘ MNames ‘ Requests ‘Dcu:unents@‘ Fees ‘ Annotations ‘

+ x Original file name: Claims Modification. pdf Number of Pages: 4
- This pdf file contains:
= Claims Modification.pdf I
Category:
Filing and Search
Document type: Search and Examination k
Examination
Mon public
Appeal
Third Party Observations
Limitation and revocation
v

Figure 273: Selecting category for attached document

Select the appropriate document from the Document type drop-down list.

+ x Original file name: Claims Modification. pdf Number of Pages: 4
This pdf file contains:
£ Claims Modification. pdf
Category: |Fiing and Search hd|
Document type: I ‘ LI

Amended daims (dean copy)
Amended daims with annotations
Amended description (dean copy)
Amended description with annotations
Amended drawings (dean copy)
Amended drawings with annotations
Amendments before examination
Designation of inventor v

Figure 274: Selecting document type from the selected category

The file is renamed to the Online Filing default file name.
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qn x Original file name: Claims Modification. pdf Number of Pages: 4
- This pdf file contains:
. CMs-1pdf
+ Amended da...lean copy) Category: |Fi|ing and Search ‘j
Document type: Amended daims (dean copy) -

Figure 275: The attached document is renamed to the default OLF file name

@ For sequence listings, please note that only up to a single ST.26 file (either XML or ZIP) may
be attached per submission. Additionally, when selecting to submit a ST.26 sequence listing
as ZIP, the provided ZIP file must contain a single ST.26-compliant XML file.

Example: Designation of contracting states is withdrawn
Click the Add button.

Navigate to your file and attach it.

Select the Withdrawals category.

In the Document type list, select the option Withdrawal of designated or extension states.

qn x Original file name: Withdrawal designation GR..pdf Number of Pages: 2
This pdf file contains:
* Cms-1pdf
+ Amended da...lean copy) Category: |\“a’iﬁ1drau\'als ‘j
-',"_-. Withdrawal designation GR.
Document type: | ‘j

Withdrawal of an application
Withdrawal of automatic debit order
Withdrawal of designated or extension states

Figure 276: Request for withdrawal of designated or extension states
The document is renamed WDRADEST-1.pdf. The original file name is displayed for reference.

Repeat the process for additional documents if you want to withdraw multiple designated states.

qn x Original file name: Withdrawal designation TR.pdf Number of Pages: 2
This pdf file contains:

* Cms-1pdf

+ Amended da...lean copy) Category: |\“a’iﬁ1drau\'als ‘j
£ WDRADEST-1.pdf
« Withdrawal ...sion states Document type: Withdrawal of designated or extension states hd

1

- WDRADEST-2.pdf
+ Withdrawal ...sion states

-

Figure 277: Withdrawal documents attached
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8.5.3 Filing non-public documents

The Online Filing software lets you submit documents in non-public proceedings to the EPO.

@ You can attach public and non-public documents to Form EP(1038E), but not at the same
time. If you attach a non-public document, you cannot select a fee which is only applicable
for public submissions or create a public request. Please use separate forms for public and
non-public submissions to the EPO.

Click the Add button.
Navigate to your file and attach it.
Select the Non-public category.

In the Document type list, select the appropriate document type, e.g. Request for accelerated
search/examination.

The file is renamed 1005.pdf.

q: x Original file name: Request-for-acce...examination.pdf  Number of Pages: 1
This pdf file contains:

Category: ||N0n public i bl

Document type: | ‘j

7'_-. Request-for-accelerated-e:

Designation of inventor (Non-public) -
Inventor waiver - Rule 19(3) EPC {non public)
Inventor waiver - Rule 20{1) EPC {non public)

PPH: documents for examination
PPH: documents for search
Request for accelerated search/jexamination

Figure 278: Request for accelerated search/examination attached as non-public document

If, after having attached your non-public document, you proceed to attach one of the files from the
assortment of public document types, a red validation icon appears on the Documents button. The
validation message explains the error.

el Validation Messages/Documents

* It is not possible to attach both public and non-public documents to the same request.

Figure 279: Validation message after attaching public and non-public documents

EPO Online Filing 5.14 — User guide 256



If you select the PACE request check box in the Request tab and then attach the document type
Request for accelerated search/examination, you will see a severity 1 validation message
because only one PACE request can be submitted with the same form.

el Validation Messages/Documents

* You cannot send two PACE requests with the same submission. Please correct.

Figure 280: Validation message if the PACE request is selected and the document "Request for accelerated
search/examination" is attached

8.5.4 Filing appeal documents

You can use the Online Filing software to file a notice of appeal and submit documents in appeal
proceedings to the EPO.

@ You can attach appeal documents and non-appeal documents to Form EP(1038E), but not at
the same time. If you attach an appeal document, you cannot create a public or non-public
request. Please use separate forms for filing appeal documents and all other submissions to
the EPO.

Click the Add button.
Navigate to your file and attach it.
Select the Appeal category.

In the Document type list, select the appropriate document type, e.g. Statement of grounds of
appeal.

The file is renamed APPEAL-GRDS-1.pdf.

q: x Original file name: Appeal Grounds.pdf Number of Pages: 4
This pdf file contains:

=L APPEAL-GRDS-1.pdf

+ Statement o...s of appeal Category: ||Appea| i ‘j

Document type: |Stahement of grounds of appeal ‘j

Request for interpreters during oral proceedings (appeal procedure) -
Request for oral proceedings (appeal procedure)
Request for re-establishment of rights (appeal procedure

Statement of grounds of appeal
Translation of notice of appeal k

Translation of statement of grounds of appeal

Withdrawal of a request for oral proceedings (appeal procedure)

Withdrawal of an appeal h

Figure 281: Statement of grounds of appeal attached under the appeal document category
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If, after having attached your appeal document, you then attach one of the other document types, a
red validation icon appears on the Documents button. The validation message explains the error.

= Validation Messages/Documents

w & Severity 1: 1 error(s)
* You cannot attach appeal and non-appeal documents to the same submission.
~ (D Severity 3: 1 message(s)
* The authenticity of documents filed in appeal proceedings (Articles 106 to 1123 EPC) must be

confirmed by means of the enhanced electronic signature (mandatory smart card signature) of a
person authorised to act in those proceedings (01 EPO 2009, 184, Article 8(2)).

Figure 282: Validation message after attaching appeal and non-appeal documents

If you select the PACE request or the Enquiry check box in the Request tab and then attach a
document from the Appeal category, you will see a severity 1 validation message, because requests
(public or non-public) and appeal documents cannot be submitted with the same form.

el Validation Messages/Documents

* You cannot select a request and attach appeal documents to the same submission.
* You cannot select a non-public request and attach public documents to the same submission.

Figure 283: Validation messages if an appeal document is attached but a request has already been selected in the
"Requests" tab

8.5.5 Viewing attached documents

Click the Preview button in the toolbar.

£

This opens the PDF Viewer.

Click a file name in the list on the left of the screen to display the attached document.
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The example below shows two subsequently filed non-public documents.

= PDF Viewer = =

1005.pdf ~
Request-for-acceleratd

Letter accompanying subseguently filed items

epf1038.pdf o
epf1038.pdf ) .
ep-sfd-request.xml a .
(ep-sfd-request xml) s

package-data.xml
(package-data.xml)

Applicant: BO298 Munich

pkgheader.xml Micro York Gemarf y
pkgheader xml Patonts Tel. +40(0)89 23990 | Fax 4465
MEDA-1.pdf 38, Fullerton St. P.0. Box 5818
Medical-certificate. pdf York Yorkshire YO1 9QN NLZ280 HV R
] y andz
United Kingdom Tel. +31(0)70 340.2040 | Fax 3015
FPhone: +44 1904 660345 10958 Besfin
Fax: +44 1904 660480 Germanf
E-mail: info@micro-york_co.uk Tel. +43{0150 253010 | Fax 340

The document/s) listed below iz [are] subsequentlf fled documents pertaining to the following applicaon:

Application number | 10172763.6

Applicant’s or representative’s reference. | 1038-EN-PACE

Description of document Original file name Assigned fle name
1 |Reguestfor questfor. naton.pd 1005.0df

2 |Medical certificate Medical-certificate pdf MEDA-1 pdf

Pafment
1 Mode of pafment Automatic debit order

Cumencf- | EUR

The Eurcpean Patert Office i hareby awthorized, under the v

Cancel

Figure 284: Attached files in the PDF Viewer

8.6 EP(1038E) — Fee Payment

Select the fees that you want to subsequently pay for the application on the EP(1038E) form's Fees
tab and specify the mode of payment. The currency for all fees is EUR.

@ If the date of filing or of entry into the regional phase of your application is earlier than
1 April 2009 it is your responsibility to ensure that you have selected the correct schedule of
fees for the application; see Payment details (p. 225).

The fees displayed in the Fees tab reflect the fee schedules located in File Manager > Tools > Fee
Management.

Make use of the Live Update function in Online Filing to ensure that your fee schedule is always up
to date. You will find the most recent fee schedule on the EPO website at Applying for a patent >
Online services, following the link Interactive schedule of fees
(http://www.epoline.org/portal/portal/default/epoline.Scheduleoffees).

For more information on EPO deposit accounts and the automatic debiting procedure, please refer
to the Official Journal:

» Arrangements for deposit accounts (ADA)
Supplementary publication 3/2015, p. 8-16
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p8.html)
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= Notice from the European Patent Office dated 12 February 2015 concerning revision of the
Arrangements for deposit accounts (ADA) and their annexes
Supplementary publication 3/2015, p. 2-7
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p2.html)

= Decision of the President of the European Patent Office dated 29 September 2016 revising
points 5.3 and 7 of the Arrangements for deposit accounts (ADA)
OJ EPO 2016, A83
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/10/a83.html)

Online fee payment

The EPO offers a quick and secure online fee payment service designed for holders of EPO deposit
accounts. For more information, go to the EPO website and navigate to Applying for a patent >
Online services > Online fee payment
(http://www.epo.org/applying/online-services/fee-payment.html).

8.6.1 Payment details

In the Payment details sub-tab you can select a mode of payment and the schedule of fees
applicable to your application.

Mode of payment

You have to select a mode of payment before you can pay any fees when you have selected one or
more fees in the Fee selection tab. By default the method of payment is set to Not specified. If no
payment method is selected a red validation icon appears on the Fees button. The validation
message explains the error.

E Validation Messages/Fees @

* Please enter mode of payment

Figure 285: Please enter a mode of payment
Select the appropriate option from the Mode of payment list.
= Automatic debit order

If you select this option the check boxes in the Fee selection sub-tab are automatically
deactivated and the total amount of the fees is shown as EUR 0.00. The EPO will calculate the
amount of the fees payable using the information you provided and will debit this amount direct
from your account. With this option you cannot select the fees yourself in the form.
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= Debit from deposit account

If you choose this mode of payment, the relevant fees will be debited directly from your EPO
deposit account. If you issue a debit order during normal working hours (08.00-18.00 hrs), you
can usually view it under pending orders within about 30 minutes. The actual deduction from
your account will appear 5 to 6 days later.

= Bank transfer

All payments in EUR must be transferred to the EPO's bank account with the Commerzbank AG
in Munich, Germany. The IBAN and BIC codes of the EPQO's bank account are supplied
automatically when you select the Commerzbank from the drop-down list.

= Credit card

All payments by credit card must be made via the dedicated EPO fee payment service on the
EPO website at Applying for a patent > Online services > Paying fees online > Pay by credit
card (https://epo.org/fee-payment-service/en/login).

Choosing this mode of payment in the Payment details sub-tab is considered merely an
indication of how you intend to pay.

= Not specified

This option is selected by default. It is required to select another option before the form can be
sent to EPO.

Debit from deposit account

An EPO deposit account is required to use the options Automatic debit order or Debit from
deposit account.

Enter the number of your deposit account and the name of the account holder.
EPO deposit account numbers are made up of eight digits, starting with 28.

You are not required to enter 28 as the leading digits of the deposit account number, since these are
automatically supplied by the software. Just enter the six remaining digits. If the deposit account
number is not entered correctly, e.g. you enter more than six digits, you will see a red validation icon
in the Fees tab. The corresponding validation message tells you to verify the deposit account
number. The same rule applies to the deposit account number for reimbursement.

If you wish to have the fees debited from your account later than the submission date, enter the date
in the Deferred execution date field.

Hover your mouse pointer over the symbol & to the right of the Deferred execution date field to
see the Important information:

This functionality allows you to indicate explicitly that your payment order is to be executed at a later
date than the submission date.
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In this case, the payment date will be deemed to be the deferred execution date, provided that you
have sufficient funds on your deposit account on that date.

Please choose the deferred execution date option only if the fees are to be debited on a future date,
as otherwise the default execution date is the date of receipt.

The deferred execution date can be a maximum of 40 days in the future.
Please ensure that the deferred execution date lies within the time limit set for paying the selected
fees.

Please note that any debit orders (standard or deferred execution) can only be revoked until 00.00
hrs CET on the date of submission (Arrangements for deposit accounts, 7).

= EPO Online Filing - EP(1038E) - Sample 1038 = =
File Edit View Tools Windows Help

=] ATt @

EP(1038E) - Draft - Sample 1038 Last saved on 19/09/2016

‘ Application No ‘ Mames ‘ Requests ‘ Documents ‘Feesty‘ Annotations ‘ ‘

Payment details l Fee selection ]

Mode of payment: |Debit from deposit account j Currency: EUR

The European Patent Office is hereby authorised, to debit from the deposit account with the EPO any fees and costs indicated on the fees page.

Deposit account number: |ZB 123456 N

Account holder: |Nan0 Enterprise

Deferred execution date (optional) dd. mm.yyyy &

Figure 286: Selecting mode of payment
Selecting the correct fee schedule

The fee schedule shown in Form EP(1038) depends on the date of filing or entry into the regional
phase of the patent application to which this subsequently filed application belongs.

Select the appropriate fee schedule option.
= (a) Date of filing or entry into regional phase on or after 01.04.2014. This is the default option.
= (b) Date of filing or entry into the regional phase from 01.04.2009 to 31.03.2014 inclusive.

= (c) Date of filing or entry into the regional phase before 01.04.2009 or Euro-PCT application with
date of filing or earliest priority before 01.09.2006.

Declaration under Rule 6(4) EPC

The check box for the declaration under Rule 6(4) EPC is available if the option Date of filing or
entry into the regional phase on or after 01.04.2014 is selected.

Applicants who are nationals of an EPC contracting state or who have their residence or principal
place of business in an EPC contracting state can request examination or file their application in an
official language of that state, if this language is an admissible non-official EPO language, i.e. if it is
not English, French or German (Article 14(4) EPC). They can also file their request subsequently
using Form EP(1038E).
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Under Rule 6(3) EPC, the EPO grants a reduction in the examination fee and filing fees if applicants
referred to in Article 14(4) EPC belong to one of the following groups specified in Rule 6(4) EPC:

a. small and medium-sized enterprises (SMEs);
b. natural persons; or
c. non-profit organisations, universities or public research organisations.

To declare that the applicant(s) fulfil the conditions of Rule 6(4), select the check box The/Each
applicant hereby declares that he is an entity or a natural person under Rule 6(4) EPC.

To select the reduced fees applicable to your application, go to the Fee selection sub-tab.

The Fee selection (p. 229) sub-tab displays the standard fees and the optional extra fee options
with reductions.

Fee schedule:
{* Date of filing or entry into the regional phase on or after 01.04.2014
Ei'hefEach applicant hereby dedares that he is an entity or a natural person under Rule &6(4) EPC.:
™ Date of filing or entry into the regional phase from 01.04.2009 to 31.03. 2014 indusive

" Date of filing or entry into the regional phase before 01.04.2009 or
Euro-PCT application with date of filing or earliest priority before 01.09, 2006

Iv¥ Only required if different from above - Reimbursement, if any, to be made to deposit account with the EPO: 23203040__

Account holder:  |IP Partners

@ 1|4 o|@ o
Figure 287: Options for selecting the correct fee schedule
Further options
The Payment details sub-tab offers some additional options at the bottom of the screen.

If you wish the EPO to make any reimbursements to a deposit account with the EPO, select the
corresponding check box.

This information applies to all selected modes of payment. If you selected automatic debit order or
debit from deposit account, you are only required to enter an account number here if that number
is different from the account number used for payment.

Enter the EPO deposit account number and supply the account holder's name.
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8.6.2 Fee selection

There is no fee selected by default in Form EP(1038E).

Select the check boxes of the fees to be paid.

The total fee amount is automatically calculated.

Filtering the fees displayed

You can filter the list of fees by selecting one of the options in the Show list:

All fees

Selected fees only

EP(1038E) - Draft - Sample 1038

S £PO Online Filing - EP(1038E) - Sample 1038 e @ (===
File Edit View Tools Windows Help
H> «F 7 @

Last saved on 12/03/2018

‘Applimtion NoN‘Names@‘ Reguests ‘ Documents ‘Feesw‘ Annotations ‘

"Payment details Fee selection l

IShow: |.-'-\II Fees jl |Fee code j | £
| Fee Code’ | Description | Amount EUR. | Reduction | Quantity | Amount to Pay EUR | -
] 049 Renewal fee for the 19th year 1575.00 - 1 0.00
O 050 Renewal fee for the 20th year 1575.00 — 1 0.00
055 Add. copy of docs dted in search report 40.00 1 40.00
Oa 056 Surcharge fee for printing (R.82(3), R.95(3)) 120.00 ——-e i 0.00
O 060 Fee for a technical opinion 3500.00 1 0.00
O 061 Max. surcharge under Art. 7(3) RFees 0.00 — 1 0.00] |
] 062 Protest fee 875.00 1 0.00
Fee for late furnishing of sequence listing (R. 1
30(3) EPC)
O 030 Certification of other documents 50.00 — 1 0.00
Oa 093 Surcharge for renewal fee for 3rd year 235.00 ——-e i 0.00
O 094 Surcharge for renewal fee for 4th year 292,50 - 1 0.00 =
[ Edit fee amounts (no automatic fee correction will be done by the office)
Fee schedule for EUR valid as of: 01.03.2018 | Totak (2 Fees) EUR 270.00 |
@ 2|A 0@

1

Figure 288: Selecting fees

Applying fee reductions

If the declaration under Rule 6(4) check box in the Payment details sub-tab is selected, the extra

fees reductions are displayed in the fee selection table.

The 30% reduction applies to:

001r — Filing fee — EP direct — online

001er — Filing fee — EP direct — not online

006r1 — Examination fee — For applications filed on/after 01.07.2005

006er1 — Examination fee — For applications filed before 01.07.2005

and for international

applications filed on/after 01.07.2005 without supplementary European search report
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- 501r — Additional filing fee for the 36th and each subsequent page
- 552r — Additional fee for divisional 2™ generation
- 553r — Additional fee for divisional 3™ generation
- 554r — Additional fee for divisional 4th generation
- 555r — Additional fee for divisional 5th or subsequent generation
» The 75% reduction applies to:
- 006r2 — Examination fee — For applications filed on/after 1.07.2005

— 006er2 — Examination fee — For applications filed before 01.07.2005 and for international
applications filed on/after 01.07.2005 without supplementary European search report

You can combine both standard fees and reduced fees in one application, provided that you, the
applicant(s), fulfil the conditions for fee reduction under Article 14(4) and Rule 6(4) EPC. However,
if you select a specific reduced fee, all other fee options for this fee, e.g. the examination fee, are
locked.

Select the reduced fees individually as appropriate.

Payment details Fee selection l

Showe: |.-'-\II Fees j |Fee code j | £
| Fee Code’ | Description | Amount ELR | Reduction | Quantity | Amount to Pay EUR | ~
] 006e Examination fee - For applications filed before 1825.00 none 1 0.00

01.07.2005 and for international applications
filed on/after 01.07.2005 without
supplementary European search report
[ 006erl  Examination fee - For applications filed before 1825.00 30% 1 0.00
01.07.2005 and for international applications
filed on/fafter 01.07.2005 without
supplementary European search report
] 006er2  Examination fee - For applications filed before 1825.00 65%: 1 0.00
01.07.2005 and for international applications
filed on/after 01.07.2005 without
supplementary European search report
[ 006r1 Examination fee - For applications filed 1635.00 30% 1 0.00
onfafter 01.07.2005

[ Edit fee amounts (no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2016 Totak (4 Fees) EUR 962.25

Figure 289: Selecting reduced fees for applicants under Rule 6(4)
Selecting fees when filing non-public submissions

When attaching non-public documents to your application or making a non-public request (PACE
request), only certain fees can be selected at the same time. These are:

029 — Certified copy (application, priority document, patent certificate, other documents)

For all other fees, a separate submission is required. If you select a fee that is incompatible with non-
public filings, a red validation icon will appear in the Documents tab.
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Changing the fee quantity

The value in the Quantity column can be edited for the following fees:

002 — Fee for (supplementary) European search for applications filed on/after 01.07.2005
002e — Fee for (supplementary) European search for applications filed before 01.07.2005
005 — Designation fee (for applications filed before 01.04.2009)

008 — Printing fee for 36th and each subsequent page

015 — Claims fee for the 16th to the 50th claim (for applications filed on/after 01.04.2009) / for
the 16th and each subsequent claim (for applications filed before 01.04.2009)

015e — Claims fee — For the 51st and each subsequent claim

016 — Claims fee in accordance with R. 71(4) — For the 16th to the 50th claim (for applications
filed on/after 01.04.2009) / Claims fee in accordance with R. 71(4) (for applications filed before
01.04.2009)

016e — Claims fee in accordance with R. 71(4) — For the 51st and each subsequent claim
029 — Certified copy (application, priority document, patent certificate, other documents)
055 — Add. copy of docs cited in search report

121 — Fee for further processing (late performance as of acts R. 71(3))

122 — Fee for further processing (non-fee-related cases)

123 — Fee for further processing (late payment of a fee — 50% of the relevant fee)

400 — Surcharge for extension fees

501 — Additional filing fee for the 36th and each subsequent page

501r — Additional filing fee for the 36th and each subsequent page (30% reduction)

520 — Additional filing fee for the 36th and each subsequent page — entry into EP phase
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Select the fee you wish to change.
Click the Quantity field.

Enter the new amount.

| Fee Code’ | Description | Amount ELR. Reduction Quantity Amount to Pay ELR
006 Examination fee - For applications filed on/after 1635.00 none 1 1635.00
01.07.2005
029 Certified copy (application, priority document, 50.00 ——-e 1 50.00
patent certificate, other documents)
055 Add. copy of docs dted in search report 40,00 -
067 Fee for late furnishing of sequence listing (R. 230,00 ——-e 230.00

30(3) EPC)

[~ Edit fee amounts {no automatic fee correction will be done by the office)

Fee schedule for EUR. valid as of: 01.04,2019 Totak I (4 Fees) EUR 1 955.00

Q@ 1| o|@ s

Figure 290: Changing the quantity for a selected fee
Click anywhere on the form.

The value in the Amount to Pay EUR column and the total amount of the fees are automatically
recalculated.

| Fee Code/ | Description | Amount EUR Reduction Quantity Amount to Pay ELR

006 Examination fee - For applications filed onfafter 1635.00 none 1 1635.00
01.07,2005

029 Certified copy (application, priority document, 50,00 — il 50,00
patent certificate, other documents)

055 Add. copy of docs dted in search report 40.00 - 4 160.00

067 Fee for late furnishing of sequence listing (R. 230,00 — .. 230.00
30(3) EPC)

[~ Edit fee amounts (no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2019 Totak: (4 Fees) EUR 2 075.00

® 1A o[@ 3

Figure 291: Recalculated total of the fees selected
Editing fee amounts and reductions

If you wish to edit a fee amount or apply a specific reduction, you have to select the Edit fee amounts
check box. If you do so, please note that there will be no automatic fee correction for this application.
Depending on your selected mode of payment, the total amount shown will be debited from your
deposit account or is payable by bank transfer.

Select the Edit fee amounts check box below the fee selection table.
Select the fee you wish to modify.

Click in the field to be edited, Amount EUR or Reduction.
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Enter the new value.

Click anywhere in the form.

The amounts in the column Amount to pay EUR and the total amount of the fees are automatically

recalculated.

Fee Code’ Description Amount EUR. Reduction Amount to Pay EUR

Examination fee - For applications filed on/after 1635.00
01.07.2005

Certified copy (application, priority document,
patent certificate, other documents)

055 Add. copy of docs dited in search report 40.00 none 4 160.00
067 Fee for late furnishing of sequence listing (R. 230,00 none i 230,00
30(3) EPC)

[v Edit fee amounts (no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2015 Totak (4 Fees) EUR 1 257.50

@ 1A o[@ 3

Figure 292: Recalculated amount shown

If you want to undo changes to the fee amounts, you can restore the values from the fee table in

Online Filing.
Clear the Edit fee amounts check box.
The original values for all fees are restored in the form.

The value in the Quantity column will not be reset, however.

8.6.3 Designation of states

The options for the designation fees depend on the fee schedule selected in the Payment details

sub-tab.

If Date of filing or entry into regional phase on or after 01.04.2014 or Date of filing or entry into

the regional phase from 01.04.2009 to 31.03.2014 inclusive is selected:
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Select fee 005e — Designation fee — For all Contracting States designated in the Fee selection

sub-tab.

Payment details Fee selection

Showe: IAII Fees LI IFee code LI I il
I Fee Code’ I Description I Amount EUR I Reduction I Quantity I Amount to Pay EUR I -

O 001 Filing fee - EP direct - online 120.00 none 1 0.00

Oa 001e Filing fee - EP direct - not online 210.00 none i 0.00

Oa 001er Filing fee - EP direct - not online 210,00 30% 1 0.00

Oa 001r Filing fee - EP direct - online 120.00 30% i 0.00

Oa 002 Fee for & European search - Applications filed 1300.00 o€ 1 0.00
onfafter 01.07.2005

Oa 002e Fee for a European search - Supplementary 885.00 ——-e i 0.00
search for applications filed before 01,07, 2005

Designation fee - For all contracting States
designated for applications filed onfafter

01.04.2009

O 006 Examination fee - For applications filed 1635.00 none 1 0.00 .,

e feDiol A AT AR

[~ Edit fee amounts (no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2016 Totak (1 Fees) EUR 585.00

Figure 293: All contracting states designated

If Date of filing or entry into the regional phase before 01.04.2009 or Euro-PCT application

with date of filing or earliest priority before 01.09.2006 is selected:
Select fee 005 — Designation fee for each state designated (max. 7x).

The Designation states sub-tab becomes visible.

Payment details Fee selection | Designation states I

Show: IAII Fees LI IFee code LI I £ |
I Fee Code’ I Description I Amount EUR I Reduction I Quantity I Amount to Pay EUR I -
O 001 Filing fee - EP direct - online 120.00 none 1 0.00
Oa 001e Filing fee - EP direct - not online 210.00 none i 0.00
Oa 002 Fee for & European search - Applications filed 1300.00 o€ 1 0.00
onfafter 01.07.2005
Oa 002e Fee for a European search - Supplementary 885.00 ——-e i 0.00

search for applications filed before 01,07, 2005

Designation fee for each state designated

(max. 7x)

006 Examination fee - For applications filed 1635.00 none i 0.00
onfafter 01.07.2005

0o d

00se Examination fee - For applications filed before 1825.00 none 1 0.00
01.07.2005 and for international applications
filed onfafter 01.07.2005 without v

[~ Edit fee amounts (no automatic fee correction will be done by the office)

Fee schedule for EUR valid as of: 01.04.2016 Totak (1 Fees) EUR 700.00
Figure 294: Selecting fee 005 makes the "Designation states" sub-tab visible
Click the Designation states sub-tab.
Select the appropriate option: All states or Fewer than seven.

Select the states for which designation fees should be paid.

The number of fees and the amount to be paid are then automatically calculated in the Fee selection

tab.
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Payment details ] Fee selection Designation states l

Designation fees are paid for:
™ All states (in case of a divisional application only those states which were validly designated in the parent application)

I i Fewer than seven (Applicable also to additional application): I

[~ AT Austria [~ ES Spain [ 15 Iceland [~ NO Norway
[~ BE Belgium [~ FIFinland [~ ITItaly [~ PLPoland
[ BG Bulgaria [~ FRFrance [ LT Lithuania [~ PT Portugal
[~ CHAI Switzerland Liechtenstein [~ GB United Kingdom [ LU Luxembourg [~ RO Romania
[~ CYCyprus [~ GR Greece [~ LV Latvia [~ SE Sweden
| CZ Czech Republic [v¥ HR Croatia [~ MC Monaco v i
[~ DE Germany [ HU Hungary [~ MT Malta ¥ &

[~ DK Denmark [~ IEIreland [ ML MNetherlands [~ TR Turkey
[~ EE Estonia

If less than seven states are indicated, the EPO shall debit designation fees only for those states, unless it is instructed to do otherwise before expiry of
the basic period.

Figure 295: Selecting states for designation fees

8.7 EP(1038E) — Annotations

You can use Form EP(1038E) to send an annotation to the EPO without supplying any other data or
attaching a document.

In the Annotations tab you can enter notes to be transmitted to the EPO.
Creating notes for the EPO

Click the Add button and select New Note.

|4
| E
Enter the relevant information in the Author, Subject and Note fields.

= EPO Online Filing - EP(1038E) - Sample 1038 = =
File Edit View Tools Windows Help

H) QF P @

EP(1038E) - Draft - Sample 1038 Last saved on 19/09/2016

‘ Application No ‘ Mames ‘ Requests ‘ Documents ‘ Fees ‘ Annotations ‘

Annotations for the EPO:

4:,, w Author: |David Kilburn

More non public documents. .. Subject: |M0re non public documents

Mote: Please note that a further form containing the non public documents referring to the same
EP application number will also be filed subsequently]

Figure 296: Adding a new note as an annotation for the EPO

To add notes that are not intended for the EPO, use the Internal notes (p. 42) function on the form's
toolbar.

E
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8.8 Reusing previous data for filing with EP(1038E)

Instead of creating a new application with the EP(1038E) form, you can simply re-use the data from
the first filing you created and sent with the EP(1001E2K) form and on which the subsequent filing
should be based.

Open File Manager and select the folder where the sent application is saved.
Click the Sent status button.
Select the required application — the EP application number is displayed in the App.number column.

Right-click to select the option Reuse data for a subsequent filing.

= File Manager 1001-EN-002 = =
File Edit View Workflow Tools Help
R A @
Default Folder - Sent - EP{1001E2K) - 1001-EN-002 B items available
W Al Appliations ‘ All ‘ Diraft ‘ Feady to Sign Ready to Send ‘ Sent |Last saved j | P
31 Default Folder
Forms Sent date Reference
mP Templates 19/09/2016 1001-EN-002 ant of aEuropean 0 1 2 EP(1001E2K 1 EP162
W’ Trash

Open application
I Reuse data for a subsequent filing I %

Move to folder

Copy application

Delete v

E] Form EP(1001E2K)

1D: 34

Title: INSTANT WATER

Status: Sent

Messages: o M1 @2

Last saved: Adminiztrator, 19/09/2016
Applicant: Salvatore Manzoni [alzo inventor]

Attachments: 1 Wiew...

Internal Notes:

Items selected: 1

Figure 297: Creating a new application for subsequently filed documents (form 1038E) using an application already sent

The Create a New Application window opens. Enter a new user reference of your choice or use
the existing one. The EP(1038E) form then opens with the following data from the application
previously sent:

= EP application number

= Name of the first applicant
= Payment details entered

»= Selected fees

Make your amendments or enter new data and save the application. Once the application has been
successfully sent, it appears in File Manager with the same EP application number.
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9. EP(Oppo)

The EP(Oppo) form is used for filing an opposition and/or submitting subsequently filed documents
in opposition proceedings (not for appeal proceedings). It should be used by all parties involved in
opposition proceedings.

The following section describes how to draft the electronic form for both of these situations. The
different options available in Form EP(Oppo) are explained using four examples. The options for
attaching different documents are a prerequisite in the following for the designation of persons and
the selection of grounds and requests.

= Example 1: An opposition is filed by multiple opponents

= Example 2: An intervener with representatives files an opposition and designates a withess
= Example 3: The proprietor of a patent responds to the opposition filed against her patent

= Example 4: A third party files evidence

First communication — filing the notice of opposition or intervention

All natural or legal persons can use Form EP(Oppo) to file an opposition to a patent with the EPO,
provided they have their residence or corporate headquarters in a contracting state to the EPC.
Opponents may be represented by one of their employees (example 1).

Further parties can join ongoing opposition proceeding as interveners and designate any
representatives they may have. Both opponents and interveners can designate other persons as
witnesses (example 2).

Persons who do not have their residence in a contracting state to the EPC must authorise a
professional representative or a legal practitioner entitled to act as a professional representative.

The opponent must uniquely identify the opposed patent, specify his or her grounds for opposition
and submit a written reasoned statement. The time allowed for filing notice of opposition is nine
months from the publication of the mention of the grant of the patent in the European Patent Bulletin.

For more information, see the EPO's Notes to the notice of opposition
(http://www.epo.org/applying/forms-fees/forms.html).

Second communication — other actions

Proprietors of an opposed patent can use Form EP(Oppo) to respond to the opposition and
designate their own witnesses and submit documents (example 3).

Third parties can lodge further objections (example 4).
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When filing with Form EP(Oppo), at least one of the following actions must be performed by the party
who selected the Other action option:

= attach a document

= submit a request

= attach a piece of evidence
» indicate a payment

= write an annotation.

Data input in Form EP(Oppo)

Form EP(Oppo) is organised into six tabs. It is recommended to enter the data in the tab sequence
given, i.e. starting with the Opposition tab. The options and conditions in the Names tab, for
instance, are determined by the selections you make in the Opposition tab, and the options in the
Documents tab depend on the selection in the Names tab.

Tab What you can do

Opposition Select the kind of communication, enter reference to the patent
opposed, specify grounds for opposition

Names Enter details of the persons involved: opponent(s), intervener(s),
representative(s), proprietor(s), witness(es) or third parties.

Requests Select options for additional request: refer to withdrawal/revocation, to
oral proceedings, to extension of time limit, etc.

Documents Attach facts and arguments, publications for evidence, other evidence
and other documents.

Fees Enter the mode of payment, select fees according to the appropriate
fee schedule.

Annotations Supply additional information for the EPO.

Mandatory fields

A red triangle in the upper right-hand corner of a field indicates mandatory information. You must
either manually fill out this field or select one of the options provided. If mandatory fields are not
completed, the corresponding tab will show a red validation icon. Consult the validation messages
for more information.

‘Opposiﬁonw‘Namesw‘ Requests ‘Documentsw‘ Fee Payment ‘ Annotations ‘ ‘

Patent opposed Patent No. (S

Figure 298: The Patent No. of the patent opposed is a mandatory field in the Opposition tab and is marked with a red
triangle
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Elements in Form EP(Oppo)

Menu Bar Toolbar  Location Indicator Bar  Navigation Bar
]

|
ﬁ EPO Online FiIirF - EP{Oppa) - Sanfple OPPO 1

= e G

H> «F 7

EP(Oppo) - Draft - Sample OPPO 1

Tools  Windows | Help

©)

Last saved on 23.10.2011

Opposiﬁone.-‘Namesm‘ Requests ‘Dncumentsm‘ Fees ‘ Annotations

+ MNotice of opposition or intervention

-

Reference l Grounds ]

Patent opposed Patent Mo.

" Other action (request, submission, payment, third-party observation)

Application No. |EP . |dd.mm.ww =

EP N Date of mention of the grantin the European Patent Bulletin
— (Art. 97(3), 99(1) EPC)

e

Title of invention

Proprietor of the patent

first named in the patent spedification

Logged jn as Administrator

® 7[A 1@ 1
| |

Sub-tabs Details Area Status Bar

Figure 299: Form EP(Oppo) — Overview

Element Description

Menu Bar Provides all options needed to edit, save, import and export
drafts, set the display and change the status, as well as other
tools.

Toolbar Provides shortcuts to the most frequently used tasks and

tools.

Location Indicator Bar

Shows the selected procedure, the current status and the user
reference for the open draft.

Navigation Bar

Displays tabs corresponding to the sections of the form. These
tabs can contain sub-tabs, which are a sub-division of the
main tab sections within the form.

Details Area

Displays data entry fields appropriate to the selected tab.

Status Bar

Displays information about the current activity. Shows the total
number of validation messages for the open draft.
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9.1 EP(Oppo) — Opposition

The Opposition tab is where you basically choose the purpose for which you want to use Form
EP(Oppo). Your alternatives are either Notice of opposition or intervention or Other action. All
subsequent options are dependent on this selection. If you switch alternatives after entering data,
you will lose any data that does not apply to the new setting.

Select the appropriate option.

The option Notice of opposition or intervention is selected by default (examples 1 and 2).

E= EPO Online Filing - EP(Oppo) - Sample OPPO 1 o] = |
File Edit View Tools Windows Help
[L]
] AT @
EP(Oppo) - Draft - Sample OPPO 1 Last saved on 23.01.2009

‘ Opposition u‘ Names & ‘ Reguests | Docurnents & ‘ Fees | Annotations |

+ Notice of opposition or intervention

" Other action (request, submission, payment, third-party observation)
r

Figure 300: The option "Notice of opposition or intervention" is selected

If you choose the Other action option (examples 3 and 4), you should also select the check box
following summons to oral proceedings if you have already received communication of this kind
from the EPO.

@ This option guarantees that your filing is assigned the highest priority for internal processing

at the EPO.
= EPO Online Filing - EP(Oppa) - Sample OPPO 3 =] = |
File Edit View Tools Windows Help
EP(Oppo) - Draft - Sample OPPO 3 Last saved on 23,01.2009

‘ Opposition w‘ Mames & ‘ Requests | Documents & ‘ Fees | Annotations |

" Notice of opposition or intervention

{+ Other action (request, submission, payment, third-party observation)
¥ following summons to oral proceedings

Figure 301: The "Other action" option is selected

The red validation icon on the Documents button indicates that at least one document or piece of
evidence is missing in this case and needs to be attached or that an application, payment or
annotation needs to be made.

Enter information on the patent and your statement of grounds in the Reference and Grounds sub-
tabs.
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9.1.1 Reference
Enter information about the opposed patent in the Reference sub-tab (examples 1 and 2).

Enter the number of the opposed patent as published in the European Patent Bulletin in the Patent
No. field. This information is mandatory.

Enter the number of the application in the Application No. field. This information is mandatory.

Enter the relevant date in the field under Date of mention of the grant in the European Patent
Bulletin. This helps the EPO to determine the possible time left for filing notice of opposition.

@ If the period between the date entered and the current processing data is more than nine
months, an appropriate message is output with a yellow validation icon in the list of validation
messages.

Enter the name of the invention in the Title of invention field, using the same wording as the title of
the published specification.

In the Proprietor of the patent field, enter the party named first as proprietor in the patent
specification.

@ If you select the Other action option (examples 3 and 4), you only have to enter the patent
number in this sub-tab because this is the number that the EPO uses for the administration
of proceedings. All other settings are optional.

S EPO Online Filing - EP(Oppa) - Sample OPPO 1 =] = =
File Edit View Tools Windows Help
EP(Oppo) - Draft - Sample OPPO 1 Last saved on 23.01.2009

‘ Opposition w‘ MNames & ‘ Reguests | Documents & ‘ Fees | Annotations |

+ Notice of opposition or intervention

" Other action (request, submission, payment, third-party observation)

E
Reference | Grounds |
Patent opposed Patent Mo, EP1937710 N Date of mention of the grant in the European Patent
Bulletin (Art. 97(3), 99(1) EPC)
Application No. [EPos429494.1 |3 December 2008 fo]
Instant water a

Title of invention

Proprietor of the patent

first named in the patent spedfication Manzoni, Salvatore ‘
Logged in as Administrator @ 3|h 0@ 0

Figure 302: Information on the opposed patent entered in the "Reference" sub-tab
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9.1.2 Grounds

Enter the grounds for your opposition to the patent as a whole or specific patent claims in the
Grounds sub-tab (examples 1 and 2).

Select the claim(s) No(s). option and enter the numbers of the relevant claims in the field provided
if you only want to file an opposition to certain claims.

The option the patent as a whole is selected by default.

Select at least one of the check boxes (a) to (¢) under Grounds for opposition.

@ Please note that a written reasoned statement is also to be attached in the Documents tab.

If you selected non-patentability pursuant to Article 100 (a) EPC as the grounds for opposition, please
provide more details by choosing one or more of the reasons listed:

Select the relevant grounds: it is not new, it does not involve an inventive step or patentability
is excluded on other grounds.

Enter the relevant EPC articles such as 53 (c) in the other grounds field.

[ EPO Online Filing - EP(Oppo) - Sample OPPO 1 o] = ===
File Edit View Tools Windows Help
EP(Oppo) - Draft - Sample OPPO 1 Last saved on 23.01.2009

‘ Opposition ‘Namesw‘ Reguests |Document5w‘ Fees| Annotations |

+ Notice of opposition or intervention
" Other action (request, submission, payment, third-party observation)
r

Reference  Grounds |

Opposition is filed against

™ the patent as a whole i daim{s) No(s). 4,7,12,18 h

Grounds for opposition (written reasoned statement to be attached in the Documents section)

v (&) the subject-matter of the European patent opposed is not patentable (Art. 100{z) EPC) because:
v itis not new (Art. 52(1); 54EPC)

[ it does notinvolve an inventive step (Art. 52(1); 56 EPC)

v patentability is exduded on other grounds, i.e. Art. |53 © M

[~ (b) the patent opposed does not disdose the invention in a manner suffidently dear and complete for it to be carried out by a person skilled in
the art (Art. 100(b) EPC; see Art, 83 EPC).

[~ (c) the subject-matter of the patent opposed extends beyond the content of the application / of the earlier application as filed (Art. 100(c)
EPC; see Art. 123(2) EPC).

Logged in as Administrator @ 2|4 0@ 0

Figure 303: Stating the grounds for opposition

If you select the Other action option, all fields in the Grounds sub-tab become inactive because
grounds for opposition are not needed in this instance (examples 3 and 4).

EPO Online Filing 5.14 — User guide 277



9.2 EP(Oppo)—- Names

Use the Names tab on Form EP(Oppo) to enter the name of the persons who file the opposition (first
communication, examples 1 and 2) or perform other actions (second communication, examples 3
and 4). There are number of different options available for these two alternatives.

@ Be aware that you can only attach documents to the EP(Oppo) form if at least one person is
indicated in the Names tab. Please enter all names and their roles before you proceed to the
Documents tab. The options for attaching documents depend on the roles chosen in the
Names tab.

9.2.1 Persons in conjunction with "Notice of opposition or intervention"

If you selected the Notice of opposition or intervention option in the Opposition tab, you must
specify at least one opponent or intervener. Multiple opponents or interveners can be specified.
You can also designate one or more representatives and witnesses, or enter an address for
correspondence with the opponents/interveners.

Click the Add button in the Names tab.

Select the appropriate option.

|4 % BB

Opponent, legal

2 Opponent, natural k
Representative, association

2 Representative, authorised

£ Representative, legal practitioner

Intervener, legal

2 Intervener, natural

2 Witness

Figure 304: Options for adding persons when "Notice of opposition" is selected

Enter the details for the person or use the Copy from Address Book button.

=

Repeat this procedure to add additional persons.
Removing names from the form
Select the name to be removed on the left-hand side of the form.

Click the Delete button.

®

Example 1: Multiple opponents are designated

In this example, two legal persons and one natural person were added as opponents. The first-
named opponent, a company, is represented by one of its employees.
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Select the first-named opponent.

Select the check box [Company] is represented by the following employee acting pursuant to
Art. 133(3) EPC.

Enter Last Name (mandatory field), First Name (mandatory field) and Title.

The name of this employee will be automatically filled into the Sign Application dialog and cannot
be modified. Only an employee who is authorised by the applicant under Article 133 EPC is entitled
to sign.

Enter the General Authorisation number (where applicable).

= EPO Online Filing - EP(Oppo) - Sample OPPO 1 = =
File Edit View Tools Windows Help

H>| QL P @

EP(Oppo) - Draft - Sample OPPO 1 Last saved on 29/09/2015

‘ Opposition ‘ Names ‘ Requests ‘ Documents ‘ Fees‘ Annotations ‘ ‘

4:" % ﬁ ;ﬁ Company: |Micr0 York

e

Opponents Department: |Patents
Micro York ~
. Country: GB United Kingdom ~ »| Telephone: +44 1904 660345
Bio Research b | | o J * |
2 Kennecott, James Address: 38, Fullerton St. Telefax: |+44 1304 660480
Witnesses
E-mail: |inf0@.‘miu'o-york.co.uk
P.O. Box:
Postal code: 'YO19QM
City: [vork q
. : Principal place of "
GBE County: |Y0rksh|re j e |GB |Un|hed Kingdom j

[ Address for correspondence

I v I“Iicro ‘fork is represented by the following employee acting pursuant to Art. 133(3) EPC:

Last Mame: |Sc0tt Y General Authorisation: |13-56?B
First Name: |Jessica q
Title: Ms -

& oA o|@ o
Figure 305: Designation of multiple opponents; the first opponent is represented by an employee

Address for correspondence

You can specify a separate address for correspondence with the first-named opponent, intervener
or proprietor if you have not added a representative to the form. The country in the address for
correspondence must be an EPC contracting state.

The Address for correspondence check box is unlocked after the mandatory fields for the first-
named opponent (intervener or proprietor, respectively) have been completed, i.e. First Name, Last
Name (or Company), City and Country.

Select the first-named opponent.
Select the Address for correspondence check box.

Address for correspondence then appears in the list on the left.
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Entering the address for correspondence is now mandatory. The red validation icon in the Names
tab notifies you of a validation message to that effect.

Click the Add button and select Address.

The first opponent's name appears under Address for Correspondence on the left and the data
entry fields become available on the right.

Edit the address information as required.

= The opponent's name cannot be edited in the address for correspondence. The Company field
(legal opponent) and the Last Name and First Name field (natural opponent) are locked.

= If you subsequently modify the first-named opponent's name, the name in the address for
correspondence will be updated accordingly.

= |f you delete the first-named opponent, the address for correspondence will also be removed
from the form.

= EPO Online Filing - EP(Oppo) - Sample OPPO 1 = =
File Edit View Tools Windows Help

= gF # @

EP(Oppo) - Draft - Sample OPPO 1 Last saved on 25/09/2014

‘ Opposition ‘I‘lanm@‘ Requests ‘Documentsw‘ Fees‘ Annotations ‘ ‘

4:" w }F ’ﬁ I Company: |Micrc- York I
Opponents
1 Department: Legal Affairs
Micro York F |
Bio Research
2 Kennecott, James Country: |GB |U”“fd Kingdom j
-
Witnesses Address:
Address for correspondence
Micro York
P.O. Box: 3400
Postal code: W1A 2BC
City: |L0nd0n
GB County: |Greaher London j

@ 1|4 o[@ 1

Figure 306: Address for correspondence entered for the first-named opponent
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Example 2: One intervener, his or her authorised representative and one witness are
designated

In this example, a natural person was designated as the intervener. The intervener is represented
by a legal practitioner.

Use the check boxes beside Authorisation(s) to indicate how the representative's authorisation is
substantiated.

= |f you select is/are enclosed, you have to attach the authorisation as an electronic file in the
Documents tab. The validation messages for the Documents tab indicate that this document
is mandatory.

= |f you select has/have been registered under No., you have to enter the authorisation number
in the adjoining — now mandatory — data field.

& £PO Online Filing - ER(Oppa) - Sample OPPO = ot
File Edit View Tools Windows Help
EP(Oppo) - Draft - Sample OPPO Last saved on 07.05.2011

Opposition ‘ Names ‘ Reguests ‘Documentsw‘ Fees ‘ Annotations ‘

4:7 % p ;ﬁ Last Name: ||Glburn
“

Representatives First Mame: |David Company: |IP Partners

b

2 kiburn, David

Interveners Title: Mr, - Department: |EUI'0DEEIH Patents
2 Burton, Peter
Witnesses =
Country: [c8 |United Kingdom ¥ | Telephone: [+44 1223 351689
Address: Cambridge Science Park Telefax: |+44 1223 351690
100 Red Lion Square
E-mail: |ki|burn@ip-parmers.co.uk
Postal code: CB2 1AB \
City: |Cambridge A
GB County: |Cambridgeshire j
Authorisation(s) [ isfare endosed

[~ has/have been registered under No.

Logged in as Administrator @ 1|4 0@ o0

Figure 307: Designation of the intervener's representative

Click the Add button again and select Witness.

Only natural persons can be designated as witnesses.

Enter the name of the witness.

Select the address to which the witness summons should be sent. The options available are:
= to the party (i.e. the intervener in this example)

= to the following address.
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E= EPO Online Filing - EP(Oppo) - Sample OPPO 2 o] = ==
File Edit View Tools Windows Help
EP(Oppo) - Draft - Sample OPPO 2 Last saved on 23,01.2009
‘ Opposition ‘ Names ‘ Requests@‘ Documentsw‘ Fees ‘ Annotations ‘ |
e
4;,, w ;ﬁ )ﬁ Last Name: |Har|3er
Representatives First Name: [Malcolm b
2 Kiburn, David
Interveners Title:
2 Burton, Peter Summans to be sent
"
Witnesses " to the following address:
I 2 Harper, Malcolm I
Company: | Department: |
Country: | | J Telephone: |
Address: Telefax: |
E-mail: |
Postal code:
City: |
Region: | J
Logged in as Administrator & 2 (A o (@ 1

Figure 308: Designation of the intervener's witness, summons via the party

9.2.2 Persons in conjunction with "Other action"

In addition to the options listed in the previous section, selecting the Other action alternative in the
Opposition tab lets you select one or more proprietors or third parties. You can therefore add
either opponents, interveners, proprietors or third parties in addition to representatives and
witnesses, or enter an address for correspondence with the opponents/interveners/proprietors. It
should be noted that third parties cannot remain anonymous should they file with this option.

Click the Add button in the Names tab.

Select the appropriate option.

| - S

Proprietor, legal

2 Proprietor, natural k
Opponent, legal

£ Opponent, natural

Representative, association
2 Representative, authorised
2

Representative, legal practitioner

Intervener, legal
2 Intervener, natural

2 Witness

Third party, legal
2 Third party, natural

Figure 309: Options for adding persons for the second communication
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Example 3: Proprietor and representative are designated

In this example, the proprietor of the patent wants to submit additional information on her opposed
patent. The company is represented by an attorneys' office (association).

Add the proprietor of the patent.

Because the proprietor's data is registered with the EPO, only the name is mandatory (company
name for legal proprietor, last name and first name for natural proprietor.

Add the representative.
You can add exactly one representative.

Enter information on the representative's authorisation; see example 2.

= EPO Online Filing - EP(Oppo) - Sample Oppo 3 = =
File Edit View Tools Windows Help

E T ArNt @

EP(Oppo) - Draft - Sample Oppo 3 Last saved on 25/09/2014

‘ Opposition ‘ Names ‘ Requests ‘Documentsw‘ Fees‘ Annotations ‘ ‘

4:,, w F ;ﬁ Company: |Nan0 Enterprise Ltd.

e

Proprietors Department: |I‘-lanotechno|og‘r-
== Nano Enterprise Ltd.
Representatives Country: |GB |United Kingdom J Telephone: |+-H 20 7123 4567
IP Partners -
" Address: 123 City Street Telefax: |+-H 20 7123 4568
Witnesses
E-mail: |inf0@nano-enterprise.co.uk
P.O. Box: 5623
Postal code: W 1A 2BC
City: |L0nd0n
Principal place of
GB County: |Greaher London j busingss:j |GB |United Kingdom J
-
=

|
|
I 2

& 1A o|@ 0o
Figure 310: Designation of proprietor and representative
Example 4: A third party is designated

In this example, a third party who has not yet been involved in the proceedings makes observations
on the opposition to the patent.

Enter the name and address of the third party.

@ A witness cannot be added in this instance.
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E= EPO Online Filing - EP(Oppo) - Sample OPPO 4 o] = ==
File Edit View Tools Windows Help

H> @0 @

EP(Oppo) - Draft - Sample OPPO 4 Last saved on 23,01.2009

‘ Opposition ‘ Names ‘ Requests Documents(y‘ Fees‘ Annotations ‘ |

4:,, % ﬁ )ﬁ Company: |Parker&Parmers

e

Representatives Department: |Nan0hechno|ogy
Third party
Parker & Partners Country: |eB |United kingdom |

Address: 267, Harbour Road

Postal code: CT16 3R]

City: |D0ver

GB County: |kent =]

Logged in as Administrator @ 1|4 0|@ o0

Figure 311: Designation of third party

9.3 EP(Oppo) — Requests

Use the Requests tab to file additional requests that extend beyond the scope of the opposition or,
in the case of a second communication, respond or refer to the opposition.

The options available are directly dependent on the settings you chose or the data you entered in
the Opposition and Names tabs.

Example 1: The opponents submit an auxiliary request for oral proceedings with an
interpreter

Select the check box Request for oral proceedings.

This automatically activates and selects the check box auxiliarily. This means that your request for
oral proceedings only applies if the EPO decides against your interests.

Clear the check box auxiliarily if you want the request for oral proceedings to apply irrespective of
the EPO decision.

Select the check box Request for interpreting if you are only able to participate in oral proceedings
in a specific language.

Select one of the EPQO's three official languages (English, German and French) for the options
listening in and speaking in. These inputs are mandatory if you enter a request for interpreting.

Select the check box Request for accelerated processing as applicable.

Type the reason for this request into the text box.
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= EPO Online Filing - EP(Oppo) - Sample OPPO 1 = =

File Edit View Tools Windows Help

H> «QF 7

EP(Oppo) - Draft - Sample OPPO 1

©)

Last saved on 28/09/2016

‘ Opposition ‘ Mames

Requests ‘ Documents ‘Fees&‘ Annotations

Withdrawal/Revocation

r r
Oral proceedings
[v¥ Reguest for oral proceedings [v¥ Reguest for interpreting
Iv auxiliarily listening in English -
r speaking in English -
Extension of time limit
r
Other

[ Reguest for the taking of evidence by the hearing of a witness

[v¥ Reqguest for accelerated processing

Reason: Pending infringement proceedings in national court

™ Other requests: ‘

@ o4 1@ o

Figure 312: Request for oral proceedings with interpreting and request for accelerated processing

Example 2: The interveners submit a request for oral proceedings irrespective of the EPO
decision and a request for the taking of witness evidence

In this example, the Request for oral proceedings check box is selected and the check box

auxiliarily has been cleared.

The check box Request for the taking of evidence by the hearing of a witnhess is always

automatically selected if one or more persons were named as witnesses in the Names tab.

If you are expressly against the taking of witness evidence in oral proceedings, clear this check box.

EPO Online Filing 5.14 — User guide

285



= EPO Online Filing - EP(Oppo) - Sample OPPO 2 = =
File Edit View Tools Windows Help

H) QF P @

EP(Oppo) - Draft - Sample OPPO 2 Last saved on 28/09/2016

‘ Opposition ‘ MNames Reque;ts@‘ Documents ‘Fees&‘ Annotations ‘

Withdrawal/Revocation

r r
Oral proceedings
[v¥ Reguest for oral proceedings [ Reguest for interpreting
[~ auxiliarily listening in
r speaking in

Extension of time limit

-

oot |

Other

I [v¥ Reguest for the taking of evidence by the hearing of a witness I

™ Reguest for accelerated processing

™ Other requests: ‘

& o0 |A 1@ 1
Figure 313: Request for oral proceedings irrespective of the EPO decision and request for the taking of withess evidence

Example 3: The opponent submits a request for extension of the time limit

As from 1 July 2016, any request for extension of the time limit will be granted only in exceptional
cases and if duly substantiated. If you wish to request extension of the time limit, you must explain
your grounds in written detail and attach this letter to the EP(Oppo) form.

For more information, see the Notice from the EPO concerning the opposition procedure as
from 1 July 2016, OJ EPO 2016, A42(4)
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/05/a42.html).

Select the check box Request for extension of the time limit.
To attach the request document, click Choose file.
The file is renamed TIMEEXTREQ.pdf.

The caption on the button changes to Detach file.
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= EPO Online Filing - EP(Oppo) - Sample OPPO 3 = =
File Edit View Tools Windows Help

H) QF P @

EP(Oppo) - Draft - Sample OPPO 3 Last saved on 28/09/2016

‘ Opposition ‘ MNames Requests&‘ Documents ‘Fees&‘ Annotations ‘

Withdrawal/Revocation

[~ Withdrawal of opposition r

Oral proceedings

[ Reguest for oral proceedings [ Reguest for interpreting
r listening in
[~ withdrawal of request for oral proceedings speaking in

Extension of time limit

I [v¥ Reguest for extension of the time limit I

Substantiation of the request, according to 01 5/2016, A.42(4) Detach file TIMEEXTREQ. pdf

Other

[ Reguest for the taking of evidence by the hearing of a witness
™ Reguest for accelerated processing

™ Other requests: ‘

@ oA 2@ o

Figure 314: Request by the opponent for extension of the time limit
Example 4: The proprietor of the patent requests revocation of the patent

The Request for revocation of the patent option is only active if you named one or more persons
as the proprietor of the patent in the Names tab.

If the check box is selected, all other options with the exception of Request for accelerated
processing and Other requests are deactivated.

Select the check box Other requests as applicable.

Describe your request in greater detail in the text field provided.
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= EPO Online Filing - EP(Oppo) - Sample OPPO 2 = =
File Edit View Tools Windows Help

> P ©)
EP(Oppo) - Draft - Sample OPPO 2 Last saved on 28/09/2016

‘ Opposition ‘ Mames Requests ‘ Documents ‘Fees&‘ Annotations ‘ ‘

Withdrawal/Revocation
r I [v¥ Reguest for revocation of the patent I

Oral proceedings

r r
r listening in
r speaking in
Extension of time limit
-
Other
r

™ Reguest for accelerated processing

IV Other requests: ‘W request access for file inspection.

@ o4 1@ o

Figure 315: Request for revocation of the patent by the proprietor

9.4 EP(Oppo)- Documents

Use the Documents tab on Form EP(Oppo) to attach all documents needed in support of your
opposition. You can also submit data on publications as evidence, amendments to the patent
description, translations and authorisations as well as many other documents.

@ Be aware that you can only attach documents to the EP(Oppo) form if at least one person is
indicated in the Names tab. The Add button for document attachment is disabled if no role
has been added on the Names tab.

The Documents tab is split into the Documents, Evidence — publications and Evidence — other
sub-tabs. The options available in these sub-tabs for the type of documents to be attached change
depending on the communication type selected, the designated persons and the requests entered.

* In the event of opposition (examples 1 and 2), Facts and Arguments is a mandatory
attachment. A red validation icon therefore appears on the Documents button.

= If you select the Other action option (examples 3 and 4), the attachment of documents is
optional, provided you enter data in the Requests, Fees or Annotations tabs. Otherwise, a red
validation icon also appears here.

You can only attach PDF files. All electronic documents attached must be compliant with Annex F;
see Preparing documents for attachment (p. 86).
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9.4.1 Document types for EP(OPPO) as defined by functional role

The options for the type of documents to be attached in the Documents sub-tab depend on what
you selected in the Opposition and Names tabs:

Notice of opposition or intervention — role: opponent or intervener
= Facts and Arguments
= Other documents:
- General authorisation
— Specific authorisation
- Document containing information about further representatives
- Request for change of address
- Request for change of name
- Request for change of representative
- Request for transfer of rights
- <other document>
Other action - role: proprietor
= Reply to notice(s) of opposition
= Reply to an examination report in opposition proceedings
= Main request document
» Separate auxiliary request document
=  Acknowledgement
= Non-public documents:
- Medical certificate
- Non-public annex
- Request for certified copies of the application

- Request for inspection of the file
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= Other documents:
- General authorisation
- Specific authorisation
- Document containing information about further representatives
- German translation of claims
- English translation of claims
- French translation of claims
- Request for change of address
- Request for change of name
- Request for change of representative
- Request for transfer of rights
- Translation of priority document

- Please provide the application number, for which the translation of the priority document is
filed, as a note to the EPO under EP(Oppo) — Annotations (p. 264).

- Request for re-establishment of rights
- Grounds for re-establishment of rights
- Request for a decision
— Letter concerning the priority
- <other document>
=  Amendments
- Clean copy of amended description
- Clean copy of amended claim(s)
- Clean copy of amended drawing(s)
Other action - role: opponent or intervener
» Facts and arguments
» Reply to the communication concerning admissibility of an opposition
* Reply to the observations made by the patent proprietor(s)

= Reply to an examination report in opposition proceedings
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= Acknowledgement

= Non-public documents:

Medical certificate
Non-public annex
Request for certified copies of the application

Request for inspection of the file

= Other documents:

General authorisation

Specific authorisation

Document containing information about further representatives
Request for change of address

Request for change of name

Request for change of representative

Request for transfer of rights

Request for a decision

<other document>

Other action - role: third party

» Observations/Citations filed by a third party
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9.4.2 Attaching documents
Example 1: The opponents submit the facts and arguments and an authorisation

The grounds for opposition with an explanation of the facts should be presented pursuant to Rule 76
(2) c) EPC in a separate file with the opposition.

In this example, the first-named opponent, a company, is represented, by an employee. The specific
authorisation for representation is presented as a separate document.

In the Documents sub-tab, click the Add button.
e~

Select Facts and Arguments.

Navigate to where your file is saved.

Select the file and click Open to attach it.

The file is renamed OPPO.pdf.

The original file name and the number of pages are indicated on the form.

= EPO Online Filing - EP(Oppo) - Sample OPPO 1 =] = =
File Edit View Tools Windows Help
EP(Oppo) - Draft - Sample OPPO 1 Last saved on 23,01.2009

‘ Opposition ‘ Mames ‘ Requests Documents ‘ Fees‘ Annotations |

Documents |Evidence - publications | Evidence - other |

:ﬂ:v % Facts and arguments
Facts and Arguments {Rule 7a6(2)(c) EPC)
% oppO.pdf
Original file name: Micro York Oppos. ..stant Water.pdf @

Number of pages: 10

Logged in as Administrator @ o|s 0@ o0

Figure 316: Facts and arguments document attached

Click the Add button again to attach the authorisation.
Select Other documents.

Navigate to where your file is saved.

Select the file and click Open to attach it.
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Select an option — in this example Specific authorisation — in the Document type list.

The file is renamed SPECAUTH-1.pdf.

Documents ]Evidence - publications ] Evidence - other ]

an % Original file name: Micro York Authorisation MIC-084567.pdf
Facts and Arguments Document type: |Speciﬁc authorisation ‘j B
£ orpo.pdf

General authorisation

Other documents Type Name: =]
- Document containing information abou 'k ther rg
A SPECAUTH-1.pdf Request for change of address
+ Spedfic Authorisation Request for change of name
Request for change of representative
Request for transfer of rights
<other document:

Figure 317: Authorisation attached

Example 3: The proprietor of the patent submits a reply to the notice of opposition filed, a
translation of the claims and the acknowledgement

In this example, the proprietor responds to the notice of opposition filed against the patent. An
English translation of the claims is also filed.

Click the Add button in the Documents sub-tab.
-

Select Reply to notice(s) of opposition.
Navigate to where your file is saved.

Select the file and click Open to attach it.

The file is renamed OBSO3.pdf.

The original file name and the number of pages are indicated on the form.

Documents ]Evidence - publications ] Evidence - other ]

an % Original file name: Reply to notice of opposition. pdf
Number of pages: 7

Reply to notice(s) of opposi...

®  oBsO3.pdf i ]
= P This file contains: Ohservations to the notice(s) of opposition(s) @

Figure 318: Reply to notice of opposition attached

Click the Add button again to attach the translation.
Select Other documents.

Navigate to where your file is saved.

Select the file and click Open to attach it.
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Select an option — in this example English translation of claims — in the Document type list.

The file is renamed CLMSTRAN-EN-1.pdf.

Documents ]Evidence - publications ] Evidence - other ]

an w Original file name:

Reply to notice(s) of opposi... Document type: | ‘j i
F  08503.pdf General authorisation -

Other documents Type Name: |Spedfic authorisation

Document containing information about furthe| =
German translation of daims

English translation of daims

French translation of daims

Request for change of address

Request for change of name i

F cLams.pdf

Figure 319: Translation of claims attached

Click the Add button again to attach the acknowledgement.
Select Acknowledgement.

Navigate to where your file is saved.

Select the file and click Open to attach it.

The file is renamed ADVOFDELIVRY .pdf.

Documents ]Evidence - publications ] Evidence - other ]

%v % Original File Name: Acknowledgement.pdf
Number of pages: 2

Reply to notice(s) of opposi...

. 0BsO3.pdf
Acknowledgement

£ ADVOFDELIVRY.pdf
Other documents

. CLMSTRAN-EN-1.pdf

+ English tran...on of daims

This File Contains: Acknowledgement @

Figure 320: Advice of delivery attached by the proprietor

9.4.3 Filing non-public documents

The filing of non-public documents is available for the opponent, intervener and proprietor role if you
selected Other action in the Opposition tab,

@ You cannot attach a combination of both public and non-public documents to Form
EP(Oppo). If you attach non-public documents in the same form, you cannot submit a
request by selecting one of the options in the Request tab or select a fee. Please use
separate forms for public and non-public submissions to the EPO.
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Click the Add button and select Non-public documents.
Navigate to your file and attach it.
In the Document type list, select the appropriate document type, e.g. Medical certificate.

The file is renamed MEDA-1.pdf.

Documents l Evidence - publications ] Evidence - other ]

q:lv x Original file name: Medical certificate.pdf
Non-public documents Document type: |Medical certificate ‘j @
. MEDA-1.pdf
+ Medical certificate Type Name: |

Figure 321: Non-public document attached

If, after having attached your non-public document, you then attach one of the files from the
assortment of public document types, a red validation icon appears on the Documents button. The
validation message explains the error.

el Validation Messages/Documents

* You cannot select a request and attach non-public documents in the same submission.
* You cannot select fees and attach non-public documents in the same submission.
* You cannot attach public and non-public documents to the same submission.

Figure 322: Validation message after attaching public and non-public documents

9.4.4 Evidence - publications

You can attach the following documents in the Evidence — publications sub-tab:

= Patents
= Articles
=  Books

= Database
= Internet publications

Additional details on the publication should be provided for every document attached, including the
date, author, publisher or URL.
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Example 2: The interveners present multiple publications as evidence

In this example, the interveners present two publications as evidence: an article from a periodical
and a publication on the internet. Copies of both publications are provided as PDF files.

Click the Evidence — publications sub-tab.

Click the Add button.

Select Articles and attach the relevant PDF file.

Enter information on the publication in the fields provided:

= Reference is an internal code under which you archived the publication or evidence.
» The maximum length of the reference is 8 characters.

= Author's surname and first name

= Title of the published article

= Periodical name of the periodical in which the article appeared, and where applicable Volume
number and Article No.

= Publication date in the format DD.MM.YYYY or month and year
= ISBN number, if appropriate

= Particular relevance indicates items of particular relevance in the article

Documents  Evidence - publications ]Evidence ~other |
4:1v % Article in Serial/Journal/Periodical @
Articles Original file name: BO1 Article Nano...gy Aug 2008.pdf  Number of pages: 10
b Published-Evidence-1.pdf
- Reference: B01 e.g. D01, E0Z, etc.
Author's surname: |Fosher M
Author's first name: |Joseph ™ etal.
Title (Artide]: Process of humidification of surfaces uzing powdered water q
Periodical name: |Nan0techn0|ogy - Progress in surface treatments q
Volume number: '3— Article No.: '15—
Publication date: {+ |19 August 2008 15 —  Year: ’— Month: l—_|
ISEN: r
Particular relevance (page, column, line, fig.): |page 35, fig, 5

Figure 323: Example of an article attached as evidence
Click the Add button again to attach the internet publication.
Select Internet publications and attach the relevant PDF file.

Enter information on the internet publication, particularly the reference, the exact wording of the title
and the date when you retrieved the publication.
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Documents  Evidence - publications | Evidence - other

4= 8 Internet @
Articles Original file name: BO2 Internet Nanotechnology. pdf Number of pages: 2

. Published-Evidence-1.pdf
Internet publications Reference: B02 e.g. D01, E02, etc.

. Published-Evidence-2.pdf
- = URL: |www.nan0-hechnology.infopuinshfarﬁdestQD 1409WaterPowder . hitml

Title: world of molecules - Movelty water powder tested in surface sealing

Publication date: 1 April 2008 i
Retrieval date: 15 October 2008 i
Author: " Company: |
|
{* Surname: |Fosher
First name: |Joseph [~ etal

Particular relevance (page, column, line, fig.): lines 24-35

Figure 324: Example of an internet publication as evidence

9.4.5 Evidence — other

You can attach all other evidence in the Evidence — other sub-tab:

Affidavit

= Images or photo (PDF)

= Cover letter for non-scannable object

= Other evidence

* Translation of evidence

For every document, enter your internal reference for the evidence.
Example 4: The third party presents an affidavit and other evidence

In this example, the third party presents an affidavit. The third party has prepared a video recording
as evidence and sent a DVD with the digital video film to the EPO by mail. The copy of the reference
sheet to this DVD is presented as another piece of evidence in the online proceedings.

Click the Evidence — other sub-tab.

Click the Add button.

Select Affidavit and attach the relevant PDF file.

The file is renamed Affidavit-1.pdf.

Enter your internal reference in the Reference field.
The maximum length of the reference is 8 characters.

Select Cover letter for non-scannable object and attach the second PDF file.
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The file is renamed Model-Reference-1.pdf.

Enter your internal reference in the Reference field.

Documents | Evidence - publications  Evidence - other |

i'i:v % Original file name: D04 Miller Reference Sheet.pdf Number of pages: 2

Affidavit
F affidavit-1.pdf

Cover letter for non-scanna...
.',L_-. Model-Reference-1.pdf

This file contains: Cover letter for non-scannable object @

Reference: D04 e.g. D01, E0Z, etc.

Figure 325: Further documents attached as evidence

9.5 EP(Oppo)— Fee Payment

Select the fees that you want to pay on Form EP(Oppo)'s Fees tab and specify the mode of payment.
The currency for all fees is EUR.

For more information on EPO deposit accounts and the automatic debiting procedure, please refer
to the Official Journal:

» Arrangements for deposit accounts (ADA) Supplementary publication 3/2015, p. 8-16
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p8.html)

= Notice from the European Patent Office dated 12 February 2015 concerning revision of the
Arrangements for deposit accounts (ADA) and their annexes Supplementary publication 3/2015,
p. 2-7
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p2.html)

= Decision of the President of the European Patent Office dated 29 September 2016 revising
points 5.3 and 7 of the Arrangements for deposit accounts (ADA) OJ EPO 2016, A83
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/10/a83.html)

Online fee payment

The EPO offers a quick and secure online fee payment service designed for holders of EPO deposit
accounts. For more information, go to the EPO website and navigate to Applying for a patent >
Online services > Online fee payment
(http://www.epo.org/applying/online-services/fee-payment.html).

Payment details
Click the Payment details sub-tab.

You have to select a mode of payment before you can pay any fees when you have selected one or
more fees in the Fee selection tab. By default the method of payment is set to Not specified. If no
payment method is selected a grey validation icon appears on the Fees button.
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ﬁ Validation Messages/Fee Payment | == |

w B Severity 3: 1 message(s)

* Please enter mode of payment

Figure 326: Please enter a mode of payment
Select the Mode of payment in the drop-down list.

= The options Automatic debit order and Debit from deposit account assume that you have
an EPO deposit account.

The Automatic debit order option is only valid for the proprietor(s) of the patent.
= Bank transfer

All payments in EUR must be transferred to the EPQO's bank account with the Commerzbank AG
in Munich, Germany. The IBAN and BIC codes of the EPQO's bank account are supplied
automatically when you select the Commerzbank from the drop-down list.

=  Credit card

= All payments by credit card must be made via the dedicated EPO fee payment service on the
EPO website at Applying for a patent > Online services > Paying fees online > Pay by credit
card (https://epo.org/fee-payment-service/en/login).

Choosing this mode of payment in the Payment details sub-tab is considered merely an
indication of how you intend to pay.

Select Not specified if you are not sure how you will be settling the fees.

If you wish to have the fees debited from your account later than the submission date, enter the date
in the Deferred execution date field.

Hover your mouse pointer over the symbol 2! to the right of the Deferred execution date field to
see the Important information:

This functionality allows you to indicate explicitly that your payment order is to be executed at a later
date than the submission date.

In this case, the payment date will be deemed to be the deferred execution date, provided that you
have sufficient funds on your deposit account on that date.

Please choose the deferred execution date option only if the fees are to be debited on a future date,
as otherwise the default execution date is the date of receipt.

The deferred execution date can be a maximum of 40 days in the future.

Please ensure that the deferred execution date lies within the time limit set for paying the selected
fees.
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Please note that any debit orders (standard or deferred execution) can only be revoked until
00.00 hrs CET on the date of submission (Arrangements for deposit accounts, 7).

Once you select a mode of payment, a red validation icon appears on the Fees tab. The associated
message indicates that the total fee amount is zero.

E= £PO Online Filing - EP{Oppo) - Sample OPPO 1 = 2
File Edit View Tools Windows Help
[L]
] gF # @
EP(Oppo) - Draft - Sample OPPO 1 Last saved on 04.04.2014

Opposition ‘ Mames | Requests ‘ Documents ‘Feesw‘ Annotations ‘

Payment details IFEE selection ]

Mode of payment: |Debit from deposit account j Currency: EUR

The European Patent Office is hereby authorised, to debit from the following deposit account with the EPO any fees and costs indicated in the fee selection:

Deposit account number: |ZBZD3D4D_ N

Account holder: |Micr0 York

Deferred execution date (optional) dd.mm.yyyy 5|

I Only required if different from above - Reimbursement, if any, to be made to deposit account with the EPO: 28

Account holder:

@ 1|4 o[@ o

Figure 327: Details on fees
Further options
The Payment details sub-tab offers some additional options at the bottom of the screen.

If you wish the EPO to make any reimbursements to a deposit account with the EPO, select the
corresponding check box.

This information applies to all selected modes of payment. If you selected automatic debit order or
debit from deposit account, you are only required to enter an account number here if that number
is different from the account number used for payment.

Enter the EPO deposit account number and supply the account holder's name.
Fees for observations filed by third parties

No fees are due for observations filed by third parties under Art. 115 EPC; see Decision of the
President of the European Patent Office dated 10 May 2011 (Official Journal 7/2011, p. 418)
(http://archive.epo.org/epo/pubs/oj011/07_11/07_4181.pdf).

If you enter any data in the Payment details sub-tab when filing as a third party, a red validation
icon will appear in the Fees tab. Please reset all data entries, i.e. set the Mode of payment to Not
specified and clear the Reimbursement check box.
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Fee selection

Click the Fee selection sub-tab.

Select the check boxes for the fees to be paid.
» The fee amount is automatically calculated.

= The check boxes for fees not applicable in this application are locked.

Payment details Fee selection l

Show: |AII fees j |Code j | £
| Fee Code’ | Description | Amount EUR | Reduction | Quantity | Amount to Pay EUR |
003 Fee for publishing a new spedfication of the 75,00 none 1 0,00
European patent
k 013 Fee for re-establishment of rights (Artide 122 635,00 - 1 0,00
EPC).
[ 017 Fee for the awarding of costs 75,00 - 1 0,00
Oa 018 Fee for the conservation of evidence 75,00 - 1 0,00
[ 056 Surcharge fee for printing (R.82(3), R.95(3)) 120,00 none 1 0,00
Fee schedule for EUR valid as of: 01.04.2014 I'I'ntat (1 Fees) EUR 775,00 I

Figure 328: Selecting the fees payable

9.6 EP(Oppo) — Annotations
In the Annotations tab you can enter notes to be transmitted to the EPO.
Creating notes for the EPO

Click the Add button and select New Note.

[
| E
Enter the relevant information in the Author, Subject and Note fields.

If you selected Other action in the Opposition tab, you can use Form EP(Oppo) for the sole purpose
of transmitting an annotation to the EPO. The red validation icon in the Documents tab will disappear
after you enter your text in the Note field. The application is ready for filing and can be signed in the
next workflow step.
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E EPC Online Filing - EP(Cppa) - Sample OPPO 3

= |

©)

File Edit View Tools Windows Help
EP(Oppo) - Draft - Sample OPPO 3 Last saved on 08.07.2013
Opposition ‘ Mames | Requests ‘ Documents (T ‘ Fees ‘ Annotations
4:,, w Author: |Jessica Scott
Translation of priority docu... Subject: |Translah'0n of priority documents
Mote: The tranzlation PRIOTRAM-1.pdf iz filed for application number EF11500200.8 -
Logged in as Administrator & 0|4 o0 |@

1

Figure 329: Opponent annotation for the EPO

To add notes that are not intended for the EPO, use the Internal notes (p. 42) function on the form's

toolbar.

E

9.7 Previewing the completed form

Two different PDF views of Form EP(Oppo) are displayed in preview mode depending on whether

you started by selecting Notice of opposition or Other action.

Click the Preview button in the toolbar.

£
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Example 1: Multiple opponents

If you selected the Notice of opposition option, EPO Form 2300E entitled Notice of opposition to
a European patent is displayed.

Information on the opposed patent, the proprietor of the patent and the (first) opponent is displayed
on the first page. The address for correspondence and the employee under Article 133(3) EPC are

indicated.

2 POF Viewer

 epoppo o =5 A &€

F[1 72 [ @@ [00% -

ep-opposition-data.xml
(ep-opposition-data.x
package-data.xml

(package-data.xml)
pkgheader.xml

(pkgheader.xml)
OPPO.pdf

(Micro York Oppositio
SPECAUTH-1. pdf
(Micro York Authorisati

P)

[

Motice of opposition to a European patent

L Pt cppeed

Pttt

Appiicaton Mo

et of Tom riet b D v cpmaan Pt Buetis

Dt cf
[ArL 7T, A 081) EPC)

Titw of P brvarstens

5 Propiuser of the patert

st rarre i et speeicaion

Cpporants of sepeesastabv’s raference

o Opposast

B T T e— |um=d ¥ingdorn |

EPQ Form 2300E - Sample OPPO 1

Dopartrart | Paerts
Adwess | 38, Fullerton St

TebeghoraiFas. | +44 1504 6606 +44 1904 650450 |
wmat | irfof@microfork cok
A tor commspordencs | e York

Addes Legal Affairs

| EP1234567

| 29 September 2011

|
| EP110123462 |
|
|

| Instant Water

e |

|Salrpl:CP=‘O| |

Kame | Micro York |

York Yorkshie YO1 5CN
Unit=d Kingdomn

P.O. Box 3400
Landon Greater London W1A 25C
Unit=d Kingdomn

Page 14

Cancel

Figure 330: PDF view of the form "Notice of opposition to a European patent”
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The other opponents are listed on one or more additional sheets at the end of the PDF document.

2 POF Viewer
ep-oppo. pdf

ep-0ppo. pdf)
ep-opposition-data.xml

(ep-opposition-data.x
package-data.xml

(package-data.xml)
pkgheader.xml

(pkgheader.xml)
OPPO_pdf

(Micro York Oppositio
SPECAUTH-1.pdf

(Micro York Authorisati

B84 S ¢/t Goe[nx-

Additional Sheet(s) to Form EP2300E

| Samgple OPPC 1 |

2 Cppoend |3qu- arch |

Daatnet | Wanctzchnclegie

Aben | Kanaiswralie 34
10234 Beslin
Gamrnanf

Satn of resicencs o of privcipal place of business | Gamrnanf |

TelaphonaiFas | +49 30 370067 +40 30 B7006721 |

o [roremmne |

Kennecott, Mr James

astws | 10High Srest
Lendon Grester London W1A 2BC
United Kingdom

Snatn o lerece of of kel place of business | Urited Kingdcm |

cantyctrassany | Urioed Kingor |

e |

EPC Form 2300E - Sample OPPC 1 Paged ofd

Cancel

Figure 331: PDF view of the additional sheet to the opposition, listing additional opponents
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Example 3: Reply of the proprietor of the patent

If you selected the Other action option, the form entitled Submission in opposition proceedings
is displayed.

Requests and attached documents are listed in the section after the information on the proprietor of
the patent and the patent.

= PDF Viewer = =

ep-oppo.pdf ~
ep-0ppo. pdf)
ep-opposition-data.xml —
ep-opposition-data.xm » .
paE:I:gEE’data o 0) ot Submission in opposition proceedings
- Office europden
(package-data.xml) KL
pkgheader.xml o 50255 womich
nent:
(pkgheader.xml) MiF:m Yark Geman A
TIMEEXTREQ. pdf s Tel. #49(0)B9 2395.0 | Fax 2455
(OPPO-request-extens 38, Fullerton St. 2.0 Bax 5B1E
York Yorkshire YO1 9GN :;fﬁo HV Rijswiic
N h ancs
United Kingdom Tel. #31(0)70 340-2040 | Fax -3016
Phone: +44 1904 660345 10353 Sertin
Fax: +44 1904 660480 Germand
E-mail: info@micro-york.co.uk Tel. #49(0)30 269010 | Fax -840
Opponantireprasentative’s reference Sample OPFO 2

The informasion given below iz periaining to the fllowing patent in opposition proceedings:

Patent Na.
EP1234568

Application No.
EP10800500.0

Date of mention of the grant in the Eurcpean Patert Bullstin (Art
S7(3), Ar. 33{1) ERC) 0% September 2016

Requests:

* An extension of time limit is hereby requested

Documents attached:

[ Diescription of document I Criginal fie name I Assigned fi name |
[ 1 [eubsmatistion of the request for time exension | OPPO-requestextension-sme limitpdf | TIMEEXTREQ. pdf |
Signatures

Cancel

Figure 332: PDF view of the form "Submission in opposition proceedings"
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Example 4: A third party submits information

If you selected the Other action option and designated a third party, the form entitled Observations
by third parties (Art. 115 EPC) is displayed.

The attached documents and evidence are listed on the form.

2 POF Viewer
Affidavit-1.pdf - : — T

D07 Miller Afidavit por =3 ) &1~ | &l [T /1 |[$9| ® ® [©1% - |
ep-oppo. pdf

(ep-opposition-data.x
package-data.xml
(package-data.xml)

‘Observations by third parties (Ar. 115 EPC)

Third Party. u-m uriich
pkgheaderxml Parker & Partners Ta oAOO¥E 25000 e 405
Nanatechnalogf
(pkgheader.xml) 267, Harbour Raad P B 02
Model-Reference-1_pdf Daver Kart CT15 3P st
b United Kingdom Te ST 402040 | s 018

(D04 Miller Reference

10068 Barln

[
Tal +40a12530 250010 | Fax 540

Thind partybepresacdstves referance Sarple OPPC 4
® g et In cppesiion proemedings.
Patare b
| EPB908308
Aphcation N
| EP11500400.4
Dot of marton of B geant in e Exrogmen Patent Bulabn (A
TEE), At G0XT) ERG) | 16 Auguzt 2011
T of e et
Instant Water

Frizrbetcr of B pert

Marzoni, Salvatore:

Exkdureze fand scbmacyiandy

Ta | e evidence g i e D04 Millr Rifornncn Shost g

e —

207 | iher nidence g i s D07 Millr Al pel

ittt g AL ot

Samgle OPPO 4

Cancel

Figure 333: PDF view of the "Observation by third parties (Art. 115 EPC)" form
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10. PCT/RO/101

The request form PCT/RO/101 allows you to submit an international application electronically to the
EPO, WIPO or any national office that accepts these online filings. The provisions of the PCT and
its regulations (PCT Rules) apply, supplemented where applicable by the provisions of the EPC.

@ This document focuses on the EPO acting as receiving office. For more information about

the PCT, see the WIPO website at IP Services > PCT > Treaty

(http://www.wipo.int/pct/en/treaty/about.html).

|] PCT-RO-101 Electronic Request - PCT sample

Menu Bar File Edit View Tools Help

Toolbar k& &

g Request

Navigation Bar 8 States
(Form Sections)

?7 9

Receiving Office: || |

International Searching | |
Authority:

Language of fiing of the -
international application:

Title of inwvention:

Details Area

8 Biology

8 Declarations

[E] Fees

8 Annotate

Traffic Lights @ fiing possi
(Validation lcons) 8 ready for fiing

g Contents

[E] Payment

g filing not possibl

[~ Reguest to use results of earlier search:

=

Figure 334: PCT/RO/101 form overview

Element Description

Menu bar Provides commands to edit, save, preview, print, import and
export applications, switch to another section, view validation
messages and access help.

Toolbar Provides shortcuts to the most frequently used tasks and tools.

Navigation bar Displays tabs corresponding to the sections of the form.

Details area Displays data entry fields appropriate to the selected tab.

Traffic lights Uses colours to indicate the completeness of each section.
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Toolbar

The toolbar provides buttons for the most common tools you will need to access as you prepare,
sign and send your application. If the current status of your application does not allow you to perform
a particular task yet, the corresponding button is deactivated.

Button | Function Description
Y Preview Shows a preview of the application in the PDF Viewer.
=1 Print Prints the application to your default printer.
Tl Sign Prepares the application for submission and moves it to Ready to sign
status in File Manager.
If the option Start signing immediately when moving application
forwards from draft status is selected in the user preferences in File
Manager, the application immediately opens in the PDF Viewer to be
signed; see Signing the form (p. 340).
= Save as Prepares the application for submission and moves it to Ready to sign
Ready for status in File Manager.
Signing Signing can then be done from File Manager; see Signing the form
(p. 340).
? Help Opens the online help in your default browser.
¥ Validation Opens the Validation Messages window for the currently selected
section (tab).

Navigation bar (sections)

Form PCT/RO/101 is split into ten administrative sections represented by corresponding tabs.

Tab What you can do

Request Request that the present international application be processed according
to the Patent Cooperation Treaty (PCT)
Select the receiving office, the International Searching Authority and the
language
Enter a title for the application

States Exclude certain designated states
Indicate reference to a parent application or grant

Names Enter details of applicant, agent (representative) and inventor

Priority Claim a national, regional or international priority

Biology Enter details related to deposited microorganisms and the depositary

institution
Indicate that the description contains a sequence listing

Declarations

Make applicant or inventor declarations

Contents Attach specification documents and other electronic files
Fees Calculate fees according to the selected fee schedule
Payment Select a payment option and enter related data.
Annotate Create remarks and private remarks

View the Validation Log
Designate inventor(s) for certain states only
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Traffic lights (validation icons)

Validation messages are indicated by the traffic light icons. This way, you can see at a glance if the
data you have entered is complete or if additional information is required.

@ fing not possie A red traffic light icon signals that mandatory information is missing (for
example, the description of the invention or the claims). You must supply
this data before submitting the form.

A PDF or XML document added in the Contents tab may also trigger a
red traffic light if it is deemed not to be of a sufficient quality to meet the
filing criteria.

@ fiing possible A yellow traffic light icon indicates that this information is required, but not
mandatory at this stage (for example, the abstract).

If a yellow light is displayed when you add a PDF or XML document in the
Contents tab this may also reflect compliance or quality issues that
should be reviewed. In this case, however, the documents are of sufficient
quality to allow filing.

& ready for fiing A green traffic light icon indicates that the information is complete.

Viewing validation messages

For example, if you are working in the Request section and the traffic light icon in the Request tab
is red, the validation window will provide you with more information about the data that is missing.

To open the Validation Messages window, click the Validation button in the toolbar.

or

Select Tools > Validation from the menu.

|] Validation Messages/Request =NACN X

=~ Receiving Office (RO) must be selected
H

g Internaticnal Searching Authority (1SA) must be selected

g The language of the filing of the international application must be
selected

[E] The title of the invention is missing

Figure 335: Validation messages relating to the Request tab

You can display the validation messages for each form section individually or you can view the
Validation Log for the application as a whole; see PCT/RO/101 — Annotate (p. 334).

10.1 Creating a new PCT/RO/101 application

The most convenient way to create a new PCT/RO/101 application from scratch is by using the
PCT/RO/101 form in the Forms folder of File Manager.
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For detailed information on working with folders, applications and templates in File Manager, see the
corresponding section in the Online Filing user guide or in the online help for File Manager.

Launch the Online Filing Client 5.0.
By default, File Manager opens with the Forms folder displayed.

Double-click the PCT/RO/101 form.

E File Manager =NAS X
File Edit View Workflow Tools Help
# ¢ ©)
Forms - PCT - PCT/RO/101 12 itermns available
W All Applications ‘ All ‘ Crraft ‘ Fieady to Sign ‘ Fieady to Send ‘ Sent ‘ |Name j | P
31 Default Falder
[ Bio Research M ame | Type | D escription | Group | -
» D Naro Erterprise EP[1038E] EP[1038E] Subsequently filed documents EP
v D TechEuops EPFOppa] EPFOppa] EP Dpposition procedure EFP
D Universal Enginesring Ewro-PCT(1200E 2K EP(1200E 2K Entry into the European phaze [EPC 2000] EP
, D <ML Impart FRIDépdt) FRDEFOT Fequest for granting a French patent FR
FCT-SFD FCT-SFD PCT Subsequently Filed Documents 1B
Forms I — - Ittt
FCT/ROA01 PCT PCT/ROA 01 request
3 Templates k
W Trash UE-Farm 1 UKIF7E Fequest for grant of a patent LK
as LE-MP1 LEMPUE Mational processing of an international application for a LK -
Logged in as Administrator Items selected: 1

Figure 336: Selecting the PCT/RO/101 form in the Forms folder of File Manager

The Create a New Application window opens.

Enter the User Reference for the new application.

Select the language you want in the Language of proceedings list.

The form on which the application is transmitted to the EPO will be created in this language.
By default, the language is English if your File Manager is also set to English.

Select the folder where you want to save the new application.

Default Folder is selected by default.

Click Create.
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Create a New Application @

User Reference: 'F'EIT zample I
Group: |<n0ne> j
Procedure: |PCT/ROADN ~|
Drescription: |F'EIT.-"F|D.-"‘I 01 request

Based on Template: |<n0ne> j
Language of proceedings: |English j
Customer number: | J

Save to folder:

3 Bio Ressarch
» [ Mano Enterprise
v [ TechEurope

Ej Univerzal Engineering
¥ (3] #¥ML Import

Create N Cancel

Figure 337: Entering data to create a new application

A warning message appears if the user reference you entered has already been assigned to another
PCT/RO/101 application.

Information

Please give your application a unique application reference

i&)

Figure 338: Warning message if the user reference is already in use

Online Filing does not allow you to use the same user reference for multiple PCT/RO/101
applications.

Edit your entry in the User Reference field.
Click Create.

The new PCT/RO/101 application opens in the form view.
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10.1.1 Saving the form

The new application and all the data that you are going to enter are only stored in the Online Filing
database if you save the form. If you close the form without saving, all data will be lost.

Saving the draft application while keeping the form open

From the menu, select File > Save as Draft.

The saving process will take a few moments. You can then continue working in the application.
Closing the form and saving the application on exit

From the menu, select File > Close Form.

or

Click the red closing button in the top right-hand corner of the form window.

or

Double-click the violet and white icon in the top left-hand corner of the form window.

[d|PCT-RO-101 Electronic Request - PCT sample @E@

Edit View Tools Help

Sign

Save as Ready for Signing

N E

Save As Template...

rching | j
Export unpacked WAD to ... thority:
Export WAD to ...

Export file package ... Cu;ﬁtuh; h

Preview

. ention:
Print

Close Form

Figure 339: Options for saving and closing an application
In the following dialog, select Save as Draft.
Click OK.

The application is saved and closed, returning you to File Manager.

™ Exit without Saving
-~

Confirmation &J

oK lx Cancel Help

Figure 340: Options in the closing dialog
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10.1.2 Working with templates

Templates are user-defined forms, containing data that you need every time you prepare certain
applications, such as information relating to a particular applicant or to fee payments.

The only way to create a template for a PCT/RO/101 form is to use a draft saved in the Default
Folder of File Manager. If you create a template using any other folder, your template will not be
visible from the File Manager interface.

Creating a template from the open form
From the menu, select File > Save as Template.
In the following dialog, enter a unique user reference for the template.

Click OK.

database:

Reference under which a template will be stored into the
|PCT Nand|

0K h Cancel
L,

Figure 341: Entering user reference for a new template

Save Template @

Entering a description for the template

All templates based on form PCT/RO/101 are automatically saved in the Templates folder in File
Manager.

To assign a description to a template, right-click it and select Properties from the shortcut menu.

EFiIe Manager = | 5 e
File Edit View Workflow Tools Help

R & @

Templates - PCT - PCT Nano 1 item awvailable

WA"ADD"C&“WS ‘ All ‘ Crraft ‘ Fieady to Sign ‘ Fieady to Send ‘ Sent ‘|Name j| P
31 Default Falder

[ Bio Research Type Dezcription
» [ Mano Enterprize
» (3 TechEurope Move to folder

D Univerzal Engineering
¥ (3] #¥ML Import [é

Formis
3 []]J-—' Templates

m’ Trash

Delete

Figure 342: Editing the properties of a template
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In the following dialog, enter the Template description.

Click Save.

Template properties &J

Template description:

RO=EP applications for Mano Enterprize Ltd,

Save N Cancel |

Figure 343: Entering a description after a template has been created

Existing PCT/RO/101 templates cannot be edited. If you want to copy or edit a template, create a
new application based on this template, edit the data as required and save the form as a new
template.

Using the template for a new application

Double-click the template in the Templates folder.

The Create a New Application window opens.

The template's name is already selected in the Based on Template drop-down list.

Proceed as described in Creating a new PCT/RO/101 application (p. 272).

( Create a New Application [&J‘
Uszer Reference: |
Group: |<n0ne> j
Procedure: |PCT/ROADN ~|
Drescription: |F'EIT.-"F|D.-"‘I 01 request
Based on Template: I |F'EIT Mano j I
Language of proceedings: |English j
Customer number: | J
Save to folder:

31 Default Falder

3 Bio Ressarch
» [ Mano Enterprise
v [ TechEurope

D Univerzal Engineering
¥ (3] #¥ML Import

| Cancel |

Figure 344: Creating a new application from a PCT/R0O/101 template
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10.2 PCT/RO/101 — Request

Form PCT/RO/101 opens with the Request tab by default. This section provides data entry fields for
the most basic information of a new application.

(D The examples shown in this document are confined to applications where the EPO is
selected as both receiving office and International Searching Authority (ISA).

Select EP as the Receiving Office.

Select EP as the International Searching Authority.

Select the Language of filing of the international application.
The available options are English, French and German.

Enter the Title of invention using BLOCK CAPITALS.

The title should be the same as on the first page of the description.

[ PCT-RO-101 Electronic Request - PCT sample SRRCN X
File Edit View Tools Help
R & 7?79
B Request Receiving Ofﬂce3|EF' |European Patent Office (EPO) j
International Searching -
E) S P |EF' |Eur0pean Patent Office (EFO) J
g Names Language of filing of the English -
internatienal application:
B Priority
Title of invention: | cARD READER
B Biology

Figure 345: Entering basic data for the application
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Request to use results of earlier search

If appropriate, select the check box Request to use results of earlier search.
This enables additional options for entering the required details.

Double click the row Open to add reference to earlier search.

or

Click the Open button.

I v Fequest to use results of earlier search:

No. Country (or regional Office) Date Number

Open to add reference to earlier search

I\O pen

23

Figure 346: Adding a reference to an earlier search
The Details of Earlier Search window opens.
Select the Country (or regional Office).

The European Patent Office (EPO) is selected by default if the EPO was selected as the
International Searching Authority.

Enter the Filing date.
Enter the Application number in the appropriate format.

If applicable, select the check box for This international application is the same, or substantially
the same, as the application in respect of which the earlier search was carried out, except,
where applicable, that it is filed in a different language.

The two remaining options are mutually exclusive.

If search-related documents are already available to the ISA, select The following documents are
available to the ISA in a form and manner acceptable to it and therefore do not need to be
submitted by the applicant to the ISA (Rule 12bis.1(f)).

Select all applicable check boxes.

The option The receiving Office is requested to prepare and transmit to the ISA
(Rule 12bis.1(c)) does not apply for applications where the EPO is the receiving office, because the
EPO is also the ISA in these cases.
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[ Details of Earlier Search

mﬁlg

@2

F
.
.

Eonioicy reglin"a'lEF' European Patent Office (EPO)

Office):

Filing date:|21 June 2011 E]l
Application numher:IEP11SDDZDD.S

¥ This international application is the same, or substantially the same, as the
application in rezpect of which the earlier search was carried out, except,

where applicable, that it is filed in a different language.

[

the IS4 (Rule 12bis.1(f)):

[¥ The following documents are available to the ISAin a form and manner
acceptable to it and therefore do not need to be submitted by the applicant tof

¥ a copy of the results of the earlier search

|+ ia copy of the earlier application;

[~ atranslation of the earlier application into a language which is accepted

by the IS4

[~ atranslation of the results of the earlier search into a language which is

accepted by the ISA

[~ a copy of any document cited in the results of the earlier search (if
known, please indicate the document(s) available to the ISA as a Remark

on the Annotate page)

I~ The receiving Office is requested to prepare and transmit to the 1S4 (Rule

12his A(E))

Cancel

Figure 347: Details of earlier search, documents available to the ISA

Click OK.

The Details of Earlier Search window closes.

Back in the Request tab, you can continue editing references to earlier searches.

Add another reference by clicking Open once again.

Delete a reference by right-clicking it and selecting Cut from the shortcut menu.

¥ Reguest to use results of earlier search:

No.

Country (or regional Office) |

Date

| Number |

1

EP Eurcpean Patent Office (EPO)

21 Jun 2011 EP11500200.8

1 May 2011 PCTAUSZ0M11M23..

US United States Patent and Trademark Office (USPT...

Open to add reference to earlie’

Undo

Copy
Paste

Rermark

Private Remark

Open |

Figure 348: Deleting reference to earlier search results
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10.3 PCT/RO/101 - States

The States tab of form PCT/RO/101 allows you to exclude pre-defined designation states and add
references to parent applications or grants. The most recent list of PCT contracting states
(http://lwww.wipo.int/pct/guide/en/gdvol1/annexes/annexa/ax_a.pdf) is available on the WIPO
website.

By default, all contracting states bound by the PCT on the international filing date are designated
when a new request is filed. However, the designation of Germany, Japan or the Republic of Korea
can be excluded if a national priority of the particular state concerned is claimed.

To exclude a designation irrevocably, select the corresponding check box.
Reference to parent application or grant

To add a reference, click Reference to parent application or grant.

(D The check box to the left of the button cannot be edited manually.

[ PCT-RO-101 Electronic Request - PCT sample = [ 5 S
File Edit View Tools Help
& & ? @
Designations
B Request
The filing of thiz request constitutes under Rule 4.9(a), the designation of all Contracting States bound by
the PCT on the international filing date, for the grant of every kind of protection available and, where
B States applicable, for the grant of both regional and national patents.
g Names
However,
B Priority [~ DE Germany is not designated for any kind of national protection
B Biclogy [~ JPJapan is not designated for any kind of national protection
B Declarations ™ KR Republic of Korea is not designated for any kind of national protection
g Contents . N . . .
(The check-boxes above may only be used to exclude (irrevocably) the designations concerned if, at the
time of fiing or subseguently under Rule 26biz.1, the international application containg a priority claim to an
[E] Fees earlier national application filed in the particular State concerned, in order to aveid the ceasing of the
effect, under the national law, of this earlier national application. For details see the PCT Applicant's Guide,
in the relevant Annex B1.)
[E] Payment
B Annotate
r IReference to parent application or grant IR
g filing not possibl

" ; Please follow the internet link below for the current list of PCT Contracting States:
[E] fiing possible

B ready for filing
httpctiwww. wipo.intitreaties/en/documents/pdfipct pdf

Figure 349: Designation of states, adding reference to parent application or grant

The Reference to Continuation or Continuation-in-Part ... window opens, with the National
parent application or grant tab selected by default. All relevant countries are displayed in the list.
If you excluded individual countries (DE, JP or KR) from designation, these are not listed.

To enter or edit a reference, double-click the corresponding country in the list.
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|] Reference to Continuation or Continuation-in-Part, or Parent Application or Grant (Rules 4.1... l =HEC ﬁ,l

@2
OAPI parent
application or grant
|AE -ZM || AE United Arab Emirates Libyan Arab Jamahiriya
Mational parent ZW - AQ Angola M4 Morocco

application or grant AT Austria MG Madagascar
Al Australia MK The former Yugoslav Republ™.."
BA Bosnia and Herzegovina MW Malawi nL
BR Brazil NZ New Zealand
cu Cuba RS Republic of Serbia

Syrian Arab Republic

DZ Alﬁeria k TR Turkey
ES Spain us United States of America
IL lsrael ZA  South Africa
N India ZM Zambia

oK Cancel

Figure 350: Adding reference to national parent application or grant

The National parent application or grant window opens.

Select the Kind of parent application or grant.
= Enter the Parent application or grant number.
= Enter the Parent application or grant number.

= To add or edit another reference, click the corresponding country code on the left-hand side and
enter the relevant details.

= Click OK.
|] National parent application or grant | (S e S
@2
'
AE Kind of parent application or grant:| patent of addition j

Parent application or grant No.: |1g 2011 050 5502
Parent application or grant date: |55l &

AD
AT
L,
BA
BR
cu

v

oK Cancel

Figure 351: Entering details for national parent application or grant

The national references are now displayed in the country list. The abbreviation stands for the kind of
patent application or grant. For example, poa means patent of addition.

To add an OAPI reference, click OAPI parent application or grant (OAPI = Organisation Africaine
de la Propriété Intellectuelle).
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|] Reference to Continuation or Continuation-in-Part, or Parent Application or Grant (Rules 4.1... @M

@2
% OAPI parent
application or grant
IAE -ZM ||AE United Arab Emirates nL LY Libyan Arab Jamahiriya e
National parent &I AO  Angola . MA  Morocco
application or grant AT Austria nL MG Madagascar
Al Australia poa MK The former Yugoslav Republ™.."
BA Bosnia and Herzegovina nL MW Malawi
BR Brazil v NZ New Zealand
cu Cuba nL RS Republic of Serbia
DE Germany poa SY Syrian Arab Republic
DZ Algeria nL TR Turkey
ES Spain nL us United States of America
IL lsrael v ZA  South Africa
N India nL ZM Zambia
| oK | Cancel

Figure 352: National parent applications entered, switching to OAPI parent application

Enter the details.

Click OK.

|] Reference to Continuation or Continuation-in-Part, or Parent Application or Grant (Rules 4.1... @M

@2

OAPI parent Kind of parent application or grant: |certificate of addition j
application or grant

’ Parent application or grant No.: |5u345

National parent
application or grant Parent application or grant date: |FTWFEE) &

Figure 353: Entering details for OAPI parent application

Back in the States tab, the check box for Reference to parent application or grant is now selected.

1
| Reference to parent application or grant ||

Figure 354: Check box is selected and indicates references to parent applications

EPO Online Filing 5.14 — User guide

320



10.4 PCT/RO/101 — Names

The Names tab of PCT/RO/101 is for adding contact details for all persons involved in this
application:

=  Applicant
= Inventor
= Agent

=  Common representative
In certain cases, an additional special address for correspondence can be added.

There are two different ways of adding names and addresses to the form. Choose the method which
is most convenient for your personal workflow.

1. Copying names from the Address Book
To browse the Online Filing Address Book, click Address Book.

Define a single entry for one of the functions in the Names tab; see Adding names from the Address
Book to a form and vice versa (p. 296).

[a PCT-RO-101 Electronic Request - PCT sample =NACN X

File Edit View Tools Help
& & 78

Applicant, Inventor, Agent, Common Representative
a Request

Function Name Wal.

+ Applicant Open to add applicant or applicantinventor

g Names +Inventor only Open to add inventor only

3 Priority + Agent Open to add agent

a Declarations

g Contents
@ Fees
@ Payment

3 Annotate I Address Book I |I Open I

g filing not p

@ fiing possible

a ready for filing

Figure 355: Options for adding persons in the Names tab
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2. Adding names in the Details window

Open the details window for the applicant, inventor or agent, either by double-clicking the

corresponding row in the list or by selecting an entry and clicking Open.
Enter the name and address data manually.

or

Import an entry from the Address Book:

Select the first address book entry by clicking the address book icon.
V]

Browse the address book in sequence using the left and right buttons.

- |

Removing names

To delete a name, right-click the corresponding entry and select Cut from the shortcut menu.

@ This action cannot be undone.

Applicant, Inventor, Agent, Common Representative
Function ‘ Name ‘ Wal. ‘
1. Applicant MICRO Y ORK 8
2. Applicant STOCKTON Harold “
Und
+ Applicant Open to add applicant ndae
. Cut
+ Inventor only Open to add inventor
Copy
+ Agent Open to add agent Paste
+ Common Rep. Open to add common Move Up
+ Corr. Address Open to add special a Move Down
Rermark
Private Remark
Address Book | Open

Figure 356: Removing person from the Names tab
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10.4.1 Applicant

At least one applicant or applicant/inventor must be indicated for all designated states or group of
designated states. For the competence of the EP as the receiving office at least one of the applicants
must be resident in or have the nationality of one of the EPC states.

Applicant is a legal entity

The Details concerning Applicant or Applicant/Inventor window opens when you click Open in
the Names tab. Legal entity is selected by default.

In the Name field, enter the company name (full official name) in BLOCK CAPITALS.
Enter the remaining address information.

If applicable, enter additional address information such as the floor, building etc. in the first address
field.

The second address field is intended for the street and house/building number.

If you wish, you can select your preferred option for the use of e-mail to send notifications.

@ At present, however, the EPO does not send any official communications by e-mail so this
option is redundant when filing with the EPO.

To continue adding entities, click the corresponding button on the left-hand side. For example,
+ App. adds a second applicant to the list.

Click OK when ready to return to the Names tab.

Click Cancel to close the Details window without saving data.
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Details concerning Applicant or Applicant/inventor ﬁ

.?|'Ill |

(+ Legal entity " Natural person r
Name: AN ENTERPRISE Loy Registration No.[440012345
’7 Enter full official designation in CAPITAL Ietter5.|
Country orterrtory’{GB  [United Kingdom -] Telephone:[+44 20 7123 4567
Address: Facsimile: |+44 207123 4588
e—mail:|infu@nanu—enterprise.cu.uk
123 City Street

The competent PCT Authorities are authorized to use this
e-mail address, if the Authority so wishes, to send

notifications issued in rezpect of this international application:

City: |L0nd0n
GB Cuunty:|Greater Londen j [v¥ as advance copies followed by paper notifications.
Postal code: |W1A2F_lc [ exclusively in electronic form (no paper notifications wil

be sent)

State quatiunaI'rty:|GE| |United Kingdor‘rj

State of Residenc:e:|GE| |United Kingdor‘rj
The person is applicant for:
* All designated States
" Certain designated States only
v
oK Cancel

Figure 357: Details concerning applicant, legal entity

Applicant or applicant/inventor is a natural person

Select Natural person.

This also unlocks the check box This person is also inventor to the right.
Where appropriate, select the check box to designate this applicant as inventor.
Enter the last name in BLOCK CAPITALS.

Complete the address data.

Telephone, facsimile and e-mail information is only required for the first applicant, so the
corresponding fields are locked for the second and all further applicants.

The Rep. (common representative) option becomes available on the left-hand side.
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Details concerning Applicant or Applicant/inventor @
@2 0
' " Legal entity {* MNatural person I [v¥ This person is also inventor I
1. App. .
E Name: |PRESTON I Registration Nn.|
First N E i

By irst Name: [ nthony Enter last name in CAPITAL Letter5|

+ .

« At Country or territory:[GB [ United Kingdom -] |

+Rep. | Address:‘ |

+ Corr. |

267, Harbour Road
The competent PCT Authorities are authorized to use this
e-mail address, if the Authority so wishes, to send
; notifications issued in respect of this international application:
CTW:|D0ver
GB Cnunty:|Kent j r
Postal code:|CT163P)
State of Natinnal'rty:|GE| |United Kingdor‘rj
State of Residence:|GE| |United Kingdor‘rj
The person is applicant for:
* All designated States
" Certain designated States only
v
oK Cancel

Figure 358: Details concerning second applicant, natural person

Designated states

If you want to restrict the designated states for any applicant, you can specify the states individually.
Select Certain designated States only.

Click select/modify.

The person iz applicant for:

select/modify k

Figure 359: Option for designating certain states only
Select the desired countries by selecting the check boxes individually.
Click Select All to select the complete list.

Click Clear All to undo any selection.
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Note that the list is ordered alphabetically by type and then country. A country may appear more
than once under these types:

» ARIPO patent

= Eurasian patent
= European patent
=  OAPI patent

= National patent

( View/Change States [iz-,l )
Designated States for which thiz person is applicant:
Select Al Clear Al
| Country Type £
|:] RS Republic of Serbia European Patent
|:] SE Sweden European Patent
|:] 5l Slovenia European Patent
|:] SK Slovakia European Patent
|:] SM San Marino European Patent
D TR Turkey European Patent
|:] BF Burkina Faso OAP| Patent
[] |BJ Benin OAPI Patent
|:] CF Central African Republic OAP| Patent E%
oK Cancel

Figure 360: Designated states grouped by type
Common representative

If more than one applicant is entered, the common representative (Rep.) option becomes available
if no agent or correspondence address is used. The common representative must be resident in or
have the nationality of one of the EPC states.

Agent (Agt.), common representative (Rep.) and correspondence address (Corr.) are mutually
exclusive options, meaning that if one is chosen then the other two options are unavailable. If none
of these three options is used, the first named applicant will be considered as the common
representative and all correspondence will be addressed to him.

Click Rep. on the left-hand side of the Details window.

or

Double-click the + Common Rep. row in the Names tab.
Select one of the applicants from the Name drop-down list.

The address details are completed automatically.
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Details concerning Common Representative @

@ 2?2 W
-~
1. App.
2 A Name:| j
. App.
i NANQ ENTERPRISE LTD.
2 PRESTON Anthany k
+Inv.
m Country orterrtory’{GB  [United Kingdom | Telephone:[+44 20 7123 4567
Addre"‘“":‘ Facsimile:|+44 20 7123 4568
123 City Street &-mail: |infcl@nanu—enterprise.cu.uk

The competent PCT Authorities are authorized to use this
e-mail address, if the Authority so wishes, to send
City: |L0nd0n notifications issued in rezpect of this international application:

GB County: |Greater London j [ as advance copies followed by paper notifications

Postal code: |W1AZBC [ exclusively in electronic form (no paper notifications wil

be sent)

Figure 361: Details concerning Common Representative, using data of 1. Applicant

Special address for correspondence

If no agent and no common representative are named, you can add an extra address for
correspondence which is different from an applicant's primary address.

Click Corr. on the left-hand side of the Details window.
or
Double-click the + Corr. Address row in the Names tab.

By default, the details are completed automatically with the name and address information of the first
applicant.

Modify this data where necessary.

Details concerning Special Address for Correspondence @
@2 0
' {+ Legal entity " Natural person
1. App. .
Name'|NAN0 ENTERFRISE LTD.
2. App.
+App. |
+ .
Corr. Country or territory: |GEI |Unned Kingdom j Telephone:|+44 20 7123 4567
Address:| Legal Affairs Facsimile: |+44 20 7123 4568
P.O. Box 2035 e-mail: |infu@,nanu-enterprise.cu.uk
The competent PCT Authorities are authorized to use this
e-mail address, if the Authority so wishes, to send
City: |L0nd0n notifications issued in rezpect of this international application:
GB County: |Greater London j [~ as advance copies followed by paper notifications

Postal code: |W1A 3ED| [ exclusively in electronic form (no paper notifications wil

be sent)

Figure 362: Details concerning Special Address for Correspondence, legal entity
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10.4.2 Inventor

You do not have to name the inventor(s) when you file your application, as the information can be
submitted subsequently, but it is strongly recommended that you do so.

Inventor only

In the Names tab, double-click the + Inventor only row.

or
In the Details window, click + Inv.

Fill in the data fields or retrieve an entry from the address book.

@ Remember to enter the inventor's last name in BLOCK CAPITALS.

Details concerning Inventor Cnly Lé]
@727 W
' NﬂmE:|BURT0N I [~ Deceased

1. App.

First Name: Enter last name in CAPITAL Letters
2 App. Peter

+ App.
1. Inv.
2. Inv. Country orterrtory’{GB  [United Kingdom -~

+Inv. Address:

Corr.

20, London Road

City: |l.|anc:h ester

|Greater Manchester j

Postal code:[l1 1AB

oK Cancel

Figure 363: Details concerning Inventor Only

Deceased inventor

The successor to the rights of the deceased inventor can be selected from defined applicants
provided that an applicant is designated for the US in the Names tab .The deceased person remains
the inventor.

Select the Deceased check box in the Details concerning Inventor Only window.

The applicant names that appear on the list are those whose designations include the United States
of America.
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If no US designation is present under any of the applicants, then this list will be empty and you cannot
enter any data for succession rights in the US.

Select the check box for the applicant who is successor to the rights of the deceased inventor.
Double-click in the corresponding Capacity box to open the list of options.
Select the appropriate capacity.

Repeat these steps if there is more than one legal representative for the deceased inventor.

Details concerning Inventor Cnly @
@2 0
- e fzgon
1. App. . .
2 Aop. First Name: |r.|urtimer
+ App.
1. Inv.
The following person(s) is (are) successor(s) to the rights of the deceased inventor for the purposes of the
— designation of the United States of America:
+ .
Corr. Applicant Name Capacity J|
-
| | 2 Applicant PRESTON Anthony administrator -
administratrix
estate
executors 1
executric
heir
heiress
heirs i
v
oK Cancel

Figure 364: Selecting capacity for the successor to the rights of the deceased inventor

10.4.3 Agent

If you don't specify a common representative or a special address for correspondence, you can name
one or more agents.

In the Names tab, double-click the + Agent row.
or

In the Details window, click + Agt.

@ Note that the options Common Representative and Corr. Address become unavailable
once you added an agent.
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Select the person type: Legal entity or Natural person (default option).
» For legal entities, enter the company name in BLOCK CAPITALS.
= For natural persons, enter the last name in BLOCK CAPITALS.

Complete the agent's data.

For the competence of the EP as the receiving office the agent must be resident in or have the
nationality of one of the EPC states.

If you provide an e-mail address, select the appropriate authorisation check box.

@ At present, however, the EPO does not send any official communications by e-mail.

Details concerning Agent &J
@2 0
-~ It’i‘ Legalent'rtyl " MNatural person

1. App.

Nﬂmer||p PARTNERS Reqistration No.
2. App.

+ App. |

+Inv.

1. Agt. Country orterrtory’{GB  [United Kingdom - Telephone:[+44 1223 35160

% Address:

Facsimil:|+44 1223 351690

Cambridge Science Park e-mail: |Ufﬂce@ip—partner5.cu.uk
100 Red Lion Sguare

The competent PCT Authorities are authorized to use this
e-mail address, if the Authority so wishes, to send
City: |Cambridge notifications issued in respect of this international application:

GB Cuunty:|Greater Londen j [~ as advance copies followed by paper notifications

Postal code:|CB2 148

v Eexc:lusively in electronic form (no paper notifications wil
ibe sent)

oK Cancel

Figure 365: Details concerning agent, legal entity
Click + Agt. to name a second agent.

Enter the agent's name.
Select Same address as the first-named agent, if applicable.

The address data entry fields are then removed from the form.

Click OK when ready.
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Details concerning Agent

@727 W

-~ " Legal entity {* MNatural person

1. App.

Nﬂm93|P0RTLAND Reqistration No.
2. App.

+App. First Nﬂme;|christina

1. Inv.

2. Inv.

+Inv.

1. Agt.

|2 At |
+ Agt.

[¥ iSame address as the first-named agent

3N

Cancel

Figure 366: Details concerning 2. Agent, natural person

Back in the Names tab you have further options:

To change the order of the agents, right-click a name and select Move Up or Move Down from the

shortcut menu.

The list will be re-arranged accordingly.

Click Power of Attorney to create the Power of attorney document (p. 293).
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[d PCT-RO-101 Electronic Request - PCT sample = | E |
File Edit View Tools Help
& & ? @
Applicant, Inventor, Agent, Common Representative
8 Request
- | Function Name ‘ Wal. ‘
8 States
1. Applicant NANO ENTERPRISE LTD. 8
8 Names 2. Applicant PRESTON Anthony 8
8 Priority + Applicant Open to add applicant or applicant/inventor
+ Inventor only Open to add inventor only
8 Biology
—_— | 1. Agent IP PARTNERS 8
8 Declarations | | Ay PORTLAND Christina H
Undo
g Contents + Agent Open to add agent
_ Cut
@ Fees Copy
—_— Paste
9 P
Move Up %
8 T Mowve Down
Address Book | I Power of Attorney I
g filing not possil Remark
X i Private Remark
@ fiing possible
8 ready for filing

Figure 367: Options for 2. Agent in the Names tab

10.4.4 Power of attorney document

You can create a power of attorney document as a PDF file and attach it to the application. The

Power of Attorney button becomes available if
= at least one applicant and one agent are added
or
= more than one applicant and a common representative are added.
In the Names tab, click Power of Attorney.
The Power of Attorney window opens.
Select the applicant(s) giving power of attorney.

Select the agent/common representative to whom power of attorney is given.

Select the applicable authority from the drop-down list at the bottom of the form.

Enter a date.

To view the draft power of attorney document in the PDF Viewer before signing, click Preview.

To open the PDF Viewer and then proceed further to the signing dialog, click Sign.
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Power of Attorney

—Select applicant(s) giving power of attorney

Name Name of Signatory
i [NANO ENTERPRISE LTD.
PRESTOMN, Anthony

Capacity

—Select agent(s)/common representative to whom power of attorney is given

PORTLAND, Christina

Name
¥ |iP PARTNERS

representing the applicant(s) before

all the competent International Authorities

Date: [[7.10.2011 &

| I Sign h || ol | Preview... | Cancel

Figure 368: Selecting applicants and agents for the Power of Attorney document

The PDF Viewer window opens.

To return to the Power of Attorney window and modify the data before signing, click Cancel in the
bottom right-hand corner of the PDF Viewer.

To launch the signing process, click Continue.

[ PDF Viewer

PCT sample
PCT POWER OF ATTORNEY

"

Print Out {Original in Electronic Form|

[»

o1 PCT Power of Attorney (for an
international application filed under

the Patent Cooperation Tr PCT
Rule 30.4) on Treay)

0-i-1  |Prepared Using PCT Online Filing
Version 3.5.000.225 MT/FOP
20020701/0.20.5.20

1 The undersigned applicantis)

[Cambridge

(CB2 1AB

141 |hereby appoints (appoint) the IP PRARTNERS

following person Cambridge Science Park
100 Red Lion Sguare
Greater London

United Kingdom

[Cambridge

(CB2 1AB

142 mmm{amnﬂm PORTLAND, Christina

g person Cambridge Science Park
100 Red Lion Sguare
Greater London

United Kingdom

12 = |Bgent

13 to represent the undersigned before 1517 the competent International
|JButhorities

-

| Continue Cancel

Figure 369: Previewing the Power of Attorney in the PDF Viewer before signing

EPO Online Filing 5.14 — User guide

333



The List of Signatories window opens.

If the applicant is a legal entity, enter the last name and first name of the person entitled to sign in

the <name_of_signatory> field and that person's function in the <capacity> field.

If the applicant is a natural person, only the applicant's name can be selected.

Click Add Signatory.

[ List of Signatories (e S

To add a perzsen to the List of Signatories (bottom), please select the corresponding row in the
Applicants, Representative table (top) and press the "Add Signatory™ button.

Applicants, Representatives:

Function | Name |
1. Applicant NANO ENTERPRISE LTD.
2. Applicant PRESTON, Anthony
I|PRES_DII.Anthcny J |<c:a|:ac:'rty: I Add Signatory V[\\
List of §gnatnrie5:
Signatory | Capacity | Signature |
Move Up | Delete |

Cancel

Figure 370: Adding signatory for 2. Applicant who is a natural person

The Signature window opens.

In the Signature window, enter an alphanumeric signature between the two slashes /.../ or attach a

file with the facsimile signature.

Click Apply Signature.

|] Signature = | B ||
Legal Signature
{* Alphanumeric |.n’Anthuny Prestun;'|
" Facsimile |
-~
I Apply Signaturel - Cancel

Figure 371: Applying alphanumeric signature for applicant
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The List of Signatories window shows the new signature.
Repeat these steps to add more signatories if required.

Click OK when ready.
[ List of Signatories |

To add a perzsen to the List of Signatories (bottom), please select the corresponding row in the
Applicants, Representative table (top) and press the "Add Signatory™ button.

Applicants, Representatives:

Function Name

NANO ENTERPRISE LTD.
2. Applicant PRESTON, Anthony

BURTON, Peter j |Empluyee Add Signatory [

List of Signatories:

Signatory Capacity Signature

PRESTON, Anthony

Move Up | Delete |

Ok Cancel

Figure 372: Adding signatories for the Power of Attorney document

Back in the Power of Attorney window the names and capacity (if legal applicants) of the signatories

are now indicated in the applicants' list.

To view the form with the signatures in the PDF Viewer, click Preview.

To return to the Power of Attorney window after checking the PDF, click Cancel.

144 filed with the following Office i
mm“go%ce lowing as |Eu.rcpea_n Patent Office (EP0Q) (RO/EP)

135 and to make of receive payments on
lbehalf of th i |

21 Signature of applicant, agent or /Preston, Anthony/
| common representative

241 [Name (LAST. First) FEESTON, Anthony
2-1-2  |Mame of signatory

21-3  |Capacity (if such capaciy i not obvious
from reading the request)

22 Signature of applicant, agent or
common i

221 |Name 0 ENTERFEISE LTD.
222 [Name of signatory JURTON, Feter
222  |Capacity (if such &5 not obviol
ﬁunread%gs‘lﬂngg{lsn - loyee
3 Date |l]7 October 2011 (07.10.2011)

-

I Cancel I

Figure 373: Signatures in the Power of Attorney document preview

To save your data and exit the Power of Attorney window, click OK.
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10.4.5 Adding names from the Address Book to a form and vice versa

The Address Book Exchange function provides a convenient way to copy existing addresses from
the address book to a PCT/RO/101 form. Vice versa, it allows you to copy an address which was
manually entered from the form to the Address Book.

@ The data structure of form PCT/RO/101 is not fully compatible with the Online Filing address
book, because the PCT plug-in is based on the WIPO PCT-Safe software and uses an older
technical platform. Please open the OLF address book from File Manager to check whether
the address information has been copied correctly, and amend the data if necessary.

Adding names to the form
In the Names tab, click Address Book.

In the upper part of the Address Book Exchange window the existing Address Book entries are
listed, whereas the lower part lists the names added to the form at this time.

To copy a name from the Address Book to the form, select an entry in the list at the top.
Depending on the type of name, the following functions may be available:

= Applicant only

=  Applicant/inventor (for natural persons only)

= Inventor only (for natural persons only)

= Agent

Click the function you wish to add.

Address Book Exchange ﬁ
Select from existing Address Book names:
| Name A Fax | E-Mail [~
Micro ork, YWork, +44 1904 650345 +44 1904 550420 info@micro-york.co.uk
Nano Enterprige Ltd., London, +44 20 7123 4567 +44 20 7123 4568
Newport Associates -
+ Applicant onby + Agent

Entries (to be) added to Names page:

Function | Name

oK Cancel

Figure 374: Selecting legal person as applicant only

The lower list now contains the entry to be added to the Names tab.
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To add more names, select another entry from the Address Book and click the appropriate function.

To delete a name from the list, select it and click Remove.

To finish the address selection and transfer the data to the Names tab, click OK.

Nano Enterprize Ltd., London, +44 20 7123 4557

Copy to Address Book || Remove |

Address Book Exchange M
— Select from existing Address Book names:
| Name | Fax | E-Mail |~
Portland, Christina, London, +44 20 123 4557 +44 20123 6788 c.portland@ip-partners
Preston, Anthony, Dover, +44 1304 76002-15 +44 1304 76002-40 |ap@parker.co.uk |_|
Rousseau, Juliette -
+ Applicant onby + Applicant/inventor * Inventor onhy + Agent
- - lag
— Entries (to be) added to Names page:
Function Name

| oK | Cancel

Figure 375: Selecting natural person as applicant/inventor

Adding names to the Address Book

If you entered address data manually after adding a name in the Names tab, the lower list in the

Address Book Exchange window displays this new address.
Select the name in the list.

Click Copy to Address Book.

Entries (to be) added to Names page:

Function I Name I -
2. Inv. BURTON, Mortimer
1. Age. IP PARTNERS, Cambndge +44 1223 3516-0

ICDpytuAddressEDDkl ™, | Remove |
LA

| oK | Cancel

Figure 376: Copying names from the form to the Address Book

The data is copied to the Address Book.

If an entry with the same name already exists in the Address Book, Online Filing creates a further

entry.

Note that not all data entered in your PCT/RO/101 form is transferred to the Address Book.

Open the Address Book, verify and amend the data if necessary.
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S Address Book b= )
File Edit View Help
H ﬁ ‘ Find in: | Last name LI I £ @
- 8 Last Mame: |PORTLAND Middie Namefs): |
2 Kleber, Thomas - a First Name: IEhristina Compary: IIF' Partners
Innoration GrabH
Title: I LI Department: I
2 Knopp, ‘Wolfgang - Meyer
und Partner
PO Box: I Country: IGB IUnited Kingdom =
8 Lacroix, Michel - Associés
Lefevre Building: I GEB County: IGreater London I
- R
& Lavall, Thieny Street: Cambridge Science Park Telephone: |+44 1223 35160
2 Manzoni, Sakvatore - 100 Red Lion Square
Borghese 5.4, Telefax: |+44 1223 3516490
2 Mercer, Jeanne - . . - -
o . . - - |
Assocics Lefeyie District: I E-mail: Iofflce@lp parthers. co.uk
City: IEambridge Mationality: I I I
Postal code: ICB2 14B Residence: I I -
& Portland, Christina - IP -
Partners _Eountry of_ I I LI _State of ) I .
2 Freston, Anthony - Parker incorporation: incorporation: -
& Partners Role | FR I DE I DK I PL I
2 Rousseau, Julistte
o 5
2 Schmidt, Joharna x +I
2 Sonnenstatter, Matthias Route | Role Redistration No.
2 Stockton, Harold 3 PCT Agert 430055665
2 weib, Hubert
& iactanhofar Pamhard .
Logged in az Administrator

Figure 377: New entry in the Address Book with data copied from the form

10.5 PCT/RO/101 — Priority

The Priority tab of PCT-RO-101 is for specifying details of an earlier application from which priority

is claimed.

Double-click the Add Priority Claim row or click Open.

|] PCT-RO-101 Electronic Request - PCT sample

mﬁlg

File Edit View Tools Help

& (2@

Priority Claim

3 States No. State

Add Priority Claim

a Declarations

g Contents

Date Application No.

Figure 378: Adding a priority claim

Req. | Rest.

I Open I

Wal.

The Details of Priority Claim of Earlier Application window opens.
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Select the appropriate option: National, Regional or International (PCT).

Select the country, the regional office or the receiving office where the earlier application was filed.
Enter the filing date of the earlier application.

Enter the application number that was assigned to the earlier application.

For some offices, the required application number format is pre-filled into the data entry field, e.g.
PCT/IB / if you select IB as the receiving office.

To add another priority, click the + icon on the left.

Details of Priority Claim of Earlier Application
B ?
H
" National {” Regional {+ International (PCT})
I,, | Receiving Office: |IEI |Internati0na| Bureau of WIPO j
Filing date: |11 November 2018 i
Number: |PCT/B2011/308070

I é‘l’he International Bureau is requested to obtain from a digital library a
icertified copy of the above-identified earlier application.

——

[~ The receiving Office is requested to prepare and transmit to the International
Bureau a certified copy of the abowve-identified earlier application.

oK LCancel

Figure 379: Entering details of priority claim of earlier application

Options for requesting the International Bureau to obtain a certified copy of the earlier
application

In the lower part of the Details window, you can select the method by which a certified copy of the
earlier application should be made available to the International Bureau.

The WIPO Digital Access Service (DAS) is an electronic system allowing priority documents and
similar documents to be securely exchanged between IP offices. For more information, go to the
WIPO website at IP Services > Patents > Digital Access Service and follow the shortcut to
Participating Offices

(http://www.wipo.int/patentscope/en/priority_documents/offices.html).As of March 2012, the digital
libraries of the following countries are participating for notification both as depositing office and as
accessing office: AU, DK, CN, ES, FlI, GB, IB, JP, KR, SE and US.

If applicable, select The International Bureau is requested to obtain from a digital library a
certified copy of the above-identified earlier application.

A warning message appears, asking you to verify that the priority application can be retrieved by the
receiving office. Note that the message is different if the country is one of the countries participating
in the DAS or if the selected country is not a participating country.

Enter the access code into the field which is displayed if the upper check box is selected.

EPO Online Filing 5.14 — User guide 339


http://www.wipo.int/patentscope/en/priority_documents/offices.html

Alternatively, select The receiving Office is requested to prepare and transmit to the
International Bureau a certified copy of the above-identified earlier application.

This is the appropriate option if you have e.g. chosen an EP priority, as the EPO does not participate
in the DAS (applies only to earlier applications treated by the EPO).

Request to restore the right of priority

A request for restoration of the right of priority can be filed where the international application has an
international filing date which is later than the date on which the priority period expired but within a
period of two months from that date (Rule 26bis 3).

If applicable, select the check box The receiving Office is requested to restore the right of
priority.

@ The option to add the related statement is automatically added to the Accompanying ltems
sub-tab of the Contents tab. Please remember to attach the corresponding electronic
document.

To save your data and return to the Priority tab, click OK.

Other actions

The priority claims are automatically sorted chronologically.

To delete a priority claim, right-click and select Cut from the shortcut menu.

To move an individual priority to another position in the list, right-click it and select Cut from the
shortcut menu. Then right-click the priority before which you want to insert the priority and select
Paste from the shortcut menu.

To return a list to the default sorting, select sort priority claims chronologically.

2 EP Eurcpean Patent O... 24 May 2011

b
3 JP Japan & Jun 2011 5

+ WAdd Priority Claim Paste

Isor‘t priority claims chronologicallyl

Rermark

Private Remark |

Figure 380: Shortcut menu options available in the priority claims list
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Validation messages

The check boxes in the Req. and Rest. columns indicate whether one of the options for requesting
a certified copy of the earlier application has been selected and if a request to restore the right of
priority is being made.

Please see the validation messages for information about additional documents required when
adding any one of these requests.

@ If you cannot read the full text of the validation messages, open the Validation Log in the
PDF Viewer, see PCT/RO/101 — Annotate (p. 334).

llj PCT-RO-101 Electronic Request - PCT sample |l=l = P _|\
File Edit View Tools Help

R & 7?79

a e Priority Claim

a States No. State ‘ Date ‘ Application No. Req. | Rest | val ‘

a R 1 IB(PCT} 145ep2010 | PCT/B2010/308070 ] @
s EP European Patent O... 4 Jan 2011 11500200.8 . a
@ Priority
3 T taly BMar2011 | TO2011A800543 @
Biol
3 iology P EP European Patent 0|10 May 2011 | 112003025 [ H
+

a Declarations. Add Priority Claim

g Contents |] Validation Messages/Priority l =NACN X
i Priority 1: The twelve-month time limit for claiming priority would appear to have
@ Fees " expired. Please verify.
Priority 1: To the extent that the receiving Office selected allows, if the filing date of
@ Payment the earlier application has been entered correctly and if the filing date of the

@ Priority 1: A reguest to restore the right of priority has been made. A statement
explaining the reasons for this request should be furnished as an accompanying item.

a Annotate @ Priority 3: please verify that the Office with which the earlier application was filed is a

DAS depositing office or ensure that the priority document iz held in a digital library to

a Priority 1: pleaze ensure that the priority document is held in a participating digital

g filing not possible
liprary and that the receiving Office/International Bureau has been granted the

@ fiing possible

a ready for filing

Figure 381: Validation messages referring to priority claims

10.6 PCT/RO/101 — Biology

The Biology tab is for providing information on biological material and indicating whether sequence
listings are part of the description of the international application.

Information on nucleotide and/or amino acid sequence listing
If applicable, select the check box The description contains a sequence listing.

Attach the required documents in the Contents tab; see Sequence listing (p. 325) for more details.
The following options are automatically added to the form if the above is checked:

* |n the International Application sub-tab:

- sequence listing part of description
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Adding indications relating to biological material

Double-click the first row Open to add a new item or click Open.

|] PCT-RO-101 Electronic Request - PCT sample =NACN X
File Edit View Tools Help
R & 7?79
8 . ; Indications Relating to Deposited Microorganism or Other Biclogical Material
eques!
8 States No. Depositary Institution Date of Deposit Accession No. Val.

Open to add new item

8 Declarations
g Contents | |
[E] Fees
Nucleotide and/or amino acid sequence listing
Payment
@ I [¥ The description contains a sequence listing I
8 Annotate

Figure 382: Entering information on biological material

The Details concerning Indications Relating to a Deposited Microorganism window opens.
Enter the page and line or paragraph number of the reference in the description.

Select the depositary institution (mandatory information) from the drop-down list.

The full address is automatically provided.

Enter the accession number (mandatory information) and the date of deposit (mandatory
information).

If you want to supply extra documents regarding this biological material, specify the documents in
the Additional Indications field.

@ The corresponding documents can be attached in the Accompanying ltems (p. 323) sub-tab
of the Contents tab.

In the Separate Furnishing of Indications field, specify the indications which you wish to supply
by separate cover.

If required, modify the list of designated states; see the instructions under Applicant (p. 284).
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Details concerning Indications Relating to a Deposited Microorganism u

@2

r. The indications made below relate to the deposited microorganism or other biclogical material referred to in the
—_— description:
- on page (please leave this field empty if you
+ or |4 line |15 indicate paragraph number in the left
in paragraph number: field)
Depositary institution: | ATCC American Type Culture Collection j

Address:| 10801 University Bivd., Manassas, Virginia
20110-2209United States of America

Accession Number: IA_CC IB?BBD
Date of deposit: I2Augu5t 20 E]l

Additional Indicatiuns:l I

Separate Furnishing of Indications: I_ Leavelblankitjnotiapphicable:

Designated States for Which Indications Are Made

{* All Designated States
{~ Certain Designated States only

| oK | Cancel

Figure 383: Entering details for biological material
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10.7 PCT/RO/101 — Declarations

The Declarations tab allows you to prepare separate declaration sheets for filing with the
application. These sheets contain the declarations as a default text, which is then complemented by
additional data that is entered by you.

Select an option from the Declarations drop-down list.

Click Add.
|] PCT-RO-101 Electronic Request - PCT sample =NACN X
File Edit View Tools Help
& & ?2 9
Declarations
B Request
|Declarati0n as to identity of the inventor j I Add I
E) States Declaration as to identity of the inventor
Declaration as to applicant’s entitiement to apply for and be granta pats
B Names Declarat?on as to applica_nt's entitlement to claim priority of earlier applicat Val.
Declaration of inventorship (only for the purposes of the USA)
Declaration as to non-prejudicial disclosures or exceptions to lack of nove
[E] Priority
B Biology
B Declarations
g Contents
[E] Fees
[E] Payment

Figure 384: Declaration options

10.7.1 Declaration as to the identity of the inventor

In the Declarations tab, select Declaration as to the identity of the inventor from the drop-down
list, and then click Add.

The Declarations window opens.

Double-click the Add Inventor row.

The Details concerning inventor window opens.

In the Name field, select one of the inventors from the drop-down list.
The deceased inventors are not available in the list.

The address data is automatically completed.

To add another inventor, click the + icon on the left.

To specify an inventor whose name has not been added to the form, select <other> from the list and
enter the address data manually.

Click OK when ready.
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Details concerning inventor u
7
H

ﬁ Name: I j
+

First Name: BURTON
. |=other=
City: I

Country:[GB  [United Kingdom |

Address: | 267, Harbour Road

Postal code: ICT163P.|

GB County [Kent |

| oK | Cancel

Figure 385: Inventor's details for declaration as to identity of the inventor

The inventor is added to the list in the Declarations window.

Click OK to return to the Declarations main tab.

Declarations u

B2 &80k

Declaration as to the identity of the inventor

F
|

in relation to:

{* this international application " irternationsl application Mo. PCTY___
Inventor(s):

No. I Inventor
1 PRESTON, Anthony

Figure 386: Declaration as to the identity of the inventor added
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10.7.2 Declaration as to applicant's entitlement to apply for and be granted a patent

In the Declarations tab, select Declaration as to applicant's entitlement to apply for and be granted
a patent from the drop-down list, and then click Add.

The Declarations window opens.
Select one of the applicants from the list.

Double-click the Add item row.

Declarations @
B2 a8k

. Declaration as to applicant's entitlement to apply for and be granted a patent

1
in relation to:

{* this international application i PCT/

WSy FRel | lis entitied to apply for and be granted a patent by virtue of the following:

No. Status/Event Date

Figure 387: Adding declaration as to applicant's entitlement to apply for and be granted a patent
The Status/Event window opens.

Select the appropriate option from the list:

* Inventor

= Employer of an inventor

= Agreement

= Assignment

= Consent

=  Court order

= Transfer of entittlement

= Change of the applicant's name

Depending on your selection, more options and data entry fields become available.
Make the appropriate selections and supply the required data.

Click OK when ready.
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Status/Event @

@2

Please select the appropriate item from the list:

|Empl0yer of an Inventor j

[NANO ENTERPRISE LTD. was j

entitled as employer of the inventor,

[BURTON, Mortime: j

Figure 388: Selecting names for "employer of an inventor"

Back in the Declarations window, click OK to return to the Declarations main tab.

10.7.3 Declaration as to applicant's entitlement to claim priority

In the Declarations tab, select Declaration as to applicant's entitlement to claim priority of

earlier application from the drop-down list, and then click Add.

The Declarations window opens.
Select one of the applicants from the list.
Select one of the priority applications from the list.

Double-click the Add item row.

Declarations @

B2 &80k

. Declaration as to applicant's entitlement to claim priority of earlier application

in relation to:

1
2
{+ this international application ) PCT!

NANO ENTERPRISE LTD. | is entitled to claim priority

of earlier application No. |EEleE:{s] (== i) * | by virtue of the following:
PCT/IB2010/809070

Figure 389: Selecting application for declaration as to applicant's entitlement to claim priority

The Status/Event window opens.

Select the appropriate option from the list:
* Inventor

= Employer of an inventor

= Agreement

=  Assignment

= Consent

=  Court order
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= Transfer of entitlement

» Change of the applicant's name

Depending on your selection, more options and data entry fields become available.
Make the appropriate selections and supply the required data.

Click OK when ready.

Status/Event @
@ ?
H
Please select the appropriate item from the list:
[ :
+
an agreement between |BURTON. Mortimer j
and |NANO ENTERPRISE LTD. =]
dated | July 2010 &

Figure 390: Adding agreement between persons involved in the international application

Back in the Declarations window, click OK to return to the Declarations main tab.

10.7.4 Declaration of inventorship

In the Declarations tab, select Declaration of inventorship (only for the purposes of the USA)
from the drop-down list, and then click Add.

The Declarations window opens.

The Inventors table displays all inventors and applicants/inventors from the Names tab, except the
deceased inventors.

To exclude one of the inventors from this declaration, right-click the corresponding name and select
Delete from the shortcut menu.

To specify an inventor whose name has not been added to the form, double-click Inventor.
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Declarations

B2 &80k

Declaration of inventorship

F
|

{* This declaration is directed to the international application of which it forms a part(if fiing declaration with

s BURTON, Peter

application)
" This declaration is directed to international application Mo, PCT! 'l
Inventors
No. I Inventor
1 PRESTON, Anthony

+ |Adcl Inventor k

Sign

Cancel

Figure 391: Adding inventor for declaration of inventorship

The Details concerning inventor window opens.
Select <other> from the Name list.

Enter the inventor's last name in BLOCK CAPITALS.
Complete the address data.

Click OK when ready.
Details concerning inventor u

Name: [BAKER &

1
5 First Name: I.I Erenmy

m Residence Country: IGB I United Kingdom
+

GB County IAherdeenshire

Ll

Residence City: IAberdeen

Mailing Address: | 5, Mountain View Lane
Aberdeen, GRS HME
United Kingdom

| oK N| Cancel

Figure 392: Entering details concerning inventor for declaration of inventorship
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Back in the Declarations window, click Sign.

{* This declaration is directed to the international application of which it forms a part{if filing declaration with

application)
" This declaration is directed to international application Mo, IPCT-"_J'_
Inventors
No. I Inventor I
1 PRESTON, Anthony
2 BURTON, Peter

BAKER, Jeremy
+ Add Inventor

I Sign I[\ |

g

Figure 393: Starting the signature process for declaration of inventorship
The List of Signatories window opens.
Select an applicant/inventor and click Add Signatory.

In the Signature window, enter an alphanumeric signature or attach a file with the facsimile
signature.1

Click Apply Signature.
The signatory is added to the list.
Create a signature for each applicant/inventor.

Click OK to finish.

[ List of Signatories @M

To add a perzsen to the List of Signatories (bottom), please select the corresponding row in the
Applicants, Representative table (top) and press the "Add Signatory™ button.

Applicants, Representatives:

Function | Name |
1. Applicantinventor PRESTON, Anthony
2. Applicantinventor BURTON, Peter

3. Applicantinventor BAKER, Jeremy

IF.!AKER.Jeremr j|<ca|:ac'rty> Igddsignaturyll: |
List of Signatories:

Signatory Capacity Signature
PRESTON, Anthony Alphabetical
BURTON, Peter Alphabetical

Move Up | Delete |
| Ok | Cancel

Figure 394: Adding signatories to declaration of inventorship
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10.7.5 Declaration as to non-prejudicial disclosures or exceptions to lack of novelty

In the Declarations tab, select Declaration as to non-prejudicial disclosures or exceptions to

lack of novelty from the drop-down list and click Add.
The Declarations window opens.
Select the applicant or inventor concerned from the list.

Double-click the Add Disclosure row.

Declarations

B2 &80k

. Declaration as to non-prejudicial disclosures or exceptions to lack of novelty

in relation to:

i“wN_\

W RSl SRl | declares that the subject matter claimed in this

application mentioned above was disclosed as follows:

{* this international application i PCT/

No. Kind of Disclosure Date Title Place

Figure 395: Adding declaration as to disclosures

The Disclosure window opens.

Select the kind of disclosure from the drop-down list.
or

Select OTHER and then specify the kind of disclosure.
Enter the corresponding data.

Click the + icon on the left to add another disclosure.

Click OK when ready.

( Disclosure @
@2

kind of disclosure: |internatiuna| exhibition j

date of disclosure: |7 June 2011 15

title of disclosure (if |Nanu particles in daily life
applicable):

place of disclosure (if |Chicagu, llinois, USA
applicable):

oK h Cancel

Figure 396: Entering data for disclosure
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10.7.6 Previewing declaration sheets

If you wish to verify your declaration data before submission, you can open the print preview of the
declaration sheets in the PDF Viewer.

The Print declarations button becomes available after the submission process, when you open the
application from the Sent folder in File Manager.

In the Declarations main tab, double-click any of the declarations in the list.

or
Click Open.
[ PCT-RO-101 Electronic Request - Sample PCT-1 [E=EER™

File Edit View Tools Help
REVQ 7?0

Declarations
3 Request

3 States

@ Mames No. Type Applicant Wal.
3 Priority
3 Biology

| 3 Declarations

3 Contents

Declaration as to identity of the inventor |BURTON, Peter

H
-
2 Declaration as to applicant's entitlement ... NANO ENTERPRISE LTD. 3

& rint decarations | WI%_I

Figure 397: List of declarations
The Declarations window opens.

Click the Preview icon in the toolbar.

Declarations M

B ? a8l
Declarmal/ﬁ\guthe identity of the inventor

i L

" international application Mo, PCT! 'l

No. Inventor

+ Add Inventor

Figure 398: Opening the PDF Viewer from the Declarations window

The PDF Viewer opens and shows all the declaration sheets for this application, starting with
declaration no. 1.

Browse the pages to see the following declarations.
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In the PDF Viewer, click the Print file icon to create a hard copy of the declarations.

Click Cancel when finished.

[ PDF Viewer

SIS

F[1 72 [ @ @®[es5% - o [H

PCT

12

Print Cut (Original In Electronic Form)

ViI-1-1

Declaration: Igentity of ihe Inventor
Declaration as to the idensty of the
nvenior (Rules 4.17(1) and S1bis.1{z)1)

In relation to this international
application

Name (LAST, First)

Agdress

BORTON, Peter of

20, London Road

Manchester

Greater Manchester

M1 1AB

United Kingdom

is the inventor of the subject matter
for which protection is sought by way of
this international application

I Cancel

Figure 399: Previewing declaration sheets in the PDF viewer

The PDF Viewer closes.

Click OK to return to the Declarations main tab.

10.8 PCT/RO/101 — Contents

The Contents tab of form PCT/RO/101 is where you attach documents to support the patent
application.

See Preparing documents for attachment (p. 86) in the EPO Online Filing user guide for more
information about the correct settings for electronic documents.

The Contents tab provides two sub-tabs for attaching documents:

= [International Application

Attaching the mandatory patent specification documents and other recommended files

= Accompanying Items

Attaching additional documents

EPO Online Filing 5.14 — User guide

353



[a PCT-RO-101 Electronic Request - PCT sample = | E |
File Edit View Tools Help
& & ? @
Check List
8 Request
" XML attachments {+ PDF attachments
8 TEER [ Single specification file
8 Names
Document ‘ Detailz Pages Electronic File ‘ Val. ‘
@ Priority Reguest (including declaration sheets) 13 8
N R
8 Biology
—_— Claims g
8 Declarations Abstract @
g Contents Drawings 8
@ Fees
@ Payment
—_— o
Recalculate total: 13 pages pen
8 Annotate
73 fing not possi | ternational application | | | Accompanyingtems | |
@ fiing possible
8 ready for filing In total: 3 documents 1 files.
Request (including declaration sheets)

Figure 400: Contents tab with "International Application" and "Accompanying ltems" sub-tabs
Validation messages
A red traffic light indicates that one or more mandatory documents have not yet been attached.

Click the validation icon to see the corresponding validation messages.

Attaching documents

The attachment process is basically the same for all document types. The example below shows
how to attach a PDF file. The option PDF attachments is selected by default when you open the
Contents tab. See XML attachments (p. 321) for an example of how to attach XML files.

Double-click a document option in the check list, e.g. Description.
or
Select the document option and click Open.

The Content Details window opens. All document attachments for this application are listed on the
left, with the currently selected item being highlighted.

To select a file from your computer, click the Open button on the right.

_ % |
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Content Details

@2

P S

Request (including declaration sheets)
Description

Claims

Abstract
Drawings

1. Statement for restoration of the right of priority

fee calculation sheet

Electronic File

Status
Mot attached

Number of pages:

=N
|

Reset

Figure 401: Attaching files in the Content Details window

In the Open window, navigate to the storage location of the corresponding file.

Select the appropriate option in the files of type list.

The available file types depend on the type of document you want to attach. The default type for text
documents is Portable Document Format and the alternative is TIFF files, i.e. attaching images as
TIFF files. When attaching sequence listing documents, the options XML File (*.xml) and ZIP file

(*.zip) become available.

Select the required file.

Click Open.
[ Open @
Look in: | , Docs Test EN j & £k B~
e J EXAMPLE DOCUMENTS
- ) ABSTRACT. paf
Recent Places i P
- Assigment document.pdf
! ) CLAIMS. pdf
Desktop | DESCRIPTION. pdf
R | DRAWINGS. pdf
_l_—\_=lJ T Power of Attorney.pdf
L= 7 Statement restoration rights.pdf
:;* T Statement_seql.pdf
Computer T US2011217362A1 pdf
=)
“w
Network
File name: [DESCRIPTION pef = | oeen
Files of type: |P0rtab|e Document Format j Cancel
Portable Document Format
TIFF files

Figure 402: Selecting PDF file for attachment

The file is attached and it retains its name in lower case in the Content Details window.

The number of pages is calculated automatically when a PDF file is attached.

If you attach a TIFF or JPEG file, e.g. a drawing, please enter the number of pages manually (1, in

most cases).

@ Otherwise, the software will not recognise the attachment.
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If you want to attach other files, select the corresponding document type on the left and repeat the
described procedure until all required documents are attached; see PDF attachments (p. 316).

Click OK when ready.

Content Details &J
B 7?2 a8k

Request (including declaration sheets)

— Electronic File

Claims. description. pdf =

Abstract

. Status

Drawings Attached As "description. pdf

Pre-conversion archive

1. Statement for restoration of the right of priority Number of pages: |8

fee calculation sheet

original separate power of attorney

v
Description I oK I Cancel

Figure 403: Electronic file is attached

Exchanging and removing attached files

If an original document has been modified, you can reattach the updated file to your application.
In the Contents tab, double-click a document to open it.

The Content Details window opens.

To reattach a file, click the Open button and select the corresponding file once again.

The new file from your computer replaces the existing attachment in the application.

To remove the file without attaching a new one, click Reset.

10.8.1 International Application

The International Application sub-tab provides different options and preconditions for document
attachment.

PDF attachment is selected by default. Use this option to attach the description, claims, drawings
and abstract as separate PDF files.

Select Single specification file if you have prepared one single PDF file containing the description,
claims and abstract. Note that drawings cannot be included in a single specification file. They should
be added separately if required.
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Select XML attachments if you have prepared the specification document as an XML file, e.g. with
PatXML.

Document check list for PDF attachments

Description
Claims
Abstract
Drawings

Pre-conversion archive (optional, but strongly recommended; becomes available after one of the
specification documents has been attached)

Document check list for PDF attachments if description contains a sequence listing

If the check box The description contains a sequence listing is selected in the Biology tab, the
document check list is slightly different:

Description (excluding sequence listing)
Claims

Abstract

Drawings

Sequence listing part of description (should be attached as an ST.26 standard file, i.e. as an
XML (*.xml) or a ZIP (*.zip) file)

Pre-conversion archive (optional, but strongly recommended; becomes available after one of the
specification documents has been attached)

Document check list for PDF attachments, single specification file

Specification
Drawings

Pre-conversion archive (optional, but strongly recommended; becomes available after one of the
specification documents has been attached)

Document check list for XML attachments

Request (including declaration sheets)
Application body

Pre-conversion archive (optional; becomes available after the XML specification file has been
attached)
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If the check box The description contains a sequence listing is selected in the Biology tab, the
following item will also be present:

= Sequence listing part of description (should be attached as an ST.26 standard file, i.e. as an
XML (*.xml) or a ZIP (*.zip) file)
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10.8.2 PDF attachments

Attaching separate PDF files for each part of the patent document is recommended as the most

convenient procedure.

= The description and claims are mandatory.

= The abstract can be filed subsequently, but it is recommended to include it with the application.

= Drawings can also be added, if applicable.

Description

In the International Application sub-tab of the Contents tab, double-click Description.

The Content Details window opens.

Once the Content Details window is open, you can immediately proceed to attach all other

documents one after the other. You are not required to return to the Contents main tab.

Click the Open button, navigate to the appropriate file and attach it.

Claims

In the list on the left-hand side of the Content Details window, click Claims.

Click the Open button, navigate to the claims file and attach it.

Abstract

Click Abstract on the left.

Click the Open button, navigate to the appropriate file and attach it.

Select the Language of the abstract.

The available options are English, French and German.

Content Details

-

B2 &80k

F s

Request (including declaration sheets)
Description

Claims

Drawings

Pre-conversion archive

1. Statement for restoration of the right of priority

fee calculation sheet

Figure 404: Abstract attached
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Drawings

Click Drawings on the left.

Click the Open button, navigate to the appropriate file and attach it.

Enter the Figure of the drawings which should accompany the abstract.

If applicable, select Yes under The figure of the drawings which should accompany the abstract

contains text.

Enter the text in the Drawing Text box.

Click OK to return to the Contents main tab.

Content Details

W7 a0l

rFs

Request (including declaration sheets)
Description

Claims

Abstract

Pre-conversion archive

1. Statement for restoration of the right of priority

fee calculation sheet

Drawings

Figure of the drawings which should |3a [
accompany the abstract:

Electronic File

drawings.pdf .,”'
Attached As "drawings. pdf™ Reset

Status

Number of pages: |4

The figure of the drawings which Drawing Text

should accompany the abstract

Transferring direction
contains text g

Support plﬁte|
{" No

¥ “Yes|Please type the text in
the Drawing Text box.

Cancel

Figure 405: Drawings attached
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Summary

The software automatically calculates the total number of pages in the International Application

sub-tab.

The fields showing the total number of documents and number of files at the bottom of this screen
summarise all attachments, in both the International Application and Accompanying Items sub-

tabs.

When all the attached documents show a green traffic light, everything is correct.

Pre-conversion archive

[d PCT-RO-101 Electronic Request - PCT sample = | E |
File Edit View Tools Help
e 7@
Check List
8 Request
_— " XML attachments {+ PDF attachments
8 TEER [ Single specification file
8 Names
Document ‘ Detailz Pages Electronic File ‘ Val. ‘
[E] Priority Reguest (including declaration sheets) 13 8
Description ] description.pdf
8 Biology 8
—_— Claims 3 claims.pdf 8
Declarati
8 eclarations Abstract abstract pdf 8

1

Open |

[E] fiing possible

[E] Fees
[E] Payment
= TEEEEIEE | total: 29 pages |
8 Annotate
g filing not possi International Application | Accompanying tems ]

8 ready for filing Iln total: T documents

5 fies I

Request (including declaration sheets)

Figure 406: All required documents are properly attached

10.8.3 Single specification file (PDF)

The following rules apply when preparing a single specification file:
= All pages in the document must be accounted for and there must be no overlaps.
= Every element in the attached document must start on a new page.

» The order of the individual components should be: description, claims, abstract.

If your PDF file does not correspond to these requirements, you may not be able to enter the data
appropriately and will receive corresponding validation warnings.
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Attaching the specification
In the Contents tab, select the check box Single specification file.

Double-click Specification.

[ PCT-RO-101 Electronic Request - PCT-single = | E |
File Edit View Tools Help
& & ? @
Check List
8 Request
_— " XML attachments {+ PDF attachments
8 TEER I [v¥ Single specification file I
@ Names
Document ‘ Detailz Pages Electronic File ‘ Val.
8 Priority Reguest (including declaration sheets)
— --—n
8 Biology
—_— Drawings

8 Declarations

g Contents

@ Fees
@ Payment
— | o
Calculate total pages pen
8 Annotate
g filing not possi International Application | Accompanying tems

@ fiing possible

8 ready for filing In total: 2 documents 0 files.

Specification

Figure 407: Attaching a single specification file in a PDF

The Content Details window opens.

Click the Open button, navigate to the PDF file and attach it.
Enter the first page and last page of the description.

Enter the first page and last page of the claims.

Enter the first page and last page of the abstract.

Select the Language of the abstract.

The number of pages for each document section and the total number of pages is calculated
automatically.

Check whether the number of pages contained in the PDF file equals the total number of pages.

To view the corresponding section of the single document, e.g. the claims, click the Preview icon
next to the page numbers on the right.

[&
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Content Details M
B 7?7 a8k
- Language of the abstract I English -
|Request (including declaration sheets)
— Electronic File
Drawings Ieng\ne fitter. pdf = |
Pre-conversion archive
[ Status
fee calculation sheet Attached As "engine fiter.pdf Reset
The Specification contains |10 pages
Description from page |1 il IB |5 pages al
Claims from page |7 till IB |3 pages &l
Abstract from page: Im il |1 ] |1 pages al
[ abstract is not included In total |10 pages
v |
Specification | oK | Cancel

Figure 408: Specification file attached and page numbers of document sections entered

Further options

If you intend not to submit the abstract at this time, select the check box abstract is not included.

This action deactivates the options referring to the abstract.

@ Note the validation message, informing you that the abstract is required.

Click Drawings on the left to attach the drawings separately; see PDF attachments (p. 316).

Content Details

e

M ? 8k

rFs

Request (including declaration sheets)
Specification
Pre-conversion archive

fee calculation sheet

Language of the abstract I—L’

|] Validation Messages/Contents/Specification EIEIQ

@ Abstract is required.
=

The Specification contains |10 pages

Description from page |1_ till IB— |5— pages
Claims. from page |7— till IT |4— pages
Abstract from page I— t l_ lu—pages

¥ abstract is not included I In total |1U pages

[ | [

Specification

| o« |

Cancel

Figure 409: "Abstract is not included" option triggers a corresponding validation message

EPO Online Filing 5.14 — User guide

363



10.8.4 XML attachments

If you produce the specification document as XML files, e.g. with PatXML, you can insert graphics
into the text. All graphic files must be prepared in WIPO Annex F compliant format. The graphics are
stored as separate image files and referenced in the XML file.

A full version of Annex F can be found on the WIPO website at IP Services > PCT > Legal Texts
(http://www.wipo.int/pct/en/texts/).

In the Contents tab, select the option XML attachments.

Double-click Application body.

[ PCT-RO-101 Electronic Request - PCT XML = | E |
File Edit View Tools Help

& & ?2 9

Check List

3 Request

—_— " PDF attachments

3 States r

3 Names

Document ‘ Detailz Pages Electronic File ‘ Val.

3 Priority Reguest (including declaration sheets) 3

8
B o || P S N N RN I

3 Declarations

g Contents

@ Fees
@ Payment
— | o}
Recalculate total 3 pages pen
3 Annotate
g filing not possi International Application | Accompanying tems

@ fiing possible

B ready for filing In total: 2 documents 0 files.

Request (including declaration sheets)

Figure 410: Attaching specification document as XML file
The Content Details window opens.
Click the Open button.
=
Navigate to the XML specification file.
Only PatXML files can be selected.

Select the PatXML file and click Open.
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|] Cpen @

Lookin: [ | PatxiL ~| e®mekEr

.:TI* . Test_2
~ | Test XML
1] Test_¥ML-spec.pxml
! E]water_e\.raporator.pxml

Desktop

Recent Places

w=ll
Libraries
_:k
Computer
S
“

Network

File name: |water_evapo|ator.|:om1l j I| Open
=

Files of type: | PatXML files Cancel

Figure 411: Selecting the specification document as PatXML file

The file is renamed application-body.xml.

If the language attribute in the XML file does not match the language indicated in the Request tab,
a warning message to this effect will be displayed.

Please make sure that you entered the correct language in both the PatXML file and the Request
tab.

Warning

Please confirm that the application body is in German as
indicated on the Requesttab.

Figure 412: Warning message if language attribute mismatch occurs
Enter the figure of the drawings which should accompany the abstract, if applicable.
The number of pages is calculated automatically from the PatXML file.

Click the Preview icon to check whether the specification document is displayed correctly, including
the images.

[&

Click OK when ready.
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Content Details

B2 &80k

Request (including declaration sheets)
Application body

Figure of the drawings which should |1
accompany the abstract:

Electronic File

Number of pages: |4

Figure 413: Application body XML file successfully attached

The green traffic lights in the Contents tab indicate that all the required documents have been

properly attached.

The Pre-conversion archive option is now available.

Pre-conversion archive |ﬂpp|icaﬁ0n_budy_xm| .w
fee calculation sheet

Status

Attached As "application-body.xml" Reset

[ PCT-RO-101 Electronic Request - PCT XML [E=EER
File Edit View Tools Help
R&wm ?2 @
Check List
8 Request
_— {+ XML attachments " PDF attachments
8 States r
8 Names
Document Detailz Pages Electronic File Val.
8 Priority Request (including declaration sheets) E
Application body 4 application-body.xml 8
8 Biology
Pre-conversion archive 8
8 Declarations
8 Contents
i

Figure 414: Green traffic light for the Contents tab

10.8.5 Accompanying Iltems

In the Accompanying Items sub-tab you attach all the other attachments which do not relate to the
main application body. These include documents such as statements, translations and powers of
attorney.

The available document types for attachment are:

original separate power of attorney

original general power of attorney

copy of general power of attorney

translation of international application into ...

separate indications concerning deposited microorganisms or other biological material
applicant letter to ISA concerning earlier search ('‘PCT Direct')

OTHER
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System files, such as the fee calculation sheet and the original separate power of attorney document,
are generated automatically as XML files by the software and do not require extra input from your
side.

Attaching predefined document types
Go to the Accompanying Items sub-tab.

Select the appropriate document type from the drop-down list, e.g. original general power of
attorney.

j Aod |
original separate power of attorney ~
original general power of attorney k File
copy of general power of attorney
translation of international application into...
separate indications concerning deposited microorganisms or other biclogical mat
sequence listing submitted for international search only
statement confirming that "the information in Annex C/ST.25 text format submitted
Applicant letter to ISA concerning earlier search ('PCT Direct’) hd

‘IIE

Figure 415: Selecting document type for attachment in the Accompanying items sub-tab

= Then click Add.

original general power of attorney -

Figure 416: Adding selected document type to the application
A new item is created in the document check list.

Double-click this document to open the Content Details window.

| I U

Pagesl Electronic File | Val. |

Document | Details

1. Statement for restoration of the right ... |US 11/234 234

fee calculation sheet s

Figure 417: Opening the document for attachment

Click the Open button, navigate to the corresponding file and attach it.

Content Details M
B2 a8k

P S

Request (including declaration sheets)

Description — Electronic File
Claims. Ipnwer of attorney.pdf I = i
Abstract

: — Status
Drawings Attached As "power of attorney.pdf™ Reset
Pre-conversion archive
1. Statement for restoration of the right of priority Number of pages: |1

fee calculation sheet

original general power of attorney

Figure 418: Original general power of attorney attached
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Attaching other user-defined document types
Select OTHER from the drop-down list.

The text becomes editable and reads <specify>.

== T

| Document | Details

Pagesl Electronic File | Val. |

Figure 419: Other document to be specified

Enter a document description.

Click Add.
ﬂk&signmentdncumenﬂ I j
| Document | Detailz Pagesl Electronic File | Val. [

Figure 420: Description for other document entered

The new item is created in the document check list.

Document | Detailz Pages | Electronic File | Val. |
1. Statement for restoration of the right ... |US 11/234 234
fee calculation sheet s 3
original general power of attorney power of attorney. pdf 3

1

Figure 421: Other document added to the application; can be opened for attachment

Attach the file in the Content Details window as described above.
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Statement for restoration of the right of priority

If you have requested the restoration of the right of priority for one of the priority claims, you are
required to attach a separate statement. This item is also automatically created in the check list in
the Accompanying items tab. The numbering refers to the numbering sequence of the priorities in
the Priority tab.

Double-click the statement for restoration of the right of priority to attach the corresponding file.

The Accompanying Items tab is ready when all the traffic lights are green.

Document Detailz Pages Electronic File Val.
1. Statement for restoration of the right ... 3 |=tatement restoration ri... E
fee calculation sheet 1 8
original general power of attorney 1 power of attorney. pdf 8
OTHER: Assignment document 1 assigment document.p... 8

Figure 422: All documents are appropriately attached

10.8.6 Sequence listing

Sequence listings should always be submitted in computer readable format, i.e. as Annex C/ST.26
files (*.xml or *.zip).

Form PCT/RO/101 provides an option for attaching sequences listings when The description contains a
sequence listing is selected in the Biology tab; see also PCT/RO/101 — Biology (p. 302). Note that, in this
case, attaching a sequence listing in the International Application sub-tab is mandatory.

Attaching a sequence listing as part of the description
Go to the International Application tab.

Double-click Sequence listing part of the description.

@ Scroll down the list if you cannot see the item.

[]PCT—RO—WDW Electronic Request - Sample PCT-RO-101 - O X
File Edit View Tools Help
ke 7?79
Check List
g Request
B —— (* XML attachments (" PDF attachments
8 States r
E Names
Document | Details Pages Electronic File Val
B Priority Request (including declaration sheets) 2 8
Application bod;
o — --_&
B Declarations
g Contents

Figure 423: Selecting sequence listing for attachment
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The Contents Details window opens.

Click the Open button and attach the file.
_® |

If you attached an ST.26 XML or ZIP file, the status of the file on the window will change accordingly.

Content Details

B2 =0

Request (including declaration sheets)
Sequence listing part of description Electronic File
Application body st_26_short.xml

[& |
fee calculation sheet

x

Status

Attached As "st_26_short.xml"
S Reset

Number of pages:

Figure 424: The sequence listing submitted as part of the description is attached as an XML or ZIP file
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10.8.7 Pre-conversion archive

Once you have attached a document in the Contents tab, the Pre-conversion archive appears as

an item in the check list.

The pre-conversion archive option allows you to add your original documents, before converting
them into PDF or XML files, as a compressed ZIP archive file. This may be helpful if you wish to
provide the EPO with your original documents in colour. The documents contained in the ZIP file will
not be publicly available nor will they be an integral part of the visible internal procedural file, but
they can be accessed for reference, e.g. in the event of quality issues.

@ The EPO does not recognise documents as legally binding if they are exclusively filed as part
of a ZIP archive. To be accepted as legally binding filings, the official patent documents must

always be attached as PDF or ST.26 files under the correct document type.

Double-click Pre-conversion archive in the International Application sub-tab.

[E] Contents Pre-conversion archive

Sequence listing

[ PCT-RO-101 Electronic Request - PCT-SEQL = | E |
File Edit View Tools Help
e 7@
Check List
8 Request
" XML attachments {+ PDF attachments
8 TEER [ Single specification file
[E] Names n
Document ‘ Detailz Pages Electronic File ‘ Val.
8 Priority Description (excluding sequence listing ..| ] description.pdf 8
Claims 3 claims.pdf 8
8 Biology
—_— Abstract 1 abstract. pdf 8
Declarati
8 eclarations Drawings Fig. No. 1 drawings.pdf

sequences_sample.tad

0 |
total: 19 pages £3L

[E] fiing possible

8 ready for filing In total:

Sequence listing

[E] Fees

[E] Payment

—_— Recalculate

8 Annotate

g filing not possi I International Application I | Accompanying tems
||

)

documents 5 files

Figure 425: Opening the pre-conversion archive option to attach a ZIP file

In the Content Details window, click the Open button and attach the ZIP file.

Click the Preview icon to check the contents of the pre-conversion archive.
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Content Details ﬁ
@ 2

P S

Request (including declaration sheets)

Description (excluding seguence listing part) Electronic File

con [

Abstract
Status

Drawings Attached As "archive. zip”
Sequence listing

Pre-conversion archive

fee calculation sheet

Figure 426: Pre-conversion archive attached

The attached ZIP archive is opened as a temporary folder in Windows Explorer.

S~
l\_/u\_/n | 1) % Local » Temp » GUIEngine » PDF » 00000002.zip v|"| Search p|
Organize « Extract all files = o« i l@l
. TechSmith o MName Type Compressed size
; Tem
. . 7 ABSTRACT.docx Microsoft Word-Dokument 21 KB
. GUIEngine i . ;
- 7 CLAIMS. docx Microsoft Word-Dokument 21 KB
: . 7 DESCRIPTION.docx Microsoft Word-Dokument 10 KB
1, 00000001 zip ) ) .
: ] pRAWINGS.docx Microsoft Word-Dokument 21 KB
1, 00000002 zip R o
| 7] SEQUENCE-LISTING.APP APP File 146 KB
| Server

Figure 427: Previewing the contents of the pre-conversion archive

10.9 PCT/RO/101 — Fees

The Fees tab of PCT/R0O/101 displays the fees and amounts due. These are calculated automatically
from the data in other tabs.

Applying a fee schedule

As a default, the Fee Calculation table does not contain any fee amounts or totals and the fee
schedule is set to None.

The default currency when filing with the EPO is EUR.
To define fee amounts, select a valid fee schedule from the drop-down list.

Fee Calculation

Fee schedule valid from:
currency:| EUR - |Nane =

Transmittal fee

Figure 428: Selecting a fee schedule
The fee amount fields are populated and the Total Fees Payable is calculated.

Reductions are displayed as negative amounts in red.
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[ PCT-RO-101 Electronic Request - PCT sample [E=EER™

File Edit View Tools Help

Rev@Ql 2?29

B reauest
B ses

B ames

§ P

B soooy
B oecersions
B conens
|g Foss

8 poyment

a Annotate
E filing not possible

@ fiing possible

a ready for filing

Fee Calculation

Currency:lm Fee schedule valid from: 01.01.2014 - I—

Fee Currency Amount X Total
Search fee EUR 1,875 1 1,875
International Filing Fee EUR 1,084 1 1,084
Supplement per sheetover 30 ¢g)p 12 0 o
Electronic Filing reduction (Fully EUR 244 1 _244
Fee for priority document EUR 50 0 o
Fee for restoration of right of priority | g 810 ] o
Total Fees EUF!| 2,840
Payable

Figure 429: Fee calculation table filled in and total fees payable calculated

Editing fees

If required, individual fee amounts can be edited.

Click the fee amount to be edited until the background of the table cell changes from blue to white.

Edit the value.

Fee

| Currency | Amount | X | Total |

Transmittal fee

Internaticnal Filing Fee

Supplement per sheet over 30 g )p 12 0 o

EUR 125 1 125

EUR 1,084 1 1,084

Figure 430: Editing a fee amount

Click away from the edited field to save the new amount.

The Total for the modified fee and the Total Fees Payable value are recalculated automatically.
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Fee ‘ Currency ‘ Amount ‘ X ‘ Total ‘

Transmittal fee EUR 125 1 125

Search fee 1100 1100
I I N

Supplement per sheet over 30 EUR 0
Electronic Filing reduction (Full} EUR
Fee for priority document EUR 50 0 0

Fee for restoration of right of priority ¢ )p 610 0 0

Total Fees EUR 2 065
Payable '

Update fee schedule

Figure 431: Fee calculation updated after a fee amount has been edited

The Update fee schedule button is activated after a fee has been edited.

@ If you click Update fee schedule, the new fee amount will be copied to the fee management
table in the Online Filing database. As a result, all PCT/R0O/101 applications created
subsequently will use this new fee amount instead of the original fee amount issued by the
EPO. If you wish to restore the original fee from the EPQO's official fee schedule at a later
stage, you will need to edit the fee amount manually again and save it by clicking Update fee
schedule.

Previewing the fee calculation sheet
Go to the Contents tab and click the Accompanying Items sub-tab.
Double-click fee calculation sheet.

In the Content Details window, click the Preview icon.
(&

The fee calculation sheet is displayed in the PDF Viewer.

10.10 PCT/RO/101 — Payment

The Payment tab of PCT/RO/101 is where you specify the mode of payment and provide details of
the EPO deposit account to be debited.

The EPO as receiving office offers the following payment options:
* No payment for the time being — if you intend to pay at a later time.

= Authorisation to charge current account — the relevant fees will be debited from your EPO
deposit account.

= Automatic debit — the EPO will calculate the fees payable using the information provided in
your application and will debit this amount direct from your EPO deposit account.
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= Bank transfer — you have to transfer the relevant amount to the EPO's bank account with
Commerzbank AG in Munich, Germany.

= Other

Select the applicable Mode of payment.

Depending on your selection, the dialog window will display further fields and options.
Authorisation to charge current account

Clear any account authorisations which are not applicable.

By default, all account authorisations are selected.

Enter your EPO deposit account number in the Current account number field.

EPO deposit account numbers are made up of eight digits, starting with 28.

Provide the authorised user name and signature; see Signing the deposit account authorisation
(p. 333).

[d PCT-RO-101 Electronic Request - PCT-EN-01 = =
File Edit View Tools Help

el 729

Payment

B Request
B States Mode of Payment: | authorization to charge current account j
B Names

The receiving Office (ROJEP) is authorized to charge:
B Priority [ the total fees to my current account

[v any deficiency or credit any overpayment in the total fees to my current account
B Biology

[v¥ the fees for preparation and transmittal of the priority document to the International Bureau of

"
B Declarations WIPD to my current account
B Contents Current account number: |28123456
—_— Authorized User Name: |Jame5 Kennecott
B Fees .
Sign [:

[E] Payment
B Annotate
g filing not possible

[E] fiing possible

B ready for filing

Figure 432: Details for payment by authorisation to charge deposit account

Automatic debit

Enter the EPO deposit account number in the Current account number field.

EPO deposit account numbers are made up of eight digits, starting with 28.

Provide the authorised user name and signature; see Signing the deposit account authorisation

(p. 333).
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[d PCT-RO-101 Electronic Request - PCT-EN-01 = =
File Edit View Tools Help

el 729

Payment
B Request
B Sris Mode of Payment: | Automatic Debit -
B Names
The Office in itz capacity as receiving Office (RO}, as International Searching Autherity (ISA), and,
B Priority where applicable, in its capacity as International Preliminary Examining Authority (IPEA) is authorized
to automatically debit, under the terms of the Office’s automatic debit procedure, the identified account
with any fees due in the processing of this International Application
B Biology
B Declarations
B Contents Current account number: |28123456
—_— Authorized User Name: |Jame5 Kennecott
B Fees i
o |
g
[E] Payment
B Annotate
g filing not possible

[‘;] filing possible
& reasy for fing
Figure 433: Payment by automatic debit
Bank transfer
If applicable, select the check box In addition, indicate current account authorisation.
= Select the relevant authorisations for subsequent payments from your deposit account.
= Enter the EPO deposit account number in the Current account number field.

= Provide the authorised user name and signature; see Signing the deposit account authorisation
(p- 333).

Other

Enter information about your other payment method in the Specify field.

If applicable, select the check box In addition, indicate current account authorisation.

=  Select the relevant authorisations for subsequent payments from your deposit account.
= Enter the EPO deposit account number in the Current account number field.

= Provide the authorised user name and signature; see Signing the deposit account authorisation
(p. 333).

No payment for the time being

There are no further options.
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10.10.1 Signing the deposit account authorisation

The signature of a person who is authorised to manage the deposit account is always required if you
select one of the payment options using a specific EPO deposit account.

In the Payment tab, enter the Authorized User Name.
Click Sign.
[d PCT-RO-101 Electronic Request - PCT-EN-01 = =

File Edit View Tools Help

el 729

Payment
B Request
B States Mode of Payment: | bank transfer j
B Names
B FIITE [v In addition, indicate current account authorization:
[¥ The Receiving Office (RO/EP) is hereby authorized to charge any deficiency or credit any

B Biology overpayment in the total fees to my current account
B Declarations [¥ The receiving Office (RO/EP) is hereby authorized to charge the fees for preparation and

transmittal of the priority document to the International Bureau of WIPO to my current

account
B Contents

Current account number: |28123456
F
B ses Authorized User Name: |Jame5 Kennecutﬂ
[E] Payment Sign I |
&3

B Annotate

g filing not possible

[E] fiing possible

B ready for filing

Figure 434: Signing as the user authorised for the EPO deposit account
The Signature window opens; see Power of attorney document (p. 293).

Enter an alphanumeric signature or attach a file for a facsimile signature and click Apply Signature.

@ After the signature has been applied, the traffic lights for the Payment tab change to green.
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10.11 PCT/RO/101 — Annotate

The Annotate tab is where you can see all the notes and comments that have been made for this

application.

= Aremark is a comment intended for the EPO and is part of the data submitted.

= A private remark is for internal use only and is not transmitted to the EPO.

The Annotate tab also contains the Validation Log with all the validation messages for the
application. The Entity column indicates the tab relating to each item, i.e. in which tab the annotation

was created.

[ PCT-RO-101 Electronic Request - PCT XML [E=EER
File Edit View Tools Help
R&wm ?2 @
Annotate
8 Request
Annotation or
Remark: | j
8 States
3 Names Type of Annotation Entity Detailz
An agent is going to be autherized later.
8 Priority
1. Priv. Remark Priority Add DE Prio
3 Biology 2. Priv. Remark Priority Add US Prio
8 Declarations Inv. for certain des. St Inventor(s)
Validation Log Annotate
8 Contents
8 Fees
Open

8 Payment

8 Annotate

g filing not possible

@ fiing possible

8 ready for filing

Figure 435: Remarks, private remarks, validation log and other annotations in the Annotate tab
Adding annotations referring to the application in general

To create a new annotation, select the appropriate category from the drop-down list.

Click Add.

Annotate

A

ion or
Remark: ||'9m3|'k

private remark
Type of 4inventor(s) for certain designated States only
L L

Add

Figure 436: Adding a new remark
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The Annotation edit dialog window opens.
Enter your text.

To view the other annotations, click the corresponding item on the left or browse through the list by
clicking the up and down arrows.

Click OK to save the entry.

Annotation edit dialog @
B ?
H
r s 2. Remark
Rem.
I The fees are going to be paid later, after we have opened our current
Priv. ... account with the EPO.|
Priv.
Inw....
Val
v
oK h Cancel

Figure 437: Creating a new remark

The remarks intended for the receiving office can be found in section 13 at the end of the PCT form.

[ PDF Viewer =BECE_X_
i - F
BB € v eeEE- o
12-3 rization o charge the f2e o
il =)
1223 [Cument account Mo, 28500987
12-2¢  [Datz 11 October 2011 (11.10.2011)
12-25  [Name and signature PRESTON, ANTHONY,

/Anthony Preston/

REMARKS

1311 [Applicant Remarks (AR 2gent I going 1o be authorized 3ter. The fees are going 0 be paid Iater, ansr

we have opened our cument account with the EFC.

_
20%297 mm 4| | LH

Cancel

Figure 438: Applicant remarks in the form preview
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Adding annotations referring to specific tabs

Remarks and private remarks can be created not only in the Annotate tab, but also in most of the
other tabs of Form PCT/RO/101. Wherever this function is enabled, it is accessible from the shortcut
menu.

For example, to add a private remark right-click the Add Priority Claim item in the Priority tab and
select Private Remark from the shortcut menu.

Priority Claim

Application No.

Paste

Rermark

Private Remark
Figure 439: Adding a private remark referring to priority claims

Viewing the Validation Log

In the Annotate tab, double-click Validation Log.

The Annotation edit dialog window opens.

The validation messages are grouped and ordered by the form sections.

Scroll through the list to read the messages.

Annotation edit dialog lﬂ
@2 &l

A | validation Log

Priv. ...

7.Contents
@ The attached sequence listing does not appear to comply with WIPO

standard ST.25
(hitp:/fwww. wipo.int/standards/en/pdf/03-25-01.pdf). Please verify.

&.Fees H

T

B Please verify that modified fee amounts are correct.

oK Cancel

Figure 440: Viewing the Validation Log
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If you cannot read the full text of the validation messages, click the Preview icon.

[&

The Validation Log opens in the PDF Viewer.

[ PDF Viewer

== A

[T /1 i (Y | ® @ [e4% - | |

13-2-1 |Validation messages
Raquaat

Green?

The title of the invention should
preferably be entered in capital
letters. Please verify.

1323 |Validation messages
Mamas

Green?

Applicant 1: The e-mail authorization
checkbox has not been checked. This e-
mail address will only be used for the
types of communication which might be
made by telephone.

Valldation messages
Mamea

Green?
Applicant 1:State of Nationality
missing

Green?
Applicant 2:S5tate of Nationality
missing

Valldation messages
Mames
Valldation messages
Mames

Green?
Applicant 2:5tate of Residence missing

1324 |validation messages
Priartty

Green?
Mo priority of an earlier application

has been claimed. Please verify

13-2-7 |Validation messages
Contents

Yellow

The attached sequence listing does not
appear to comply with WIPD standard
S5T.25
{http://www.wipo.int/standards/en/pdf/
03-25-01.pdf) . Please verify.

13-2€ |Validation messages
Faea

Green?
Please verify that modified fee

amounts are correct.

Cancel

Figure 441: Validation Log showing messages

10.11.1 Designating inventor for certain states only

As with the applicant, you can edit the list of designated states for the inventor, although this is quite
unusual and seldom used.

In the Annotate tab, select Inventor(s) for certain designated States only from the drop-down

list.

Click Add.

The Annotation edit dialog window lists the names of the existing inventors and the designated

states concerned.

To edit the states for an inventor, double-click the inventor's name.

Annotation edit dialog

S

@7
|

Inventor(s) for certain designated States only

Val... Inventor

for the Purposes of |

PRESTON Anthony
BURTON Mortimer

all designated states
all dezignated states k

Figure 442: Editing designated states for an inventor
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The View/Change States window opens.

Select the countries as appropriate; see the instructions under Applicant (p. 284).

The selected states are displayed in the list of inventors.

Annotation edit dialog M
8?0
rs Inventor(s) for certain designated States only
Val... | Inventor I for the Purposes of I
PRESTON Anthony all designated states
BURTON Mortimer EP: (AL AT BE BG CH&LI CY CZ DE DK EE ESI

Figure 443: Designated states selected for one of the inventors

10.12 Processing the PCT/RO/101 application

Once all required data has been entered and the appropriate documents attached, the application is

ready for submission to the EPO.

In the toolbar, the Sign icon and the Save as Ready for Signing icon are now activated, and all the

traffic lights show green.

Applications can also be filed if some of the traffic lights are yellow, provided that the user is satisfied

that all the information required at the time of filing has been supplied and attached.

g filing not possible
@ fiing possible

3 ready for filing

Open

[ PCT-RO-101 Electronic Request - PCT sample @M
File Edit View Tools Help
RaevD 20
S Ready for Signi .
| 3 Reguest ave as Ready Tor |gn|nghce_ IEuropean Patent Office (EPQO) j
International Searching
3 S Authnr'rty:IEP IEuropean Patent Office (EFO) j
3 Names I__anguage Dfﬂling Df_thelEngliSh vl
internatienal application:
3 Priority
Title of invention: | cARD READER
3 Biology
3 Declarations ¥ Reguest to use results of earlier search:
3 Contents No. Country (or regional Office) Number
EP Eurcpean Patent Office (EPO) EP11500200.58
3 Fees
+ Open to add reference to earlier search
3 Payment
3 Annotate

Figure 444: Application is ready for signing
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10.12.1 Signing the form

Depending on the settings in the File Manager's User Preferences (see Confirmations (p. 56)), you
can launch the signing process immediately from the PCT/RO/101 form or by using the workflow
buttons in File Manager.

The option Start signing immediately when moving application forward from draft status
triggers the following behaviour:

If that option is not selected (default), both the Sign button and the Save as Ready for Signing
button will move the application to the Ready to sign status. You can then start the signing process
from File Manager.

If that option is selected, the Sign button prepares the application for signature and opens the
signing dialog immediately.

Preparing the form for signature (default setting)

Click the Save as Ready for Signing button in the form toolbar.

[ PCT-RO-101 Electronic Request - PCT sample =RRCE X

File Edit View Tools Help

&ﬁmj%?!

B Request M Ce1|EF' |Eur0pean Patent Office (EPO) j

International Searching -
E) S P |EF' |Eur0pean Patent Office (EFO) J

Figure 445: Starting the signing process from the form

Preparation for submission now starts.
If required, you can modify the User Reference here.
Select online (default option) as the Method of Submission.

Click Continue.

Submission Preparation Progress [&J

Submission

Made on: |2 July 2013

User Reference: [PCT sample
Method of Submission: [ L] ™

Qontinue[} Cancel

Figure 446: Preparing the application for submission
The data is saved, the form is rendered and the files are compressed and stored in the database.
Click Continue.

The form closes and you are returned to File Manager.
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Submission Preparation Progress @

Submission

Made on: |9 July 2013 [zl
User Reference: [FCT sample
Method of Submission: |online

Submission Preparation Progress:

09.07.2013 21:19:31 - Creating ZIP file - Done
09.07.2013 21:19:31 - Storing in database - Done
09.07.2013 21:19:32 - Terminating log - Done

Continu%

Figure 447: The application data has been prepared for submission

Start signing from File Manager
The form is now in Ready to sign status.

Select the application and click the Next button (the tool-tip says "Sign").

E File Manager PCT sample =NACN X

File Edit View Workflow Tools Help

TR AV @ @@

Default Folder - .S.ign T - PCT sample 19 items available
MH &0 Applications ‘ All ‘ Draft ‘ FReady to Sign Ready to Send ‘ Sent ‘ |Last zaved j | P
31 Default Folder

» B3 Archive Reference Title & & &@ Type & Status -
3y Kilburn private 07.2
B} Lauwren private 09.07.2013 PCT-EN-0M PCT/ROA01 request PCT Diraft
= Forms 09.07.2013 PCT-DE-M PCT/ROA01 request PCT Diraft

Figure 448: Launching the signing process from File Manager
The PDF Viewer opens.

Click Sign Now in the bottom right-hand corner.

Proceed as described in Signing applications (p. 88) in the Online Filing user guide or in the File

Manager online help.

@ The two fields ePCT Customer ID and ePCT eOwnership code are optional. These data
are only relevant for EPO Online Filing users having registered an account for the ePCT

private services run by WIPO. For more information, see the WIPO website at IP Services >

PCT (http://www.wipo.int/pct/en/).
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Sign Application @

Select an entry from the list, choose the type of signature and enter the comesponding details.

Applicants Sign for representative CARRINGTOM. John:
MICRO YORK
<other> Representative Name: |CAHH|NGTDN. John

Representatives

CARBINGTON. John

<other>

ePCT Customner [D: |

ePCT elwnership code: |

Type of signature:

" Soft Certificate
" Alphabetical

" Facsimile

Smart card details:

Place of Signing: |Eambridge]

Sign [:

[~ Save zeftings az default [Can be changed in preferences) Close

Figure 449: Representative signing the PCT/R0O/101 application with his smart card

10.12.2 Sending the form
In File Manager, the application is in Ready to send status.
Select the application and click the Next workflow button (the tool-tip says "Send").

Proceed as described in Sending applications (p. 102) in the Online Filing user guide or in the File
Manager online help.

EFiIe Manager PCT sample = | 5 e
File Edit View Workflow Tools Help

TR 4>V @ @@

All Applicatiurl} Ready to Send - PCT - PCT sample 2 items available
Sendl
W Al Applications ‘ All ‘ Diraft ‘ Feady to Sign Ready to Send ‘ Sent ‘ |Last saved j | P
31 Default Falder
ED) %ML Impart Lasts.% | Reference Title [ Y L] Type | & Retry
Formis - 0
F.052M2 10011 Fequest for grant of a European 0o 0 1 EPD0IEZK) 1 0
g Templates patert (EPC 2000]
Trash

Figure 450: The application has moved from "Draft" to "Ready to send" status in File Manager
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Viewing submission information and the receipt

After the application has been sent, you can view it from File Manager. Both the submission
information and the acknowledgement of receipt can be opened from the Annotate tab.

Annotate

A

ion or
Remark: | j
Type of Annotation Entity Detailz
Subm. Detail Annotate 15 Jun 2012
alidation Log Annotate
Receipt information I Annotate PCT/EP2012/090178; 15 Jun 2012

Figure 451: Submission details and receipt information available in the Annotate tab

10.12.3 Exporting and importing a form

For full instructions on exporting and importing applications via File Manager and Server Manager,
see Exporting data from Online Filing (p. 105) and Importing data into Online Filing (p. 110) in the
Online Filing user guide or in the File Manager online help.

If you want to export a single application from the PCT/RO/101 form view, use one of the following
export options available in the File menu:

[ &l PCT-RO-101 Electronic Request - PCT Sample =NRey X

Edit View Tools Help

Sign

Save as Ready for Signing
Save as Draft Office: |Eur0pean Patent Office (EPO) j

Save As Template...

rching EP -
Export unpacked WAD to .. _hnr_w_| |Eur0pean Patent Office (EPQO) J
Export WAD to ... %
Export file package ... c‘;fﬁ;h; English -
Preview

Figure 452: Export options in the File menu
Export unpacked WAD to ...
WAD stands for "wrapped application documents”.

Attachments and data are rendered to XML, PDF, JPG and TXT files and are exported into an
existing folder on your computer. The Pct101.PDF file is the application form.
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Export WAD to ...

The same data as above is packed into a ZIP archive file and stored in the selected location.

P —= o
- % 1) « Daten (E:) » EPO_data » Export » pct-sampleZIP - | + Search pct-sample ZIP p'
) p p p +
File Edit View Tools Help
Organize « Extract all files = o« i l@l
» 1) Docs Test DE g MName Type Size Ratio
> 1. Docs TestEN
- | eolf-abst.bdt Text Document 1KB 2%
> |0 Docs Test
- =] eolf-appb.aml XML Document 1KB 56%
4 0 ort
;008 '@ eolf-apph-P000001. pdf Adobe Acrobat Document 40KB 27%
>
ST '@eolf-appb-PUUUUUlpdf Adobe Acrobat Document 35KB 23%
'2010 '@eolf-appb-PUUUUUB.pdf Adobe Acrobat Document 35KB 20%
'2011 '@eolf-appb-mﬂﬂﬂm.pdf Adobe Acrobat Document 39KB 22%
>
TR | eolf-draw.bd Text Document 1KB 0%
[ ']
RETS =] eolf-feesxml XML Document 3KB 69%
y indungen
¥ 3 .g =] eolf-pkdaxml XML Document 4KB 75%
. Mano Enterprize
S B =] eolf-pkghaml XML Document 2KB 60%
. Solar France
I Bt . =] eolf-requaxml XML Document 3KB 58%
/ Universal Engineering |2
] I ;[P 3 = =] eolf-vlog.axml XML Document 3KB T0%
) pet-sample.
BESe=amp 1 Pctl01.PDF Adobe Acrobat Document 110K 22%
. Import
| Office

Figure 453: PCT/RO/101 application exported to WAD
Export file package ...

This option corresponds to the Export Forms option in File Manager. It creates a ZIP archive
containing the application form, the attached files and the accompanying items as XML and PDF
files.

The text you entered for the figure accompanying the abstract is saved in a separate draw.txt file.

Figure 454: PCT/RO/101 application exported as file package
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> 2008 '@ claims.pdf Adobe Acrobat Document 35KE 23%
12000 '@ description.pdf Adobe Acrobat Document 40KB 27%
§ 2010 | draw.txt Text Document 1KB 0%
> W 2011 '@ drawings.pdf Adobe Acrobat Document 9KB 2%
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11. PCT-SFD

You can use Form PCT-SFD to file documents submitted after the filing of an international application
under the Patent Cooperation Treaty (PCT). You can also use it to select the fees for the
subsequently filed documents and the way you want to pay them. For more information about the
PCT, see the WIPO website at IP Services > PCT System > Treaty
(http://www.wipo.int/pct/en/treaty/about.html).

(D This document focuses on the EPO acting as Receiving Office (RO), International Searching
Authority (ISA), International Preliminary Examining Authority (IPEA) or Supplementary
International Searching Authority (SISA).

Minimum requirements for subsequent filing with Form PCT-SFD

When filing with Form PCT-SFD, at least one of the following actions must be performed:
= attach a document

= select a fee payment and a mode of payment

= write an annotation.

Completing Form PCT-SFD

Form PCT-SFD is organised into five tabs. The capacity in which the EPO is acting is selected in the
Application tab and this governs the options in the Documents and Fees tabs. This is why you
must start with the Application tab.

Tab What you can do

Application Select filing office and capacity in which it is acting, enter details of the
PCT application to which the subsequently filed document(s)
belong(s).

Names Enter details on applicant and contact person.

If the EPO is selected as the filing office in the Application tab, no
data needs to be entered in the Names tab. The option for adding
persons to the form will be disabled.

Documents Attach the subsequently filed document(s).
Fees Select fees and enter the mode of payment.
Annotations Supply additional information for the EPO.
Mandatory fields

A red triangle in the upper right-hand corner of a field indicates mandatory information. You must
either manually fill out this field or select one of the options provided. If mandatory fields are not
completed, the corresponding tab will show a red validation icon. Consult the validation messages
for more information.
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Appﬁcaﬁone.-‘NamesQ.r‘ Documents ‘Fees@‘ Annotations ‘

Filing Office: |

| 1=l

Figure 455: The "Filing Office" is a mandatory field in the "Application" tab and is marked with a red triangle

Elements in Form PCT-SFD

Menu Bar Tc:lolbar Location Indicator Bar Navigation Bar
E= EPO Online Filirlg - PCT-SFD -|PCT-SFD_sample = 28—
File Edit View | Tools Windows Help

PCT-SFD - Draft - PCT-SFD_sample Last saved on 30.01.2014

Application Q." Names & ‘

Documents ‘ Fees ‘ Annotations

Subsequently filed PCT documents

Filing Office: | | ‘j
Capadity: | ‘J
Past Record
Application Mumber: PCT/, /
International Filing Date:  [dd.mm.yyyy &
(Earliest) Priority date: dd.mm.yyyy &
e
Title of the Invention:
@ 6 |f& \2 @ o
1
I
Details Area Status Bar

Figure 456: Form PCT-SFD — Overview

Indicator Bar

Element Description

Menu Bar Provides all options needed to edit, save, import and export drafts, set the
display and change the status, as well as other tools.

Toolbar Provides shortcuts to the most frequently used tasks and tools.

Location Shows the selected procedure, the current status and the user reference for

the open draft.

Navigation Bar

Displays tabs corresponding to the sections of the form. These tabs can

form.

contain sub-tabs, which are a sub-division of the main tab sections within the

Details Area

Displays data entry fields appropriate to the selected tab.

Status Bar

Displays information about the current activity. Shows the total number of
validation messages for the open draft.

EPO Online Filing 5.14

— User guide

389



11.1 PCT-SFD - Application

The Application tab is where you select the filing office and enter basic information about the
international application for which the subsequently filed documents (SFD) are being filed.

The Application tab contains two sections:
= Filing office and capacity in which it is acting

= Pastrecord

11.1.1 Filing office and capacity in which it is acting

This document outlines the use of Form PCT-SFD when the EPO is selected as the filing office. For
information specific to one of the other filing offices, please refer to the national patent office
concerned.

Select the EPO as filing office, either by entering the two-letter code EP into the first field or by
selecting European Patent Office from the drop-down list.

Select the appropriate option from the Capacity drop-down list:
» Receiving Office (RO)

= International Searching Authority (ISA)

* International Preliminary Examining Authority (IPEA)

= Supplementary International Searching Authority (SISA)

= EPO Online Filing - PCT-SFD - PCT-SFD sample = e
File Edit View Tools Windows Help
PCT-SFD - Draft - PCT-SFD sample Last saved on 30.01.2014

Apprlcaﬁonw‘Names@‘ Documents ‘ Fees ‘ Annotations ‘

Subsequently filed PCT documents

T
Filing Office: 52 |European Patent Office (EPO) M

Capadity:

nal Search Authority (ISA)
International Preliminary Examination Authority (IPEA)
Supplementary International Search Authority (SISA)

Past Record

Figure 457: Selecting the EPO as filing office and selecting the capacity in which it is to act
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Note:

= The types of documents that can be attached depend on the capacity in which the filing office is
acting.

* You cannot attach documents before you have selected the filing office and the capacity in which
it is to act.

= |f you change the capacity in which the filing office is to act after you have attached documents,
these will be detached.

= |fyou wish tofile SFD to the EPO acting in a different capacity, please submit them as a separate
filing.
11.1.2 Past record

The Past Record section provides entry fields for details of the international PCT application to
which the SFD relate(s).

Enter the international application number of the PCT application.
This information is mandatory.

Enter the international filing date of the PCT application.

This information is mandatory.

= Clicking on the calendar icon on the right of the date boxes will open a calendar from which you
can select the date.

= |f the year of filing is different from the year in the PCT application number, a yellow validation
icon is displayed. You can file your application to the EPO nevertheless, but please ensure that
the data you enter is correct.

If a priority has been claimed for the PCT application, enter the (earliest) priority date (optional).
Enter the title of the invention exactly as specified in the PCT application (usually in block capitals).
This information is mandatory.

Once you have entered all the mandatory information, the red validation symbol will disappear from
the Application tab in the navigation bar. However, a yellow validation icon is displayed if you do
not supply the (earliest) priority date.
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E= £PO Online Filing - PCT-SFD - PCT-SFD sample = LX)

File Edit View Tools Windows Help

H) QF P @

PCT-SFD - Draft - PCT-SFD sample Last saved on 30.01.2014

Application ‘lNames@‘Documentsw‘ Fees ‘ Annotations

Subsequently filed PCT documents

Filing Office: 52 |European Patent Office (EPO) M
Capadity: |Receiving Office (RO) ‘j
Past Record

Application Number: PCT/EP2013/123456
International Fiing Date: | |10 October 2013 &

(Earliest) Pricrity date: 10 July 2013 15

“
Title of the Invention: CARD READER]|

@ o4 o[@ 1

Figure 458: Entering details on the PCT application to which the subsequently filed documents relate

11.2 PCT-SFD — Names

If the EPO has been selected as the filing office in the Application tab, no data needs to be entered
in the Names tab. The Add button is disabled and a grey validation icon draws your attention to the
relevant validation message.

@ If you want to specify details of any additions, changes or replacements to the parties to the
application, please draft a letter to the EPO, have it signed and convert it into PDF. Then go
to the Documents tab and attach the file under the appropriate category.

11.3 PCT-SFD - Priority

The document type "Request for retrieval of priority document via DAS" shall be added as type of
document that can be subsequently filed, with an appropriate description.

The following should be observed:
» Documents of this type are classified as public.
=  Multiple document types can be attached to the same application.

= The file type shall be named 'F1013P.pdf'

EPO Online Filing 5.14 — User guide 392



E EPO Online Filing - PCT-5FD - 2017120610
File Edit View Tools

B> @F [#

PCT-SFD - Draft - 2017120610

Windows Help

[E= o =
@

Last saved on 13/02/2018

Application & | Names (& | Documents u| Fees

Annotations ‘

+ %

Translations
F F1013.pdf

* Reguest for retrieval...

Original File Name:  DRAWINGS_EN.pdf No. of Pages: 5

This pdf file contains:

Language of the Al

document: | | j

Translation of the application and [or corrections (Rule 55.2(c))

Where neither the language in which the international application is filed nor the language in which it is published is
accepted by the IPEA, the applicant shall furnish with the demand a translation of the international application at the
invitation of the office.

Translation of amendments (Rule 55.3(b)}

Where a translation of the international application is required under Rule 55.2, any amendments which are referred to
in the statement concerning amendments under Rule 53.9 and which the applicant wishes to be taken into account for
the purposes of the international preliminary examination, and any amendments under Article 19 which are to be taken
into account under Rule 66. 1(c), shall be in the language of that translation. Where such amendments have been or are
filed in another lanquaae, a translation shall also be furnished at the invitation of the office.

Translation of priority diocument (Rule 66.7(b))

If the application whose priority is daimed in the international application is in a language other than the language or one
of the languages of the IPEA, that Authority may, where the validity of the priority daim is relevant for the formulation
of the opinion referred to in Artide 33(1), invite the applicant to furnish a translation in the said language or one of the
said languages within two months from the date of the invitation,

& 3|A 1@

Figure 459: Document type Request for retrieval of priority document via DAS

11.4 PCT-SFD - Documents

1

The Documents tab of Form PCT-SFD is where you attach documents subsequent to your original
filing. The attachment options are determined by the capacity in which the filing office is acting, as
selected in the Application tab. As a result, specific document categories and document types
become available in the Documents tab.

@ Signing a PCT-SFD application in Online Filing does not automatically apply a signature to

the attached documents. Before attaching the PDF files, you should therefore make sure that
each document has been duly signed by the relevant person.

The following sections provide an overview of the document categories and document types
applicable when filing with the EPO as:

Receiving Office (RO)

International Searching Authority (ISA)

International Preliminary Examining Authority (IPEA)

Supplementary International Searching Authority (SISA)

Specific document types cannot be filed with the EPO although it is possible to attach them; see the
sections below for details.

EPO Online Filing 5.14 — User guide

393



11.4.1 Documents filed with the Receiving Office (RO)

@ This list contains document types printed in italics and marked with the symbol [N]. Although

these document types are options presented in Form PCT-SFD of the Online Filing software,
they cannot be filed with the EPO. If you select one of these document types when attaching
files to your application, a red validation icon will appear in the Documents tab. The related
validation message informs you which of the attached documents should be removed.

Correction of defects (Article 11)

www.wipo.int/pct/en/texts/articles/a11.htm

Letter accompanying the replacement sheet(s)
Missing claims

Missing description

Missing drawings or part thereof

Missing part of claims

Missing part of description

Correction and missing parts (Article 14)

www.wipo.int/pct/en/texts/articles/a14.htm

Later filed abstract
Letter accompanying the replacement sheet(s)
Missing signature (Letter)

Missing title (Letter)

Rectification of obvious mistakes (Rule 91)

www.wipo.int/pct/en/texts/rules/r91.htm

Letter accompanying the rectification of obvious mistakes
Rectified request

Undefined rectification
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Translations

PCT Rule 12, www.wipo.int/pct/en/texts/rules/r12.htm

» Translation of priority document

*= Translation of the abstract

= Translation of the international application

= Translation of the textual parts of the drawings

Changes to indications in the request (Rule 92bis)
www.wipo.int/pct/en/texts/rules/r92bis.htm

= Changes to person, name or address of the agent

= Changes to person, name or address of the common representative
= Changes to person, name or address of the inventor

= Changes to person, name, residence, nationality or address of the applicant
Expressions, etc., not to be used (Rule 9)
www.wipo.int/pct/en/texts/rules/r9.htm

= Amended abstract removing matter disallowed

=  Amended claims removing matter disallowed

=  Amended description removing matter disallowed

= Amended drawings removing matter disallowed

= Letter accompanying the replacement sheet(s)

= Undefined correction

Priorities (Rules 17 and 26bis)
www.wipo.int/pct/en/texts/rules/r17.htm
www.wipo.int/pct/en/texts/rules/r26bis.htm

= Correction or addition of a priority claim

= Request for restoration of priority rights (including evidence and witness statement)

= [N] Request to make the priority document available in WIPO Digital Access Service (DAS)
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Later filed documents

@ Later filed sequence listings can only be filed with the EPO in computer-readable format.

Please select either ST25 or ST26 (according to the WIPO Standard applicable at the date of
filing) as the file type when attaching the file to the application.

Agent's letter
Declarations
Microorganisms form BP/4: acknowledgement of receipt by the IDA

Microorganisms form BP/9: viability statement
www.wipo.int/export/sites/wwwi/treaties/en/registration/budapest/guide/pdf/app3_budapest_for
ms.pdf

Microorganisms form RO/134
www.wipo.int/export/sites/www/pct/en/forms/ro/editable/ed_ro134.pdf

[N] Request for certification of international application registration data
Request for certified copies of the international application

Sequence listings

Earlier search (Rule 12bis)

www.wipo.int/pct/en/texts/rules/r12bis.htm

Application for which earlier search was performed

Cited documents in earlier search

Results of earlier search

Translation of application for which earlier search was performed

Translation of result of earlier search

Regarding payment of fees

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

[N] Fee payment receipt (RO/ES only)
Letter regarding automatic debiting of fees (RO/EP only)
[N] Letter regarding payment of fees

Request for refund of undue fees
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Assignment

PCT Rule 92bis, www.wipo.int/pct/en/texts/rules/r92bis.htm

= Assignment

Power of attorney

PCT Rule 90, www.wipo.int/pct/en/texts/rules/r90.htm

=  Power of attorney

Request for extension of time limit

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

= Request for extension of time limit

Incorporation by reference

PCT Rule 20, www.wipo.int/pct/en/texts/rules/r20.htm

= Copy of earlier application/priority document (for incorporation by reference)
=  Copy of translation of earlier application/priority document (for incorporation by reference)
= New claims for incorporation by reference (Rule 20.6)

= New description for incorporation by reference (Rule 20.6)

= New drawings for incorporation by reference (Rule 20.6)

= New sequence listings for incorporation by reference (Rule 20.6)

= Notice confirming incorporation by reference of missing elements and parts
Substitute sheets (Rule 26)

www.wipo.int/pct/en/texts/rules/r26.htm

= Letter accompanying the replacement sheet(s)

= Substitute sheet(s) abstract (Rule 26)

= Substitute sheet(s) claims (Rule 26)

= Substitute sheet(s) description (Rule 26)

= Substitute sheet(s) drawings (Rule 26)

= Substitute sheet(s) request (Rule 26)
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Withdrawals (Rule 90bis)
www.wipo.int/pct/en/texts/rules/rO0bis.htm

=  Withdrawal of application

=  Withdrawal of designation

=  Withdrawal of priority claim

Other document

Communication in cases for which no other form is applicable

= Reply to any other invitation or notification (Form PCT/RO/132)
www.wipo.int/export/sites/www/pct/en/forms/ro/editable/ed ro132.pdf
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11.4.2 Documents filed with the International Searching Authority (ISA)

@ This list contains document types printed in italics and marked with the symbol [N]. Although

these document types are options presented in Form PCT-SFD of the Online Filing software,
they cannot be filed with the EPO. If you select one of these document types when attaching
files to your application, a red validation icon will appear in the Documents tab. The related
validation message informs you which of the attached documents should be removed.

Rectification of obvious mistakes (Rule 91)

www.wipo.int/pct/en/texts/rules/r91.htm

Letter accompanying the replacement sheet(s)

[N] Rectification to amended claims

[N] Rectification to amended description

[N] Rectification to amended drawings

[N] Rectification to amended sequence listing part of the description
Rectified claims

Rectified description

Rectified drawings

Rectified sequence listing part of the description

[N] Undefined rectification

Earlier search (Rule 12bis)

www.wipo.int/pct/en/texts/rules/r12bis.htm

Application for which earlier search was performed

Cited documents in earlier search

Results of earlier search

Translation of application for which earlier search was performed

Translation of result of earlier search

Later furnished sequence listing (Rule 13ter)

PCT Rule 13ter.2, www.wipo.int/pct/en/texts/rules/r13ter.htm
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@ Later filed sequence listings can only be filed with the EPO in computer-readable format.
Please select either ST25 or ST26 (according to the WIPO Standard applicable at the date of
filing) as the file type when attaching the file to the application.

» Late furnished nucleotide and/or amino acid sequence

= |Letter regarding the sequence listing

= Statement concerning the sequence listing

Lack of unity of invention (Rule 40)
www.wipo.int/pct/en/texts/rules/r40.htm

= Reply to invitation to pay additional fees due to lack of unity of invention
= Request to review the opinion regarding the lack of unity of the invention
Regarding payment of fees

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

= [N] Fee payment receipt (ISA/ES only)

= Letter regarding automatic debiting of fees (ISA/EP only)

= [N] Letter regarding payment of fees

= [N] Request for refund of undue fees

Power of attorney

PCT Rule 90, www.wipo.int/pct/en/texts/rules/r90.htm

= Power of attorney

Assignment

PCT Rule 92bis, www.wipo.int/pct/en/texts/rules/r92bis.htm

= [N] Assignment

Request for extension of time limit

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

= Request for extension of time limit

Comments regarding abstract

PCT Rule 38.3, www.wipo.int/pct/en/texts/rules/r38.ntm# 38 3

= Comments regarding the abstract
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Sequence listing free text (Rule 5.2b)
www.wipo.int/pct/en/texts/rules/r5.htm# 5 2 b

= Amended description with sequence listing free text added
= Letter accompanying the replacement sheet(s)

Other document

Communication in cases for which no other form is applicable

= Reply to any other invitation or notification (Form PCT/ISA/224)
www.wipo.int/export/sites/www/pct/en/forms/isalisa224.pdf

11.4.3 Documents filed with the International Preliminary Examining Authority (IPEA)

@ This list contains document types printed in italics and marked with the symbol [N]. Although
these document types are options presented in Form PCT-SFD of the Online Filing software,
they cannot be filed with the EPO. If you select one of these document types when attaching
files to your application, a red validation icon will appear in the Documents tab. The related
validation message informs you which of the attached documents should be removed.

Rectification of obvious mistakes (Rule 91)
www.wipo.int/pct/en/texts/rules/r91.htm

= Letter accompanying the rectification of obvious mistakes
» Rectification of indeterminate type

= Rectification to amended claims

» Rectification to amended description

= Rectification to amended drawings

= Rectification to amended sequence listing
= Rectified claims

= Rectified description

= Rectified drawings

= Rectified sequence listing
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Amendments (Article 34 and Rule 60.1(g))
www.wipo.int/pct/en/texts/articles/a34.htm
www.wipo.int/pct/en/texts/rules/r60.htm# 60 1 g

* Amended claims

= Amended description

= Amended drawings

=  Amended sequence listing

= Letter accompanying the replacement sheet(s)

= Statement concerning the sequence listing
Translations

PCT Rule 12, www.wipo.int/pct/en/texts/rules/r12.htm
= Translation of amendments

= Translation of priority document

= Translation of the application and/or corrections
Earlier search

PCT Rule 12bis, www.wipo.int/pct/en/texts/rules/r12bis.htm
= Application for which earlier search was performed
= Cited documents in earlier search

= Results of earlier search

= Translation of application for which earlier search was performed
= Translation of result of earlier search

Later furnished sequence listing (Rule 13ter)

www.wipo.int/pct/en/texts/rules/r13ter.htm

@ Later filed sequence listings can only be filed with the EPO in computer-readable format.
Please select either ST25 or ST26 (according to the WIPO Standard applicable at the date of
filing) as the file type when attaching the file to the application.
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Late furnished nucleotide and/or amino acid sequence
Letter regarding the sequence listing

Statement concerning the sequence listing

Lack of unity of invention (Rule 68)

www.wipo.int/pct/en/texts/rules/r68.htm

Reply to invitation to pay additional fees due to lack of unity of invention

Request to review the opinion regarding the lack of unity of the invention

Regarding payment of fees

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

[N] Fee payment receipt (IPEA/ES only)
Letter regarding automatic debiting of fees (IPEA/EP only)
[N] Letter regarding payment of fees

Request for refund of undue fees

Withdrawals (Rule 90bis)

www.wipo.int/pct/en/texts/rules/r90bis.htm

Withdrawal of application
Withdrawal of Demand
Withdrawal of designation
Withdrawal of election

Withdrawal of priority claim

Assignment

PCT Rule 92bis, www.wipo.int/pct/en/texts/rules/r92bis.htm

Assignment

Power of attorney

PCT Rule 90, www.wipo.int/pct/en/texts/rules/r90.htm

Power of attorney
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Request for extension of time limit

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

» Request for extension of time limit

Corrected Demand (Form PCT/IPEA/401) — Rules 60.1 a) - f)
www.wipo.int/pct/en/texts/rules/r60.htm#_60_1

= Corrected demand (Form PCT/IPEA/401)
www.wipo.int/export/sites/www/pct/en/forms/demand/ed_demand.pdf

= Letter accompanying the replacement sheet(s)
Comments and observations
PCT Rule 66.3, www.wipo.int/pct/en/texts/rules/r66.htm#_66_3

= Reply to written opinion of the IPEA (Form PCT/IPEA/408)
www.wipo.int/export/sites/www/pct/en/forms/ipeal/ipea408.pdf

= Other comments and observations

Sequence listing free text (Rule 5.2b)
www.wipo.int/pct/en/texts/rules/r5.htm# 5 2 b

= Amended description with sequence listing free text added
= Letter accompanying the replacement sheet(s)

Other document

Communication in cases for which no other form is applicable

= Reply to any other invitation or notification (Form PCT/IPEA/424)
www.wipo.int/export/sites/www/pct/en/forms/ipeal/ipea424.pdf

= [N] Reply to request to indicate the competent IPEA (Form PCT/IPEA/442)
www.wipo.int/export/sites/www/pct/en/forms/ipeal/ipead42.pdf
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11.4.4 Documents filed with the Supplementary International Searching Authority (SISA)

@ This list contains document types printed in italics and marked with the symbol [N]. Although

these document types are options presented in Form PCT-SFD of the Online Filing software,
they cannot be filed with the EPO. If you select one of these document types when attaching
files to your application, a red validation icon will appear in the Documents tab. The related
validation message informs you which of the attached documents should be removed.

Assignment

PCT Rule 92bis, www.wipo.int/pct/en/texts/rules/r92bis.htm

Assignment

Earlier search

PCT Rule 12bis, www.wipo.int/pct/en/texts/rules/r12bis.htm

Application for which earlier search was performed

Cited documents in earlier search

Results of earlier search

Translation of application for which earlier search was performed

Translation of result of earlier search

Regarding payment of fees

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

[N] Letter regarding payment of fees

Power of attorney

PCT Rule 90, www.wipo.int/pct/en/texts/rules/r90.htm

Power of attorney

Request for extension of time limit

PCT Rule 16bis, www.wipo.int/pct/en/texts/rules/r16bis.htm

Request for extension of time limit
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Late furnished sequence listing

PCT Rule 13ter.2, www.wipo.int/pct/en/texts/rules/r13ter.htm#_13ter_ 2 1

@ Later filed sequence listings can only be filed with the EPO in computer-readable format.
Please select either ST25 or ST26 (according to the WIPO Standard applicable at the date of
filing) as the file type when attaching the file to the application.

Late furnished nucleotide and/or amino acid sequence

Lack of unity of invention (Rule 13)
www.wipo.int/pct/en/texts/rules/r13.htm

= Reply to invitation to pay additional fees for lack of unity of invention

= Request to review the opinion regarding the lack of unity of the invention
Withdrawals (Rule 90bis)

www.wipo.int/pct/en/texts/rules/r90.htm

»  Withdrawal of request for supplementary search

11.4.5 Attaching PDF documents

To attach a document, you need to select a category in the first step. After selecting the required file
from your computer, you can select the document type.

@ If you are not sure which the correct category for your document is, please refer to the
relevant section above (RO, ISA, IPEA or SISA).
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This example demonstrates how to attach the missing claims for filing with the EPO as receiving
Office.

In the Documents tab of PCT-SFD, click the Add button.

Select the appropriate category, e.g. Correction of defects (Article 11).

= EPO Online Filing - PCT-SFD - PCT-SFD sample = e

File Edit View Tools Windows Help

H> oF ©)

PCT-SFD - Draft - PCT-SFD sample Last saved on 15/04/2014

Application ‘Names@‘Documentsu‘ Fees ‘ Annotations ‘

=
Correction of defects (Article 11)
Corrections and missing parts (Article 14)
Rectification of obvious mistakes (Rule 91) J
Translations

Changes to indications in the request (Rule 92bis)
Expressions, etc,, not to be used (Rule 9) J
Priorities (Rules 17 and 26bis)
Later filed documents
Earlier search (Rule 12bis)
Regarding payment of fees

Assignment

Power of attorney

Request for extension of time limit
Incorporation by reference
Substitute Sheets (Rule 26)
Withdrawals (Rule 90bis)

Other document

Figure 460: Selecting a document category
In the Open window, navigate to the storage location of your file.

Select the required file and click Open.

E= open @
Look in: | . Nano Enterprise j I‘:_“F '
L‘D '@Abrégéfiltre de moteur.pdf ImFiItre de moteur.pdf
e '@Amended abstract.pdf '@Kar‘tenleser.pdf
Recent Places '@Amended claims.pdf @Laser Sword Claims.pdf [}
! '@ﬂnderung Anspriche.pdf '@Laserschwer‘tAnsprL’lch
'@ﬂnderung Zusammenfassung.pdf '@Mandataire.pdf
Desktop T Authorisation Kilburn.pdf X Madification revendications.p
= | '@Card reader.pdf '@Modiﬁcationsé I'abgrégé.pdf
.J:T;IJ '@Description filtre de moteur.pdf '@Modifications_re\rendications
Libraries '@ Dessin filtre de moteur.pdf '@ Motorenfilter Ansprueche.pdi
QL' I@Enginefilter abstract.pdf '@Motorenfilter Beschreibung.p
b I@Enginefilter claims.pdf '@MotorenfilterZeichnungen.pu
Computer '@ Engine filter description.pdf '@ Motorenfilter Zusammenfass
=3 . '@ Engine filter drawings.pdf '@ Motorenfilter.pdf
LW '@Enginefilter.pdf '@Pouvoir Lacroix.pdf
Network '@ Epée Laser Revendications.pdf '@ Priorité US certifié. pdf
] m ] b
File name: | |Laser Sword Claims pdf i j |
Files of type: |Portab|e Document Format j Cancel

Figure 461: Selecting the PDF file to be attached

The file is attached to the application under its original file name.
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The explanatory text on the lower right displays information on the PCT regulations relevant for the
selected document category.

Select the appropriate document from the Document type drop-down list, e.g. Missing claims.

@ Note that most document types can only be attached once.

‘ Application ‘Names@‘Documentsu‘ Fees ‘ Annotations ‘

q:v e Original File Name: No. of Pages: 10

Correction of defects (Arti... This pdf file contains:

. Laser Sword Claims.pdf

Document Type: I | ‘j

Language of the
document: Missing drawings or part thereof
Missing part of claims
Missing part of description

Rule 20.5

Where the receiving Office finds that a part of the description, daims or drawings is or appears to be missing,
induding the case where all of the drawings are or appear to be missing but not induding the case where an entire
element referred to in Artide 11({1)(i)(d) or (e) is or appears to be missing, it shall invite the applicant (i) to complete
the purported international application by furnishing the missing part; or {ji) to confirm, in accordance with Rule
20.6(a), that the part was incorporated by reference under Rule 4,18

In the same way, it is also possible to furnish complete elements of the application (description, daims) according to
Rule 20.3.

Figure 462: Selecting the document type for the attached PDF file

The file is renamed to the Online Filing default file name, e.g. MISSCLMS.pdf.

The original file name is also displayed at the top of the screen, along with the number of pages.
Select the language of the document (mandatory).

You can either type the two-letter language code (EN, DE or FR) into the field to the left or select the
language from the drop-down list to the right.

‘ Application ‘Names@‘Documentsu‘ Fees ‘ Annotations ‘ ‘

'F' x IOr'lginaI File Name:  Laser Sword Claims.pdf I No. of Pages: 10

Correction of defects {Arti... This pdf file contains:

. MIssCLMS, pdf

+ Missing daims — -
- Document Type: |Mlssmg caims ‘j
Language of the w
document: | |G j
Englis}
Rule 20.5 French

Where the receiving Office finds that a part of the description, daims or drawings is or appears to be missing,
induding the case where all of the drawings are or appear to be missing but not induding the case where an entire
element referred to in Artide 11({1)(i)(d) or (e) is or appears to be missing, it shall invite the applicant (i) to complete
the purported international application by furnishing the missing part; or {ji) to confirm, in accordance with Rule
20.6(a), that the part was incorporated by reference under Rule 4,18

In the same way, it is also possible to furnish complete elements of the application (description, daims) according to
Rule 20.3.

Figure 463: Selecting the language for the attached document
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Document types blocked by the EPO

If you attach a document type which is not accepted by the EPO acting as the selected capacity, a
red validation icon appears in the Documents tab.

Open the validation messages to see which of the documents should be removed.

el Validation Messages/Documents

* Reply to request to indicate the competent IPEA (PCT/IPEA/442) cannot be filed at EPO. Please
remove the document.

Figure 464: A document which is blocked by the EPO has been attached

11.4.6 Attaching sequence listings

@ Sequence listings must always be submitted in computer-readable format in accordance with
WIPO Standard ST.25 or ST.26 as applicable. If you attach a sequence listing in PDF when
filing with the EPO as ISA, IPEA or SISA, a red validation icon is displayed in the
Documents tab.

In the Documents tab of PCT-SFD, click the Add button.
Select the appropriate category:
= Later filed documents if the EPO is acting as RO

= Later furnished sequence listing (Rule 13ter) in Annex C/ST25 if the EPO is acting as ISA,
IPEA or SISA and the sequence listing to be submitted is in ST.25 format

= Later furnished sequence listing (Rule 13ter) in Annex C/ST26 if the EPO is acting as ISA,
IPEA or SISA and the sequence listing to be submitted is in ST.25 format

In the Open window, navigate to the storage location of your file.

Change the option in the Files of type drop-down list from Portable Document Format (default) to
Sequence listing in ST25 (file type .txt, .seq, .app or .zip) or Sequence listing in ST26 (file type
.xml or .zip).

Network
< >
File name: ‘ j Open
Files of type: ‘Pcnable Document Fomat (* pdf) LI Cancel ‘

[Portable Document Format (" pdf)
Sequence listing in ST25 (*1d;" seq;* .app;” zip

Sequence listing in 5126 (xmi:" 2ip)

Figure 465: Selecting the correct file type when attaching a sequence listing file
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Select the required file and click Open.

ﬂ Open X
Look in: | Sequences l] & rj '
* Name . Date modified Type Size
# 8T _26_long_amended DTD versionxml 1/19/2021 10:27 PM XML Document
Quick access
= ST 26 _short.xml 1/19/2021 10:27 PM XML Document
- | = st26-annex-iii-sequence-listing-specimen2.... _3/5/2021 7:19 AM XML Document |
Deskiop
]
Libraries
This PC
Network
<

>
File name: IleG«annexiwisequence—kahgspecimenZ xml L] I Open I

Files of type: | Sequence listing in ST26 (" xml;" zip) L] Cancel

Figure 466: Attaching a sequence listing as an ST26 XML file

The file is attached to the application under its original file name.

Select the appropriate document from the Document Type drop-down list:
= Sequence Listing in Annex C if the EPO is acting as RO

= Late furnished nucleotide and/or amino acid sequence if the EPO is acting as ISA, IPEA or
SISA

[Appication&‘Names@lmts@’ Fees ! Annotations ‘ ‘

+_ “ Original File Name: No. of Pages:

Correction of defects (Arti... This xml file contains:
£ MISSCLMS.pdf

* Missing daims Document Type: i ‘ll

Later filed documents Sequence listing in Annex C/ST.26
st26-annex-ii-sequence i Language of the
document:
Later Filed Documents

These are documents which may be submitted after the original filing date in support of the PCT application.
Information relating to the Later Filed Documents provided for in this module is covered by the following PCT Rules and
treaty:

-Rule 13ter - Sequence Listings

-Rule 4.17 - Dedarations

- Budapest Treaty on the International Recognition of the Deposit of Microorganisms for the Purposes of Patent
Procedure - Forms BP/4, BP/9

- Rule 13bis - Form ROf134

- Agents Letter refers to any covering or free text letter filed in relation to the PCT application.

Figure 467: Selecting the document type for the attached sequence listing file

The file is renamed to the Online Filing default file name.
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Select “Other” in Language of the document, if the option is available (otherwise, select any other
language from the list).

| Application |Names®| Documents | Fees Annotations | |

4:‘ w Original File Name: sequence_listings.app No. of Pages:
-
Correction of defects (Arti... This app file contains:

. MIssCLMS. pdf

+ Missing claims Document Type: Seguence Listings ‘j

Later filed documents

LFSEQL.app Language of the b

document: j

* Sequence Listings

Later Filed Documents

German k
English
These are documents which may be French =filing date in support of the PCT application.

Information relating to the Later Filed Documents provided for in this module is covered by the following PCT Rules and
treaty:

- Rule 13ter - Sequence Listings

- Rule 4,17 - Dedarations

- Budapest Treaty on the International Recognition of the Deposit of Microorganisms for the Purposes of Patent
Procedure - Forms BP/4, BP9

- Rule 13bis - Form RO/134

- Agents Letter refers to any covering or free text letter filed in relation to the PCT application.

Figure 468: Selecting "Other" as the language for the attached sequence listing file

(D Note that, when selecting to submit a ST.26 sequence listing as ZIP, the provided ZIP file
must contain a single ST.26-compliant XML file. If the attached ZIP package contains none
or multiple XML files, it will be rejected and a validation error message will be displayed.

11.4.7 Viewing attached documents
You can check your application and the attached documents in the print preview.

Click the Preview button in the toolbar.

#

The application (pct-sfd.pdf) is displayed in the PDF Viewer.

Section 3 of the form contains the attached documents with their original file names. The list is
grouped by category.

The left pane in the PDF Viewer lists all the files with their system names.

Click a file name to the left to display the corresponding document in the PDF Viewer.
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= POF Viewer

.:.Elg

package-data.xml

i
pct-sfd-fee-sheet.xml
(pct-sfd-fee-sheet.xml)
pct-sfd-request.xml
(pct-sfd-request.xml)
pkgheader.xml
(pkgheader.xml)
LFSEQL app
(sequence listings.apd
RESTPRIOR. pdf
(Request restoratan of

Europiisches
Patentamt

Eurapean
Patent Office
Office europten

des bravats

Letter accompanying subsequently filed items under the Patent
Cooperation Treaty (PCT) - Online filing

The documentis) listed below is (are) subsequently filed documents pertaining to the following application:

1. General information

Filing Office and capacity
ROEP

PCTEP2013/123456

Application number

Internaticnal filing date

2013-12-11

20130312

(Earliest) Priority date

Title of the invention

LASER SWORD

2. Reference number

PCT-SFD sample

3. Aftached documents
Document tfpeicontent

Prioriies (Rules 17 and 26bis)

No. of sheets  Original file name

m

1) Reestoration of Priorsf request (inciuding evidence and winess statemers)  English z Request restoration of =
priorief pdf

Later Filed Documents

1) Sequence Listings Cther A sequence_Esings.app
4. Fees (EUR)
] Fas for reguest for restoration of pricrisf 635.00
Bl Late pafment fee (RL168I22 PCT) 180.00

Total amount 815.00
5. Methed of payment | i
| Cancel

Figure 469: Previewing the form in the PDF Viewer
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11.5 PCT-SFD - Fee Payment

In the Fees tab you can select the fees associated with your application and indicate how you wish
to pay them. All fees must be paid in euros.

The fees displayed in the Fees tab reflect the fee schedules located in File Manager > Tools > Fee
Management.

Make use of the Live Update function in Online Filing to ensure that your fee schedule is always up
to date. You will find the most recent fee schedule on the EPO website at Applying for a patent >
Online services, following the link Interactive schedule of fees
(http://www.epoline.org/portal/portal/default/epoline.Scheduleoffees).

11.5.1 Payment details

In the Payment details sub-tab you can specify the mode of payment and provide further details
required by the EPO.

Mode of payment
Select the appropriate option from the Mode of payment list.
= Automatic debit

If you select this option the check boxes in the Fee selection sub-tab are automatically
deactivated and the total amount of the fees is shown as EUR 0.00. The EPO will calculate the
amount of the fees payable using the information you provided in your application and will debit
this amount direct from your account. With this option you cannot select the fees yourself in the
form.

= Bank transfer

The EPO accepts EUR payments to its account with the Commerzbank AG in Munich, Germany.
The IBAN and BIC codes of the EPO's bank account are supplied automatically when you select
DE, Commerzbank AG, Miinchen from the drop-down list.

= Debit from deposit account

If you choose this mode of payment, the relevant fees will be debited directly from your EPO
deposit account. If you issue a debit order during normal working hours (08.00-18.00 hrs), you
can usually view it under Pending orders within about 30 minutes. The actual deduction from
your account will appear 5 to 6 days later.

=  Credit card

All payments by credit card must be made via the dedicated EPO fee payment service on the
EPO website at Applying for a patent > Online services > Paying fees online > Pay by credit
card (https://epo.org/fee-payment-service/en/login).

Choosing this mode of payment in the Payment details sub-tab is considered merely an
indication of how you intend to pay.
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* Not specified
If you do not intend to pay fees with this submission, you can indicate Not specified.

For more information on EPO deposit accounts and the automatic debiting procedure, please refer
to the Official Journal:

» Arrangements for deposit accounts (ADA) Supplementary publication 3/2015, p. 8-16
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p8.html)

= Notice from the European Patent Office dated 12 February 2015 concerning revision of the
Arrangements for deposit accounts (ADA) and their annexes Supplementary publication 3/2015,
p. 2-7
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p2.html)

= Decision of the President of the European Patent Office dated 29 September 2016 revising
points 5.3 and 7 of the Arrangements for deposit accounts (ADA) OJ EPO 2016, A83
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/10/a83.html)

Automatic debit

If you are filing with the EPO acting as RO, ISA or IPEA, you can use the automatic debit procedure.
Automatic debiting is not allowed if you are filing with the EPO acting as SISA.

Enter the number of your deposit account and the name of the account holder.

EPO deposit account numbers are made up of eight digits, starting with 28.

Debit from deposit account

An EPO deposit account is required to use the option Debit from deposit account.
Enter the number of your deposit account and the name of the account holder.

EPO deposit account numbers are made up of eight digits, starting with 28.

If applicable, select the check box Authorisation to charge any deficiency or credit any
overpayment in the total fees.
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EPO Online Filing - PCT-5FD - SFD-EN-fee-RO
File Edit View Tools Windows Help

PCT-SFD - Draft - SFD-EN-fee-RO

Last saved on 25/02/2020

‘Applimtion@‘Names@‘ Documents ‘ Fees ‘ Annotations |

'Fee selection  Payment details I

Method of Payment: IDebit from deposit account LI Currency: EUR.

The European Patent Office is hereby authorised to debit from the deposit account with the EPO any fees and costs indicated:

File Edit View Tools Windows Help

Deposit account number: IZB 123456 "
Account holder: IIP Partners
ufﬂorisation to charge any defidency or credit any overpayment in the total fees
[~ Reimbursement, if any, to be made to deposit account with the EPO: IEB
Account holder:
| | ® 3[a 1@ 1
=5 EPQO Online Filing - PCT-5FD - SFD-EN-fee-RO = =

H> QF 7

@

PCT-SFD - Draft - SFD-EN-fee-RO

Last saved on 20/03/2016

‘ Application |Name5®| Documents ‘ Fm‘ Annotations ‘

Fee selection Payment details I

Mode of Payment: IDebit from deposit account ;I Currency: EUR

The European Patent Office is hereby authorised to debit from the deposit account with the EPO any fees and costs indicated:

Deposit account number: IZB 123456

Account holder: IIP Partners|

uihorisation to charge any deficiency or credit any overpayment in the total fees

& olh 0@ 1

Figure 470: Deposit account data entered
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Further options
The Payment details sub-tab offers some additional options at the bottom of the screen.

If you wish the EPO to make any reimbursements to a deposit account with the EPO, select the
corresponding check box.

This information applies to all selected modes of payment. If you selected automatic debit order or
debit from deposit account, you are only required to enter an account number here if that number
is different from the account number used for payment.

Enter the EPO deposit account number and supply the account holder's name.

11.5.2 Fee selection

The fees payable are determined by the capacity in which the EPO is acting, as selected in the
Application tab.

In the Fee selection sub-tab, you can select all fees individually, including late payment fees, and
apply the reduction for low-income countries for eligible applicants. For more information, see the
following chapters.

Fees payable when submitting specific documents

There is no automatic fee selection when you attach a specific document in the Documents tab.
The validation messages inform you which fee should be paid in relation to the attached document.

For example, if you attach a request for restoration of priority rights (RESTPRIOR.pdf), fee 013EP
is due when filing with the EPO acting as Receiving Office.
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= EPO Online Filing - PCT-SFD - SFD-EN-fee-RO = =

File Edit View Tools Windows Help

H> QF @)
PCT-SFD - Draft - SFD-EN-fee-RO Last saved on 21/09/2016

Application ‘ Names@‘ Dcn:Llnents@‘ Fees ‘ Annotations

+ x Original File Name: Statement restoration rights.pdf
-

Priorities (Rules 17 and 26... This pdf file contains:

Mo. of Pages: 3

£ RESTPRIOR.pdf

w £ Severity 3: 1 message(s)
* The corresponding fee (013EP) must be selected separately

* Request fo.. tatement) Document Type: IRequest for restoration of priority rights (induding evidence and witness statement) ‘LI
Regarding payment of fees
Z DECA-RO.pdf Language of the IEN IEn lish ‘LI
+ Letter rega...O/EP only) document: gl
el Validation Messages/Documents “

@ ofa ol@ 2

Figure 471: Fee 013EP is due when filing a request for restoration of priority rights

To select the corresponding fee, go to the Fee selection sub-tab.

The total of fees is automatically calculated.

= EPO Online Filing - PCT-SFD - SFD-EN-fee-RO
File Edit View Tools Windows Help

S o

H> @F #

©)

PCT-SFD - Draft - SFD-EN-fee-RO Last saved on 21/09/2016
‘ Application ‘ Names (T} ‘ Documents ‘ Fees ‘ Annotations ‘
Fee selection | Payment details I
I Fee C...# Description Amount EUR Reduction I Quantity I Amount to Pay EUR I ~
[} 003EP  Fee for an international search 1875.00  none 0 0.00
013EF  Fee for re-establishment, re-instatement, 640,00 - i 640,00
restoration (EPC, PCT)
O 019EP  Transmittal fee for an international 130,00 — 0 0.00
application
Oa 029EF  Certified copy of application, priority 50,00 ——-e 1] 0.00
document
Oa 063EP  Late payment fee (R. 16bis. 2 PCT), maximum 609,50 - 1] 0.00
amount W
Fee schedule for EUR valid as of: 01.07.2015 I Totak (1 Fees) € 640.00 I
[~ Reduction low income countries 90%
[~ Mo. of certified copies: ID

® 0[& 0@ 1

Figure 472: Selecting fees payable to the EPO acting as RO
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11.5.3 Fees payable to the Receiving Office (RO)
In the Fee selection sub-tab, select the fees you wish to pay.
The quantity of each selected fee is set to 1 and the total amount payable is automatically calculated.

If you select the fee 029EP — Certified copy (application, priority document, patent certificate,
other documents), the check box for No. of certified copies at the bottom right is automatically
selected (and vice versa) and the corresponding entry field is activated.

Enter the number of certified copies you wish to pay for (mandatory).

The total amount payable is automatically calculated.

Fee selection l Payment details ]

| Fee C.../ Description Amount EUR Reduction Quantity Amount to Pay EUR. | A
[} 003EP  Fee for an international search 1875.00  none 0 0.00
O 013EP  Fee for re-establishment, re-instatement, 540,00 = i} 0.00
restoration (EPC, PCT)
O 019EP  Transmittal fee for an international 130.00 — 0 0.00
application
029EF  Certified copy of application, priority 50.00 = 2 100.00!
document
Oa 063EF  Late payment fee (R. 16bis. 2 PCT), maximum 609,50 -— 1] 0.00
amount W
Fee schedule for EUR valid as of: 01.07.2015 Totak (1 Fees) € 100.00
™ Reduction low income countries 90%
[v¥ Mo. of certified copies: 2 |

Figure 473: Entering the number of certified copies of the application when filing with the EPO acting as RO
Applying reductions

A 90% reduction for applicants from low-income countries can be applied to fees 222EP, 225EP,
316EP, 318EP and 319EP. Furthermore, the EPO offers a fee reduction for filing an application
online, depending on the method of submission.

If appropriate, select the check box Reduction low income countries 90%.
The reduction is applied to the fees you selected.

If you wish to get the reduction for online filing, select one of these fees:

= 316EP - PCT — Web form filing reduction

= 318EP - PCT- PDF reduction

= 319EP - PCT- XML reduction

You can only select one of the fees.
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The quantity of the selected fee is set to -1, i.e. the amount becomes negative and is subtracted from
the total amount payable. If you only select one of the fees 316EP, 318EP or 319EP, the total amount
will be negative, which is correct.

Fee selection l Payment details

| Fee C.../ Description Amount EUR Reduction Quantity Amount to Pay EUR. | A

O 063EF  Late payment fee (R. 16bis. 2 PCT), maximum 609,50 -— 1] 0.00
amount

|} 222EF PCT charge per sheet in excess of 30 14.00 90%: [i] 0.00]
225EF  International filing fee 1215.00 90%: 1 121,90
[m] 318EP PCT - PDF reduction 183.00 90% a 0.00
O 319EP PCT - XML reduction 275.00 90% a 0.00

v

Fee schedule for EUR valid as of: 01.07.2015 Totak (3 Fees) € 112.70

[v¥ Reduction low income countries 90%

™ Mo. of certified copies: 0

Figure 474: Selecting fee reductions applicable when filing with the EPO acting as RO

11.5.4 Fees payable to the International Searching Authority (ISA)
In the Fee selection tab, select the fees you wish to pay.
The quantity of each selected fee is set to 1 and the total amount payable is automatically calculated.

If you select the fee 003EP — Fee for an international search, the check box for Tick here if you
wish to pay fees for lack of unity of invention at the bottom left is automatically selected (and
vice versa) and the field No. of independent inventions below is activated.
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Enter the number of independent inventions (mandatory).

The total amount payable is automatically calculated.

Fee selection l Payment details ]

| Feef.../ Description | Amount EUR Reduction | Quantity | Amount to Pay EUR.
003EP  Fee for an international search 1875.00 none 3 5625.0
L 062EP Protest fee §75.00 — a 0.00
Oa 066EF  Fee for late furnishing of sequence listings (R. 230,00 - 1] 0.00

13ter. 1, 13ter.2 PCT)

Fee schedule for EUR valid as of: 01.07.2016

Totak (1 Fees) € 5 625.00
™ Reduction low income countries 75%

[v Tick here if you wish to pay fees for lack of unity of invention
Mo. of independent inventions: 3

Figure 475: Entering the number of independent inventions to calculate the fee for an international search when filing with
the EPO acting as ISA

Applying reductions
A 75% reduction for applicants from low income countries can be applied to fee 003EP.
If appropriate, select the check box Reduction low income countries 75%.

The reduction is applied to the fee and the total amount payable is automatically calculated.

Fee selection l Payment details ]

| Fee C.../ Description | Amount ELR Reduction | Quantity | Amount to Pay EUR
003EP  Fee for an international search 1875.00 75% 3 1406.25
O 062EP  Protest fee 87500 — 0 0.00
066EP  Fee for late furnishing of sequence listings (R. 230,00 - 1 230,00
13ter.1, 13ter,2 PCT)
Fee schedule for EUR valid as of: 01.07.2015 Totak (2 Fees) € 1 636.25
I [v¥ Reduction low income countries 75% I
[v Tick here if you wish to pay fees for lack of unity of invention
Mo. of independent inventions: 3

Figure 476: Applying the reduction for low-income countries when filing with the EPO acting as ISA
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11.5.5 Fees payable to the International Preliminary Examining Authority (IPEA)

In the Fee selection tab, select the fees you wish to pay.

The quantity of each selected fee is set to 1 and the total amount payable is automatically calculated.
The quantity for fee 021EP — Fee for preliminary examination of int. application cannot be edited.

If you need to pay additional preliminary examination fees, select the check box for Tick here if you
wish to pay fees for lack of unity of invention at the bottom left.

The fee 021eEP — Additional preliminary examination fee is automatically selected and the field
No. of independent inventions is activated.

@ Fee 021eEP cannot be selected manually.

Enter the number of independent inventions (mandatory).

The total amount payable is automatically calculated.

Fee selection l Payment details ]

| Fee C.../ Description Amount ELR Reduction | Quantity | Amount to Pay EUR

ks 021eEP  Additional preliminary examination fee 1930.00 - 3 5 790,008

021EF  Fee for preliminary examination of int. 1930.00 none 1 1930.008
application

[} 062EF  Protest fee 875.00  — 0 0.00

O 064EP  Late payment fee (R.58bis.2 PCT) 0.00  none 0 0.00

O 066EP  Fee for late furnishing of sequence listings (R. 230,00 — 0 0.00
13ter. 1, 13ter.2 PCT)

Oa 229P  Handling fee 183.00 none 1] 0.00

Fee schedule for EUR valid as of: 01.07.2016

Totak (2 Fees) € 7 720.00
™ Reduction low income countries 75%

™ Reduction low income countries 90%

[v Tick here if you wish to pay fees for lack of unity of invention

Mo. of independent inventions: 3

Figure 477: Entering the quantity for additional preliminary examination when filing with the EPO acting as IPEA
Applying reductions

The reduction for applicants from low-income countries can be applied to fee 021EP (75% reduction)
and fee 224EP (90% reduction).

Select the check boxes as appropriate:
= Reduction low income countries 75%
= Reduction low income countries 90%

The reduction is applied to the selected fee(s) and the total amount payable is automatically
calculated.
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Fee selection | payment details

I Fee C.../ I Description I Amount ELR Reduction I Quantity I Amount to Pay EUR

] 021eEP _ Additional preliminary examination fee 1930.00 — 0 0.00

021EF  Fee for preliminary examination of int. 1930.00 75% i 482,50
application

O 062EF  Protest fee 875.00  — 0 0.00

Oa 064EF  Late payment fee (R.58bis.2 PCT) 0.00 none 1] 0.00

Oa 066EF  Fee for late furnishing of sequence listings (R. 230,00 - 1] 0.00
13ter. 1, 13ter.2 PCT)

224 Handing fee 183.00  90% 1 18.30'

Fee schedule for EUR valid as of: 01.07.2016

Totak (2 Fees) € S00.80
¥ Reduction low income countries 75%

¥ Reduction low income countries 90%

[~ ick here if you wish to pay fees for lack of unity of invention;
Mo. of independent inventions: IU

Figure 478: Applying reductions for low-income countries when filing with the EPO acting as IPEA

11.5.6 Fees payable to the Supplementary International Searching Authority (SISA)

If the EPO is acting as SISA, the only fee applicable is 069EP — Review fee for a supplementary
international search.

In the Fee selection tab, select fee 069EP if appropriate.
The quantity of the fee is set to 1 and the total amount payable is automatically calculated.

There is no reduction for fees.

Fee selection | Payment details

Fee C.../ Description Amount ELR Reduction Quantity Amount to Pay EUR
069EF  Review fee for a supplementary international

search

Fee schedule for EUR valid as of: 01.07.2015 Totak (1 Fees) € 875.00

Figure 479: Fees applicable when filing with the EPO acting as SISA
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11.6 PCT-SFD - Annotations
In the Annotations tab you can enter notes to be transmitted to the EPO.
Creating notes for the EPO

Click the Add button and select New Note.

| —
—

Enter the relevant information in the Note field.

[E&] EPO Online Filing - PCT-SFD - PCT-SFD sample = S|
File Edit View Tools Windows Help
PCT-SFD - Draft - PCT-SFD sample Last saved on 30.01.2014

Application ‘Names@‘ Documents ‘ Fees‘ Annotations

Annotations for EPO

Ji:,, % Createdon: |30 January 2014 [i5]
New Note
Mote: Mote that the change of address of the applicant will come into effect on -
1, March 2014] I

@ o4 o[@ 1

Figure 480: Adding a new note for the EPO

To add notes that are not intended for the EPO, use the Internal notes (p. 42) function on the form's
toolbar.

Y
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11.7 Signing an application with Form PCT-SFD

Once you have entered all the mandatory information, you can prepare your applications for
signature and proceed to sign it and send it to the EPO. For more information, see sections Signing
applications (p. 88) and Sending applications (p. 102).

Entering signatories

When signing a PCT-SFD application, you are required to provide the names of the signatories
manually. Unlike in other EP forms, this information is not automatically copied from the Names tab
because no data is entered in the PCT-SFD form when filing with the EPO.

The Sign Application window allows you to add all the required signatories.

To sign as or for the applicant, click <other> under the heading Sender to the left.

= Enter the applicant name.

= |f you are signing as an employee, also enter your name into the Employee name field.

To sign as or for the representative, click <other> under the heading Representatives to the left.
= |f applicable, enter the Association.

= Enter the representative's name.

Select the type of signature.

Complete the data as required.

To apply the signature, click Sign.

Add more signatories if necessary and finalise the signing process by applying an enhanced
electronic signature with a smart card and PIN.
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Sign Application

S

Sender
tother>
Representatives

Agsociation:
<other>

+ /David Kilburn/ [Alphq  Representative Name:

Type of signature:

+ Smart Card
~

" Alphabetical

" Facsimile

Smart card details:

Flace of Signing:

4 [ | +

[ Save settings as default [Can be changed in preferences)

Select an entry from the list, choose the type of signature and enter the coresponding details.

Sign asffor representative:

|IF' Partrers

|J ennifer Hancock

Eriter PIN Code: |

|Eambridge|
Sign S
Cloze

Figure 481: Adding signatories and signing the form
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12. PCT-DEMAND (PCT/IPEA/401)

Form PCT/IPEA/401 is used for filing demands for international preliminary examination according
to Chapter Il of the Patent Cooperation Treaty (PCT). For more information, see the WIPO website
at IP Services > PCT System > Legal Texts > Treaty > Article 31
(http://www.wipo.int/pct/en/texts/articles/a31.htm).

(D This document focuses on the EPO acting as the International Preliminary Examining
Authority (IPEA).

Data input in Form PCT-DEMAND

Form PCT-DEMAND is organised into six tabs. It is recommended that you enter the data in the tab
sequence given, i.e. you should start with the Demand tab. Certain options and conditions in the
Documents tab, for instance, are determined by the selections you make in the Examination Basis
tab.

Tab What you can do

Demand Select the IPEA, enter details of the PCT application to which this
demand for international preliminary examination belongs.

Names Enter details on applicant(s), enter details on agent(s) or supply an

address for correspondence.
Examination Basis | Specify the basis for the international preliminary examination and
select the language for the purposes of the examination.

Documents Attach examination documents or other documents.
Fees Review fees and enter the mode of payment.
Annotations Supply additional information for the EPO.
Mandatory fields

A red triangle in the upper right-hand corner of a field indicates mandatory information. You must
either manually fill out this field or select one of the options provided. If mandatory fields are not
completed, the corresponding tab will show a red validation icon. Consult the validation messages
for more information.

‘Demandw‘Namesw‘Examination Basisw‘ Documents ‘ Fees ‘ Annotations ‘

Demand under Article 31 of the Patent Cooperation Treaty (PCT)

| Fiing Office/IPEA: [ [ hd|

Figure 482: "Filing Office/IPEA" is a mandatory field in the "Demand" tab and is marked with a red triangle
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Elements in Form PCT-DEMAND

Menu Bar Toolbar

Location Indicator Bar Navigation Bar

EPO Online Filing - PCT-DEMAND|- PCT-Dem-sample = =

File Edit View | Toocls Windows | Help

H> 90U

©)

PCT-DEMAND - Draft - PCT-Dem-sample Last saved on 26/05/2014

T
‘Demand(y‘Names()r‘Examination Basls()r‘ Documents ‘ Fees ‘ Annotations ‘

Demand under Article 31 of the Patent Cooperation Treaty (PCT)

Filing Office/IPEA:

International Filing Date:

(Earliest) Priority date:

Title of the Invention:

| | pid|
International Application Mumber: W‘
dd.mm. yyyy i
dd.mm. yyyy i
|
@ 6|4 1@ o
Details Area Status Bar

Figure 483: Form PCT-DEMAND - Overview

Element Description

Menu Bar Provides all options needed to edit, save, import and export drafts, set the
display and change the status, as well as other tools.

Toolbar Provides shortcuts to the most frequently used tasks and tools.

Location Shows the selected procedure, the current status and the user reference for

Indicator Bar

the open draft.

Navigation Bar

Displays tabs corresponding to the sections of the form. These tabs can
contain sub-tabs, which are a sub-division of the main tab sections within the
form.

Details Area

Displays data entry fields appropriate to the selected tab.

Status Bar

Displays information about the current activity. Shows the total number of
validation messages for the open draft.
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12.1 PCT-DEMAND - Demand

The Demand tab is where you select the filing office and enter basic information about the
international application for which international preliminary examination is requested.

Select the EPO as the IPEA, either by entering the two-letter code EP into the first field or by selecting
European Patent Office from the drop-down list.

This information is mandatory.

Enter the international application number of the PCT application.
This information is mandatory.

Enter the international filing date of the PCT application.

This information is mandatory.

= Clicking on the calendar icon on the right of the date boxes will open a calendar from which you
can select the date.

» |f the year of filing is different from the year in the PCT application number, a yellow validation
icon is displayed. You can file your application to the EPO nevertheless, but please ensure that
the data you enter is correct.

If a priority has been claimed for the PCT application, enter the earliest priority date (optional).
Enter the title of the invention exactly as specified in the PCT application (usually in block capitals).

This information is mandatory.
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Once you have entered all the mandatory information, the red validation symbol will disappear from
the Demand tab in the navigation bar. However, a yellow validation icon is displayed if you do not
supply the (earliest) priority date.

= EPO Online Filing - PCT-DEMAND - PCT-Dem-sample = =
File Edit View Tools Windows Help

=) gF # @

PCT-DEMAND - Draft - PCT-Dem-sample Last saved on 26/05/2014

‘ Demand ‘Names()r‘Examination Basls()r‘ Documents ‘Fees@‘ Annotations ‘

Demand under Article 31 of the Patent Cooperation Treaty (PCT)

Filing Office/IPEA: | |EP |Eur0pean Patent Office (EPO) ‘j |
International Application Number: ’W‘
International Filing Date: 4March 2014 i
(Earliest) Priority date: 1February 2014 15

CARD READER b
Title of the Invention:

@ 24 o[@ 1

Figure 484: Entering details on the PCT application for which international preliminary examination is requested

12.2 PCT-DEMAND - Names

The Names tab is where you enter details of the applicant(s), an agent (representative) or an address
for correspondence. Details of at least one applicant are required.

Adding names
In the Names tab, click the Add button.

Select a role.

FREE ]

2 Applicant, Natural
== Applicant, Legal

£ Representative, Natural Person
£ Representative, Legal Entity

& Correspondence address (natural person)
£ Correspondence address (legal entity)

Figure 485: Options for adding names in Form PCT-DEMAND

Enter the appropriate information or copy a name from the Address Book.

EPO Online Filing 5.14 — User guide 429



Removing names from the form
Select the name to be removed on the left-hand side of the form.

Click the Delete button.

®

12.2.1 Applicant

At least one applicant is required for filing. If you add two or more applicants, you can appoint one
of them to act as the common representative. Any correspondence intended for the applicants will
then be sent to the address of that applicant.

In the Names tab, click the Add button.
%V
Select Applicant, Natural or Applicant, Legal.

Enter the name and address information for the applicant or copy the data from the Address Book.

If you provide an e-mail address, select the appropriate check box to authorise the IPEA to use that
e-mail address.

The two options are mutually exclusive.

@ At present, however, the EPO does not send any official communications by e-mail.

If required, add more applicants by the repeating the above procedure.
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It is recommended that you name either a representative (agent) or a common representative. The
yellow validation icon in the Names tab informs you about the corresponding validation message.

= EPO Online Filing - PCT-DEMAND - PCT-Dem-sample = =
File Edit View Tools Windows Help

H> oF 7 ©)

PCT-DEMAND - Draft - PCT-Dem-sample Last saved on 26/05/2014

‘ Demand Hanm&‘lExamination Basls()r‘ Documents ‘Fees@‘ Annotations ‘ ‘

q:lv x F ;ﬁ Organisation

: | . . . ’7
Applicant s |Nan0 Enterprise Ltd. Registration No.:
— State of Residence: |GB |United kingdom v |
Agent
- bl
Address for Correspondence State of Nationality: |GB |Un|hed Kingdom j r
Country or territory: |GB |Unihed Kingdom ‘j Telephone: +44 20 7123 4567
: +44 20 7123 4563
Att, cfo: | Fax:
123 City Street q e-mail: info@nano-enterprise.co.
Address:

The IPEA is authorised to use this e-mail address to send
o notifications issued in respect of this international

City: |L0nd0n preliminary examination:
GB County: |Greaher Lenden j I™ Exdusively in electronic form (no paper notifications
will be sent)

Postal code: W1A ZBC

™ As advanced copies followed by paper notification

@ 1|4 1@ 2

Figure 486: Details of legal applicant
Appointing a common representative

Once you have added two or more applicants, the option to select a common representative is
enabled.

Select the applicant to be appointed as the common representative.

Select the check box This applicant is also common representative (applicant, legal) or This
person is also common representative (applicant, natural).

= EPO Online Filing - PCT-DEMAND - PCT-Dem-sample = =
File Edit View Tools Windows Help

H> QU @)

PCT-DEMAND - Draft - PCT-Dem-sample Last saved on 26/05/2014

‘ Demand ‘I‘lanm@‘Examination Basls()r‘ Documents ‘ Fees ‘ Annotations ‘ ‘

%v x F ;ﬁ Organlisah'on |Nan0 Enterprise Ltd. N Registration No.:
Applicant name:

£ Nano Enterprise Ltd.
& Kennecott, James

State of Residence: |GB |Unihed Kingdom j

State of Nationality: |GB |Unihed Kingdom ‘j I [v This applicant is also common representative I

Figure 487: Selecting one of the applicants as the common representative

Once you select the check box for the selected applicant, it is disabled for the other applicants.
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Note that the Representative and Correspondence address options have disappeared from the
list. This means that you cannot add an agent or an address for correspondence if you have already

appointed a common representative.

= EPO Online Filing - PCT-DEMAND - PCT-Dem-sample = =
File Edit View Tools Windows Help
= gF # @

PCT-DEMAND - Draft - PCT-Dem-sample

Last saved on 26/05/2014

‘ Demand ‘I‘lanm@‘Examination Basisw‘ Documents ‘Fees@‘ Annotations

-

Last name: |Kennec0tt

2 Applicant, Natural
Applicant, Legal

-

First name: |James

State of Residence: |GB |Unihed Kingdom ‘j

|Unihed Kingdom ‘j | r

State of Nationality: [GB

Figure 488: The common representative option is disabled for the second applicant

12.2.2 Agent

You can add only one agent. Where an agent is appointed, any correspondence intended for the

applicant will be sent to the address indicated for that agent.
In the Names tab, click the Add button.

Select Representative, Natural Person or Representative, Legal Entity.

Enter the name and address information for the representative or copy the data from the Address

Book.

Note that the Representative and Correspondence address options are not available in the list

once you have added the first representative (agent).

%‘R? \‘F ’ﬁ ‘ Last ngme: ||Glburn Registration No.:
2 Applicant, Natural me: |David -
Applicant, Legal '
or - ]
GB : +44 1223 351689
_ territofy: | |Un|hed Kingdom j Telephone
2 Kiburn, David
sy [ Fax: +44 1223 351690
Address: Cambridge Science Park N a-mail: kilburn @ip-partners. co.uk
100 Red Lion Square
The IPEA is authorised to use this e-mail address to send
City: |Cambridge hl notifications issued in respect of this international
' preliminary examination:
GBC = Cambridgeshire
Ly | o j I™ Exdusively in electronic form (no paper notifications will
Postal code: CB2 14B ) be sent)
™ As advanced copies followed by paper notification

Figure 489: Details of representative (agent)

EPO Online Filing 5.14 — User guide

432



Details relating to the agent's authorisation

The lower part of the screen allows you to specify the relationship between applicant and agent
(representative) for the purpose of this application. The option The agent above ... has been
appointed earlier ... is selected by default.

To specify a new appointment, select the appropriate option.

Related documents, e.g. a separate power of attorney, can be attached from the Documents tab.

The agent above:

™ has been appointed earlier and represents the applicant(s) also for the international preliminary examination.

I ol Fs hereby appointed and any earlier appointment of (an) agent(s)/common representative is hereby revoked.

lﬁ i%reby appointed, spedfically for the IPEA, in addition to the agent(s) appointed earlier.

Figure 490: Details relating to the authorisation of the agent

12.2.3 Address for correspondence

Where no agent or common representative is appointed, any correspondence will be sent to the
address of the applicant (if only one person is nhamed as applicant) or of the applicant who is
considered to be common representative (if there are two or more persons named as applicants).

If the applicant wishes correspondence to be sent to a different address in such a case, that
correspondence address may be indicated in the form.

In the Names tab, click the Add button.
Select Correspondence address (natural person) or Correspondence address (legal entity).
Enter the details for that address or copy the data from the Address Book.

Once you indicate an address for correspondence, you cannot appoint one of the applicants as the
common representative. However, if you add a representative (agent) after indicating an address for
correspondence, the address for correspondence is removed from the form.

- 8 B3

Applicant Mame: Parker & Partners

Parker & Partners
& Preston, Anthony

Agent

Address for Correspondence

Parker &Partners Country or territory: |GB [united Kingdom ~ ¥|  Telephone: +44 1304 76002-0
Att, cfo: | Fax: +44 1304 75002-40
|
Address : P.O. Box 2308 e-mail: info@parker.co.uk
The IPEA is authorised to use this e-mail address to send
City: |D0ver h notifications issued in respect of this international
preliminary examination:
GB County: |kent =]
I™ Exdusively in electronic form (no paper notifications
Postal code: CT16 3P will be sent)

™ As advanced copies followed by paper notification

Figure 491: Address for correspondence specified for a legal entity
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12.3 PCT-DEMAND - Examination Basis

The Examination Basis tab is where you enter details about the basis for the requested
examination.

Basis for the international preliminary examination

The examination can be carried out on the basis of the application as originally filed, or as amended
under Article 19 and/or Article 34 PCT.

If you wish the examination to be based on the application as originally filed, do not change the
options under statement concerning amendments.

The default options are as originally filed (the description, the claims, the drawings) and not
applicable (the sequence listing).

(D Where only as originally filed is indicated, international preliminary examination will start on
the basis of the international application as originally filed or, where a copy of amendments to
the claims under Article 19 and/or amendments of the international application under Article
34 are received by the International Preliminary Examining Authority before it has begun to
draw up a written opinion or the international preliminary examination report, as so amended.

= EPO Online Filing - PCT-DEMAND - PCT-Dem-sample = =
File Edit View Tools Windows Help

=) gF # @

PCT-DEMAND - Draft - PCT-Dem-sample Last saved on 26/01/2015

‘ Demand ‘Names@‘Examinaﬁon Bas'rsw‘ Documents ‘Fees@‘ Annotations ‘

Basis for the international preliminary examination

Statement concerning amendments: *
The applicant wishes the international preliminary examination to start on the basis of:

the description: |as originally filed j
the sequence listing: |n0t applicable j
the daims: |as originally filed j
the drawings: |as originally filed j

*Where only 'as originally filed' is indicated, international preliminary examination will start on the basis of the international application as originally filed or,
where a copy of amendments to the daims under Artide 19 and/for amendments of the international application under Artide 34 are received by the
International Preliminary Examining Authority before it has begun to draw up a written opinion or the international preliminary examination report, as so
amended.

[~ Any amendment to the daims under Artide 19 should be considered as reversed.

Start the examination: |Ordinary start j
Language Tor the purposes of the exammnation

Language: | | M j
Which is the language... {+

-

-

-~
Logged in as Administrator & 1|4 0@ 3

Figure 492: The international preliminary examination will be based on the international application as originally filed

If you wish the examination to be based on the application as amended, select the appropriate option
from each of the drop-down lists:
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the description:

= as originally filed (default)

= as amended under Article 34

the sequence listing:

= as originally filed

= as amended under Article 34 (in the form of an Annex C/ST.26 text file)
= as amended under Article 34 (in the form of an image file)

= not applicable (default)

If you select the image file option, a red validation icon will appear in the Examination Basis tab,
because the EPO only accepts amendments to the sequence listing in Annex C/ST.26 text file
format.

the claims:

as + Article 19 and Article 34
the drawings:

= as originally filed (default)

= as amended under Article 34
= not applicable

If you want any amendments to the claims made under Article 19 to be reversed, select Any
amendment to the claims under Article 19 should be considered as reversed.

This check box is disabled if you selected the as amended under Article 19 option for the claims.
Select when to start the examination:

=  Ordinary start (default)

= Postpone the start, Rule 69.1(b), 69.1(d)

=  Start earlier, before time limit under Rule 54bis1(a)
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PCT-DEMAMND - Draft - Sample PCT-DEMAND Last saved on 18/06/2019

| Dermand & ‘ Names@‘ Examination Bas'sw‘ Documents &‘ Fees ‘ Annofations ‘

Basis tor the international preiminary examination

Statement concerning amendments: *
The applicant wishes the international preliminary examination to start on the basis of:

the description: |as amended under Artide 34 =]
the sequence listing: |as amended under Artice 34 (in the form of an Annex C/ST. 25 text file) ﬂ
the daims: |as amended under Artice 34 ﬂ
the drawings: |as amended under Artide 34 ﬂ

* Where only 'as originally filed' is indicated, international preliminary examination will start on the basis of the international application as originally filed or,
where a copy of amendments to the daims under Artide 19 andor amendments of the international application under Article 34 are received by the
International Preliminary Examining Authority before it has begun to draw up a written opinion or the international preliminary examination report, as so
amended.

P
IPlﬁ.ny amendment to the daims under Artide 19 should be considered as reversed.:

Start the examination: I Start at the expiration of the time limit under Rule 54bis 1{a) - I

Figure 493: The examination will be based on the international application as amended and amendments to the claims
under Article 19 should be reversed

Language for the purposes of the examination
Select the language (mandatory).

You can either type the two-letter language code (EN, DE or FR) into the field to the left or select the
language from the drop-down list to the right.

Select the appropriate option for which is the language...
* in which the international application was filed (default)
= of a translation furnished for the purposes of the international search

= of publication of the international application

of the translation (to be) furnished for the purposes of the examination.

Language tor the purposes of the examination

1
Language: ||EN |English I ‘j
Which is the language... {+ in which the international application was filed.
" of a translation furnished for the purposes of the international search.
" of publication of the international application.
" of the translation (to be) furnished for the purposes of the examination.

Logged in as Administrator @ oA 1@ 3

Figure 494: Selecting the language and indicating where this language is used

12.4 PCT-DEMAND - Documents

The Documents tab of Form PCT-DEMAND is where you attach documents to be used by the IPEA
in the international preliminary examination. If you specify amended parts of the application in the
Examination Basis tab, a yellow validation icon will appear in the Documents tab, indicating that
you should also attach the relevant documents.

To attach a document, you first need to select the suitable document category. The following
document categories are available:
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Examination documents (p. 386), e.g. amendments
Accompanying items (p. 388) as PDF files, e.g. power of attorney document

A sequence listing (see "Attaching sequence listings" p. 390) is also attached under the
Accompanying items category.

Pre-conversion archive (p. 391), i.e. a ZIP file containing the original documents which are not
converted into PDF

12.4.1 Examination documents

The examination documents category offers the following document types:

Translation of international application

Amendments under Article 34

Copy (or, where required, translation) of amendments under Article 19

Copy (or, where applicable, translation) of any statement under Article 19 (Rule 62.1(ii))
Copy of the letter accompanying the amendments under Article 19 (Rules 46.5(b) and 53.9)
Letter accompanying the amendments under Article 34 (Rule 66.8)

Other document

To attach a document, click the Add button in the Documents tab.

Select Examination documents.

EPO Online Filing - PCT-DEMAND - PCT-Dem-sample = =
File Edit View Tools Windows Help
PCT-DEMAND - Draft - PCT-Dem-sample Last saved on 26/05/2014

‘ Demand ‘Names@‘ Examination Basis ‘Documentsw‘Fees@‘ Annotations ‘

[

Accompanying items k L

Preconversion archive

| =]

Figure 495: Adding examination documents
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In the Open window, navigate to the storage location of your file.

Select the required file and click Open.

el Open
Look in: | . Nano Enterprise
L“T» . PCT-Demand Docs
e . Sample 1200 Docs
Recent places '@Abstract_modification.pdf
. I@Additional information sheet.pdf
'@Assignment documents.pdf

Desktop T ATCC receipt.pdf
s '@Authorisation Kilburn.pdf
_.,:T;J '@Authorisation Portland.pdf
Libraries T Authorization Nano.pdf
. | '@bio_authorisation.pdf
s T bio_receipt.pdf
This PC '@ bio_waiver.pdf

‘In i Change of representative pdf
A X Claims Modification.pdf

Networle L desc.pdf

'@Description_modification.pdf

R I = s 5

'@Drawings medification.pdf
THECACC_receipt.pdf
'@Explanator}r MNote.pdf

Grounds reestablishment.pdf
'@ Instant water abstract.pdf
Imlnstantwater claims.pdf
Imlnstantwater description.pdf
Imlnstantwater drawing.pdf
Imlnstantwater sequence listings.pdf
Imlnstantwater specification.pdf
'@Instantwatertechnical doc.pdf
I@Instant water.pdf
'@Medical certificate.pdf
'@Nano Ltd representative.pdf
T Priodoc DE 123456729, pdf
T Priority_claim_additional.pdf

IEDrawing amended.pdf '@Reply.pdf

'@ Drawings amended annotations.pdf '@ Reply-2.pdf

£ >
File name: || j Open
Files of type: |Portab|e Document Format j Cancel

Figure 496: Selecting the file to be attached

The file is attached to the application under its original file name.

Select the appropriate document type, e.g. Amendments under Article 34.

‘ Demand ‘Names@‘ Examination Basis ‘Documentsﬁr‘Fees@‘ Annotations ‘

q:lv x Original File Name:

Examination documents Number of pages:
-',"_-. Claims Modification. pdf

This file contains:

Document Type: |

Copy (or, where required, translation) of amendments under Artide 19

Copy (or, where applicable, translation) of any statement under Artice 19 (R
Copy of the letter accompanying the amendments under Artice 19 (Rules 46.5(b) and 53.9)
Letter accompanying the amendments under Artice 34 (Rule 656.8)

Other document

Figure 497: Selecting the document type for the attached file

The file is renamed to the Online Filing default file name, e.g. AMDA34-1.pdf.

The original file name is also displayed at the top of the screen, along with the number of pages.

‘ Demand ‘Names@‘ Examination Basis ‘ Documents ‘Fees@‘ Annotations ‘

q:lv x Original File Name:

Claims Modification. pdf

Figure 498: Amendments under Article 34 attached
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Examination documents Mumber of pages: 4
‘8 AMDA34-1.pdf
. This file contains:
+ Amendments...rtide 34
Document Type: |Amendmenis under Artide 34 j
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Attaching other documents

You can specify your own document type if there is no suitable attachment option.
Click the Add button and select Examination documents.

Navigate to the PDF file and attach it.

Select Other document from the Document Type list.

The file is renamed OTHERDOC-1.pdf.

To describe this document enter your text in the Details field, e.g. Explanatory Note.

‘ Demand ‘Names@‘ Examination Basis ‘ Documents ‘Fees@‘ Annotations ‘ ‘

4:1v % Original File Name: Explanatory Mote.pdf

Examination documents Mumber of pages: 4
F AMDA34-1.pdf

o This file contains:
+ Amendments...rtide 34

£ OTHERDOC-1.pdf

+ Explanatory Note

Document Type: |Oﬁ1&r document j

Details: |Exp|anah0ry Note|

Figure 499: Other examination document attached

12.4.2 Accompanying items

The accompanying items category offers the following document types:
» General power of attorney

= Copy of general power of attorney

=  Separate power of attorney

= Sequence listing (PDF) (see "Attaching sequence listings" p. 390)

= Fee payment receipt (OEPM only)

= Other document

To attach a document, click the Add button in the Documents tab.
Select Accompanying items from the list.

In the Open window, navigate to the storage location of your file.
Select the required file and click Open.

The file is attached to the application under its original file name.
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Select the appropriate document type, e.g. Separate power of attorney.

‘ Demand ‘Names@‘ Examination Basis ‘Documentsﬁr‘Fees@‘ Annotations ‘ ‘

q:v x Original File Name:

Examination documents Mumber of pages: 2
F aMDA34-1.pdf
+ Amendments...rtide 34

This file contains:

%) OomHERDOC-1.pdf Document Type: j
* Explanatory Note General power of attorney
Accompanying items Copy of general power of attorne

£ authorisation Kilburn, pdf SQE]CIEHCE listing (PDF)
Fee payment receipt (OEPM only)
Other document

Figure 500: Selecting the document type for the accompanying item
The file is renamed to the Online Filing default file name, e.g. SPOAT.pdf.

The original file name is also displayed at the top of the screen, along with the number of pages.

‘ Demand ‘Names@‘ Examination Basis ‘ Documents ‘Fees@‘ Annotations ‘ ‘

q:lv x Criginal File Name: Authorisation Kilburn.pdf

Examination documents Mumber of pages: 2
F aMDA34-1.pdf
+ Amendments...rtide 34
£ OTHERDOC-1.pdf
+ Explanatory Note

This file contains:

Document Type: |Separahe power of attorney j

Accompanying items

|

+ Separate p...f attorney

Figure 501: Separate power of attorney document attached under accompanying items
Attaching other documents

You can specify your own document type if there is no suitable attachment option.
Click the Add button and then select Accompanying items from the list.
Navigate to the PDF file and attach it.

Select Other document from the Document Type list.

The file is renamed OTHE-1.pdf.

To describe this document enter your text in the Details field, e.g. Assignment document.

‘ Demand ‘Names@‘ Examination Basis ‘ Documents ‘Fees@‘ Annotations ‘ ‘

q:lv x Criginal File Name: Assignment documents. pdf
Examination documents Mumber of pages: 1
£ AMDA34-1.pdf
- . This file contains:
+ Amendments...rtide 34
- -
4| OTHERDOC-1.pdf Document Type: |Oﬁ1&r document j
+ Explanatory Note
Accompanying items
',"‘__, SPOAT.pdf Details: |Assignment document

+ Separate p...f attorney
* OTHE-1.pdf
+ Assignment document

Figure 502: Other accompanying item attached and specified
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12.4.3 Attaching sequence listings

@ Sequence listings must always be submitted as computer-readable files in accordance with
WIPO Standard ST.25 or ST.26 as applicable, with a maximum of one file per submission
(either one ST.25 file or one ST.26 file). If you attach a sequence listing in a PDF when filing
with the EPO acting as the IPEA, a red validation icon is displayed in the Documents tab.

Attaching a sequence listing in WIPO ST25 format

Click the Add button.

Select Accompanying items.

In the Open window, navigate to the storage location of your file.

Change the option in the files of type drop-down list from Portable Document Format (default) to
Sequence Listing in ST25 (file type .app, .seq, .txt or .zip).

Network
< >
File name: ‘ ;I Open
Files of type: JF'crtable Document Format (* pdf) ~| Cancel

[ Pogable Document Comaat [~ odf) I
N Sequence listing in 5125 (.app.” seq.” ta." zip)

equence listing in b ("xmi,” zip)

Figure 503: Selecting the file type for attaching a sequence listing file

Select the required file and click Open.

H Open X
Look in: ‘ Sequences j ¥ 3
ﬁ Name & Date modified Type Size
Gt e ] sequence_listings.app 6/4/2020 5:36 PM APP F-ile
sequence_listings.seq ] 6/4/2020 5:36 PM SEQ File 1
! sequence_listings.txt 6/4/2020 3:36 PM Text Document
Deskiop
]
Libraries
This PC
Network
< >
File name: |sequence_|ist|ngs seq L] | Open I
Files of type: [Sequence listing in ST25 (*.app;* seq;" bt." zip) - Cancel

Figure 504: Attaching a sequence listing in WIPO ST25 text format
The file is attached to the application under its original file name.

From the Document Type list select Document concerning sequence listing in ST.25 format.
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Depending on the original file type, the file will be renamed SEQLTXT.app, SEQLTXT.seq or
SEQLTXT.txt.

Demand&[wames&‘ Examination Basis ’ Documents [Fees@‘ Annotations [ ‘

+v x Original File Name: sequence_listings.seq
Examination documents

Number of pages:
£ AMDA34-1.pdf i
e A This file contains:
¢ Amendments...rtide 34
Accompanying items Document Type: IDocument concerning sequence listing in ST. 25 format >

= seQunT.seq

+ Document c... 25 format

[

Figure 505: Sequence listing attached (file type .seq)

Attaching a sequence listing in WIPO ST26 text format
Click the Add button.

Select Accompanying items.

In the Open window, navigate to the storage location of the file.

Change the option in the files of type drop down list from Portable Document Format (default) to
Sequence listing in ST26 (file type .xml or .zip).

¥

Network
< >
File name: | j LO_W'“_]
Files of type: |F'ortable Document Format (* pdf) Ll Lancel |

[Portable Document Format (* pdf)

Figure 506: Selecting the file type for attaching a sequence listing file

Select the required file and click Open.
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B open >

Look in: | Sequences j % cF B~
% Name & Date modified Type Size
i ' ST_26_long_amended DTD version.xml 1/19/2021 10:27 PM XML Document
Quick access :
= ST 26 shortxm| 1/19/2021 10:27 PM AML Document .
‘ [ i ™ st26-annex-iii-sequence-listing-specimen2.... 3/5/2021 7:19 AM XML Document |
|
Desktop
™
Libraries
This PC
Network
< >
File name: |st28ﬂnnex4iieequenceiistingspecimenzxmi j | Open
Files of type: |Sequence listing in ST26 (" xml," zip) LI Cancel

Figure 507: Attaching a sequence listing in WIPO ST26 text format
The file is attached to the application under its original file name.
From the Document Type list select Document concerning sequence listing in ST.26 format.

Depending on the original file type, the file will be renamed SEQLXML26.xml or SEQLZIP26.zip.

Demand &INames:’;\.‘ Examination Basis Documents Fees@l Annotations [

#v 8 Original File Name: st26-annex-iii-sequence-isting-spedmen2.xml

Examination documents

Number of pages:
£ AMDA34-1.pdf s

This file contains:

% SEQLXML26.ml

* Document c...26 format

I'W— Document Type: |Document concerning sequence listing in ST.26 format _v_}

Figure 508: Sequence listing attached (file type .xml)
@ Note that, when selecting to submit a ST.26 sequence listing as ZIP, the provided ZIP file

must contain a single ST.26-compliant XML file. If the attached ZIP package contains none
or multiple XML files, it will be rejected and a validation error message will be displayed.

12.4.4 Pre-conversion archive

The pre-conversion archive option allows you to add your original documents, before converting
them into PDF files, as a compressed ZIP archive file. This may be helpful if you wish to provide the
EPO with your original documents in colour. The documents contained in the ZIP file will not be
publicly available nor will they be an integral part of the visible internal procedural file, but they can

be accessed for reference, e.g. in the event of quality issues.

To attach the ZIP archive, click the Add button.
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Select Preconversion archive.
Navigate to your ZIP file and select it.
Click Open to attach the file.

The file is renamed OLF-ARCHIVE.zip.

The names of the original files from the attached pre-conversion archive are listed on the right.

=} EPO Online Filing - PCT-DEMAND - PCT-Dem-EN-01 = =
File Edit View Tools Windows Help

H> QP # @

PCT-DEMAND - Draft - PCT-Dem-EN-01 Last saved on 26/05/2014

| Demand |Names®| Examination Basis Documents |Fees| Annotations |

4:" % Criginal File Name: PCT-Demand Docs. zip
B ination d ts
-
| AMDA34-1.pdf This zip archive contains:
+ Amendments. . rtide 34

£ OTHERDOC-1.pdf
+ Explanatory Note » amended_claims.doc
Accompanying items = assignment_documents. tif
£ sPOAT.pdf
+ Separate p...f attorney
* oTHE-1.pdf
+ Assignment document = sequence_listings.seq
SEQLTXT.seq
+ Sequence L...ndard 25)

» explanation.doc

= power-of-attorney. tif

Preconversion archive

@ o4 o[@ 2

Figure 509: ZIP archive containing the unconverted documents is attached

12.4.5 Viewing attached documents
You can check your application and the attached documents in the print preview.

Click the Preview button in the toolbar.

#

The application (pct-demand.pdf) is displayed in the PDF Viewer.
Section VI of the form contains the attached documents with their original file names.
The left pane in the PDF Viewer lists all the files with their system names.

Click a file name to the left to display the corresponding document in the PDF Viewer.
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AMDA34-1.pdf
(AMDA34-1.pdf)
emand. xm
(demand_xml)
fees pdf
(fees.pdf)
fee-sheet.xml
(fee-sheet.xml)
OLF-ARCHIVE zip
(OLF-ARCHIVE zip)
olf-specific-data.xml
(olf-specific-data.xml)
OTHE-1.pdf
(OTHE-1.pdf)
OTHERDOC-1._pdf
(OTHERDOC-1. pdf)
package-data.xml
package-data.xml
pct-demand. pdf
pct-demand. pdf)
pkgheader.xml
(pkgheader.xml)
SEQLTXT seq
(SEQLTXT seq)
SPOAT. pdf
(SPOAT.pdf)
validation-log.xml
(validation-log.xml)
ValidLog.PDF
(ValidLog.PDF)

PDF Viewer

PCT-Dem-EN-01

45

PCT DEMAND FOR INTERNATIONAL

PRELIMINARY EXAMINATION (CHAPTER Il

vi

Iy

Check list

referred to under item V-2 for the

examination:

[ The demand is accompanied bf the
folowing elements, in the language

purposes of intemasional prafiminarf

MNumber of sheets

Electraric file(s) atached

Received YN (For IPEA

s anif)

V12 [1) |Amendments under Art. 34 4 AMDA3S1

VIE  |Other : Explanaterf Note 4 OTHERDOC-1.pelf
|Accompanfing hems: Detailz Electraric file(s) atached | Recsived YN (For IPEA

use onl

The demand is also accompariad by the
folawing itemis):

W7 |Fes cakculation shest 1 fees paf

VI8 |Original separate power of attornef SPOAT pef

VI |Seguence sting in electronic form File type: pdf

V114 |Other : Assignment document 1 OTHE-1.pef

W15 |Pre-conversion archive OLF-ARCHIVE zip

WViIl-1-1
Wil-1.2

representative

[Mame (First, Last)
Capacef

Signature of appiicant, agent or comeman

vin

Not=(s) to [PEA/ER

Figure 510: Previewing the PCT-DEMAND form in the PDF Viewer

12.5 PCT-DEMAND - Fee Payment

Cancel

In the Fees tab you can review the fees associated with your demand and indicate how you wish to
pay them. All fees must be paid in euros.

The fees displayed in the Fees tab reflect the fee schedules located in File Manager > Tools > Fee

Management.

Make use of the Live Update function in Online Filing to ensure that your fee schedule is always up
to date. You will find the most recent fee schedule on the EPO website at Applying for a patent >
Online services, following the link Interactive schedule of fees

(http://www.epoline.org/portal/portal/default/epoline.Scheduleoffees).
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12.5.1 Fee selection

The Fee selection sub-tab displays the fees payable to the EPO for the preliminary examination of
the international application.

The fees payable for filing a PCT-DEMAND form are the examination fee and the handling fee.
The check boxes for these fees are automatically selected and cannot be cleared. No further action
iS necessary.

= EPO Online Filing - PCT-DEMAND - PCT-Dem-EN-01 = =
File Edit View Tools Windows Help

> P ©)

PCT-DEMAND - Draft - PCT-Dem-EN-01 Last saved on 26/05/2014

‘ Demand ‘Names@‘ Examination Basis ‘ Documents ‘Fees@‘ Annotations ‘

Fee selection l Payment details

_ _ | FeeC.../ Description Amount ELR Reduction Quantity Amount to Pay EUR
ks 021EF  Fee for preliminary examination of int. 1930.00 - 1 1930.00
application
i 229FP Handling fee 163.00 = 1 163.00
Fee schedule for EUR valid as of: 01.01.2014 jLutak (ZE=es) E AN

@ o4 o[@ 3

Figure 511: Fees payable for PCT-DEMAND are automatically selected

12.5.2 Payment details

In the Payment details sub-tab you can specify the mode of payment and provide any details
required by the EPO acting as the IPEA.

Mode of payment
Select the appropriate option from the Mode of Payment list.
= Automatic debit

If you select this option the check boxes in the Fee selection sub-tab are automatically
deactivated and the total amount of the fees is shown as EUR 0.00. The EPO will calculate the
amount of the fees payable using the information you provided in your application and will debit
this amount direct from your account. With this option you cannot select the fees yourself in the
form.
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= Bank transfer

The EPO accepts EUR payments to its account with the Commerzbank AG in Munich, Germany.
The IBAN and BIC codes of the EPQO's bank account are supplied automatically when you select
DE, Commerzbank AG, Miinchen from the drop-down list.

= Credit card

All payments by credit card must be made via the dedicated EPO fee payment service on the
EPO website at Applying for a patent > Online services > Paying fees online > Pay by credit
card (https://epo.org/fee-payment-service/en/login).

Choosing this mode of payment in the Payment details sub-tab is considered merely an
indication of how you intend to pay.

= Debit from deposit account

If you choose this mode of payment, the relevant fees will be debited directly from your EPO
deposit account. If you issue a debit order during normal working hours (08.00-18.00 hrs), you
can usually view it under Pending orders within about 30 minutes. The actual deduction from
your account will appear 5 to 6 days later.

= Not specified
If you do not intend to pay fees with this submission, you can indicate Not specified.

For more information on EPO deposit accounts and the automatic debiting procedure, please refer
to the Official Journal:

= Arrangements for deposit accounts (ADA)
Supplementary publication 3/2015, p. 8-16
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p8.html)

= Notice from the European Patent Office dated 12 February 2015 concerning revision of the
Arrangements for deposit accounts (ADA) and their annexes Supplementary publication 3/2015,
p. 2-7
(http://www.epo.org/law-practice/legal-texts/official-journal/2015/etc/se3/p2.html)

= Decision of the President of the European Patent Office dated 29 September 2016 revising
points 5.3 and 7 of the Arrangements for deposit accounts (ADA) OJ EPO 2016, A83
(http://www.epo.org/law-practice/legal-texts/official-journal/2016/10/a83.html)

Automatic debit

If you are filing with the EPO, you can also use the automatic debit procedure. An EPO deposit
account is required and orders for automatic debiting must be signed by an authorised person.

Enter the number of your deposit account.
EPO deposit account numbers are made up of eight digits, starting with 28.

Enter the name of the account holder.
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Enter the name of the person authorised for signature.

Enter the alphabetical signature of that person by writing the name between two slashes, e.g. /Laura
Huffington/.

Debit from deposit account

An EPO deposit account is required to use the option Debit from deposit account. Debit orders
must be signed by an authorised person.

Enter the number of your deposit account.
EPO deposit account numbers are made up of eight digits, starting with 28.
Enter the name of the deposit account holder.

If applicable, select the check box Authorisation to charge any deficiency or credit any
overpayment in the total fees.

Enter the name of the person authorised for signature.

Enter the alphabetical signature of that person by writing the name between two slashes, e.g. /Laura
Huffington/.

‘ Demand ‘Names@‘ Examination Basis ‘ Documents ‘ Fees ‘ Annotations ‘ ‘

Fee selection  Payment details l

Mode of Payment: |Debit from deposit account j Currency: EUR

The European Patent Office is hereby authorised to debit from the deposit account with the EPO any fees and costs indicated.

Deposit account number: |ZB 1234586 ‘

Account holder: |Nan0 Enterprise

.-'-\uthorisah'on to charge any defidency or credit any overpayment in the total fees

Mame: |Laura Huffington q

Signature: |J'1-3L"'5 Huffington/ h E.g. /Jane Smith/

Figure 512: Entering payment data for debit from deposit account
Further options
The Payment details sub-tab offers some additional options at the bottom of the screen.

If you wish the EPO to make any reimbursements to a deposit account with the EPO, select the
corresponding check box.

This information applies to all selected modes of payment. If you selected automatic debit order or
debit from deposit account, you are only required to enter an account number here if that number
is different from the account number used for payment.

Enter the EPO deposit account number and supply the account holder's name.
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12.5.3 Viewing the fee sheet

The data relevant for fee payment and the fee amounts to be paid are summarised in a separate fee
sheet. You can preview this document in the PDF Viewer.

Click the Preview button in the toolbar.

£

The application (pct-demand.pdf) is displayed in the PDF Viewer.
To display the fee sheet, click fees.pdf in the list to the left.

= PDF Viewer = =

AMDA34-1_pdf ~
(AMDA34-1_pdf)

Europiisches 80298 Munich
Patentamt Gerrnany
0 Europran Tel. +43(0)88 23990
:’:"‘ office Fax +49(0)9 4465
- des brevets
(fee-sheet.xml) PO Box 5818
OLF-ARCHIVE.zip NL-2280 HV Rijswik
(OLF-ARCHIVE zip) Netherands
olf-specific-data.xml Tel +31 ?0340:::00
(olf-specific-data.xml) Fax +31 703404800
OTHE-1_pdf 10958 Berlin
(OTHE-1.pdf) Germany
OTHERDOC-1.pdf Tel, +49(0)30 253010
(OTHERDOC-1.pdf) Fax +43(0)30 840
package-data.xml
(package-data.xml) _
petdemand. pdt PCT Demand - Fee Sheet
(pct-demand. pdf) 1. Applicant's or agents file reference PCT-Dem-EN-01
pEgaeran 2. International ication number PCTEP2014/500456
(pkgheader.xml)
SEQLTXT.seq 3. Date 29-06-2014
(SEQLTXT.seq) 4. Method of payment Depaosit Account
SPOAT. pdf Deposit account number: | 28123456
(SPOAT.pdf)

lidationd | Deposit account holder: | Nano Enterprise

Va(l\faalitflioa?i_oﬁlg(gxml} The European Patent Office is hereby authorised to | Yes
ValidLog.pdf debit from the above indicated deposit account the
(ValidLog.pdf) total fees:
Authorisation to charge any deficiency or credit any | Yes
overpayment in the total fees:

Mame: | Laura Huffington

Signature: | /Laura H

5. Fees
Fee type Currency Fee Total
Fee for preliminary examination of int. application EUR 1930.00 1930.00
Handling fee EUR 163.00 163.00
Total | EUR 2093.00
v
Cancel

Figure 513: Checking the fee sheet in the PDF Viewer
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12.6 PCT-DEMAND - Annotations
In the Annotations tab you can enter notes to be transmitted to the EPO.
Creating notes for the EPO

Click the Add button and select New Note.

[

|m§—

Enter the relevant information in the Note field.

= EPO Online Filing - PCT-DEMAND - PCT-Dem-EN-01 - =
File Edit View Tools Windows Help

PCT-DEMAND - Draft - PCT-Dem-EN-01 Last saved on 26/05/2014
‘ Demand ‘ Names@‘ Examination Basis Documents ‘ Fees ‘ Annotations ‘ ‘

Annotations for EPO

%,, % Createdon: |25 May 2014 [i5]

New Note

MNote: My annotation to the EPO acting as IPEA.| I

& oA o |@ 2
Figure 514: Writing a note to the EPO acting as IPEA

To add notes that are not intended for the EPO, use the Internal notes (p. 42) function on the form's
toolbar.

Y
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13. Server Manager

Server Manager allows Online Filing users to administer and manage the Online Filing server and
databases in their office environment.

Server Manager is automatically installed together with the Online Filing software when Server
installation or Stand alone installation is selected during setup. Server Manager cannot be run on
a machine with the thin client only.

Starting Server Manager
You need Windows Administrator privileges to start Server Manager.
Right-click the Online Filing 5.0 Server Manager icon.

In Windows 7, select Run as administrator from the shortcut menu.

J EPC Online Filing
ﬁ Online Filing 5.0 Server Manager
ﬁ Online Filing Client 5.0 settings
EZ Online Filing Client 5.0

J Games

Open
'&' Run as administrator
Troubleshoot compatibility [k
. Gemalto Open file location

Figure 515: Starting Server Manager via the Start menu in Windows 7

In Windows 8/8.1, select Run as administrator from the shortcut menu.

Multipay Tool @ Reglool

Online Filing 5.0 Server Manager
Unpin from Start

Pin to taskbar
Online Filing Client 5.0 Urninstall
Open new window
Online Filing Client 5.0 settings % Run as administrator

Open file location

Find in Start

Figure 516: Starting Server Manager via the Apps screen in Windows 8.1
In Windows 10, select More > Run as administrator from the shortcut menu.

E

B £PO Online Filing

€0 Online Filing 5.0 Server Manage

- -3 Pin to Start
EP0 Online Filing Client 5.0

More

0 Online Filing Client 5.0 settings —  Pin to taskbar

Uninstall -
XE Excel 2016 Run as administrator \

Open file location

& Back

Figure 517: Starting Server Manager via the Start menu > All apps in Windows 10

If you are not the Windows Administrator, you must now enter his or her Windows account name
and password.

Click Yes in the User Account Control window.
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The Server Manager login window then appears.
Login to Server Manager

Server Manager can only be started in production mode. However, most of the functions are
available for both the production database and the demo database.

Users who are members of the Administrators group can log on to Server Manager with their user
name and password. A user with Administrator ID is entitled to add users to the Administrators
group in Online Filing's User Administration (p. 66) window.

Server Manager @

Login

Uszer name: |Administrator

Password: | *********

=
lﬁ

(] 8 % Cancel

Figure 518: Login to Server Manager
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13.1 Server Manager overview
By default, Server Manager starts with the Services tab opened.

Server Manager's major features can be accessed via ten tabs. Every tab features a toolbar with
buttons to use the functions currently available. You can also use the functions via the Action menu.

Tab What you can do

Services Control services: monitor, stop, start, activate and deactivate the Online Filing
services.

Backup Backup, restore and clear the complete database. Configure automatic backup.

Export Export items from the database, e.g. applications or templates, and store them
as ZIP files. Deleting items after export is optional.

Import Import items into the database that have been previously exported, e.g.
applications or templates, to use them in File Manager.

Users Monitor and manage users logged in to Online Filing.

Unlock Disconnect users from items in the database, so that the respective record
(application) in the database becomes unlocked and, hence, editable for other
users.

History List of user activities in File Manager and the other services, with IP addresses,
Windows account names and OLF user names. Export server log file.

Live Update Select the countries for which Live Update should search for new or updated

Countries national plug-ins.

Settings Define default file locations for backup, import and export.

Define settings for Live Update and perform a live update.

Data Migration | Transfer user administration settings from one server to another.

Move the Online Filing database to another hard disk.

E Server Manager =NACE X
File Action Help
Services Backup ‘ E=port ‘ Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘ ®
RE
| Flugin name | Exe file name | Service name | Statuz | Corba port | SOAP port |E0nnections| -
EPO OLF File C:\Program Files\EPD_OLFS4fmbbinOLFfm. exe EPO OLF FM Server [FireBird] Running 11000 21000 1
Manager
EPO OLF EF1038  C:\Program EPO OLF EF1038 Server (FireBird) Running 11103 21103 1]
Filez\EPO_OLFS\epl0384bintep1 038, exe
EPO OLF EF122K  C:\Program EPO OLF EF122K Server [FireBird] Running 11106 21108 1]
Filez\EPO_OLFS\epl 2004%bintepl 200.exe
EPO OLF EF2000  C:\Program EPO OLF EP2000 Server (FireBird) Running 11105 21105 1]
Filez\EPO_OLFS\epl 007 Yhintep1 007 . exe
EPO OLF EFOFPPO  C:\Program EPO OLF EPDOFPO Server [FireBird] Running 11108 21108 2
Files"EPO_OLFSYep_oppohbintep_oppo.exe
EPO OLF PCT C:\Program Files\EPD_OLFShpethpeti. exe EPO OLF [BR101 Server [FireBird) Running 11301 1]
EPO OLF UKAFFE  C:\Program Files\EPO_OLFS4wk1774bin\uk177.exe EPO OLF UK177E Server (FireBird) Running 12901 2290 a
EPO OLF UKNPUE C:\Program Files\EPO_OLFSYNP14bint NPT exe EPO OLF UKMPLUE, Server (FireBird) Running 12902 22902 a

Figure 519: Server-Manager — Overview
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13.2 Services management

The Services tab allows for monitoring and managing the Online Filing services.

The list displays all installed services by Plugin name, Exe file name (path to the program file),
Service name, Status, Corba port, SOAP port and Connections (number of active user sessions).

In a typical installation of the EPO OLF Server the following services are installed and activated:

EPO OLF File Manager

EPO OLF EP1038 — Form EP(1038E)

EPO OLF EP122K — Form Euro-PCT(1200E2K)
EPO OLF EP2000 — Form EP(1001E2K)

EPO OLF EPOPPO - Form EP(OPPO)

EPO OLF PCT - Form PCT/RO/101

EPO OLF PCT-DEMAND - Form PCT-DEMAND

EPO OLF PCT-SFD — Form PCT-SFD

@ When setting up Online Filing you can select which national plug-ins should be activated. All

plug-ins available for Online Filing are installed as a matter of course, but only the ones you
select are activated as a service and started. Check the Online Filing installation guide for
more details.

The Services tab indicates the status of the various services in the following manner:

Services that are activated are indicated in black.
Services that are not activated are indicated in grey.
Services that are running are indicated by a small green triangle.

Services that are not running (including deactivated services) are indicated by a small square.

In the example below, the standard EPO OLF plug-ins and the EPO OLF File Manager are all running
(black font with triangle), with the exception of the EPO OLF EP1038 service which has been stopped
(black font with square). The services for the national plug-ins are not active.
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ﬁ Server Manager [ =HAC éj
File Action Help
Services Backup ‘ E=part ‘ Irmport ‘ Users Unlock. ‘ Histary | Live Update Countries Setftings D ata Migration ‘ @
O
% & 0

| Flugin name | Exe file name | Service name | Status |E0rba...| S04 | Eonnections| -

¥ EPO OLF File Manager  C:MProgram Files\EPO_OLF&\rbbin\OLFfrn. exe EPQ OLF Fi Server [FireBird) Rurning 11000 21000 0 L
I = EPOOLFEF1038 C:MProgram Files\EPD_OLF54ep10384bintepl 038 exe EPQ OLF EP1038 Server [FireBird) Stopped 11103 21103 0 I

» EPOOLFEP122K C:“Program Filesh\EPO_OLF5\ep 200%bintep 200, exe EFD OLF EP122K Server [FireBird] Running 11106 21106 1]
» EPO OLF EP2000 C:%Program Filesh\EPO_OLF54ep1 001 %bintep1 001 . exe EFD OLF EP2000 Server (FireBird) Running 11108 21105 1]
» EPO OLF EFOFPPO C:M\Program Files\EPD_OLF54ep_oppobintep_oppo.exe  EPO OLF EPOPPD Server [FireBird)  Running 11108 21108 0
» EPOOLFPCT C:MProgram Filesh\EPD_OLFS\pctipcti.exe EPQ OLF IBR101 Server [FireBird) Running 11301 0
= EPOOLF UKIF7E C:%Program Files\EPO_OLF 84wk 775bintulk1 77 exe EFO OLF UK177E Server [FireBird)  Stopped 123901 22801 a
= EPO OLF UKNPUE C:%Program Files\EPO_OLFEYNP14bint P exe EFO OLF UKMPUE Server (FireBird]  Stopped 12902 22902 a
= EPOOLFES310M C:%Program FileshEPO_OLFE e exe EFD OLF ES31071 Server (FireBird] Stopped 22701 I

EFO OLF ESERVL C:Program EPO OLF ESEPWL Server [FireBird]  Stopped 12703 22703 0
- Files\EPO_OLF54e:E Pvalidationbin'.esE Pvalidation. exe
= EPOOLFESTSUE C:%Program Filesh\EPO_OLFS4esT SubsibintesT Subz.ewe  EPO OLF ESTSUE Server [FireBird]  Stopped 12705 22705 1]
= EPOOLFFRDPT4 C:%Program Filesh\EPO_OLF5\Flug_FR%bin'Flug_FR.exe EFD OLF FRDPT4 Server [FireBird)  Stoppedy, 11504 21504 1]
= EPOOLFFRSUBS C:MProgram FileshEPD_OLF54e3ftbinhe3r exe EPQO OLF FRSUBS Server (FireBird]  Stoppedlag 1503 21503 i}

Figure 520: Services running and stopped

Button | Function

Description

Start as a service

Start an online service that has been stopped.

Stop

Stop an online service that is running.

Refresh

Retrieve current status of online services from servers.

Activate service

Activate service for a national plug-in (available for non-active
services)

Deactivate
service

© O %V

Deactivate service for a national plug-in (available for stopped
services, apart from EPO OLF standard services)

Running a service

Select the service you wish to start — the current status is Stopped.

Click the Start as a service button.

>

The service will be started and made available to users.

Stopping a service

Select the service you wish to stop — the currents status is Running.

Click the Stop button.

®

The service will be stopped. Active users will be disconnected.

Stopping/starting the File Manager service (EPO OLF File Manager) will stop/start all other OLF

services at the same time.
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Activating a service

Select the service for the national plug-in you want to activate — the current status is
(grey font) and Stopped.

Click the Activate Service button.

O

ﬁ Server Manager l (5 éj

File Action Help

Services Backup ‘ Export ‘ Irnport ‘ Users Unlack ‘ Histary | Live Update Countries Settings Data Migration ‘ @
O
% 8 0
Flugin name |_ o Exe file name | Service name | Status |E0rba...| S04 | Eonnections| -
= EPOOLFESTSUE MES\EPD_DLFE\ESTSubS\bin\ESTSubS.EHE EFD OLF ESTSUB Server [FireBird]  Stopped 12705 22705 1]
= EPOOLFFROFT4 C:%Program Fi PO_OLF&4Plug FR%bin%Plug FR.exe  EPO OLF FRDPT4 Server (FireBird)  Stopped 11504 21504 I
= EPOOLFFRSUBS C:%Program FileshEPO_OLFS\e3ftbinte 3 exe EFD OLF FRSUBS Server [FireBird]  Stopped 11803 21503 1]
= EPO OLF FIHAKE C:%Program FileshEPO_OLFSYWFIPlugintbinsFIFlugin. exe EFD OLF FIHAKE Server (FireBird) Stopped 11701 21701 1]

Figure 521: Activate service
The selected service is activated but not automatically started.

Click the Start as service button.

>

ﬁ Server Manager [ o | & &J

File Action Help

Services Backup ‘ Ewpart ‘ Irnpart ‘ Uszers Unlack ‘ Histary | Live Update Countries Setting: Data Migration ‘ ®
O
D% : % O
—— | Exe file name | Service name | Status |E0rba...| SOA... |Eonnecti0ns| -
Start as servic

e C:%Program Filesh\EPO_OLFS4esT SubsibintesT Subz.ewe  EPO OLF ESTSUE Server [FireBird]  Stopped 12705 22705 1]
= EPOOLFFRDPT4 C:“Program Filesh\EPO_OLF5\Flug_FR%bin'Plug_FR.exe EFD OLF FRDPT4 Server [FireBird)  Stopped 11504 21504 1]
= EPOOLFFRSUBS C:%Program FileshEPO_OLFS\e3ftbinte 3 exe EFD OLF FRSUBS Server [FireBird]  Stopped 11803 21503 1]
= EPOOLF FIHAKE C:MProgram FileshEPD_OLFE4FIPugintbin'FIFugin. exe EPO OLF FIHAKE Server [FireBird] Stopped 11701 21701 0

Figure 522: Service was activated and can be started

deactivated

A national plug-in activated in this way is not available in Online Filing's File Manager until all users

have shut down and restarted this tool.

Deactivating a service

@ If a service is deactivated, the applications created with this national procedure are no longer
available in File Manager. However, the data is not removed from the database. The

applications reappear as soon as the service is reactivated.
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To deactivate a service that is running you must first stop it.
Select the service you want to deactivate — its current status is Running.

Click the Stop button.

®

The service is stopped and the Deactivate Service button reappears.

Click the Deactivate Service button.

E Server Manager =NRC X
File Action Help
Services Backup E=part Irmport Users Unlock. Histary | Live Update Countries Setftings D ata Migration ‘ ®
s
> %G
Flugin name D - .| Exe file name | Service name | Status |E0rba...| S04, | Eonnections| -
eactivate Service
= EPOOLFESTSUE _mm\EPD_DLFE\esTSubs\bin\esTSubs.exe EFO OLF ESTSUB Server [FireBird)  Stopped 12705 22705 0
= EPO OLF FRDPT4 C:MProgram FileshEPO_OLFEA\Flug_FRMbin'Plug_FR. exe EFO OLF FRDPT4 Server [FireBird]  Stopped 11504 21504
= EPOOLFFRSUBS C:%Program FileshEPO_OLFS\e3ftbinte 3 exe EFD OLF FRSUBS Server [FireBird]  Stopped 11803 21503 1]
= EPO OLF FIHAKE C:%Program FileshEPO_OLFSYWFIPlugintbinsFIFlugin. exe EFD OLF FIHAKE Server (FireBird) Stopped 11701 21701 1]

Figure 523: Deactivating a service that was stopped

You cannot deactivate the EPO OLF standard services, that is, the EPO OLF File Manager, the four
EPO OLF plug-ins and the EPO PCT plug-in.

13.3 Database management (Backup)

The Server Manager's Backup functionalities allow you to back up, restore and clear the complete
Online Filing database.

The Backup tab displays a list of all existing backup files stored in your default Backup directory.
The file location can be specified in Settings. The type of database, file name and file date are
indicated in the backup list.

Button | Function Description
_,ﬁ Backup Back up the complete Online Filing database to a compressed archive
' file.
ey Restore Restore the database from a selected backup file.

%8 Delete file Delete a backup file.

f.'g Empty Empty the Online Filing database. Specific data from the production
database database can be copied to the new database.
g Refresh Display current list of all backup files from the default backup directory.
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ﬁ Server Manager SRRCN X
File Action Help

Services Backup ‘ E=port ‘ Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘@

a 3

DSx9%
[ Enable automatic backup procedure

[ dd. i,y [i]

Type File name File date

Demo  C:\Program Files\EPO_OLFSAtools\smanageridatahh 20111014 _144052 demo. bk 14102001 13:41:02
Production C:\Program Files\EPO_OLF5\toolshsmanageridatats20111026_150623. prod. bk, 26102011 14:06:40
Production C:\Program Files\EPO_OLF5\toolshsmanagerhdatats20111102_100438 prod. bk, 02112011 10:04:54
Production C:\Program Files\EPO_OLF5\toolshemanageridatats20111109_115932 prod bk, 09.11.2011 11:55:50
Production C:\Program Files\EPO_OLF5\toolshemanageridatats20111112_134756. prod. bk, 12112001 13:48:26

Figure 524: List of database backups in the backup directory

13.3.1 Backing up database

Use backup regularly to save all users' data in a physical location different from the hard drive used
by the server. Backup is available for both demo and production mode.

Applications that have been moved to the Trash folder in File Manager will not be included in the
database backup. They are therefore not available for restore at a later date.

Click the Backup button to start the backup process.

a

H

In the Backup logging window, select the database you want to back up: Production or Demo.

Click Start.

Backup legging [&J

" Demo databaze

Start % Cloze |

Figure 525: Selecting database for backup

The database will be backed up and stored in the default backup directory. The Backup complete
message will inform you when the process is finished.

The backup file list is automatically refreshed.
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& server Manager E@g
File Action Help
Services Backup ‘ E=port ‘ Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘ @
=
niR9%
[~ Enable automatic backup procedure
Backup every I days at I_:_ Starting date: Idd.mm.y}w Ell
Type I File name File date
Demo  C:\Program Files\EPO_OLFSMtools\smanageridatahh 20111014 _144052 demo. bl 14102001 13:41:02
Demo  C:\Program Files\EPO_OLFSAtools\smanageridatabh20111112_185621. dema. bk 1211.2001 18:56:32
Production C:\Program Files\EPO_OLF5\toolshsmanageridatats20111026_150623. prod. bk, 26102011 14:06:40
Production C:\Program Files\EPO_OLF5\toolshsmanagerhdatats20111102_100438 prod. bk, 02112011 10:04:54
Production C:\Program Files\EPO_OLF5\toolshemanageridatats20111109_115932 prod bk, 09.11.2011 11:55:50
Production C:\Program Files\EPO_OLF5\toolshemanageridatats20111112_134756. prod. bk, 12112001 13:48:26
! A am Filesh\EPO_OLFS ¥ \ 1111 . prod. bk

Figure 526: Backup complete, new file added to list
Deleting backup files
Select the backup file(s) in the list that you want to delete.

To select multiple files, select the first backup file you want to delete with a click and all other
individual files with CTRL+click.

or
Select the first file and then press SHIFT+click the last one to select all of them.

Click the Delete button.

& server Manager @M

File Action Help

Services Backup ‘ E=port ‘ Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘ @
o
nIx9%
i~ haclon procedure
Delete file
Backup every |7 days at IDB:DD Staring date: 1Jun 2011 15
Type File name File date !

101142, prod. bk

. .prod.bk

Production SEPO_d: 3 .prod. bk
E:\EPO_dat b _prod.bk
Production  E:\EPD_data‘Backupi20120402_161713 prod.bk 02042012 16:17:40

Production  E:\EPD_data‘Backupi201 20403 125916 prod.bk 0304212125546
Production  E:\EPD_data‘Backupi20120403 184013 prod.bk 03.04.2012 18:41:.02
Production  E:\EPD_data‘Backupi20120404_111559.prod.bk 04.04.22 11:16:24
Production  E:\EPD_data‘Backupi20120417_121752 prod.bk 170422121818

Figure 527: Deleting multiple backup files

You will be prompted for confirmation if you select multiple files to be deleted.

Question

Are you sure you would like to delete all the selected items?

Yes No |

Figure 528: Confirming to delete multiple backup files
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Enabling automatic backup procedure

You can enable the automatic backup procedure for the production database in an Online Filing
server installation. Automatic backup runs database backups at regular intervals without user
interaction.

Select the check box Enable automatic backup procedure.

IEEEnable automatic backup procedurs

Backupevery |28 days at 0300 Starting date: (10 Dez 2011 5|

Figure 529: Default settings for automatic backup

Enter the number of days between the backups, e.g. 1 for daily backup or 7 for weekly backup.

@ Keep in mind that daily backups require considerable amounts of free disk space and that
you should therefore delete old backup files regularly. It is recommended to set the backup

directory path to a physical hard drive with adequate storage capacity; see Settings for file
locations (p. 415).

Enter the time of day.

If the OLF server is down at this time, the automatic backup will start at a later time once the server
is running.

Enter the Starting date.

[v Enable automatic backup procedure

Backup every 1 days at 01:00 Starting date:

Figure 530: Settings for the automatic backup procedure

The backup settings will take effect after restarting the File Manager service. Once you click away
from the Backup tab or you close Server Manager, the following message is displayed as a
reminder.

Warning

The automatic back-up parameters will come into force after restarting the File Manager service.

OK

Figure 531: Reminder to restart the File Manager service, thereby activating the automatic backup
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13.3.2 Restoring database

@ Attention: Restore overwrites the whole database and restores it to the state it was in when
the backup file was generated. You will lose all applications created since the backup.

Click the backup file in the list from which you want to restore your database.

Any backup of the production database can only be restored to the production database, and any
backup of the demo database can only be restored to the demo database. There is only one option
available at a time, that is to say it is not possible to restore a backup file of the production database
to the demo database or vice versa.

Click the Restore button.

]

If users are connected to the system, you will be prompted to disconnect them first.

Information

There are users connected to the system. Please first disconnect all users.

=

Figure 532: Warning message if there are active user connections

In the Restore logging window, click Start.

Restore logging @

Start w Cloze

Figure 533: Restore logging window

The next window prompts you to confirm that the data in the database will be overwritten.

Click Yes.

Question

All data in the PROD database will be overwritten. Are you sure you want to overwrite?

Yes ; Cancel

Figure 534: Warning before restore will overwrite data in the database

The database will be restored.
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13.3.3 Creating a new empty database

Proceed as follows before you select Empty:

Use Backup to create a complete copy of your database for backup.

Terminate any active user sessions in the Users tab (see "User sessions" p. 411).

Emptying the database will create a new database and will delete all applications from the existing
database. You can opt to transfer data like users, groups, profiles, mappings, templates and the
Address Book as well as all applications that are not in Status Sent to the new database.

Click the Empty button to start.
F.";j

Select which database is to be emptied.

Extended options are available for the production database only.

E Empty database ===

A complete new database will be created. Data which is currently stored in the selected database
will be lost unless it is now explicithy marked for being taken over into the new database. Please
select any of the following parts which should be taken over into the new database:

o
v

|¥ Allusers, groups, profiles and mappings

|v Templates

|v AddressBook

Iv All applications in status Draft, Feady to sign and Ready to send

Ok | Cancel |

Figure 535: Empty database — selection of data to be transferred

Click OK to continue.

Click Yes in the Question window to confirm that you are sure you want to empty the selected
database.

The new database is created. If applicable, the data previously selected is transferred from the old
database to the new one.
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Exporting items

The Export tab shows all the items stored in the Online Filing database. All existing applications and
templates, including the corresponding number of validation messages and attachments, are listed
to the right.

The export functions in Server Manager apply to the production database only.

Button | Function | Description

j Export |Export selected items to the default export location. Applications will be saved
as ZIP files containing XML and PDF documents.
g Refresh |Update current status of applications.

E Server Manager =NACE X
File Action Help
Services Backup ‘ Export Imnport ‘ Users Unlock ‘ Histary ‘ Live Update Countries Seftings [ ata Migration ‘ ®
1%
I™ Delete items from database after ™ Enable Filter
archiving
dd.mim. sy is] dd. i,y [i]
+ | Last za.. % | Reference | Title | [~ | iy | (6} | Type | & | Statug | -
mJ-—' Templates 7 23102011 Sample Oppo EF Opposition procedure 0 0 0 EP[Qppo) 2 Draft
E Drafts [T 23102011 TestOppo EF Opposition procedure 0 0 0 EP[Qppo) 2 Draft
E Ready to sign 7 23102011 Sample OPFO 3 EP Oppasition procedure 0 0 0 EP[Qppo) 3 Draft
E Ready to send 7 23102011 Sample OPPO 1 EP Oppasition procedure 0 0 1 EP[Oppo) 2 Draft
E Sent 7 23102011 Sample OPFO 4 EP Oppasition procedure 0 0 0 EP[Qppo) 2 Draft
[T 23102011 Test1033 Subsequently filed documents 1 0 0 EP[103BE) 1 Draft
[T 23102011 Sample 1033 Subsequently filed documents 0 0 0 EP[103BE) 0 Ready to sign
- 2310201 Sample 1200 Entry into the European phase [EPC 0 3 3 EP[1200E2K] 0O Draft
2000)
- 23102071 Test1200 Entry into the European phase [EPC 0 1 3 EP[1200E2K] 9 Draft
i 2000)
2310201 Sample 1001 Fequest for grant of & European patent 2 2 1 EP[1001E2K] 0 Draft
r [EFC 2000

Figure 536: All applications in the Export tab

Filtering by date

You can restrict the applications to be displayed by enabling the filter by last saved date.
Select the Enable Filter check box.

This enables the Start Date and End Date fields. The default settings are the day before the current
date in the End Date field and the day four weeks before the End Date in the Start Date field.

Modify the Start Date and End Date as required.

Click Apply Filter.

[v Enable Filter
Start Date: 1 5ep 2011 5| End Date:

k‘
Figure 537: Enabling filter by start date and end date
To disable the filter, clear the Enable Filter check box.

The filter will also be removed automatically when you close Server Manager.

EPO Online Filing 5.14 — User guide 463



Exporting selected items

Each application will be stored as a separate ZIP file in the default Export directory specified in

Settings.

Narrow down the list of displayed items by selecting a workflow folder from the list on the left and/or

enabling a filter by date.
Click the check box next to an item to select it for export.
Click other check boxes to select more than one item.

or

Click the ¥ Iicon in the list header to select all items. Click the icon again to cancel the selection of

all items.

Click the Export button to start exporting files.

1

Figure 538: Selecting applications from the draft folder after a filter has been applied

E Server Manager =NACE X
File Action Help
Services Backup ‘ Export Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘ ®
1%
I™ Delete items from database after [v¥ Enable Filter
archiving
Start Date: 17 Okt 2011 5| End Date: 23 0kt 2011 5 Apply Filter
I AnaApplications + Last za.. % | Reference | Title | & | iy | (6} | Type | & | Status
mJ-—' Templates W 123102011 Sample Oppo EF Opposition procedure 0 0 0 EP[Qppo) 2 Draft
& Drafts W |2310.2011  TestOppo EP Opposition procedure 0 0 0 EPOppo] 2 Draft
B Readyto sign W |2310.2011  Sample OPPO 3 EP Opposition procedurs 0 0 0 EPOppo] 3 Draft
B Readytosend W |2310.2011  Sample OPPO 1 EP Oppasition procedure 0 0 1 EPOppo] 2 Draft
& sent 10,2011 Sample OPFO 4 EP Opposition procedure 0 0 0 EPOppa] 2
[T 23102011 Test1033 Subsequently filed documents 1 0 0 EP[103BE) 1 Draft
- 23102071 Sample 1200 Entry into the European phase [EPC 0 3 3 EP[1200E2K] 0O Draft
2000)
- 2310201 Test1200 Entry into the European phase [EPC 0 1 3 EP[1200E2K] 9 Draft
2000)

Each time you export an application, the Export function creates a new ZIP file and names it
according to the application's user reference. If a ZIP file of the same name already exists in the
export folder, e.g. sample_oppo.zip, the following ZIP files will be named sample_oppo_001.zip,
sample_oppo_002.zip and so on. The same applies if two or more applications have the same user

reference.

Deleting items from database

You can opt to delete exported items from the database.

Select the option Delete items from database after archiving.

Click the Export button.

1
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@ Attention: Do not click Cancel while the Export progress window is still visible. Doing this
will delete the selected applications processed up to this point but will not export them.

The applications will be exported and permanently deleted from the database. If you need to retrieve
them, use the Import functions in File Manager or Server Manager.

13.4 Importing items

The Import tab shows all the applications available in the default import folder; see Settings for file
locations (p. 415). Server Manager reads the ZIP files that have been created during export by File
Manager or Server Manager.

Like Export, Import works for the production database only.

Button | Function | Description

g Import | Import selected items from the default import location. ZIP files will be converted
into database records including the original attachments.
.?‘1_ Refresh |Update current status of applications.

Selecting items for import
All items are selected by default.

Click one of the folders to the left to display applications grouped by workflow status or to select
templates only.

Clear the check boxes for the items that should not be imported.

or

Reset the selection of all items by clicking the I icon in the list header and selecting individual
items.

Click the Import button to start importing items.

]
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E Server Manager =NACE X
File Action Help
Services Backup ‘ Expart ‘ Import ‘ Users Unlock ‘ Histary ‘ Live Update Countries Seftings [ ata Migration ‘@
[Ble
W All Applications + | LastSaved ! | Feference | Tupe | & |
ﬂ]J-—' Templates v 15102011 Sample PCT PCT/ROAM a
Drafts v 19102011 Test PCT PCT/ROA10 1]
Ready to sign v 21102011 test PCT PCT/ROAM a
Ready to send 22102011 Test 1001 EP[1001E2K] 1
Sent r 23102011 Test 1038 EP[1033E) 1
r 23102011 Test Oppo EP[Oppa] 2
r 23.10.201 Test 1200 Euro-PCT[1200E2K) |
r 23.10.201 Sample 1200 Euro-PCT[1200E2K) 1]
r 23.10.201 Sample 1001 EP[1001E2K) a
r 23.10.201 1200 test 2 Euro-PCT[1200E2K) 1]

Figure 539: Import selected items

Applications imported into the database always have Draft status, irrespective of their pre-export
status. Only sent applications are imported in Sent status.

In File Manager, you will find all imported applications in the default import folder that you specified
under Settings for Server Manager. You can edit these applications once again in File Manager and
move them to the required status.

13.5 User sessions

The Users tab displays all users currently connected to the Online Filing server. In a stand-alone
installation of Online Filing with a single user, the Users tab is empty.

Individual users can open multiple connections to the server: starting File Manager, opening
applications and templates. All Online Filing plug-ins, e.g. EPO OLF EP122K, run as individual
services to which users can connect when working in the specific Online Filing procedure.

Each individual connection is listed by Plugin name (service) and User ID. User info shows the
path to the service's configuration file, the user's IP address, domain name and login name within
the computer network as well as the internal Online Filing user name.

Button | Function Description
L"@ Get user log Display log information for selected user session in the right-hand
pane.
E?@ Get full user Display more detailed log information.
log
% Terminate user |Disconnect user from server.
g Refresh Update current user session list.

Click the Get user log or the Get full user log button to see the log for the OLF service connected
to the currently selected user session ID.
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Server Manager

File Action Help
Services Backup ‘ Export ‘ Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘ @
@\
% LUG@ x g
Flugin name | Session D | Uszer info | State | 17-10-2011 14:22:52.612 L1 UID: 1 UID = 1 Logged in -
EPO OLF File Manager 1 1_=E:\Program ) Active User Infarmatian:
File\EPD_DLPS\mhconfighDL Fim.conf 1=C:\Program Files\EP0_OLF5hep] 03684 confighep? 038 conf
IP &ddress: 192.168.178.27 P ddiess 19216617657
“windows domain: JEROMESusanne (OLF i IESE o EROMENS
logir: Administrator | (AR EEMEE U
EPO OLF EF1038 1 1=C:\Program Active 17-10-2011 14:22:54.063 L1 UID: 1 User login - Administrator, user name - &
Files\EPO_OLFSYepl 0384confighepl 038, conf 17-10-2011 14:22:54.079 L1 UID: 1 software-version: FMMHNGRE064, EP1C
IP Address: 192.168.178.27 17-10-2011 14:23:01.395 L1 UID: 1 Could not found Cache variable 5 avef
Windows domain: JEROMEA\Suzanne [OLF 17-10-2011 14:37:24.356 L1 UID: 1 Could not found Cache variable 'S avef
logir: Administrator | 17-10-2011 14:37:26.540 L1 UID: 1 UID = 1Logged aut
PO OLF EF0a8 5 2-C:\Program Active 18-10-2011 14:47:49.455 L1 UID: 1 UID =1 Logged in
Files\EPO_OLFS4ep10384confighep 038.conf s Imformation:
IP Address: 132.168.178.27 1=C:\Program Files\EP0_OLF5hep] 03684 confighep? 038 conf
“Windows domain: JEROME S uzanne [OLF |P Address: 192 16317807
login: Administrator ] o|Windows domair: JEROMEAS uzanne
EPO OLF PCT 1 1=C:M\Program Files\EPO_OLFS\pctipctiini  Active . -
18-10-2011 14:47:50.734 L1 UID: 1 Uszer login - Administrator, user name - &
18-10-2011 14:47:50.750 L1 LID: 1 software-version: FMMNGRE0E4, EPTC
EPO OLF PCT 2 2=C:\Program Files\EPO_OLFShpethpetiini  Active 18-10-2011 14:47:58.066 L1 UID: 1 Could not found Cache variable 5 avef
18-10-2011 15:01:42.471 L1 UID: 1 UID = 1Logged out
18-10-2011 18:30:38.058 L1 UID: 1 UID =1 Logged in

Figure 540: Users logged in to Online Filing services
Terminating user sessions
Select the user session to be disconnected in the left-hand pane.

Click the Terminate user button.

®

Server Manager

File Action Help

Services Backup ‘ Export ‘ Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘@
@\
|%|LUG@ x g
Plugin narne %l Session ID || User info | State | Click "Gt user lag" or "Get full user log" button ta see user log -
EPO OLF File Man, Terminate USEF!=E:\F’rogram Active
iles\EPO_OLFS\fmiconfighOLFim. conf

IP &ddress: 192.168.178.27
Windows domain: JEROME \Suzanne [OLF
logir: Administrator |

EPO OLF EP1I

nhe [OLF

EPO OLF EF1038 2 2=C:\Program Active
Filez%EPO_OLFSYepl 0384confighepl 038, conf
IP &ddress: 192.168.178.27
Windows domain: JEROME \Suzanne [OLF
logir: Administrator |

Figure 541: Terminate user

The connection will be terminated. In File Manager or in the form, the user will receive the following

message:

EPO Online Filing - EP(1038E) - Sample 10.. (e

Connection to server lost. Please close and retry.

Figure 542: User info — connection to server lost
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13.6 Unlocking forms

The Unlock tab displays a list of all database records locked by users. In a stand-alone installation
of Online Filing with a single user, the Unlock tab is empty.

If a user logged on to File Manager and opened an application or template for processing, the
corresponding record is locked in the database. If other users now try to open this specific
application, they receive a message that this record is locked and a read-only copy of the application
is opened.

Warning

The requested document/form is locked by another user . The form is opened read-only.

QK

Figure 543: Warning about a locked application/document

In the Unlock tab, you can unlock locked records to enable other users to continue working on the
relevant application. The Unlock function is not applicable for the PCT forms and works only for the
production database.

Button | Function | Description
E Unlock |Unlock record and disconnect user from service.

g Refresh |Update current locked record list.

The Plugin name (service for the selected plug-in), Session ID (internal user number), Table (table
in the database) and Record (internal number of the record) are listed for each record. The User
info column shows the IP address of the computer and the domain name of the network where the
user logged on, the user's Windows logon name as well as his or her user name in Online Filing.

Server Manager E@ﬂ
File Action Help
Services Backup ‘ Export ‘ Import ‘ Users Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘ @
Unlock h name Session D Table Record Uszer info

EPO OLF EP2000 1 FORMS

Bhepl 001 Yconfighepl 001, conf

E ne [OLF login: &dministrator |
EPO OLF EPZ2000 3 FORMS 21 OpType=20312
3=C:MProgram Files\EPO_OLFS4ep1001 \confighep 001, conf
IP &ddress: 192.168.178.27
‘windows domain: JEROMESusanne [OLF login: Administrator |
EPO OLF EP1038 1 FORMS 23 OpType=20312
1=C:M\Program Files\EPO_OLFS4ep1038\confighep038.conf
IP &ddress: 192.168.178.27
‘windows domain: JEROMESusanne [OLF login: Administrator |
EPO OLF EPOPPO 1 FORMS 24 OpType=20312
1=C:\Program Files\EPO_OLFS4ep_oppotconfighep_oppo.conf
IP &ddress: 192.168.178.27
‘windows domain: JEROMESusanne [OLF login: Administrator |

Figure 544 List of records currently locked
Unlocking a record
Select the record to be unlocked.

Click the Unlock button.
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5

Server Manager terminates the active user session when unlocking a record.

Click Yes to confirm.

Question

Are you sure you want to unlock the selected database record? This will also terminate the corresponding user

session if still active.
Yes {ﬂ Cancel

Figure 545: Unlocking a record also terminates the user session

13.7 History

The History tab provides a chronological list of login and logout actions by all users as well as the
status of Online Filing services. A separate log is available for every service. Older entries are
automatically hidden.

This enables the administrator to check user activities, find errors and, if necessary, prevent
unauthorised operations.

Click the Refresh button to retrieve the most recent status.
%

Click a service (Plugin name) to display the associated history on the right.

E Server Manager SRRCN X
File Action Help
Services Backup ‘ Export ‘ Import ‘ Uszers Unlock ‘ History ‘ Live Update Countries Settings [rata Migration ‘ ®
%3
| Flugin name | Statuz | +  Datetime | Uszer name | Operation | Information |
EPO OLF File Manager Running 19.09.2011 Adminiztrator Loggedin  1=C:\Program Files\EPO_OLFS\ep_oppohconfighep_oppo.conf
. 130716 IP &ddress: 192.168.178.27
EPO OLF EP1038 Running Windows domain: JEROME Suzanne [OLF login: Administrator |
EPO OLF EP122K Running
EPO OLF EF2000 Running 19.09.2011 Adminizstrator Logged out
EFO OLF EPOPPO Running T3
EPO OLF FCT Runiring 17102011 Administrator Loggedin  1=C:%Program Files\EPO_OLFS\ep_oppohconfighep_oppo.conf
) 14:23:24 IP &ddress: 192.168.178.27
EPD OLF UK177E Runring ‘Windows domain: JEROMEYSusanne [OLF login: Administratar )
EPO OLF UKNPUE Running
EFO OLF LUKSFOE Runring 11:132:3311 Adminiztrator Logged out
= EPDOLFES3IO Stopped o
. 18102001 Adminiztrator Loggedin  1=C:\Program Files\EPO_OLFS\ep_oppohconfighep_oppo.conf
EPD OLF ESEPVL Stopped 14414 IP Address: 13216817627
= EPOOLFESTSUB Stopped E Windows domain: JEROME Suzanne [OLF login: Administrator |
EPO OLF FRDEPOT Running T A L 7
EPO OLF FRSLUBS Ruming  Jopigy | Cmnstater EEgRe:
= EPO OLF FIHAKE Stopped

Figure 546: Log of user activities in the History tab
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Exporting server log files
You can export the logs for every individual OLF service for later evaluation, if required.
Select the Plugin name.
Click the Export button.
|

Server Manager creates a CSV file, which is named according to the selected service and stores it
in the default export folder.

13.8 Settings
The Settings tab comprises various options for configuring Server Manager.

= Setting the target directories for backup and restore, for export and import in the file system of
your computer or network.

= Selecting the destination folder in File Manager for importing applications.

= Entering data for internet access via a proxy server, if applicable.

» Entering access data for the internet connection used by Live Update, if applicable.
=  Configuring the e-mail service for distributing Live Update information.

= Configuring Live Update and checking for updates manually.

13.8.1 Settings for file locations

During the installation of Online Filing, the default setting for all directories is defined by the program
path to Server Manager (C:\Program Files\EPO_OLF5\tools\smanager\data).

You can designate your own specific directories for the Server Manager's data exchange functions,
for example on a different hard disk partition or a mapped network drive.

In the Backup, Export and Import tab, Server Manager only lists the files located in these
designated directories; files stored in sub-directories are ignored.

Setting Description

Backup and restore Location for storing database backup files.

directory

Export directory Location for exporting applications as ZIP files.

Import directory — source Default location from which ZIP files are imported to new
applications.

Import directory — Default folder in File Manager where imported applications are

destination created.
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E Server Manager SRRCN X
File Help

Services Backup ‘ Export ‘ Import ‘ Uszers Unlock ‘ History ‘ Live Update Countries Settings [rata Migration

Backup and restore directory

|E:\Program Filez%EPO_OLFS\toolshemanagertdata’,
Export directory

|E:\Program Filez%EPO_OLFS\toolshemanagertdata’,
Import directory - source

|E:\Program Filez%EPO_OLFS\toolshemanagertdata’,

Import directory - destination
|Default Falder

B ooz

Figure 547: Default settings for file locations

Changing directory settings

Click the folder button to the right of the directory path you wish to modify.
B

Navigate to the new folder in your computer/network drives.

Click OK.

The new path will be displayed in the Settings tab.

Backup and restore directony

|\\BET TsPublichOLF_backupDB'
Export directory

|\\BET TvPublic\0OLF_backuphesporth,

Import directory - source
|\\BETTY\Puinc\DLF_bac:kup\import

Import directary - destination

[EFO 2011

B |o [o]

Figure 548: Example of individual settings for file locations

13.8.2 Default Network Settings

The administrator defines the default network settings in Online Filing for all users in the corporate
network. PC workstations in larger companies usually do not connect directly to the internet but
rather are routed over a proxy server. This proxy examines all incoming and outgoing connections
and rejects unauthorised connection attempts.

Enter the IP address of the proxy server in the Proxy server field.

In the field to the right of it, enter the number of the proxy server port that Online Filing should use
to establish an internet connection. You can configure the proxy server in such a way, for instance,
that this port is only used by Online Filing.

Enter appropriate access data in the fields Username and Password if the proxy server requires
authentication every time a connection is established.

@ Attention: The username and password for the proxy user are saved in unencrypted form in
the file OLFfm.conf. For security reasons, these credentials should never be identical to your
Windows authentication.
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The SSL Version is set to TLSv1 by default and cannot be changed. To provide for enhanced
security in terms of data encryption, Online Filing does not use previous SSL versions anymore.

Please contact your system administrator if you are unsure about the information you need to enter
in your situation.

Default Network Settings
Proxy server. | 1921B8.178.33 8080 S5L Versio: | TLS¥1 =l

Uszername: |DLFU eI Pazsword: |

Figure 549: Network settings

13.9 Live Update

The Live Update service is used to update the Online Filing software. Live Update establishes a
connection between the Online Filing client and the EPQO's update server and checks for updates for
the installed version of the software.

Live Update is configured and can be activated manually in Server Manager. This means that only
users in the Administrators group are allowed to perform a live update in Online Filing.

How to update Online Filing

Log on to Server Manager with your user name.

Use Backup to create a copy of your database.

Check if there are any updates available in the Settings tab.
Download the update.

Install the update in a test environment to ensure that it does not cause any problems on your
productive system.

Shut down all Online Filing services.

Install the update in the server installation. If the update also includes amendments to Online Filing's
thin client, a new installation file is generated for the thin client when updating the server and stored
in the program folder EPO_OLF5/ThinClient_v500.

Restart the services.

Distribute the thin client update to the individual users.
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Update types
Live Update performs three different types of update.

= Maintenance: Changes in the maintenance tables, such as countries, languages, fees, URLs,
addresses. The relevant maintenance tables are automatically updated when starting File
Manager after the update has been downloaded.

= Patch: Changes to the existing software, new features, new national routes.
= Installation: New version of the Online Filing software released following a complete revision.

You can either install updates via Live Update or download the installation files from the EPO website
at Online Services > Online Filing > Download software for filing with the EPO
(http://www.epo.org/applying/online-services/online-filing/download.html).

13.9.1 Settings for Live Update

The basic settings for Live Update are made in Server Manager.

Log on to Server Manager with the Administrator user name.

Go to the Settings tab.

The Live Update options are listed on the lower part of the tab.

E Server Manager | o S e
File Help

Services Backup ‘ Export ‘ Import ‘ Uzers Unlock. ‘ History ‘ Live Update Countries Settings Data Migration

Backup and restore directorny

|E:\F'rogram Files\EPD_OLFS\toolshsmanagerdata®
Export directorny

|E:\Program Files\EPO_OLF5\tools'smanager'data’,

Import directory - source
|E:\Program Files\EPO_OLF5\tools'smanager'data’,

Import directory - destination
|Default Falder

o o[8[z

Default Network Settings

Proxy server: | S5L Wersion: |SSLV3 j

Uszermame: | Pagsword: |

Live Update proxy Live Update e-mail Test

Server: |m_l,lF'rox_l,lS erver Server. |smtp.mycompany.com

Part: 8080 (E.g.: Proxy : 8080) Sender: |DLFadmin@mycompany.com

Usemname: |DLFadmin Receivers: userll Emycompary. com
. uzerl2Emycompany. com
| xxxxxxx OLFusersi@imycompany. com

Password:

[v Enable software update spstem Check for update every |1 dau(z]

Live Update Server Location: Check Now |

|EFO. The Hague =]

Figure 550: Live Update settings in Server Manager

EPO Online Filing 5.14 — User guide 473


http://www.epo.org/applying/online-services/online-filing/download.html

Enabling Live Update

The check box for Enable software update system is selected by default.

Enter how frequently you want to check for updates in the field Check for update every ... day(s).
The default setting is 1 day.

Select the location of the server you want to check for updates in the Live Update Server Location
list.

The only option in the latest version of Online Filing is the EPO's Live Update server in The Hague.
Live Update check in File Manager

Online Filing automatically checks for updates every time File Manager starts and reports any
updates found.

Only the administrator can perform live updates manually in Server Manager. The following message
appears when a user opens File Manager for the first time on the day in question:

Warning

Please inform the system administrator that an update is available for manual download and installation. Please use
the "Check now" button in the settings tab of the Server Manager.

oK

Figure 551: Message about an available update when File Manager starts
Connection to Live Update server

If your corporate network uses a proxy server to connect to the Internet, you can enter the relevant
data in the Live Update settings.

Enter the server name or the IP address of the proxy server in your network in the Server field under
Live Update proxy.

In the Port field, enter the number of the port that the server should use to set up the connection to
the EPO Live Update server.

If the proxy server requires authentication, enter the appropriate data in the fields Username and
Password.

E-mail to the user
You can inform the users in your company when a new update is available for installation.
Enter the address of your mail server in the Server field under Live Update e-mail.

Server Manager can only send e-mails via your mail server if the outgoing mail server (SMTP) does
not require authentication.

Enter the e-mail address of the sender in the Sender field.

Enter the e-mail address(es) of the recipient(s) in the Receiver field.
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If you enter multiple addresses, add a separator after each e-mail address. You can use commas,
semicolons or line breaks.

The configuration of a special collective address which forwards mail internally to individual
recipients is recommended.

To verify your settings, click Test.

If all settings are correct, the receivers will get an e-mail. If not, you can find the error log file in the
OLF program folder under
C:\Program Files\EPO_OLF5\tools\smanager\logs\SendMail.log.

Including country-specific procedures in Live Update

Live Update automatically checks for new national procedures or their updates if you selected
specific countries in the Live Update Countries tab.

Select the appropriate countries.

If you activated national plug-ins when installing Online Filing, the relevant countries are
automatically selected by default.

Live Update informs you that updates are available for download as soon as the EPO publishes a
new national procedure for one of your selected countries.

E Server Manager SRRCN X
File Help
Services Backup ‘ Expart ‘ Imnport ‘ Users Unlock ‘ Histary ‘ Live Update Countries Settings [ ata Migration ‘ ®
Live Update
Online filing will automatically check for new national procedures or updates to already installed national
procedures for all the countries you select here. Thiz iz done by uzing the Live Update mechanizm. Please
nate that nat for all the counties listed here national procedures are available.
[~ AL &lbania [v GB United Kingdom [~ MT Malta
[T AT Austria [ GR Greece ™ ML Netherlands
[~ BE Belgium [ HR Croatia [~ MO Momway
[~ BG Bulgaria [~ HU Hungary [~ PL Paland
[~ CH Switzerland [~ IE Ireland [~ PT Portugal
[~ CY Cyprus [ 15 lceland [~ RO Romania
[~ CZ Czech Republic [ 1T ltaly [~ RS Republic of Serbia
v DE Germany [ Ll Liechtenstein [~ SE Sweden
™ DE Denmark ™ LT Lithuania ™ 51 Slovenia
[~ EE Estonia [~ LU Lusembourg [~ SK Slovakia
[~ ES Spain [~ LY Latvia [~ SM San Marino
™ Fl Finland [~ MC Monaco [~ TR Turkey
v FR France [ MK The former Yugoslay Republic of Macedonia

Figure 552: Selecting countries for Live Update
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13.9.2 Downloading updates

Irrespective of the settings for Live Update, you can check for updates at any time you wish.
Click the Settings tab in Server Manager.

Click Check Now.

Online Filing establishes a connection to the EPO's Live Update server and checks for updates for
the software and the selected countries. If so, a message appears asking you if you want to download
the updates now.

Click Yes to download the updates.

Live Update

MNew updates found. Would you like to download them now?

Yes %J No

Figure 553: New updates found

The Live Update window opens with a list of the updates available.

Live Update shows all the available updates in order of Date. The entry in the Type column indicates
whether it is a maintenance update, patch or full installation. The Status column shows whether the
update is new or has already been downloaded. An exclamation mark in the Critical column
indicates that the EPO considers that the update is particularly important and should be installed.

Further information about the selected update can be found at the bottom of the window under
Package Content.

Select the update in the list.
Click Download.

The Install button does not become active until after the update has been downloaded.

&5 Live Update

Click to select zoftware pack age you want to install Wiew:  |All -

Update|Critical Tvpe Drescription Statuz Date
| |Patch PCT update [new fees) 1 January 2011 New |20.12.2010 16:53:32

Installed Content Package Content
File: “Wersion + | File Wersion

EP1033
EP122K
EP2000

5.0
5.0
5.0 -

EPPTCHE052

Download h | | Cloze

Figure 554: Updates available for download
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Downloading multiple updates

From the View drop-down list in the top right-hand corner select New.
The Update column now contains a check box for each update.
Select the check boxes of the updates you wish to download.

Click Download.

Downloading an update

With larger files, a progress indicator shows the progress of the download operation.

Downloading update...
Downloading http: /A, epoline.orgolfiveupdate//epptchB050. p7 s

Figure 555: Progress indicator during Live Update download

Before the files are saved on your hard disk, they are subjected to verification.

Warning

Werifying is now in progress.
This may take a few
minutes. Please wait.

Figure 556: Verification of updates after download

Live Update always indicates when downloading and verification are successfully completed.

Click OK.

Live Update (=3

Downloading is successfully completed.

Figure 557: Downloading and verification completed.
The downloaded updates are now displayed with Downloaded status in the Live Update window.

Click Close to exit Live Update without installing any updates.
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13.9.3 Installing updates
Installing maintenance updates

Maintenance updates are automatically loaded into the database after the files have been
downloaded via Live Update.

Download the maintenance update.

Close both File Manager and Server Manager.

Start File Manager on the server machine.

If User Management is enabled, log on as Administrator.

The maintenance update will be loaded before the File Manager window opens.
Installing a patch via Live Update

In the Live Update window select the update you require.

Click Install.

&5 Live Update =NRN X
Click to select zoftware pack age you want to install. Wiew: [l -
Update|Critical Tvpe Drescription Statuz

PCT update [new fees] 1 January 2011 Downloaded) 29.04.2011 15:12:16

Installed Content Package Content
File: “Wersion + | File Wersion
EP1038 5.0 EPFTCHE052
EP122K 5.0
EF2000 5.0 -
Download | Install [} | Cloze

Figure 558: Installing a downloaded update
For the update to be installed correctly, all OLF programs and services must be stopped.

Check the Users tab in Server Manager to see if there are any users currently working on
applications and give them ample warning of the impending disruption of online services.

Click Yes when the following window appears.

Live Update
The installation has detected that some eOLF programs/services are currently running. For the patch to be installed

correctly, those programs/services must be stopped. Would you like the installation to stop all eOLF
programs/services that are currently running?
Yes %J Mo

Figure 559: Pre-installation warning about the termination of Online Filing services
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File Manager and any other active services are terminated. The Live Update window remains open

in the background.
The installation program starts.
Running installation files as a program

Close the Live Update window.

Give any logged-on users ample warning of the impending disruption.

Terminate all active Online Filing services in the Services tab in Server Manager.

Open the Windows Explorer.

The downloaded updates are stored in the

C:\Program Files\EPO_OLF5\fm\config\LU\Installations folder as executable EXE-files.

Figure 560: Downloaded update files in the EPO_OLF5 program directory

Double click the update you wish to install.

or

Right-click the file and select Run as administrator.

The installation program starts.

Follow the instructions provided by the installation wizard.
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@\,/4' .« Program Files » EPO_OLF5 » fm » config » LU » Installations I v|$¢| Search Ins o
Organize « Open Burn Mew folder B= ~ [ '393'
/. FIUMPlugin *  Name Date modified Type Size

) fi
m_ % FRPTCHS5004 . exe 30.10.2012 15:55 Annlicatinn 1202 KB
. bin Open
i config I'E‘_x' Run as administrator I
ifaddis==book r Troubleshoot compatibility %
| certs 3
[P 3 Auf Viren prafen (G Data InternetSecurity 2013)
| dtd Pin to Taskbar
| images Pin to Start Menu
J L Restore previous versions
. Installations Send to v
J PKCST7
| tm Cut
| Update Copy
| data i Create shortcut
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13.10 Data Migration

The Data Migration tab in Server Manager offers options for migrating data from one server to
another or from the production database to the demo database, without the need to run the
installation program. You can migrate the selected data either to a different hard drive or to a different
machine.

Migrating user data

= Copy the complete user administration from the production server to the demo server.
= Export the user administration from the production server to a file.

= Import the user administration from a file to the production server.

Migrating databases

= Move the production database to another storage location.

= Move the demo database to another storage location.

13.10.1 User Data Migration

If your company has been working with Online Filing for some time, your Online Filing administrators
may have created a specific system of user accounts, groups and profiles for your purposes.

When you install Online Filing on a new machine, you can conveniently transfer this user
management set-up to the new installation. Likewise, the user settings of your OLF production server
can be copied to your demo server for testing purposes.

@ Attention: To avoid data conflicts, User Administration should only be copied to or imported
into an empty Online Filing database.

Open the Data Migration tab.
Under User Data Migration, select the appropriate option.

Click Execute.

E Server Manager SRRCN X
File Help

Services Backup ‘ Export ‘ Import ‘ Uszers Unlock ‘ History ‘ Live Update Countries Settings Data Migration

Data Migration

On this tab the Uszer Administration of Online Filing can be copied, exported and imported.

The User &dministration consists of all information about the users, groups, user profiles and the mapping of the user profiles to the groups.
The Uzer Administration can be found in the File Manager under the menu Tools.

The file created during the export or uged to impart the Uszer Administration can be found in the Export folder of Server Manager.

* Copy the complete Uszer Administration from the production server to the demo server.
™ Ewxport the User Administration from the production server to a file.
™ Import the Uszer Administration from a file ta the production server.

Execute [:

Figure 561: Options for migrating the User Administration
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If users are connected, a message appears and the action is cancelled.

Information

There are users connected to the system. Please first disconnect all users.
Ok :

Figure 562: Warning to disconnect users before exporting or importing user management settings

Exporting user administration

The export operation creates a ZIP file in the Server Manager's default export directory. The ZIP file
is named useradministration[date]_[time].zip, e.g. useradministration20120628_153639.zip
and contains three files, um.tmp, uma.tmp and umr.tmp.

=nasn X
@'\:‘jv' . <« Program Files » EPO_OLF5 » tools » smanager » data » v|"?| Search data ol
Organize « = Open ~ Burn MNew folder = o« i IZ:@:ZI
| tools “  Name Date modified Type Size
. checker L X
. | temp 22.10.201215:41 File folder
¢ dodesigner ] 20120521_171550.prod.bk 210520121716 BKFile 55324 KB
¢ designer 5] 20120521_171550.prod.shal 210520121716 SHAL File 1KB
S || 20120522_153443.prod.bk 220520121535 BKFile 55.324 KB
. Emanager - - . .
_ 7] 20120522_153443 prod.shal 220520121535  SHAL File 1KB
— || 20120614_095043.prod.bk 140620120951  BKFile 67.005 KB
+ config 5] 20120614.095043.prod.shal 140620120951  SHAL File 1KB
i data ] 20120621_102206prod.bk 210620121022 BKFile 68.139 KB
Jez || 20120621 102206 prod.shal 210620121022 SHAL File 1KB
ult;l;o?g I 1) useradministration20120628_153639.zip I 28.06.2012 15:36 Compressed (zipp... 3KB
. uksffd 2

Figure 563: Locating the user administration file in the Server Manager's export folder
Importing user administration

The User Administration ZIP file can either be copied to the Server Manager's default import directory
on the target machine or it can be located during import.

The Data Migration function opens the default import directory.
Select the appropriate ZIP file or browse the file system to locate your user administration file.

Click Open.
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E= open &J
Loak in: | J Import j L] o B
= MName ‘ Date modified Type
&y PCT DE 1zi 30.08.2012 12:53 C
Recent Places ﬁ z z — - it
|, 1, useradministration20120628 153639 zip | 28.06.2012 15:36 Compresse
Desktop
=
Libraries
Computer
g
w
Network
4 n 3
File name: |usevadminist|ation2l}1ZDEZE_‘I 53639 zip j Open
Files of type: |'.zip j Cancel

Figure 564: Selecting the user administration ZIP file for import to the production server

13.10.2 Database Migration

You can move the Online Filing databases to a different hard disk drive if your server computer's
hard disk runs out of space or if you have to replace the hardware.

By migrating the database to another location, the Online Filing server will be reconfigured to connect
to the new database path.

(D Inform all users to save their work and log out of Online Filing before you start the database
migration.

Under Database Migration, select the appropriate option:
= Leave the copy of the database in the former location after successful migration (default)
= Delete the copy of the database in the former location after successful migration

It is recommended to leave the copy of the database in the former location until you are sure that
everything works correctly in the new location.

Database Migration

¥ Leave the copy of the databaze file in former location after successful migration

™ Delete the copy of the database file in former location after successful migration

Path to Production database:
|E:\Program Filez\EPO_OLF5\dbhe0LFi gdb

=]
Path to Dema database:
=)

|E:\Program Filez%EPO_OLFS\dbheOLFdigdb

Figure 565: Options for migrating the OLF database
Both the production database and demo database can be migrated independently.

Click the folder icon next to the database path you wish to modify.

=
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Select an existing folder in your file system or create a new one.

Click OK.

Full Database File Migration

Full Database File Migration

4 |, EPO_data (C:) ~
. Archive
J Backup
> . Clients
., Docs Test DE
. Docs Test EN
* 1. Docs Test FR
. Export
, Import
v

fat:

Make Mew Folder oK % Cancel

Figure 566: Selecting a new location for the OLF database

Wait until the Information window appears.

If the database is very large, the process of copying and verifying the database could take some

time.
The new path is displayed in the message.

Infarmation

Database file migration has been executed successfully. The EPO Online Filing database is now situated in
CM\EPO_data\OLF-DEB\.

=y

Figure 567: Confirmation of successful database migration
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14. Glossary

ASCII

American Standard Code for Information
Interchange.

May contain letters, numbers, spaces and
punctuation, but no formatting. Also called a
text file.

CD-ROM
A CD-ROM (Compact Disc Read-Only
Memory) is a CD with permanently stored
data. A CD-RW, in contrast, is rewritable
(RW), meaning it permits the deletion of data
on the CD.

Check digit

A check digit contains an algorithm that
verifies the other numbers entered and helps
reduce typing errors.

CORBA

Common Object Request Broker Architecture:
defines cross-platform protocols and services,
eases development of distributed applications
in heterogeneous environments.

CSsv

Character separated values.

A file format typically used for data sets where
the data is arranged in columns and rows. The
individual data fields are separated from each
other by delimiters such as commas.

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

Delimiter

A special character that sets off, or separates,
individual items in a set of data. Commas and
semi-colons are examples of delimiters
commonly used.

EPO Online Filing 5.14 — User guide

Dock

To move a toolbar or window to the edge of an
application window so that it attaches and
becomes a feature of the application window.

DVD-ROM

A DVD (Digital Video Disc) is an optical data
storage unit like a CD but with significantly
more capacity (approx. 4 GB). It is therefore
used primarily for the storage of video films.
DVD-ROMs (Read-Only Memory) are
generally used to save data. An appropriate
DVD burner is needed to write data to a DVD.

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.

Firebird SQL database server

Firebird is a simplified Open Source spin-off of
the InterBase relational database
management system produced by Borland.

GUI

Graphical User Interface: software component
allowing user interaction with graphical
elements in the program via a mouse and
keyboard.

HTTP

HyperText Transfer Protocol: method of
transferring information on the WWW, usually
in HTML.

HTTPS

HyperText Transfer Protocol Secure: indicates
that HTTP is used with a different port (443)
and an additional encryption/authentication
layer between HTTP and TCP.
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Icon

A small image displayed on the screen that
allows the user to control certain computer
actions without having to remember
commands or type them on the keyboard.

IHOP
Internet Inter ORB Protocol: defined in
CORBA, used to execute remote procedure
calls.

LAN
Local Area Network: typically within one
building of a company.

Non-repudiation

To protect and ensure trust in digital
signatures, the parties may employ non-
repudiation, which not only validates the
sender, but also time-stamps the transaction,
so it cannot be claimed subsequently that the
transaction was not authorised or was not
valid.

ORB

Object Request Broker: agent enabling
communication between objects within a
distributed system, for example the internet.

Patch

A new feature or function added to a program,
commonly used as an interim measure before
release of a full version of the software.
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PDF

Portable Document Format. A file format used
in saving documents. It can be read using free
PDF Reader software.

PIN

Personal Identification Number: a numeric
password shared between a user and a
system, used to authenticate the user to the
system.

PMS
Patent Management System.

Port

A port is part of a network address for a server
application running on a computer within the
network. Typical ports are 80 for HTTP Web
servers and 110 for POP3 mail servers.

Proxy server
A firewall component that manages internet
traffic to and from a network.

SOAP

Simple Object Access Protocol: using XML for
data display and mainly HTTP for
transmission.

SQL
Simple Query Language. Used to query and
modify databases.

SSL

Secure Socket Layer. A protocol for ensuring
security and privacy in internet
communications. Supports authentication of
client, server, or both, as well as encryption
during a communication session.
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TCP

Transmission Control Protocol.

Used to manage data exchange between
computers via network connections.

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.

URL

Uniform Resource Locator.

An address for a resource on the internet.
Used by Web browsers to locate internet
resources.

WAN

Wide Area Network: normally across several
offices/subsidiaries of a large company or
organisation, including internet connection
parts in between.

Workflow
The tracking and management of all activities
from start to finish.

XML

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