Europlisches
Patentamt

European
Patent Office

Office européen
des brevets

EPO Online Filing

Advanced tutorials

Version 5.00 (Release 5.00)

Copyright© European Patent Office
All rights reserved

Last Update: 16/11/2009
Document Version: OLF5_TutorialAdv_EN_091116.doc



Online Filing 5.00 - Advanced Tutorials

Table of contents

1 Tutorial scenario 4
2 Online Filing in a networked environment 6
3 User management in Online Filing 7
3.1 User adminiStration - OVEIVIEW. ........ccuviiiiiiiieiiieie et e e s st e e ssne e e s e e e s s e e e e 8
I O (=T 1110 T o | (01U ] oL TP PPPTPR TP 10
3.3 Creating ProfilS. ... ... oo e et e e e e e e e e e e e e e e e e e nnnaeeeas 11
I \V = To] o1 To i o] g0 {1 (=TSN (o I o | £ 1U ] o < TSRS 15
3.5 AJAING USEIS 10 GIOUPS ... eeeeeiiteieiaitiie e ettt ettt e ettt et e ekt e e st e e s e e e sk e e e e st et e e sabn e e e st e e e e anbeeeenanes 16
3.6 AdAING USEr t0 8 SECONA GIOUP ..ceouviiiiiiriieiittieeeaite et e sttt e sttt e et ss e et e e e s st e e e sabe e e e st e e e s annr e e e nanes 19
3.7 UNDIOCKING 8 USEI CCOUNL .....eiiiiieeeitiie ettt ettt e e st e e st e s e e st et e e st e e snreeesnnneee s 21
3.8  Activating fOlders fOr GrOUPS ......uuiiiiiiiiiiiiiii ettt e e e e e e e e et e et e e e s e s sant e et e e e e eessstbnees 22
4 Workflow and privileges 27
5 Importing contact details into the Address Book 30
5.1  Saving Microsoft EXCel @S @ CSV fll .. ... 31
5.2 Saving Microsoft ACCESS @S & CSV Il .....coiiiiiiiiiiii e 34
5.3  Mapping imported field names to the Address BOOK...........c.oouiiiiiiiiiiiiiii e 39
6 Editing routes, roles and registration numbers 42
7 Creating templates with user-specific standard data 45
7.1 Creating @ NEW tEMPIALE .........ueiiieiie et e et e e e s e bbb e e e e e e e e aabb e e e e e e e s e nnenneeas 46
7.2  Selecting the filing OffiCe ... e a7
7.3 Entering the appliCaNnt'S NAMIE.......oo ittt e e e et e e e e e e s anbe e e e e e e s e e nneeeeeas 48
7.4  Entering the repreSentative'S NAIME .........cciiiiiii ittt e e e s 49
7.5  Entering the details for fee PAYMENT .........ooiiiiii e 50
7.6 SAVING the tEMPIALE ....eeiiii i e e e e e e e e e e e e e st e e e e e e e e e anrraees 50
7.7 [l L1l To I =T a 0] o] £ = RO SRPROT 51
8 Completing an application with form EP(1001E2K) 53
8.1  Creating an application based 0n atemplate.......... ..o 54
8.2 AddiNg INVENLOI'S ELAIIS ...... ..ttt e e e et et e e e e e et e e e e e e e e e anneaneeas 55
8.3  Attaching the technical documents as & PDF-fil€ ..........ccoiiiiiiiiiiiiiii e 56
8.4  Attaching a PDF file fOr the drawingsS.........cooueiiiiiiiieiiiee e 58
8.5  Saving application as "Ready t0 SigN".........cciiiiiiiiiie et 59
9 Modifying an application in a previous workflow status 60
9.1 Removing attached dOCUMENTS ........ueiiiiiie et e e et e e e e e e s eaeeee s 62
9.2 Ataching NEW OCUMENLS. ... ...uiiiiiiiiiiiit ettt e e e e e e e e e e e bbb e e e e e e e e nneneeeas 63

Page 2 of 104



Online Filing 5.00 - Advanced Tutorials

10

11

12

13

14

15

Signing and sending the application

10.1  Checking YOUr SMArt CAN .........ccoiuiiiiiiiiieiiieie et e et e e
10.2  Signing the apPliCALION........cocueiiiiii e
10.3  Sending the apPliCALIONS.........uvieiiiiee ettt

10.4  Viewing and SAVING FECEIPLS ...uuiiiiiiiiiiiiiiee e e eeiiite e e e e e s st e e e e e e s seber e e e e e e s satbraeeraeesaasnnnes

Exporting and importing individual applications

11.1  Exporting applications t0 ZIP fil@S..........ciiiiiiiiiiiiie e

11.2  Importing an application from a ZIP file ..............eeiiiiiiiii e

Managing servers and services

12.1  Server Manager - OVEIVIEW .......coiuuuieiiiiiieeiiieee s siteeeaatree e st e s s e e e s tbeeesasbn e e e snneeeannneeeaas
12.2  SErVICES MANAGEIMENT .....iiiiiiiiieeeeeeiiiieet e e e e e e st e e e e e e e s s b e e e aeeessastberaeeeeesaasssaeesaeesaassnnres
12.3  Settings for file I0CALIONS .......uuviiiie it e e e e e e e e e s eeanenes
12.4  Setting UP LiVE UPTALE .......eeiiiiiieeiiie ettt e e e et e e e e e e e einenee

Managing databases

13.1  Backing Up databaSES ..........ueiiiiiiiiiiiiii et a e e naneee
13.2  ReStOrNG databaSES......cooieeiiiii e a e

13.3  EMPLYING ALADASES ...ccevviiiiiiiiee ittt

Exporting and importing applications with the Server Manager

14.1 Exporting applications and teMPIates ...........ccccviiiiieiiiiiiiiiir e

14.2  Importing applications or teMPIALES ..........ccoiiiiiiiiiiii e

Managing user sessions and connections

15.1 Managing and terminating USEr SESSIONS ..........uueiiiiriiiiiiiiieaaa e aaiiereeaeeasaainraeeeeaesaanneees
15.2  UNIOCKING FECOMAS ....eeeeiiiiiieiieee ittt e st e e e s

15.3 Viewing the user sessions 10g (HISTOIY) ......ccuviiiiiiieiiiiieceie e

Page 3 of 104

65

................... 65
................... 66
................... 68
................... 70

72

................... 73
................... 76

79

................... 79
................... 81
................... 83
................... 85

88

................... 89
................... 91
................... 93

95

................... 95
................... 97



Online Filing 5.00 - Advanced Tutorials

1 Tutorial scenario

Using the Online Filing software in a firm of patent attorneys

Our scenario uses the British patent attorneys' firm, IP Partners, as an example. The firm acts as European
representative for companies in several different countries and is based in Cambridge, United Kingdom. IP
Partners have recently decided to start using the Online Filing software in their office.

The team at IP Partners is made up of patent attorney David Kilburn, two paralegals Jennifer Hancock and Oliver
Barber, attorney's assistant Elizabeth Miners and an administrator (unnamed). In the course of our exercises,
David Kilburn will be replaced as patent attorney by his colleague Jennifer Hancock and two American trainees,
Patricia Baxter and Alex Haselmere, will join the IP Partners team.

User privileges

At IP Partners, different staff members have different privileges in the system, depending on their role. In Online
Filing, these user privileges are assigned by the system administrator.

¢ Paralegals may draft and check applications when they are ready for signing, they may also make any
necessary corrections and attach documents.

+ Attorneys may perform all business functions such as drafting, signing and sending.

¢ Assistants may send applications to the European Patent Office and maintain the Address Book.

Electronic transmission of data

IP Partners have recently taken on a new client, an American company called Universal Engineering, based in
Los Angeles, California. Universal Engineering sends him all its documents electronically.

Online Filing accepts files prepared in PDF-Format.
Feor B
A

It also accepts files prepared in XML-Format.

=

Application templates and filing of data

b
=

IP Partners anticipate that the filing office, names and payment details will be the same for every application they
submit on behalf of Universal Engineering. IP Partners create a template with the relevant data in order to save
time when completing the forms. The applications are filed in a folder labelled by the company's name, with
subfolders for each year.

Request for grant of a European patent

IP Partners prepare applications in the Online Filing software using Form EP(1001E2K) Request for Grant of a
European Patent (EPC 2000).
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Sending applications to the EPO via a secure Internet connection

For the purposes of this scenario, the team is going to use the "batch send" functionality, that is, they will send
multiple applications to the EPO at the same time for filing. The assistant will use her personal smart card to
transfer the applications that are ready to send to the OLF server at the EPO. The data will be encrypted and
transmitted over a secure Internet link.

Figure 1: Inserting smart card into card reader

Confirmation of receipt by the EPO
Applications are received and stored on the EPO server in The Hague. The EPO server issues a receipt,

showing the exact date and time of receipt, down to the second. The receipt is stored in the Online Filing
software together with the sent application. IP Partners also make a copy and store it in a local folder.
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2 Online Filing in a networked environment

In our example, the applicant, Universal Engineering of California, USA, prepares all the PDF documents relating
to its patent applications and shares these within a networked Online Filing installation with its authorised
representative, IP Partners in Cambridge, England. IP Partners then submit the completed applications to the
EPO in The Hague.

EPO Online Filing
Warsion 50
© 2009 by EPO Online Services

Figure 2: Example of a networked scenario

IP Partners have installed the Online Filing software on a server. All users can access the server from their own
PC and work with folders and documents.

Figure 3: Example of a networked environment
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3 User management in Online Filing

Objective

We want to assign privileges to Online Filing users according to their roles in the company.

Step by step

We are going to assign privileges for an attorney, a paralegal and an attorney's assistant. In our example the
company's policy specifies that all users must log in with a user name and password.

We will start with a tour of what is available. After that we are going to

define groups,

create profiles to assign privileges,

map the profiles to the groups,

add individual users to the groups,

re-activate blocked users,

* 6 6 o o o

activate folders for specific groups.
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3.1 User administration - Overview

< Log on to File Manager with the Administrator ID.
= In the File Manager's menu, select Tools > User Administration.

User Administration always opens in the Users tab.

This is where all the individual persons allowed to use the Online Filing software are listed. Their names, user

names and passwords are entered by the person acting as Administrator.

The user Administrator already exists and cannot be deleted. The administrator can change his or her
password, but not the first/last name or login name, which is why these fields are greyed out. The administrator

cannot be removed from the Administrators group either.

The purpose of the following process is to demonstrate that you cannot delete the administrator, not even

accidentally:
- Click the Delete button on the left.

®

An error message appears, informing you that the administrator cannot be deleted.
- Then click the Delete button in the middle.

An error message appears, informing you that the administrator cannot be removed from the
Administrators group.

-
E User Administration
File Edit View Help

1= 9 g fd [ @

(===

Modifying Mapping
Create Group
Delete Group

* Edit Group
Rename Group
Create User
Delete User

* Edit user

Rename User

Create Profile

Entries with unsaved changes: 0

‘ Users Groups Profiles I apping ‘ |
42 w First Mame: |.-'-.dmi|1ist|'atc-r Comments:
2  Administrator Last Mame: | Administrator
Login Name: |.-'-.c|ministratc-r
Password: —
— Error
Verification:
[~ Accountis disabled Administrator cannot be deleted.
Is Contained in the Following
akK
+[x '
hagement
z Administrators .

Figure 4: Administrator as the first user in User Administration
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< Click the Groups tab.

This is where groups defined by the Administrator are listed. The Administrators and Users groups are
already set by default and should not be changed.

E User Administration
File Edit View Help

(=5 |ECR =5

There are no items to show in this view

Mo privileges assigned yet.

H 5 % I — ®
‘ Users Groups Profiles Mapping | ‘ |
Q:' % Group Mame: Description:
:: Administrators |Users
a': Users
UsersGroups Contained in the Group "Users™ Summary:
4:], % Privileges:

Figure 5: User administration - Groups tab

- Click the Profiles tab.

This is where the privileges are listed that can be assigned to each group.
They can be grouped into four headings:
e Address Book Management

e Application Workflow
e Folder/Data Management
e User Management.

@ At the moment we cannot see any privileges under these headings. We will look at the full list once we have
assigned one or more profiles to a group.

< Click the Mapping tab.

Here you can assign the profiles to groups.

< To start the exercise, return to the Groups tab.
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3.2  Creating groups

We are now going to create separate groups for the IP Partners team and call them Attorneys, Assistants and
Paralegals. The Administrators and Users groups will remain unchanged.

< Click the New button in the Groups screen.

o

=< In the middle panel enter Attorneys in the Group Name field.

< Repeat this process to create groups called Assistants and Paralegals.

= Finally, click the last of the new entries in the column on the left.

Your screen should look like this:

E User Administration
File Edit View Help

E 9 .73 Fnd [ P

(=5 |ECR =5

Groups

‘ Uszers Profiles ‘ Mapping | ‘

There are no items to show in this view

IEntlies with unsaved changes: 3 I "‘j Fiewert Changes

4: x Group Mame: Description:
.z Administrators |Paralegals
2 Assistants >
2 Attorneys 9 UsersGroups Contained in the Group "Paralegals™ Summary:
Privileges:
Users 4'_"' x

Mo privileges assigned yet.

Figure 6: User Administration - groups created

Saving your data

It is important to save your work after each operation. In our example, we have created three new groups, but

have not yet saved them.

A small grey arrow appears to the right of new or changed entries. The status bar also indicates the number of

entries with unsaved changes in the current tab.

= Click the Save All button to save your changes in all tabs.

=

< Click the Revert All button in order to discard all changes since the last saving.

9
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3.3  Creating profiles

The Profiles tab allows you to edit the list of privileges to be assigned to each group.
Three standard profiles are created when you install the Online Filing software:

¢ Administrators profile - this profile is mapped to the Administrators group. This assignment cannot be
modified. 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.

¢ Default user profile - this profile is suitable for user groups mainly involved in processing applications. The
Edit Maintenance Fees privilege under Folder/Data Management is deactivated.

We are now going to create three suitable profiles for the user groups we just created. We will not make any
changes to the three default profiles.

Attorneys

In our example, the attorneys' group will have all privileges for the Address Book management, application
workflow and folder/data management, but NOT for the user management.

=< Click the New button in the Profiles tab in order to create a new profile.

e

= In the middle panel enter Attorney profile in the Profile Name field.
= Click the Save All button.

=

= Tick the check boxes for Address Book Management, Application Workflow and Folder/Data
Management in the Privileges for "Attorney profile" panel.

User Management is NOT selected.

In the Description field enter Address Book Management, Application Workflow and Folder/Data
Management and click the Save All button.
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Your screen should look like this:

B User Administration EI@
File Edit View Help
H 5 & s ®
‘ Uszers Groups ‘ Profiles ‘ Mapping | | |
4: x Prrofile Namne: Dezcription;
tl Adminishators profile |.-’-‘«ttorney prafile ?jﬂ;j%aato:h I;dnaangaegnf;nnletnt, Application ‘W arkflow,
b Attorney profile 2
B Default administrator Frivileges for "Attorney profile:
rofile
F Hv Address Book Management Descrintion OF Privieas:
[ Default user profile HIv Application 'WwarkAow i &2
H ¥ Folder/Data Management Folder/D ata Management
[ Uszer Management
E nitries with unzaved changes: 1 ‘*‘j Revert_Changes

Figure 7: Attorney profile created
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Paralegals

In our example, paralegals will have privileges for the Address Book management and most privileges for the
application workflow, but will NOT have privileges relating to signing or sending applications. They will NOT have

privileges for the user management.

- Click the New button in the Profiles tab.

In the middle panel enter Paralegal profile in the Profile Name field.

.’
- Click the Save All button.
EY

Tick the check boxes for Address Book Management and Folder/Data Management.

User Management is NOT selected.

+

This removes these privileges from this profile.

Under Application Workflow double-click the Application sub-heading to open the list.

Clear the check boxes for Remove Signature/Signatures, Send Application and Sign Application.

< Inthe Description field enter Not remove signature(s) / not send application / not sign application.

- Click the Save All button.

Your screen should look like this:

E User Administration
File Edit View Help

(=N e )

Attarney profile

Diefault admiriztatar Frivileges for "Paralegal profile™:

H 5 & O E— @
‘ Isers Groups ‘ Profiles ‘ tapping | | |
.‘i: % Profile MName: D escription:
D Administratars prafile ||F'ara|egal profile I Mot remove zignature(s). not send application, not sign

application

profile

kv Address Book Management
* [ Application wiarkflow
[ Application
¥ Delete Application in "'Ready to Send"' 51
¥ Delete Application in "'Ready to Sign" St:
[v Delete Application in "Sent" State
v Move Application Back From "Peady to ©
v Move Application Back From "Ready ta
WV Move Application From "Feady to Sign"
[~ Remove Signature/Signatures
[~ Send Application
[~ Sign Application
v Wiew Application in "'Feady to Send"’ Sta
WV Wiew Application in "Ready to Sign'' Stab
WV Wiew Application in "Sent” State
v Diaft
kv Template
¥ v Falder/Data Management
¥ User Management

Diefault uzer profile

O0 OO

Paralegal profile

4 L 3

Entries with unsaved changes: 0

Descrption OF Privilege:

Sign Application

Figure 8: Paralegal profile created
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Assistants

Assistants manage the Address Book. Assistants should not have any privileges relating to the application
workflow, with the exception of sending applications. Nor should they have any user management privileges.

- Click the New button in the Profiles tab.

Click the Save All button.

v+ ¥ ¥

Tick the check box for Address Book Management.

In the middle panel enter Assistant profile in the Profile Name field.

Folder/Data Management and User Management are NOT selected.

¥ ¥ ¥ 3

Click the Save All button.

Your screen should look like this:

Tick the check box for Send Application.
Enter Send Application ONLY in the Description field.

Under Application Workflow double-click the sub-heading Application to open the list.

ﬁ User Administraticn
File Edit View Help

H 5 @

Fird: 2

= o =]

‘ Uszers

Groups ‘ Profiles ‘ tapping | |

Profile 1 ame:

[ =2 crinkior;

ar &3
£ Administrators profile
Aszzistant profile
Attarney prafile
Drefault adrminiztrator

profile

Default user profile

OO OO0OD

Paralegal profile

|Assistanl profile

Privileges for "Aszistant profile":

——
H v Address Book Management

* [ Application warkflow
[ Application

[~ Delete Application in "Feady to Send” 51
[~ Delete Application in "Feady tao Sign'' St
[~ Delete Application in "'Sent” State

[~ Move Application Back From "Feady ta
[~ Move &pplication Back From "Feady ta
[~ Move Application From "Feady to Sign''
[~ Remove Signature/Signatures

¥ Send Application

[~ Sign Application

[~ Wiew Application in 'Peady to Send"’ Sta
[~ Wiew Application in "'Feady to Sign'' Stah
[~ Wiew Application in "Sent” State

P Draft

[ Template
¥ [~ Folder/Data Management
[ Uszer Management

4

Entries with unzaved changes: 0

1 3

I Send application DMLY I

Dezcription OF Privilege:

Send Application

Figure 9: Assistant profile created
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3.4  Mapping profiles to groups

We have defined our groups and profiles. Now we are going to associate them with one another.

=< Click the Mapping tab.

=< Click a group name on the left and then tick the check box to assign the associated profile in the middle

panel.

In the example below, the Paralegal profile is selected as an assigned profile for the Paralegals group.
< Continue in the same manner to assign the Attorney profile to the Attorneys group and the Assistant

profile to the Assistants group.
< Click the Save All button.

=

To make sure that each group has the privileges you intend it to have, click each group name in turn and scroll
down the Summary of privileges on the right.

@® You can assign multiple profiles to a group. This gives the group all the rights of both profiles.

Your screen should look like this (Paralegals selected):

ﬁ User Administration
File Edit View Help

H 95 @

Fitd: el

o] -] ]

:."_ Paralegals

s Users

Entries with unsaved changes: 0

[ assistant profie

b Attorney profile

[ pefault admiristrator profile
[ pefault user profile

v [3) Paralegal profile I

* Create Contact
* Delete Contact
* Edit Contact

Application Workflow

* Create Draft

* Delete Draft

* Edit Draft

* Move Draft To "Ready to Sign”
View Draft

*

Delete Application in "Ready to Send”
State

Delete Application in Ready to Sign” State
Delete Application in "Sent” State

Mave Application Back From Ready to
Send” To "Ready to Sign”

Move Application Back From Ready to
Sign” To Draft”

Maove Application From Ready to Sian” To
"Ready to Send”

‘ Users Groups ‘ Profiles ‘ Mapping ‘ ‘ |
S administrators .
- Assigned Profiles for Group "Paralegals™ Summary:
:; Assistants
£ attorneys [ administrators profile Address Book Management -

i

Figure 10: Mapping privileges to Paralegal Profile
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3.5 Adding users to groups

Now that we have set up the structure of groups and profiles we are going to add individual users. For demo
mode purposes the login name and the password will be David Kilburn's first name, in lower-case letters.

= Click the Users tab and then click the New button in the left panel.

o

= In the middle panel enter David as the First Name and Kilburn as the Last Name.

< Enter david as the Login Name.

< Enter david as the Password and enter it once again in the field Verification.

- Click the Save All button.

Next, we will add the new user to the Attorneys group.
< Make sure that David Kilburn is selected.

- Click the New button in the middle.

&

Therg are no items to show in this view

Entries with unsaved changes: 0

Mo privileges assigned vet,

E User Administration EI@
File Edit View Help
H 5 8  m[ s @
‘ Users Groups Profiles I apping ‘ |
42 w First Mame: |Da\-'id Comments:
2  Administrator Last Name: Jkalburn
- .
& David Kilburn -
Login Mame: |da“"d
Password: | xxxxxxx
Verification: | xxxxxxx
[~ Accountis disabled
Is Contained in the Following Groups: Summary:
Privileges:

Figure 11: Add new user to group
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< Inthe Add User to Group panel tick the check box for Attorneys and click Add.

Add User to Group (3]

Select the groupls] pou want "D avid Kilbum' to
be contained in.

[ Administrators
araleqals
[ Users

Add %l Cancel

Figure 12: Select group(s) for user

- Back in the Users screen, click the Save All button.

David Kilburn now has all the privileges available to Attorneys. Scroll through the Summary panel on the right

to check the list.

Your screen should look like this:

ﬁ User Administration
File Edit View Help

(= e >

B 5 % ‘ 2

‘ Users Groups Prafiles I apping ‘ Falders

QE x First Mame: |David

2  Administrator Last Name: Ilﬂlburn

2 David Kiburn

! Login Mame: Idavid

Izzzzzzz

Password:

I::::::::::::::

Verification:

[~ Account is disabled

Is Contained in the Following Groups:

Comments:

Summary:

+ 8

2 Attorneys I

Application Workflow

* Create Draft

* Delete Draft

* Edit Draft

* Move Draft To "Ready to Sign”

* \View Draft
Delete Application in "Ready to Send” State
Delete Application in "Ready to Sign” State
* Delete Application in "Sent” State
Mave Application Back From "Ready to Send”
To Ready to Sign”

Move Application Back From "Ready to Sign”
To Tiraft"

Lo

lacl

|Entlies with unzaved changes: 0

Figure 13: User added to Attorneys group
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< Repeat this process to add Elizabeth Miners to the Assistants group.

Your screen should look like this:

User Administration
File Edit View Help

H 9 &

Find: I F o

Groups Profiles

‘ Users

I apping ‘ Folders

+ 8

2  Administrator
2 David Kiburn

2  Elizabeth Miners

First Mame: IElithﬁ'I Comments:

Last Name: IMiners

Login Mame: Ielizabeth

Password: I?‘“““

Verification: Imm’mc

[~ Accountis disabled

Is Contained in the Following Groups: Summary:
Privileges:

@ 8

.m Assistants I

Address Book Management
* Create Contact
* Delete Contact
* Edit Contact

Application Workflow
* Send Application

|Entlie$ with unsaved changes: 0

Figure 14: User added to Assistants group
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3.6 Adding user to a second group

In our example, IP Partners have decided that one of their attorneys should also be responsible for system
administration. This is particularly useful should the Administrator be absent.

We will therefore add David Kilburn to the Administrators group to give him all administrator privileges.

You can add a user to a group either in the Users tab (as described in the previous chapter) or in the Groups
tab:

< Click the Groups tab.
< Select the group Administrators.
= Click the New button in the middle and select Add Users.

2 Inthe Add User to Group window, tick the check box for David Kilburn.
=+ Click Add.

Add User to Group =

Select the user(z) you want to attach to the
group “Administrators",

Add M Cancel
L

Figure 15: Adding user to the Administrators group

- Back in the Users screen, click the Save All button.
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Your screen should look like this:

User Administration
File Edit View Help

[F=8 Kol =3

H 5 %

Fird: I e

2  Administrator
2 David Kiburn

‘ Uzers Groups ‘ Profiles ‘ Mapping | Falders ‘ |
qa x Group Mame: Description:
2 Administrators |Adm|n|strab:rs Predefined list of administrators
.a Assistants
2 Attorneys UsersGroups Contained in the Group "Administrators™ Summary:
.a Paralegals
Privileges: #
2 Users +' x —

User Management
L]

Modifying Mapping

*

Create Group
* Delete Group
*  Edit Group
Rename Group
* Create User

* Delete User

* Edituser
Rename User
* Create Profile
* Delete Profile
* Edit Profile

Rename Profile

Folder/Data Management b

|Entlies with unsaved changes: 0

Figure 16: User added to Administrators group
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3.7 Unblocking a user account

The assistant Elizabeth Miners mistyped her password three times in succession when logging on to File
Manager. A message appears informing her that her user account is now blocked and advising her to contact her
administrator. As the system administrator is currently out of the office, she contacts her colleague, David
Kilburn, who is also a member of the Administrators group in Online Filing.

Information

User name elizabeth is blocked, please contact your administrator

oK

Figure 17: User is blocked after three successive attempts to log on with the wrong password

The user account can be re-activated by any user with a profile that is authorised for user administration.
In the role of patent attorney David Kilburn, we are now going to re-activate Elizabeth Miners' user account.
< Log on to File Manager as david with the password david.
< Open User Administration.
< Click the name Elizabeth Miners in the Users tab.
The Account is disabled check box is ticked.
< Clear the check box to remove the tick.
= Click the Save all button.

Elizabeth Miners' user account is active once more and she can log on to File Manager with her old password.

E User Administration El@

File Edit View Help

H 5 % Fnd [ P @

‘ Users Groups Profiles I apping ‘ | |
Q-‘-l w First Mame: |Elizabeﬁ-| Comments:
2  Administrator Last Name: |"‘1inEf5
™ .
& David Kilburn -
Legin Mame: |e||zabeﬁ-|
n COliver Barber Password: rm—
Verification: T
[V, Account is disabled
Is gtﬁined in the Follgwing Groups: Summary:

q___‘ x Privileges:

z - Address Book Management
Assistants * Create Contact

* Delete Contact

Figure 18: Unblocking the user account
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3.8 Activating folders for groups

We want to enable folder management and activate specific File Manager folders for the Paralegals group to give
all users in the group access to the same folders.

Folder management is not enabled by default when you install Online Filing. The Folders button on the
navigation bar in User Administration is not active.

‘ Users Groups ‘ Profiles ‘ M apping ‘ ‘

Figure 19: The "Folders" button is inactive by default in User Administration

Enabling folder management

= Close the User Administration window.
< Click the System Preferences button in File Manager.
-OR-
Select Tools > Preferences > System Preferences in the Tools menu.
< Select the check box Enable Folder Management.
< Click Save.

Close and restart File Manager to activate the new settings.

E System Preferences @

Online Services File Manager Yersion: |5.D Installed On: 29/05/2008 16:23:10
General
Signing
Countries Security and User Management

Runtime ¥ ariables
PHS gateway interface
EP-Filing ||7 ‘Enable Falder ManagemenEI
EF[1038E]
Euro-PCT[1200E 2]
EP[1001EZE)
EPOppa)
PCT-Filing
PCT/ROMO

[ Enable User Management

Feset All Settings Save w Cancel

Figure 20: Enabling folder management under System Preferences

Page 22 of 104



Online Filing 5.00 - Advanced Tutorials

Creating folders

Next, we will create some folders in File Manager. In our example, there are three clients with patent applications
that require administration in Online Filing.

< Log on to File Manager with the Administrator ID.

- Create three new folders and name them after the companies Nano Enterprise, TechEurope and Universal
Engineering.

< Create separate subfolders for these companies, named after specific years or individual team members, for
instance.

< Now create separate template folders for the three companies.

Your screen should look like this:

ﬁ File Manager (|

File Edit View Workflow Tools Help

B % 8@

Universal Engineering 0 iterms available
w All Applicatiors | All | Draft | Ready to Sign ‘ Ready to Send ‘ Sent ‘ |Name J |
31 Default Folder
+ [ Mano Enterprise M ame | Type | Description | Group
B3 2007 There are no items to show in this view
(5 2008

- [ TechEurope
b EP Applications
b PCT Applications

- D Uriverzal Enginesring
[ Haneock
= Kilbum

Farmsz

- |]]}I Termplates
|]]}' Matw Erterprize
m;' TechEurope

Logged in as Administratar Items selected: D

Figure 21: New folders created in File Manager
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Overview of all folders

- Open User Administration again.
- Click the Folders button, which is now active.
All folders that we just created in File Manager are now displayed on the right.

All folders for the Administrators group are selected by default in the middle panel because they were created by
the actual administrator.

The Templates folder is always enabled for all users, which is why it cannot be deselected. However, you can
select or exclude individual subfolders under Templates.

The Default Folder is also always enabled for all users and is therefore not displayed for editing in Folder
Management.

E User Administration [ (==

File Edit View Help

H 5 % Fnd [ P @

‘ Users Groups ‘ Profiles ‘ tapping I Folders I |
2 Administrators
- Assigned Folders for Group "Administrators™ Summary:
:.‘_ Assistants
:'.h. Attorneys vV Nano Enterprise 4 D Nano Enterprise
W
2 Paralegals + ¥ TechEurope [ 2007
2 Users » ¥ Universal Engineering (=) 2008
7 Templates » [ TechEurope

D EP Applications
D PCT Applications
] D Universal Engineering
[ Hancock
3 Kilburn
3 |]]J_—' Templates
|]]J_-—| Mano Enterprise
[]]J——' TechEurope
IIF' Universal Engineering

Entries with unzaved changes: 0

Figure 22: Folders assigned to the "Administrators" group
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Assigning folders to a group

We are now going to assign specific folders and subfolders to the paralegals.

In this example, we will authorise the paralegals to use the Nano Enterprise folder with all subfolders, the
Hancock subfolder and the two template folders Nano Enterprise and Universal Engineering. At the same
time, we will disable all TechEurope folders for this group.

< Select the Paralegals group.
< Select the folders that the paralegals should be authorised to access.
e Subfolders can be displayed by double-clicking the relevant parent folder.
e Selecting a subfolder automatically assigns the relevant parent folder as well.

e Assigning a parent folder automatically enables all of its subfolders, including any subfolders
subsequently created.

- Click the Save All button.

=

The folders assigned to paralegals are now displayed on the right.

Entries with unsaved changes: 0

Mano Enterprise

|_ TechEurope
Universal Engineering

ﬁ User Administration (= e[|
File Edit View Help
BHE 5 % Fnd [ P @
‘ Uzers Groups ‘ Profiles ‘ Mapping | Folders ‘ |
: Administrators Assigned Faolders for Group "Paralegals™ Summary:
: Assistants —
:; Attorneys m MNano Enterprise b D Mano Enterprise
2 Paralegals v 2007 5 2007
| e sers ¥ 2008 b 2008
- TechEurope 3 D Universal Engineering
M e Applications D Hancock
™ ecr Applications 3 |]]I—'I Templates
- piversal Engineering []]J——' Mano Enterprise
Hancock IIF' Universal Engineering
™ kiburn
+V Templates

Figure 23: Folders assigned to paralegals
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Folders activated in File Manager

< Create a new user with the name Jennifer Hancock.
= Add Jennifer Hancock to the Paralegals group.

< Log on to File Manager as Jennifer Hancock.

The folders and subfolders assigned to paralegals as well as the Default Folder and the Templates folder are
now displayed. The TechEurope folder and the Kilburn subfolder, however, are no longer visible.

Paralegals are authorised by the User Administration settings to create new folders.
< Create a new subfolder called Hancock_2008 in the Universal Engineering folder.

All other users who are already authorised to access the Universal Engineering folder will subsequently also
be able to access this new folder.

== s

ﬁ File Manager

File Edit View Workflow Tools Help
# @
Hancock_2008 - All 0 iterns available

Ml 40 Appiications | All | Draft | Ready to Sign ‘ Ready to Send ‘ Sent ‘ ||-EISt saved J |
31 Default Folder
= [ Maro Enterprise
(5 2007
(5 2008

- [ Uriversal Engineering
[ Haneock

Last zaved | Feference | Title |® | iy |@ | Type |r§¢ | Statuz
There are no items to shaw in this view

Forms
- |]]J-—'I Templates
[]]J—J Mario Enterprize
IIF' Univerzal Engineering

m" Trash

Logged in as Jennifer Hancock Items selected: D

Figure 24: New folder created by a user from the Paralegals group
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4  Workflow and privileges

Objective

We are going to log on to Online Filing in various user roles to see which operations are permitted by the relevant
profiles.

Step by step

+ We will create a new application as a paralegal and save it as a draft.

+ We will try to change the status of this application as an assistant.

Workflow concept

The Online Filing software tracks the workflow. In other words, it checks all tasks relating to the processing of an
application for correctness and completeness. Depending on which tasks have been completed, applications are
automatically assigned to one of the following statuses: Draft, Ready to Sign, Ready to Send or Sent.

User privileges for workflow operations

Users may only change the status of a selected application if they have been assigned sufficient privileges in the
User Administration.

In this example the Assistant Profile has been assigned the Send Application privilege. Sending the
application to the EPO server changes the status of the file from Ready to Send to Sent.

[ User Adrninistration = |5 ]S @
File Edit View Help

J:L ‘G‘? s Find ¥ @ Ready to Send

|

| Users | Groups [ Profiles ‘ Mapping | Folders ] |

# “ Frofie Name: Descriptior:

B Administialor Prolis fssictant Prolde

ES Assistant Profile

D Altcenay Profle Frrvibzges for “Assistant Profie’:

ES Parslegal Profie *v Addiess Book Management - .

7 Apphcation Werkllow Descripion Of Privieos
* ¥ Apphication Send Apphcation

[ Delste dipplication in“Ready o Send" 51

[ Delete spphcation in “Ready bo Sigr™ Sk
I Delete &pplication in “Sert" State

I Mave dpplicstion Back Froem "Ready to !
™ Mave Application Back From “Ready to !

™ Move dpplication From 'Fieady 1o Siggs =5

™ Remove Signatue/Signature: Assistant
¥

I Sign Appécalion

™ Wieve Apphcation in“Feady bo Send” Sta
[ Wiews dspplication in " Fleady 1o Sign™ Stab
I Vaew Apphestion in "Sent’’ State
[T Dualt
P Template
[ Folder/Data Management
¥ [T Uses Management @

‘ [ 3

Eniriez with unsaved changes: 0 Sent

Figure 25: Assistant with "Send Application" privilege
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However, according to the privileges shown in the above profile, assistants are not authorised to move an

application from Draft to Ready to Sign status.

This is what we are going to demonstrate in this exercise.

Log on as paralegal Jennifer Hancock and create a new application with Form EP(1038E).

- Select Default Folder as the storage location because this is the only location activated for assistants.

< Process the application further and save it.

For example, just enter an EP application number such as 08000100.1 and an annotation to the EPO.

< Log on in the role of assistant Elizabeth Miners.
< Click Default Folder and select the application created by Jennifer Hancock.
= Click the Next workflow button, which is now active.

An appropriate message appears.

ﬁ File Manager Mano 1038 (= |
File Edit View Workflow Tools Help
# 8 Dlh < J @
Default Foldgr -'¢¥ - FRANIJF) - Nano 1038 1 itern available
Ready to sign
M A1 Applications All | Draft | Ready to Sign Feady to Send ‘ Sent ‘ ||-EISt saved j | #
[ Default Folder
Farms Last saved | Reference Title o] Py [5] Type & Status
m; Templates ] 0 Draft
T Trash 5
Warning
You do not have appropriate rights to perform this operation
o] 4
Form EP(1038E)
1D: 10
Title:
Status: Ciraft
Meszages: @0 Ao @1
Last saved: fennifer, 21.10.2008
Applicant:
Attachments: a0 igw...
Internal Notes:
I Logged in as Elizabeth Miners I Items selected: 1

Figure 26: Message that appears after a user tries to perform an action without appropriate rights
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Workflow stages for application submission

This example shows the application passing through all the workflow stages, from the initial Draft status to the
final Sent status.

¢ The paralegal creates a new application, processes it and moves it to Ready to Sign status.

¢ As the paralegal does not have signing privileges, an attorney digitally signs the application with his or her

smart card and then moves the application to Ready to Send status.

¢ The assistant is then allowed to send the applications to the EPO. This is only possible after the patent
attorney has moved the applications to a folder assigned to the assistants.

Online Filing automatically saves the acknowledgment of receipt in the database without any further user
intervention.

— Dvaht Ready 1o Sign

Paralegal

Ready to Send

Assistant

Figure 27: Workflow stages for application submission
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5 Importing contact details into the Address Book

Objective

In this section we are going to import contact details from an Office application into the Online Filing Address
Book. In our office, it is the assistant Elizabeth Miners who manages the Address Book. We will therefore log
back on to Online Filing in this role.

In our example we will use Microsoft Excel 2007 and Microsoft Access 2007 with the Windows Vista operating
system to create a CSV file (CSV = comma separated values). You can of course use any previous versions of
Excel or Access as well as any other commercially available spreadsheet software to export your data in CSV
format.

Step by step
+ We will save our contact addresses from a Microsoft Excel table as a CSV file.

¢ From our address database in Microsoft Access we will export a specific table and save it as a CSV file.

¢ We will import the CSV file into the Online Filing Address Book and assign the field names from the CSV file
to the field names in the Address Book.

Sample CSV file

In a CSV file each address is stored in a new row. The individual data fields - e.g. surname and first name - are
separated by delimiters (e.g. commas or semi-colons). The column headings or field names are entered in the
first row of the CSV file and are also separated by delimiters.

In this example the Type field is used to distinguish between natural and legal persons. The English terms
"natural” for natural person and "legal” for legal person should be used so that the data can be imported into
Online Filing. If a row in the address file does not contain such a standardised term in the Type field, the default
when importing into the Online Filing Address Book is "legal".

In Windows Notepad you can show a CSV file as simple text. In our example commas are used as separators.

| sample_contacts.csv - Notepad o]l = =3
File Edit Format View Help

Type; Name; First Name; Title;Country;Region;Address;City;Postal code -
Natural;Lavail;Thierry;M. ;France; ;120 Avenue des Pyrénées;Toulouse; 31200
Legal;universal Engineering;;;USA;CA California;100 Pacific Highway;Los Angeles; 91234

Figure 28: CSV file in Windows Notepad

In Microsoft Excel the same data fields appear as cells in a table.

i_jj sample_contacts.csv - - x|
A B C D E F G H I =]

1 hype Name First Name Title Country Region Address City Postal Code

2 Natural Lavail Thierry M. France 120 Avenue des Pyrénées Toulouse 31200

3 Legal Universal Engineering USA CA California 100 Pacific Highway Los Angeles 91234

A

4 4 » M| sample_contacts <72 il | i I |

Figure 29: CSV file opened in Microsoft Excel in table view
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5.1 Saving Microsoft Excel as a CSV file

@® The XLS file format is compatible with earlier versions of Microsoft Excel (Excel 97-2003). The XLSX format,
however, can only be read by Office Suite 2007 applications. If you use different versions of Microsoft Office in

your company, we therefore recommend that you save your files in XL S format.

< Open the Excel file, which in our example is contacts.xls.

The workbook contains three sheets: contacts_2008, contacts_2007 and contacts_2006.
< Select the sheet you want to export, in our example contacts_2008.

- Select Save As > Other Formats from the main menu.

./E i =, R 5 Icontacts.xls [Compatibility Mode] I Microsoft Excel - =
W View Add-Ins @ - = x
j New Save a copy of the document =ral - Fi_!ll Conditional Formatting ~ = 5*=Insert ~ E - % [?a
[z Excel Workbook " % 9| [3%Format as Table ~ 3 Delete ~ || (@]~
~u M| Save the workbook in the default file o ) e Sort & Find &
7 Open format. 5% (5} Cell Styles - i Format ~ || <2~ Filter+ Select™
[f;' Excel Macro-Enabled Workbook mber [ Styles Cells Editing
=2 corvert [EM] save the workbook in the XML-based and
B macro-enabled file format., 1
[f;' Excel Binary Workbook - F G - H ! Ii
H Save |paga| Save the workbook in a binary file format Region Address City Postal code
optimized for fast loading and saving. Greater London 123 City Street Londan W1A 2BC
E Save As 5|y Excel 97-2003 Workbook 3 CA California 100 Pacific Highway Los Angeles 91234
1| Save a copy of the workbook that is fully i i i
compatible with Excel 97.2003. Cambridge 45 Red Lion Squ?re Cambridge CB21AB
@ o 34, place de la république Toulouse 69008
Erin . . .
& Find add-ins for other file formats Cambridge 45 Red Lion Square Cambridge CB2 1AB
7 Cambridge 45 Red Lion Square Cambridge CB21AB
% Prepare —] Other Formats =
Open the Save As dialog box to select from
— all possible file types.
_5 Send %
EE}’ Publish
L
LClase
23 Excel Options | | X Exit Excel |
Lr
18
i_4 » ¥[ contacts 2008 | contacts 2007 _~ contacts 2006 7J 0 =
Ready Count: 19 | =)

Figure 30: "Save As" menu in Microsoft Excel

< Inthe Save As window locate the folder where you want to store your file.

2 Change the file name to contacts_2008.xIs.
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= Scroll down the Save as type list and select CSV (Comma delimited) (*.csv).

G Excel Workbook (*xdsx) 7
] Save As Excel Macro-Enabled Workbook (*xlsm) ﬂ
I

A, Excel Binary Workbook (*xlsh)
i Da
@‘\J' “ 2% Excel 97-2003 Workbook (*xls)
XML Data (*xml)

Single File Web Page (*.mht;*.mhtml}
Web Page (*.htm;" html)

‘ Organize =

Favorite Links Excel Template (*.xlt:)
- Excel Macro-Enabled Template (*.xltm)
il RecentPlaces g () 972003 Template (*.xlt)
Bl Desktop Text (Tab delimited) (*.t)
- Unicode Text (*.tdt)
Ll
L | ST XML Spreadsheet 2003 (*xml)
E, Documents [uli £l 5.0/T ¥
E Pictures =
E;h Music Text (Macintosh) (*.bd)
More » Text (MS'POS) ("ot
C5V (Macintosh) (*.csv)
CSV (MS-DOS) (*icsv)
s DIF (Data Interchange Format) (*.dif)

SYLK (Symbolic Link) (*.slk)
. Excel Add-In (*xlam)
File name: £l 97-2003 Add-In (*x1a)

Save as type: [CSV (Comma delimited) (*.csv) v]

Authors: Susanne Tags: Add a tag

“ Hide Folders Tools

Figure 31: Saving Excel table in CSV format

- Click Save.

=2 Click OK in the ensuing message to save the selected sheet in CSV format (contacts_2008 in this
example).

Microsoft Office Excel

The selected file type does not support workbooks that contain multiple sheets,

L + To save only the active sheet, dick OK.
+ To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

[ 0(§ [ cancel

Figure 32: Only the active sheet in the workbook is saved

< Click Yes to confirm that you wish to change the file format to CSV.

Microsoft Office Excel ===

contacts_2008.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?
« To keep this format, which leaves out any incompatible features, dick Yes.

« To preserve the features, dick No. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.
[ Yes w [ Mo ] [ Help ]

Figure 33: Saving the CSV file in Microsoft Office Excel - confirmation of save
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The file is now saved as contacts_2008.csv.

@ The other sheets are still visible at this point but will have disappeared the next time you open the CSV file.

|.|:!§ H ) ] b Microsoft Excel — =
~ Home Insert Page Layout Formulas Data Review View Add-Ins @ - 9 X
—;] % = =t General - [} Conditional Formatting ~ | S=Inset~ | X - % [ﬁ
53 @' |§ = e | @Format as Table = ji“ Delete - @ £l
Paste ¥ |B 7 U~ <o o (=) Cell Styles = tEl Format ~ || (2 ¥ Sort & Find &
00 .0 = Filter = Select
Clipboard ™ (F] Mumber = Styles Cells Editing
| A1 -
[ a | & c | o | e | r | & | u | . ) ok o owm ]
1 h’ype Name First Nam Title Country Region Address City Postal coc Company Division  Country ciResidence C
2 |Legal Nano Enterprise Ltd. United Kir Greater Lc 123 City SiLondon  W1A 2BC Nanotech GB United Kir G
3 |Legal Universal Engineering United Ste CA Califor 100 Pacifit Los Angels 91234 Solar tech US United St: U|=
4 | Legal IP Partners United Kir Cambridg: 45 Red Lio Cambridgi CB2 1AB GB United Kir G
5 |Legal TechEurope France 34, place (Toulouse 69008 Brevets FR France  Fl
6 |Natural Kilburn David Mr. United Kir Cambridg: 45 Red Lio Cambridgi CB2 1AB  IP Partner European GB United Kir G
7 |Natural Hancock lennifer Ms. United Kir Cambridg 45 Red Lio Cambridgi CB2 1AB  IP Partner European GB United Kir G
8
9
10
4 4 » »| contacts 2008 %2 & [N m
Reaty | Count: 19 ([0 ]

Figure 34: File saved in CSV format
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5.2

Saving Microsoft Access as a CSV file

@® The MDB file format is compatible with earlier versions of Microsoft Access (Access 2000 to 2003). The
ACCDB file format, on the other hand, can only be read by Office Suite 2007 applications. We therefore
recommend saving in MDB format as Access 2000 or Access 2002-2003 database if you use different versions
of Microsoft Office in your company.

- Open the Microsoft Access database (file format MDB). In our example this is clients.mdb in Access 2002-

2003 file format

Access databases normally contain multiple tables.
< Open the table clients_2008.

< Click External Data in the toolbar, then select the option Text file in the tool set for Export.

/E‘;‘.\ i I I 5 Table Tools Iclients : Database (Access 2002 - 2003 fiIeformat]I» Microsoft Access - = X
G
) Home Create External Data Database Tools Datasheet 2]
- FH ] Text File vy Word o i ) £, Discard Changes
S e =l = :
— >ﬁXML File e E _p Text file » + Cache List Data
Saved Access  Excel SharePoint Saved Excel SharePoind] = Create Manage Work Synchronize : . Move to
Imports List ?; More ™ || Exports List Sk Mor E-mail Replies || Cnline &4 Relink Lists SharePoint
Import Export Collect Data SharePoint Lists
All Tables ~ « || ] dlients_2008 ', Export to text file | *
clients_2007 -3 ID - Name - Export selected object to a text file. | Country - Address -
E  clients_2007 : Table 1 Nano Enterprise Ltd.  Legal United Kingdom 123 City Street
clients_2006 2 2 Universal Engineering  Legal United States of America 100 Pacific Highway
EH  dlients_2006 : Table 3 IP Partners Legal United Kingdom 45 Red Lion Sguare
clients 2008 Py 4 TechEurope Legal France 34, place de la républigue
= cI}ents 2008 : Table 5 Kilburn Matural Mr. David United Kingdom 45 Red Lion Sguare
= 6 Hancock MNatural Ms. Jennifer United Kingdom 45 Red Lion Square
* | (New)
Record: M 1of6 oMK | % Search | 4 il 3
Datasheet View | B i 4 |

Figure 35: Exporting from Microsoft Access into a text file
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The Export - Text File window opens.

< Click Browse next to File name to change the destination folder and file name for the save.

Export - Text File

Select the destination for the data you want to export

Specify the destination file name and format.

File name: | G:\EPO_data\Office\contacts_2008. txt]

Spedfy export options.

["] Export data with formatting and layout.

Open the destination file after the export operation is complete.

Select this option to v
Export only the selected records.

selected.

LD [

Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

w the results of the export operation. This option is available only when you export formatted data.

Select this option to export only the selected records. This option is only available when you export formatted data and have records

OK

] ’ Cancel

Figure 36: Entering name for export of CSV file
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The File Save window opens.
< Select the folder you require from the list under Save in.

= Inthe File name field type in the file name required together with the file suffix .csv. In this example you
should enter clients_2008.csv.

= Click Save.
f_,r_'.;f File Save
&3\ = « DATAG) » EPOdsta » Clients >+ |4y |[ Search P
‘ Organize Views + [ New Folder
Eavorite Links Mame = Date modified Type
- ¢ American Universal 10.09.2008 18:37 File Folder
= Recent Places
. BioTech 10.09.2008 15:02 File Felder
M Desitop | Exam 21.07.2008 09:57 File Folder
1% Computer . Manzoni 30,06.2008 18:45 File Folder
El Documents - Mano Enterprise 17.07.2008 18:02 File Folder
E Pictures . Solar France 17.07.2008 16:41 File Folder
@ Music . Universal Engineering 21.10.2008 10:16 File Felder
|4 Recently Changed
I Searches
0 Public
Folders ~ rrr s
File name:l clients_2008 .csv I -
Save as type: ’Text Files (*.odt;*.csv: * tab; *.asc) ']
“ Hide Folders Tools - Save % [ Cancel ]

Figure 37: Selecting folder and file name for export file
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= Inthe Export - Text file window click OK.

The Export Text Wizard opens.

< Tick the Delimited option.
In the preview you will see that commas are being used as delimiters.
@® You can change the type of delimiter in the following step.

< Click Next.

==l Export Text Wizard

This wizard allows you to specify details on how Microsoft Office Access should export your
data. Which export format would you like?

@ {Delimited - Characters such as comma or tab separate each field I

() Fixed Width - Fields are aligned in columns with spaces between each field

Sample export format:

[on Jen T Jwa e Tiee

"Mano Enterprise Ltd.";"Legal™;"":"United Eingdom™:"":"123 City Street”;"Greater LondorJ
"Univer=zal Engineering";"Legal™;"":;"United States of America"™;"";"100 Pacific Highway"}
"IF Partners";"Legal”;"":"United Eingdom";"";"45 Red Lion Square";"Cambridge":"Cambridg
"TechEurope™; "Legal™;"";"France";"";"34, place de la républigue";"";"Toulouse";"";"630(d
"Eilburn™;"Natural™;"David";"United EKingdom";"Mr.":"45 Red Lion Square"”;"Cambridge";"C3g
"Hancock™; "Natural™;"Jennifer™;"United Eingdom™;"Ms.":"45 Red Lion Square”;"Cambridge™;

Finish

i

Figure 38: Export Text Wizard in Microsoft Access - selecting the "delimited" option
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< Select Semicolon as the delimiter that separates your fields.
< Select the option Include Field Names on First Row.
< Select {none} from the list in the Text Qualifier field.
@ Note how the data in the preview field change.
= Click Finish.

==l Export Text Wizard x
What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:
(") Tab () Comma () Space ) Other:

I Indude Field Mames on First Row I IText Qualifier: [=] I

ano Enterprise Ltd.;Legal;;United Kingdom; ;123 City Street;Greater London;London;:Wlh 2
fniversal Engineering;Legal;;United States of America;;100 Pacific Highway:;CA California
LPF Partners;Legal;;United Kingdom::;45 Red Lion Square;Cambridge;Cambridge;;CB2 14B;GE: ;G
TechEurope;Legal; ;France;;34, place de la républigue;;Toulouse;;69008;FR;Brevets;FR;Fran
Filburn;Natural;David;United Kingdom:;Mr.;45 Red Lion Sguare;Cambridge;Cambridge;IP Partn
Hancock;Natural;Jennifer;Tnited Kingdom;Ms.;45 Red Lion Sguare;Cambridge;Cambridge:;IP Pa

ame Type:First Name;Country:;Title;hddress;Region;City;Company;Postal code;Country corr.paj

=

K1 2
[ Cancel ] [ < Back ] [ MNext = ] Einish i

Figure 39: Finishing the Export Text Wizard

The file has now been saved in CSV format and can be imported into the Online Filing Address Book.

Page 38 of 104



Online Filing 5.00 - Advanced Tutorials

5.3

Mapping imported field names to the Address Book

In this exercise we will import the data for our contact addresses which we previously stored in the CSV file

contacts_2008.csv.

When CSV files are imported into the Address Book, column headings which are exact matches for the field
names in Online Filing are automatically mapped to one another, provided that the column headings are in

English.

- Click the Address Book button in the toolbar.

< Select File > Import in the Address Book.

= Select the file contacts_2008.csv and click Open.

Online Filing numbers the heading names in the CSV file and maps all exact matches.

If Online Filing does not find an exact match for the Address Book field, the CSV File Field indicates None.

In the following step we will map the CSYV file fields to the fields in the Online Filing Address Book (drag the
bottom edge of the window down to see all fields, if required).

ﬁ Import Address Book (=]
Please map the fields you wish to import:
Address Book Field C5Y File Field | -
Person Type Mone
Last Mame MHaone
First Mame 3First Mame I
Middle M amne MHaone
Title 5-Title
Courtry 4-Country
Fegion 7-Region
Address Hane
Address? MHaone
District Mone -
[ first gtring is data
ok Cancel

Figure 40: Fields in CSV file to be imported not yet mapped to fields in the Address Book

In our example the Address Book fields First Name, Title, Country and Region are mapped to the corresponding

fields in the CSV file because they happen to have the same name.
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We now need to map all the remaining field names.

= Double-click on the white space containing the word None next to the Address Book Field labelled Person

Type in the first row.

This will open a drop-down list of available CSV column headings.

= In the drop-down list select Type for the CSV field.

ﬁ Import Address Book EI@
Please map the figlds you wizh to impart:
Address Book Field L5 File Field | £
Perzon Type I Mare ﬂ
Last Mame Mone o
First Mame 7 3
Middle Mame 4:CI|;Suntr:me
Title 5-Title
B-iddress
Country 7-Region -
Fieqion 7-Region
Address MHaone
Address2 MHaone
Diiztrict Hane -
[ first gting is data
].4 Cancel

Figure 41: Mapping fields, selecting field in CSV file

- Repeat this process to map the CSV field name Name to the Address Book field Last Name.

- Continue for all other fields.

@ If afield in the Address Book does not have a corresponding field in the CSV file, leave it as None. You can

always add the data manually at a later date, if required.

= Click OK when you are done.

ﬁ Import Address Book EI@
Please map the fields you wizh to import:
Address Book Field L5 File Field | o
Person Type 2-Type
Last Name 1-Hame
First Mame FFirst Mame
Middle M arne MHaone
Title 5-Title
Courntry 4-Country
Fieqion 7-Region
Address MHaone
Address2 MHaone
Diiztrict Hane
Street E-ddress
City S-City
Fostal Code -
[ first string is data
[0].4 b Cancel

Figure 42: Mapping field names for Address Book completed
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The import process is now started. If the software finds a duplicate name in the Address Book a prompt appears.

Warning

An Address Book entry Mano Enterprise Ltd, with the same display Name/Type appears to exist already. Do you wish
to create another entry with the same display Name/Type?

QOverwrite Crverwrite all Skip Skip all Add as new Recor...

Figure 43: Prompt for existing Address Book entry

= 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.

< Selecting Overwrite all will 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.

2 Atthe Import complete prompt click OK.

ﬁ Address Book (= |
File Edit View Help
H ﬁ Find ir: | Last name j | £ ®
4:‘7 % Last Mame: | Middle Mamels): |
IP Partrerz First M ame: | Carnpary: |IF' Partrers
Mano Enterprige Lid. Title: | J Department: |
TechEurope
Universal Engineering PO Bow: | Country: |GB |Urited Kingdom =
2 Hancock, Jennifer o - —
2 Kibum, David Building: | GE County: |Cambndge =
Street: 45 Red Lion Square Telephone: |+44 12233510
Information [+441223 351630
Diistrict: Import complete, |inf0@ip-paltners.co.uk
City: Cambridge R |GB |United Kingdarn =
Postal code: CB2 148 e of |GE |Urited Kingdom =
Country of : : State of
incarparation: |GB |L|n|ted Kingdorn ﬂ incorporation: | -

® =

Foute | Rol= Registration Mo.
There are no items to show in this view

Logged in as Administrator

Figure 44: Import of data into Address Book complete
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6 Editing routes, roles and registration numbers

Objective

In this section we are going to enter data for multiple routes, roles and registration numbers for a natural person
whose details are stored in our Address Book. Multiple registration numbers may be entered manually or
imported from a CSV file.

Step by step

+ We will enter multiple routes, roles and registration numbers as the representative for a person.

+ We will import a person with multiple registration numbers as an applicant.

Entering multiple routes and registration numbers manually

In this exercise we will log on in the role of assistant Elizabeth Miners and add missing data for Jennifer Hancock.
+ 1strole: Route = EP, Role = Representative, Registration No. = 1234567.4

< 2nd role: Route = PCT, Role = Agent, Registration No. = 100123456

+ 3rd role: Route = UK, Role = Party, Registration No. = 800812345

@ Please bear in mind that this is only an example. For more information about roles and registration number
formats contact the relevant national office.
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= From File Manager, open the Address Book by clicking the Address Book button.

< Select the Address Book entry you wish to add data to, in this example Hancock, Jennifer.

< Click the New button above the Route | Role | Registration No. headings.

o

When you click the New button EP automatically appears under Route, and Applicant under Role. The
role needs to be changed.

< Double-click the Role and change it to Representative.
= Double-click the Registration No. field and enter the registration number 1234567.4.
< Click the New button again to create the second line.
< Select PCT as the Route and Representative as the Role.
= Enter the registration number 100123456.
= Click the New button to create the third line.
< Select UK as the Route and Party as the Role.
< Enter the registration number 1800812345.
= Click the Save All button.
ES Address Book =nE=R
File Edit View Help
E,:ﬂ ﬁ Find ir: | Last name j | £ ®
.Ii__]v % Last Marne: |Hancock Middle Marnefz]: |
IP Parthers First M ame: |J ennifer Camparny: |IF' Partners
Mano Enterprise: Ltd, Title: |Ms. j Department: |Euro|:uean patetits
TechEurope
Uriversal Engineering PO Bow: | Cauntry: |GB |United Kingdorn =
8 Hancock, Jennifer - IP
Partrers Building: | GE County: |Eambridge =
2 FKibum, David - IPPatners  giger. 45 Fed Lion Squars Telephone: |+44 1223 351668
Telefax: |+44 1223 351690
Diistrict: | E-mail: |hancock@ip-partners.c:c-.uk
City: |Eamblidge M ationality: |GB |United Fingdom =
Postal code: ||:E2 14H Residence: |GB |United Kingdam =
:ioan;?;Er;tfion: | | J af;?pooflation: | —_
® =
Route | Fole | Registration No.
EP Representative 1234567 4
PCT Applicant only 100123456
LK | Party j 800812345
Logged in az Elizabeth Miners [ \!

Figure 45: Multiple registration numbers entered manually
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Importing route and registration numbers from a CSV file

In our example, there are two data sets in the CSV file for Salvatore Manzoni, a natural person. One is
EP|Applicant|155668895 and the other is PCT|Applicant only|3440122388. Both sets of data are contained
in the Role field and separated from one another by vertical bars.

@ Please bear in mind that the CSV file uses different names for roles depending on the route, in other words, it
uses Representative in the EP procedure, Agent in the PCT procedure, Applicant in the EP procedure and

Applicant only in the PCT procedure.

58] manzoni.csv
A B C D

N

1 Person Type Last Name First Name Title Function-Role

Salvatore Mr. |EP|Applicant]55668895| PCT|Applicant only|440122388 |

2 Natural Manzoni
3
a4
5
4 4 » M| manzoni_ ~%J

0|

Figure 46: Multiple registration numbers in the Procedure - Role field in an Excel table

= Log on to File Manager as an administrator.

= Import the CSV file into the Address Book as described in the last section's exercises.

The imported data for Salvatore Manzoni looks like this in the Address Book:

[ Address Book [F=R[ECR(EX2)
File Edit View Help
= ﬁ Find in: | Last name || » ®
4'_"‘ * Last Mame: |Man20ni Middle Mamelz): |
&8 IP Partners First M ame: |Salvatole Carnpary: |
&5 Nano Enterprise Ltd Tithe: |Mr. ﬂ Department: |
&8 TechEurope
B8 Urniversal Enginesring PO Box | Country: ||-|- ||la|_l,l -
8 Hancock, Jennifer - IP
Partrers Building: | Fegion: | =
2 Kibum, David - IF Partners — gyeey ia Roma 8 Telephane: [+392 5056 10
atore
Telefax: |+39 2 5056 89
District: | E-mail: |salva@manzoni.it
City: |Milan0 M ationality: ||T |Ita|_l,l -
Postal code: |20100 Residence: IT [ taly =
Country of State of
incorporation: | | J incorporation; | -
Foute | Fale Fiegistration Mo
EF Applicant BEERAE9S
PCT Applicant only 440122388

Logged in as Administrator

Figure 47: Example of an imported Address Book entry with multiple registration numbers
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7 Creating templates with user-specific standard data

Objective

In this exercise we are going to create and modify a template for our applications. For this operation, we will log
on to Online Filing in the role of patent attorney David Kilburn.

Step by step

¢ We start by creating a new template for the procedure EP(1001E2K).

+ We enter all the details for reuse. In our example these are the Filing Office, Applicant, Representative
and Fee Payment details.

e The data for our applicant, Universal Engineering, is already stored in the Address Book, so we can use it

for our draft.

We can also use the data on the representative, David Kilburn, that is stored in the Address Book.

We change the fees selected and provide information about the mode of payment and the deposit
account.

¢ We save the template.

+ We will then open the template in order to change the name of the representative.
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7.1  Creating a new template

We have already created an individual template folder for Universal Engineering's templates. We are going to
use this subfolder for our new template.

< Log on to File Manager in the role of patent attorney David Kilburn.

< Select New Template in the File menu or press SHIFT+CTRL+N.

= Enter UnivEng_EP as the template name.

< You can use the Group field to assign the template to the possible procedure groups. These are EP and
PCT in the default installation.

< Select EP(1001E2K) from the Procedure list.

< Select English as the Language of proceedings.

< Select the Universal Engineering subfolder.

< Enter the following brief description: EP filings for Universal Engineering.

Your screen should look like this:

Create a New Template @
Template Mame: |UﬂiVE ng_EP
Group: |EF' j
Procedure: |EP(10MIE 2K) ~|
Description: |:nt of a European patent (EPC 2000)
Bazed on Template: |<none> j
Language of proceedings: I |English ji
Customer number: | J
Save to folder:
|]]_,_-—'I Mano Enterprize -
TechEuwrope

h =

Description:

EP filings far Univerzal Enagineering I

Create N Cancel

Figure 48: Creating a new template

= Click Create.
An empty Form EP(1001E2K) opens with the new template.

Page 46 of 104



Online Filing 5.00 - Advanced Tutorials

7.2  Selecting the filing office

< Inthe Request tab, enter EP in the Filing Office field.

The full name for the European Patent Office is completed automatically.

- We do not enter a Title of Invention.

Your screen should look like this:

File Edit View Tools Windows Help

H> & #

EP(1001E2K) - Template - UnivEng_EP

EZ £PO Online Filing - EP{L001E2K) - UnivEng_EP

Last saved on 21.10,2008

=] @ s

‘ Request &| Namesu‘ States ‘ Priority &‘ Biological Material Documentsﬁr| Fee Payment | Annotations

Reguest | Reference |

Grant of European patent and examination of the application under Artide 94, are hereby requested.

[~ Request for examination in admissible non-offical EPO language: |

Filing Office; |EP |European Patent Office (EPQ)

[~ The applicant waives his right to be asked whether he wishes to proceed further with the application (Rule 70(2))

Procedural language:

|English ‘j

Language in which attached or previous application filed:

* English

~ Admissible language of an EPC
contracting state:

" Other language:

| =
=l

Title of Invention

Title of Invention in English

Translation into French

Translation into German

Flease use appropriate upper and lowercase letters

Logged in as David Kilburn

&

3 |4

4

@

Figure 49: Selecting the filing office
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7.3  Entering the applicant's name

= In the Names tab click the Add button and select Applicant, Legal.

e

In our example the applicant is Universal Engineering.

= The company's data are already in the Address Book, so in the Names tab click the Copy from address

book button.

=

=< In the Address Book select the hame and click the Copy records to form button.

=

@ Note that legal persons are indicated by the icon B

Your screen should look like this:

E EPO Qnline Filing - EP(1001E2K) - UnivEng_EP
File Edit View Tools Windows Help

H> @QF 2

EP(1001E2K) - Template - UnivEng_EP

[F=5RC R =5

Last saved on 21.10.2008

Q)

‘ Request .&| Names @,‘ States | Priority /4 | Biological Material | Documents & | Fee Payment (3}

Annotations
q.—.‘- 4 ﬁ ,ﬁ Company: |uriversal Engineering " Registration: | 708012345
Applicants Department: |So|ar technology
B8 Universal Engineering I
Representatives Country: |U5 |United States of Ej Telephaone: |+1 619 505 1234
Inventors
Address: 100 Pacific Highway Telefax: |+1 813 505 5678
E-mail: |inf0@universal -engineering.com
Postal code: 31234
City: |Los Angeles 3
US State: |ca california | Residence: |us |United States of A_~ |
[~ Address for correspondence
=
Logged in as David Kilburn & 2 (A 4@

Figure 50: Applicant (legal person) data copied from Address Book
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7.4  Entering the representative's name

< In the Names tab click the Add button and select Representative, Authorised.
In our example the representative is David Kilburn.

< David Kilburn’s data are already in the Address Book, so in the Names tab click the Copy from address
book button.

=

=< In the Address Book select the name David Kilburn and click the Copy records to form button.

@ Note that natural persons are indicated by the icon 2.

Your screen should look like this:

EZ EPO Online Filing - EP{1001E2K) - UnivEng_EP = @[3l
File Edit View Tools Windows Help

H> &F # @

EP(1001E2K) - Template - UnivEng_EP Last saved on 21.10.2008

‘ Reguast &| Names &‘ States | Priority &‘ Biological Material ‘ Documents & | Fae Pavment@‘ Annotations

4'_"’ ﬁ ;F —‘ﬁ Last Mame: |}Glburn h Registration: | 12345578
Applicants
. . ) ) First Mame: |David h Company: |IP Partners
B8 Universal Engineering
Representatives Title: Mr. - Department: |Eur0|:|ean patents
2 Kilburn, David |
- Please use appropriate upper and lowercase letters
Inventors
Country: |GB |United Kingdom ‘j Telephone: |+44 1223 351681
Address: 45 Red Lion Square Telefax: |+44 1223 351650
E-mail: |kj|burn@1'p -partners.co.uk
Postal code: CE2 1AB
City: |Cambridge 3
GEB County: |Cambridgeshire j
-
Logged in as David Kilburn & 2 (A 4@ 3

Figure 51: Representative data copied from Address Book
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7.5 Entering the details for fee payment

In this section we are going to enter the payment details for IP Partners, but without specifying the fees.
=2 Inthe Fee Payment tab click the Fee selection sub-tab and clear all the check boxes.
< Click the Payment Details sub-tab and select Debit from deposit account as the Mode of payment.

< Enter the deposit account information, e.g. 28123456 for the Deposit account number and IP Partners for
Account holder.

Your screen should look like this:

E& PO Online Filing - EP(LO0LE2K) - UnivEng_EP = 2 =k
File Edit View Tools Windows Help

H> & 7 @

EP(1001E2K) - Template - UnivEng_EP Last saved on 04/11/2009

‘ Request A | Mames ‘ States®| Priority &‘ Biological Material Dncument5®| Fee Payment | Annotations

Payment Details |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: |28 123456

Account holder: |IP Partners

[ Only required if different from above - Reimbursement, if any, to be made to deposit account with the EPO:

Account holder:

28
[ Refund of search fee (Art. 10 RFees) is requested on the basis of the earlier search report:
(1]

[~ Additional copies of the documents cited in the European search report:

Logged in as Administrator @ 2 A 4@ 3

Figure 52: Selecting mode of payment and providing details of deposit account

7.6  Saving the template

< Select File > Save from the menu.
The template is kept opened in the form view.
< Close the template and select the option Exit without saving.

The template now appears in the Universal Engineering folder under Templates in File Manager.

Page 50 of 104



Online Filing 5.00 - Advanced Tutorials

7.7  Editing a template

In this example the previous representative, David Kilburn, has left the company.

We will log on as an administrator and add the former paralegal Jennifer Hancock to the Attorneys group. We
will leave David Kilburn's username but we will change his password as a precaution and remove this user from
all groups, leaving him without any user rights in Online Filing.

We will then change the template to reflect Jennifer Hancock as the new representative for future operations. We
will transfer Jennifer Hancock's data from the Address Book.

< Double-click the Templates folder in the File Manager in order to display the subfolders.
< Select the templates folder Universal Engineering.
=2 Right-click the template UnivEng_EP and select Edit template from the shortcut menu.

The template opens in the form view, ready for editing.

ﬁ File Manager (= |

File Edit View Workflow Tools Help

iR & @

Universal Engineering - EP(1001E2K) - UnivEng_EP 1 itern available
W Al Applications | All | Draft | Fieady to Sign Fieady to Send ‘ Sent ‘ |Name ﬂ | re
31 Default Folder

» [ Nano Enterprise Name Type Description

» [T TechEurope UnivEng EP EF[1001E2K) EF filings far Universal Engineering

» (31 Universal Engineering Open new instance of template
Foms Move to folder

- ﬂ]? Templates

Create a copy of template
IIE' Mario Enterprize =
Edit template
1 TechEurape - %
|]];' Univerzal Enginesring FEEETE
W Trash i Delete
E] Template EP(1001E2K)

Template Hame: UnivEng_EP

Last modified: 21.10.2008

Applicant: Univerzal Engineering

Description: EP filings for Universal Engineering
Logged in as Administrator Items selected: 1

Figure 53: Opening template for editing
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< In the Names tab select the current representative, David Kilburn.

= Click the Copy from address book button.

=

= In the Address Book select the name Hancock, Jennifer and click the Copy records to form button.

=

Your screen should look like this:

ﬁ EPO Online Filing - EP(1001E2K]) - UnivEng_EP
File Edit View Tools

H> &F #

EP(1001E2K) - Template - UnivEng_EP

Windows Help

e ==
@

Last saved on 21.10.2008

Logged in as Administrator

@ 2|A 4

@ 2

‘ Reguast &| Names &‘ States | Priority &‘ Biological Material ‘ Dncuments®| Fee Payment ‘ Annotations |
4'_"’ w ;F —‘ﬁ Last Mame: |Hancock h Registration: | 12345574
Applicants -

. ) ) First Mame: |Jenn|f'er b Company: |IP Partners
B8 Universal Engineering
Representatives Title: Ms, - Department: |Eur0|:|ean patents
- By
I & Hancock, Jennifer I Please use appropriate upper and lowercase letters
Inventors
Country: |GB |United Kingdom ‘j Telephone: |+44 1223 351688
Address: 45 Red Lion Square Telefax: |+44 1223 351650
E-mail: |hancod<@ip-parh1ers.co.uk
Postal code: CE2 1AB
City: |Cambridge 3
GEB County: |Cambridgeshire j
~

Figure 54: Changing representative data in template and copying to Address Book

< Close the template and select the option Save and exit.

The template has been saved together with the new data. Applications drafted using the previous template with
David Kilburn as the representative are not affected by these changes. You will have to change the name in

these applications if they are not yet in Sent status.

@ ltis not possible to edit the type of procedure in the template.
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8 Completing an application with form EP(1001E2K)

Objective

In this section we will use the Online Filing software to create a new application based on Form EP(1001E2K),
enter the mandatory data and move the application from Draft to Ready to Sign status. We are going to use
the role of paralegal Oliver Barber for this.

Step by step

+ In our example, the paralegal uses the template created for Universal Engineering to create a new
EP(1001E2K) application. The title of the invention is Engine Filter.

¢ The template already contains details of the applicant and representative, but the paralegal still needs to add
the inventor.

¢ The paralegal also has to attach the mandatory documents provided by the applicant. These consist of two
files: a combined PDF file for the description, claims and abstract, and a separate file for the drawings.

¢ Once the application is complete, the paralegal saves the work as Ready to Sign. The patent attorney
Jennifer Hancock will sign the application later.
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8.1 Creating an application based on a template

Create a new draft

= Log on in the role of paralegal Oliver Barber.
< Double-click the Templates folder in the File Manager and select the Universal Engineering subfolder.
< Double-click the template UnivEng_EP.

The window Create a New Application opens.

< Inthe User Reference field enter UE2008-09.

< Double-click the folder Universal Engineering, select the subfolder Hancock_2008 and then click Create.

Create a New Application

B3
Uszer Reference: UEZ003_03

Group: | <hohes j
Procedure: |EPMO0TE2K] |
Description; |Hequest far grant of & European pat
Based on Template: |UnivEng_EF’ j
Language of proceedings: |English j
Cuztarmer number: | J

Save to folder:
[ Default Folder
¥ [ Maro Enterprise
- D Uriversal Engineering

Create %‘ Cancel

Figure 55: Creating a new application using a template

Entering the title of the invention

= Inthe Request tab, enter Engine Filter in the field Title of Invention in English.
- Enter the relevant terms in the fields Translation into French and Translation into German.

@ If you omit these entries, the yellow validation icon remains in the Request button. You can still file the
application with the EPO but will have to submit the translations at a later point in time.
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8.2  Adding inventor's details

The inventor in our example is called Harold Stockton. Harold Stockton works for Universal Engineering.
- Inthe Names tab click the Add button and select Inventor.
- Enter the details for Harold Stockton.

The lower part of the form contains information on the legal relationship between the applicant and inventor. The
As employer option is selected by default.

= Select the options Waiver by inventor of notification of information and/or Renunciation of title by
inventor, if required.

= Click the Copy to address book button.

G

This creates a new entry for Harold Stockton in the Address Book.
This is shown in the status bar at the bottom of the screen.

E=] EPO Online Filing - EP(1001E2K) - UE2008_09 =] @ =3
File Edit View Tools Windows Help
EP(1001E2K) - Draft - UE2008_09 Last saved on 21.10.2008
‘ Request | Names ‘ States | Priority /b ‘ Biological Material ‘ Documents & | Fee Payment ‘ Annotations |
'F' w :F :ﬁ Last Mame: |5b3l:kb3n Y Country: |U5 |Llnited States of Eﬂ
Applicants First Name: |Harld Y hddress: 100 Pacific Highway h
&8 Universal Engineering
Representatives Title: Mr. hd
- )
& Hancock, Jennifer Postal code: 91234
Inventors
2 stockton, Harold Company: |Universa| Engineering City: |Los Angeles h
Department: |Research & Development Dept. LS State: |CA California ﬂ
Please use appropriate upper and lowercase letters
The applicant has acquired the right to the European patent as follows:
o As employer
(" As successor in title
" Under agreement of dd. 8
[~ Waiver by inventor of notification of information under rule 19(3)
I [v Renuncation of tite by inventor (Rule 20{1)) I
Logged in as Oliver Barber I Data successfully copied to Address Book I & 2|4 2@ 0

Figure 56: Information entered on the inventor

Page 55 of 104



Online Filing 5.00 - Advanced Tutorials

8.3  Attaching the technical documents as a PDF-file

In the Documents tab on the left there is a list of all the attached files. Our example currently contains no
documents in this list.

We will add technical documents in the form of a PDF file. The file contains the description, the claims and the
abstract.

The drawings are not included in this combined file, but rather are attached in a separate step.
< Inthe Documents tab, click the Specification sub-tab and then click the Add button.

= Select the option Technical document(s) in English and in the Open window navigate to the file called
Engine filter.pdf.

= Click Open.

The file is renamed to SPECEPO-1.pdf. The original file name is also shown, for reference purposes.
< Tick the check boxes for the Description, Claims, Abstract and Drawings.

This unlocks the associated fields for editing.

=< Inthe Specification sub-tab next to Description enter the page numbers for the description in the PDF file
(From page and to). In our example the description starts on page 1 and finishes on page 7.

< Enter 10 as the Number of Claims and 8 to 9 as the page numbers for the claims.
< Inthe Figure to be Published with Abstract field enter the number 1.

=2 Enter the page numbers 10 to 10 to indicate where the abstract is located in the document.

@® All pages must be accounted for, and there must be no overlaps. In other words, the texts for the description,
the claims and the abstract should each start on a new page in your combined file.
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Your screen should look like this:

EPO Qnline Filing - EP1001E2K) - UE2008_09

File Edit View Toeols Windows Help

[ & ]

H> @F 7

@

EP(1001E2K) - Draft - UE2008_09

Last saved on 04/11/2009

‘ Reguest | Mames ‘SGtes@|Pri0rity&‘ Biological Material ‘Do-cuments@‘ Fee Payment Annotations

Spedification | Sequence Listings I Additional Documents |

+ %

Technical document(s) in ...

Original file name:
This file contains:

Engine filter.pdf

Number of pages: 10

T SPECEPO-1.pdf | [~ pescription

From page:

v Claims

Number of daims:

3

From page:

[V Abstract

Figure to be Published with Abstract:

I 1 {eg 1, 2a)

From page:

PR
N
B

[~ Drawings

Mumber of Drawings:

=

From page:

:
d
[

I~ The daims will be Filed laker

[T & translation will be supplied later,

| Logged in as Oliver Barber |

® 1A 1@ 1

Figure 57: Technical documents attached as PDF file
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8.4  Attaching a PDF file for the drawings

< Inthe Documents tab, click the Specification sub-tab and then click the Add button.

< Select the Technical Document(s) in English option once again, navigate to where the Engine filter
drawings.pdf is stored and select it.

< Click Open to attach the file.

In the Documents tab, the check boxes for Description, Claims and Abstract are deactivated because
you have already attached these components of the technical documents.

< Select the Drawings check box.
The file is renamed to SPECEPO-2.pdf.
< Enter 2 inthe Number of drawings field.

Your screen should look like this:

EZ EPO Online Filing - EP(1001E2K) - UE2008_09 = R ="
File Edit View Tools Windows Help

Hb @F 7 @

EP(1001E2K) - Draft - UE2008_09 Last saved on 04/11/2009

‘ Reguest | Mames ‘States@|F‘rior'ﬂ:}'&‘ Biological Matarial ‘ Documents ‘ Fee Payment ‘ Annotations

Specification | Sequence Listings | additional Documents |

4'_'" x Original file name: I Engine filter drawings.pdf I Number of pages: 1
This file contains:
Technical document(s) in ...
=t SPECEPO-1.pdf ~
= sPECEPO-2.pdf |
[ = [ [B
-
[ [ e[ [#
-
[ [ e[ [#
[¥ Drawings
Mumber of Drawings: 2 From page: 7 to 1 JEI

~
-

Logged in as Cliver Barber @ oA 1@ 1

Figure 58: PDF file for drawings attached
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8.5  Saving application as "Ready to Sign"

The application for Universal Engineering is now complete and all red and grey validation icons have
disappeared. A yellow validation icon only remains now in the Priority button, indicating that data is missing.

< Click the Priority tab.

< Select the option It is not intended to file a (further) declaration of priority.
The yellow validation icon then also disappears.

< Select File > Close in the menu.

< At the prompt select the option Move to Ready to Sign and exit.
In the File Manager the file is displayed with Ready to sign status.

Your screen should look like this:

E= File Manager UE2008_09 =5 =R |5

File Edit View Workflow Tools Help

PRI<4>QF @ @@

Hancock_2008 - Ready to Sign - EP{1001E2K) - UE2008_09 1 item available

m All Applications
31 Default Folder
v [ Wano Enterprise Last saved | Reference | Title | [ | iy | €3] | Tupe | & |
,D Universal Engineering 21.10.2008 UJE2008_03 gggglest for grant of a European patent [EPGT 0 ] 0 EP[1001EZ2K) 2
[ Haneock
[ Hancock_z008
& Foms
- |]]_,_—| Termplates
|]]_|-—| Matw Erterprize
H]_T—' Univerzal Engineering

| Al | Draft I Ready luSignI Ready to Send ‘ et ‘ILastsaved =l p

W Trash i
Form EP(1001E2K)
1D: 12
Title: Engine Filter
Status: Feady to zign
Meszsages:
Last saved: oliver, 21.10.2008
Applicant: Uriverzal Engineering
Attachments: 2 Wigw. ..
Internal Notes:
Logged in as Oliver Barber Items selected: 1

Figure 59: Application in "Ready to Sign" status
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9 Modifying an application in a previous workflow status

Objective

In this section we will modify an application in Online Filing. For this operation, we will log back on in the role of
paralegal Oliver Barber.

Step by step
<+ In our example, a paralegal has prepared a Form EP(1001E2K) application entitled Engine Filter, attached
all documents and moved the form to Ready to sign.

+ However, the applicant has now amended the description, claims and abstract and provided them in separate
files.

+ We will therefore remove the existing technical documents and attach the new files.
¢ The file containing the drawings is correct, so we do not have to make any changes here.

In the File Manager the ToolTip on the Next button says "Sign". Opening the application would therefore
automatically launch the signing process. The paralegal must therefore return the application to Draft status in

order to be able to amend it.

E= File Manager UE2008_09 == E=R=

File Edit View Workflow Tools Help

PR 4> 4P @ & @

Hancock_20p8 —l"*f}" 7 FP{1001E2K) - UE2008_09 1 item available
Sonf
W Al Applications | All | Draft | Feady to Sign Fieady to Send ‘ Sent ‘ ILEISt saved LI I »
t] Default Folder
v 51 Mana Enterprise Last zaved | Reference Title (o) Y ) Type |& Status
- D Universal Enginesring s EEF 0 0O 0 EPMODTEZK] 2 Ready tosign
(2 Hanenck
D Hancock_2008
Forms
- |]];| Templates
l[@ Matwa Enterprize
|]]P Univerzal Enginesring
W Trash f
Form EP(1001E2K)
1D: 12
Title: Enagite Filter
Status:
Messages: @0 Ao @0
Last saved: oliver, 21.10.2008
Applicant: Uriversal Engineering
Attachments: 2 igw... |
Internal Notes:
| Logged in as Oliver Barber | Items selected: 1 4

Figure 60: Application can be signed but not modified

Page 60 of 104



Online Filing 5.00 - Advanced Tutorials

= In the File Manager click the Previous button. The ToolTip indicates "Draft".

File Edit  View Workflow

Tools  Help
R R A ®
Hancoc! _Nﬂﬂ . - EP(1001E2K) - UEZ2008_09 1 item availahle
Draft|
[H Arfpehcahan | All | Diraft | Feady ta Sign ‘ Feady to Send ‘ Sent ‘ ILast zaved LI I el
3 Default Folder
» [ Nano Enterprise Last zaved | Reference
« [ Uriversal Engineering 21.10.2008  UEZ008_09 HErq”_|
patent |
3 Haneock
[ Hancock_z008
Forms

Figure 61: Clicking the "Previous" workflow button changes the status to "Draft"

The application is reset to Draft status.

File

Edit View Workflow Tools Help

PR <A>@F E

@@

Hancock_2008 - All - EP(1001E2K) - UE2008_09

1 item available

lH 20 Applications

| All | Draft | Ready to Sign ‘ Feady to Send ‘ Sent ‘ILastsaved ;II
31 Default Folder

» (31 Mano Enterprise Last saved | Feference

£

- [ Uriversal Enginesring ¥ e for g 0 0 0 EPI00 2 Draft

[ Haneock ~

[ Haneock_2008
Farmsz

Status

Figure 62: The application is back in "Draft" status and may be moved to "Ready to sign"
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9.1 Removing attached documents

Before we can attach new documents, we must first remove the existing technical documents.
=< In the File Manager, double-click the application to open it in Draft status.

< Click the Documents tab and then select the Specification sub-tab.

< Select the file SPECEPO-1.pdf.

= Click the Delete button.

®

The combined file SPECEPO-1.pdf is removed.

EPO Qnline Filing - EP(L001E2K] - UE2008_09 (=] @

File Edit View Tools Windows Help

Hb> @F P @

EP(1001E2K) - Draft - UE2008_09 Last saved on 04/11/2009

‘ Reguest | Mames ‘SGtes@|F‘ri0ritvri\.‘ Biological Material Documents Fee Payment Annotations

Specification | Sequence Listings | Additional Documents |

Original file name: Engine filter.pdf Number of pages: 10
This file contains:
[ Description
L SPECEPO-2.pdf
From page: I T to I 5 JE'

¥ Claims
Mumber of daims: I 13 From page: I g to I a JE'
[¥ Abstract
Figure to be Published with Abstract: I 1 (eg 1, 2a) From page: I @ o I 10 JE'
[~ Drawings
Mumber of Drawings: I From page: I to I JE'

I~ The daims will be Filed |aker

[~ & translation will be supplied later,

| Logged in as Oliver Barber | |® 0 |,& 1 |@ 1

Figure 63: Removing technical documents file
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9.2

Attaching new documents

Now that the previous combined file has been removed, the new files can be attached. We will attach one file

each for the description, the claims and the abstract.

Attaching a new description

< Inthe Documents tab, click the Specification sub-tab and then click the Add button.

o

< Select the Technical document(s) in English option, navigate to the file called Engine filter

description.pdf and select it.
< Click Open to attach the file.
< Tick the check box for Description.

The file is renamed as SPECEPO-2.pdf.
Your screen should look like this:

EZ EPO Cnline Filing - EP(1001E2K] - UE2008_09
File Edit Windows Help

H> &F 7

EP(1001E2K) - Draft - UE2008_09

View Tools

fe]l = ]
@

Last saved on 04/11/2009

‘ Reguest | Mames ‘States@|Pri0ritv@.‘ Biological Material ‘Do-cumentsm‘ Fee Payment ‘ Annotations

Specification | Sequence Listings | additional Documents |

4___‘ x Original file name: IEngine filter description.pdf I Number of pages: T
-
This file contains:
Technical document(s) in ...
T sPECEPO-Z.pdf [FlD=sapton
| =‘Q SPECEPO-1.pdf |
From page: T to JE|
[~ Claims
Mumber of daims: From page: to JE|
[~ Abstract
Figure to be Published with Abstract: {eg 1, 2a) From page: to JE|
[~ Drawings
Mumber of Drawings: From page: to JEI
I [~ The claims will be filed later I
=
Logged in as Oliver Barber & 1A 2@ 1

Figure 64: PDF file for description attached
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Attaching new claims

- Repeat this process to attach the claims file and select the check box for Claims.
The file is renamed as SPECEPO-3.pdf.
< Enter 10 in the Number of Claims field.

@ Claims may be filed later if required. In this case you should select the check box The claims will be filed
later, which is below the list of attached documents (see above). This deactivates the check box for the claims.

Attaching a new abstract

< Repeat this process to attach the abstract file and select the check box for Abstract.
The file is renamed as SPECEPO-4.pdf.

< Enter 1inthe Figure to be published with abstract field.

Adding an internal note

Before we finish we are going to add an internal note to let the attorney know that the corrections have been
made.

- Click the Internal Note button.

[/

- Click the New button and enter Oliver Barber in the Author field.

< Enter Revised documents in the Subject field.

< Enter The applicant's revised documents are now attached in the Note field.

ﬁ Internal Notes (=3
.‘i: % Author: |cliver Barber Created on: 21, 10,2008
Revised documents — :

Oliver Barber, 21. 10. 2008 Subject: |Rewsed documents
Note: The applicant's revised documents are now attached.| "

Figure 65: Adding an internal note for the attorney

Saving the application as "Ready to Sign"

Now we will return the application to Ready to sign status.

< Select File > Close from the menu.

< At the prompt select the option Move to Ready to sign and exit.

In the File Manager the file is displayed with Ready to sign status. The author, date and subject of the
internal note are shown in a summary on the lower part of the screen.
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10 Signing and sending the application

Objective

The application now contains all the mandatory information and is ready for signing. In our example, we are
going to apply a digital signature in the role of patent attorney Jennifer Hancock. We will then switch to the role of
assistant Elizabeth Miners and send a number of completed applications to the demo server in The Hague, using
the "batch send" functionality.

Step by step
+ We will apply a digital signature to our application.

¢ Before we sign the application we will check our personal smart card.

¢ We will send all our applications with Ready to send status to the demo server in The Hague.

10.1 Checking your smart card

= Log on to File Manager in the role of patent attorney Jennifer Hancock.

The Smart Card Checker tool is automatically installed together with the File Manager or the Online Filing
client. It starts automatically when the File Manager is running. The Smart Card Checker icon and the icon for the
smart card reader are displayed in the Windows system tray.

@® The Smart Card Checker is only available in English.

B HE e 1201

Figure 66: Programme icons in the Windows system tray

The Smart Card Checker automatically locates the correct smart card driver software on the computer and
checks registered certificates, so that when you change from one smart card to another you do not have to carry
out any manual changes.

Checking your smart card

= Insert your smart card into the reader.
If the green light flashes this indicates that either the card was not inserted properly or it cannot be read.

= Right-click on the smart card checker symbol in the system tray and select Check Smartcard.

Check Smartcard

Shutdown

TDE w GOEREN WA 120

Figure 67: Check smart card
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The smart card is checked.

If there is no reader connected to the PC, if no smart card is inserted, if the smart card has not been inserted
properly, or if it is invalid, the smart card checker indicates that the card is not recognised.

@ OLF Smartcard Checker

Srnart Card not recognized

TDE T W G ERe Ty WA 1200

Figure 68: Smart card not recognized

If the smart card is valid and was correctly inserted into the reader, the smart card checker checks the data and
indicates that the smart card is recognised. The green LED on the reader indicates that the smart card is valid
and inserted correctly by shining steadily, otherwise it flashes.

@ OLF Smartcard Checker

Smart Card recognized

TDE M GA RS W 1200

Figure 69: Smart card recognized

In the next step we use the smart card to sign the application.

10.2 Signing the application

In the File Manager our application has Ready to sign status. The ToolTip on the Next button now displays
"Sign", so we can sign the application in the next stage of the workflow.

- Click the Next button.

>

The application is displayed in the PDF-Viewer. The documents attached are listed on the left.

=< Click Sign now in the lower right-hand corner to proceed.

+

For the purposes of this tutorial, select Jennifer Ashcroft as the Representative.
< Select Smart Card as the Type of signature.

@ If you normally use your smart card to sign applications, you can tick the Save settings as default
check box.

= Enter your PIN Code.

< Enter Cambridge as the Place of Signing.
@® The place of signing is optional.

= To finish, click Sign.
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Your screen should look like this:

Sign Application [

Select at entry from the list, chooze the type of sighature and enter the correzponding details.

Applicants Sign for representative Jennifer Hancock:
Universal Engineering
R <other> ; Representative Mame: Jernifer Hancock,
eplE3en

Jennifer Hancock
Type of signature:

" Soft Certificate
" Alphabetical

" Facsimile

Smart card details:

I Enter FIM Code; | I

Place of Signing: I |Cambridge I

Sign ;
[7 Sawe settings az default [Can be changed in preferences) Bl

Figure 70: Signing details completed

The software checks the smart card data and generates XML files using the data from the form. This may take a
while. The following message box is displayed while the process is running.

Warning @

The electronic signature iz being applied.
Thiz process may take a while. Pleaze wait.

Generating *MLz....

Figure 71: Processing the electronic signature

The Sign application window then closes automatically and the status of our application changes to Ready to
send in File Manager.

@ At least one signature is required on each application. Whether or not you are authorised to sign forms
depends on the user rights you were assigned by the Online Filing administrator.
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10.3 Sending the applications

To complete this exercise using the "batch send" functionality, we need at least two applications with Ready to

send status. We will send all applications with Ready to send status to the demo server in The Hague.

< Log on in the role of patent attorney Jennifer Hancock to create another application such as EP(1038E) and

sign it.

As soon as the application receives a digital signature, it moves to Ready to send status.

+

assistants in File Manager.

+¥ ¥ 3+ 3

Finally, move the signed applications to the Default Folder because personal folders are not activated for

Log on in the role of assistant Elizabeth Miners to send the applications.
Select Default Folder and click Ready to Send in the navigation bar.
Create a multiple selection list of the applications you want to send with CTRL+click.

Click the Next button to proceed. The ToolTip indicates "Send".

EZ File Manager UE2008_09
File Edit View Workflow Tools Help
e

= lE]Es

gx <drdr @

e @

Default Foldgr -Lﬁmpy to Send - EP{1001E2K) - UE2008_09

2 items awvailable

Send|
(I Al Applcatiors ‘ Al ‘ Draft | Feady to Sign Ready to Send I Sent ‘ ILast saved j I #
[ Default Folder
Farms Last zaved | Reference Title QMDD Type & Rty
|]]P Templates
'ﬂ' Trazh

Form EP{1001E2K)

Internal Notes:

1D: 12

Title: Engine Filter

Status: Feady to send
Messages: @0 Ao @o
Last saved: oliver, 21.10.2008
Applicant: Uriverzal Engineering
Attachments:

4 “iew... |

COliwer Barber, 21.10.2008, Revized documents

| Logged in as Elizabeth Miners | ltems selected: 2

Figure 72: Applications with "Ready to send" status selected
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- At the warning prompt, ensure that the transmission is going to the location you intend - in this case the demo
server.

< Click Continue Sending.

Online Filing [

Warning

Send to - &+ Online " Physical Media

* Smart Card " Soft Cerlificate

“our online application iz about to be sent t
https: #/zecure? epoline. orgd olfdemodrecerear
for demo/test/practice purpozes. There should be no sensitive data
i this application.
If wow are not sure, stop sending now.

v wiould vou like thiz message to appear in the future

Continue Sending Stop Sending

Figure 73: Sending application to demo server

- Enter your PIN code and click OK.

Please enter PIN (3]

Ready to sign data using your PIM 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.

Please enter your PIM code to continue:

MMMM'

OK % Cancel

Figure 74: Entering PIN code before sending

As each application is sent, a progress indicator informs you of the current stage of the transmission.

Progress ...
Sending Data

RSN AR 42%
Cancel

Figure 75: Progress indicator
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10.4 Viewing and saving receipts

Objective

In this section we will view and save copies of receipts. The assistants in our patent attorneys' firm are not
authorised to open an application or the documents attached to it, which is why we will now log on again in the
role of patent attorney Jennifer Hancock to check the acknowledgment of receipt.

Step by step
Once the transmission is complete, the applications are displayed in the File Manager with Sent status.

< To view the attached documents (including the receipt), select an application and click the View... button.

File Manager UE2008_09 =nE=R
File Edit View Workflow Tools Help
BR <A @F| @
Default Folder - Sent - EP(1001E2K) - UE2008_09 2 items available
w All Applications | All | Diraft | Ready to Sign ‘ Ready to Send Sent ILE'St saved ;I I »
[ Default Folder
v [ Mano Enterprise Sentd./ I Heferencel Title IGI&I@I Type I@ App.number
v [ Universal Engineering 21.10.2008  UE2008_08D0 Subsequently filed documents 0 0 1 EF(038E), 0O)EPO3000T00.1
Farms 211 LUE f a European 0 0 0 EFMID ] 4 EPDS241091.1
3 m;' Termplates I
'ﬂ' Trash
E] Form EP(1001E2K)
1D: 12
Title: Engine Filter
Status: Sent
Messages: @0 A0 @0
Last saved: aliver, 21.10.2003
Applicant: Univerzal Engineering
Attachments: 4 Wiew... gl
Internal Notes: i =2d=re" 2003, Revised documents
| Logged in as Jenrifer Hancock | Items selected: 1 v

Figure 76: Applications with "Sent" status
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< Inthe PDF-Viewer select the document receipt.pdf from the list of files.

= Click the Save copy button and enter a file name for the PDF document.

B POF Viewer

application-body.xml
(application-body.xml)
ep-request_ pdf
{ep-request._pdf)
ep-request.xml
(ep-request xml)
f1002-1_pdf
(f1002-1.pdf}
package-data.xml
(package-data xml)
pkgheader xml

|8 Ble @ + [T oo d @

Ig m
9|

SAMPLE-RECEIPT
Acknowledgement of receipt

We herely acenowissge receipt of your regusstfor grart of 2 Eurcpesn patent 2z folloas:

{pkgheader.xml)
receipt pdf Submission numbar | 107201 |
Agmilcaon Rumzer EPOFS411233
{SPECEPO-1_pdf) R
SPECEPO-2. pdf foster e A il
(SPECEPO-2 pdf) ook et E— |
SPECEFO-3.pdf
(SPECEPQ-3.pdf) S— |ua:ma_ua |
SPECEPO-4 pdf
{SPECEPO-4_pdf) J— | Universal Engnserng |
xmit-receipt.xml
(xmit-receipt xml) Gowrly | us |
Tite Engine fiter |

Figure 77: Storing receipt from the PDF Viewer.
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11 Exporting and importing individual applications

Objective

In this section we will export an application into an external folder on our PC and import another application for
processing in the Online Filing software.

Step by step
+ We will export all sent applications as ZIP files, including all attached files, into a storage location elsewhere
in our company's network.

+ We will import an application that was exported earlier back into File Manager to use it as a basis for a new
application.

Further exercises

The chapter Exporting and importing applications with the Server Manager (p. 95) deals with exporting and
importing applications in more detail. Managing and backing up databases is dealt with in the chapter Managing
databases (p. 88).

User rights for import and export

Although Server Manager offers a comprehensive range of data management features, they can only be used by
members of the Administrators group. A user with Administrator ID can add other users to the
Administrators group in User Administration to grant them access to the same rights. Administrators in a
company are responsible for managing the database as well as for exporting and archiving data.

All other users can use File Manager functions to export or import individual applications as required, provided
they belong to a group with an appropriate profile of privileges.
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11.1 Exporting applications to ZIP files

In this exercise, we will archive all sent applications in the role of patent attorney Jennifer Hancock. The Export
Forms function generates a compressed ZIP archive for every application and at the same time enables you to
delete the applications in the database.

- In File Manager, select File > Export > Forms.
= Click the sent Sent folder on the left.

Only sent applications are displayed.

= Click the ¥ _|icon in the table header.
This selects all applications.

= Tick the check-box next to Delete items from database after archiving.

- Click OK.
[ Forms Bxport oo
IW Delete items from database after archiving@l
[E an Applications o | Last saved| Reference | Title |(3.-| ‘i\.|@| Type |r’§¢ | Status |
|]]P Templates 21.10.2008 UE2002 03 Feguest for grant of a European 0 0 0 EP[I0MEZK 4 Sent
B Drafis M patent [EPC 2000
E Ready to sign v [21.10.2008 UEZ008_08[ Subzequently filed documents 0 0 1 EP[038E] 0 Sent

Readyto send

0] ; Cancel

Figure 78: Selecting the forms you want to export

Online Filing automatically opens the directory selected in User Preferences for exporting files. In this example
the default directory is EPO_data/Export on drive G.

We will create a new subfolder for Universal Engineering in the Export folder.
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- Click the Make New Folder button.

Export Form ZIPs to folder [

Export Form ZIPs to folder

4 DATA(G]) -
4 . EPO_data
J Archives
. Backup
, Clients
4 | Export
. 2006
. 2007
. 2008
| Import b

m

Make MNew Folder% [ OK. l [ Cancel

Figure 79: Selecting the folder for export

A new folder is created.

< Enter Universal Engineering as the name of the new folder.

Export Form ZIPs to folder [

Export Form ZIPs to folder

4 . EPO_data o

-0 Archives
, Backup
. Clients
4 | Export
. 2006
. 2007
. 2008

I .|Universal Engineering |I

m

| Import 2

[Make New Folder l [ OK w’ Cancel

Figure 80: New folder renamed in export destination

< Click OK to start the export process.
< Close the Export complete message by clicking OK.
The applications are then deleted in File Manager.

The new Universal Engineering folder can now be found in the Export folder and contains the ZIP files that
Online Filing created and that were automatically renamed by the software as UE2008_08D.zip and
UE2008_09.zip based on the file reference of the applications.
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The ZIP file UE2008_09.zip contains multiple PDF and XML files. The file ep_request.pdf contains Form
EP(1001E2K) and the application. SPECEPO-1.pdf contains the description, SPECEPO-2.pdf the drawings,
SPECEPO-3.pdf the claims and SPECEPO-4.pdf the abstract. The acknowledgement of receipt is saved as

receipt.pdf and the designation of inventor as F1002-1.pdf.

@Cvl 1« DATA(E) » EPO_data » Export » Universal Engineering » UE2008_09.zip
File Edit View Teols Help
Organize = Extract all files = + [ @
> | DB * | MName Type Size Date modified
B EPO_déta 2| application-bodyxml | XML Decument 1KE 0411.200916:23
> i Archive ) ep-request.pdf Adobe Acrobat Document 149KB 04.11.200916:32
> & Backup 2] ep-requestaml XML Document 15KB 04.11.2000 16:23
: ;::: | Droozper Adobe Acrobat Document 64 KB 04.11.2009 16:24
=] package-data.xml XML Document 2KB 04.11.200916:32
Jeis i =] pkgheaderxml XML Decument 1KE 0411.200916:23
JELn 1 T receipt.pdf Adobe Acrobat Document 111 KB 04.11.2009 16:24
- 200_8 - - || THISPECEPO-1.pdf Adobe Acrobat Document 22 KB 0411.200915:32
¢ Universal Engineering | SPECEPO-2.pdf Adobe Acrobat Document 11KB 04.11.200915:28
L UE2008_DED.zip ) SPECEPO-3.pdf Adobe Acrobat Document 13KB 04.11.2009 15:33
. Iipt:izoos_og.z.p = SPECERO-4.pdf Adobe Acrobat Document 11KB 0411.200915:33
] =] xmit-receiptxml XML Document 3KB 04.11.200916:34
> | Office
> | Pavments ) m ]
12 items

Figure 81: Applications and all associated files in the exported ZIP archives
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11.2 Importing an application from a ZIP file

The team at IP Partners regularly archives sent applications and deletes them from the database. The system

administrator moves the ZIP files from the Export folder to an archive folder.

In this example, patent attorney Jennifer Hancock is going to use Form EP(1038E) to submit other documents for
the Universal Engineering application already sent. She needs data from the archived application for this and will

import it back into File Manager.

- Select the folder Hancock_2008 as the exact location in File Manager where you want to place the imported

application.

=2 In the menu select File > Import > XML from File.

The software automatically opens the directory selected for import in User Preferences, which in our

example is the EPO_data/Import folder on the G drive.

< Go to the Archives folder and open it with a double-click.

< Select the file UE2008_09.zip then click Open.

B tmport XML from file (===
Look in: | | Archives j & cf B~
= Marme : Date modified Type Size
‘i/l? 1, UE2008 08D.zi 22.10.2008 11:38 Compressed (zi 147 KB
Recent Places 7+ =k — - P B |
I 4, UE2008 09.zip I 22,10.2008 11:38 Compressed (zipp... 334 KB
Desktop
'T‘ 1
i
I
Susanne
LY
Computer
A
==
Network
File name: |UE2DDE»_I}5.zip j Open
L
Files of type: |ZIP files {*.zip) j Lancel

Figure 82: Selecting ZIP file containing application to be imported
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The Create a New Application window opens.
- Enter a UE2008_09A as the User Reference for the new application.
= The subfolder Hancock_2008 should already be selected.
9 Click Create.

Create a New Application

(5]
Uszer Reference: -UE2DDS_DSA

Group: |<none> J
Procedure: [EP1001E2K] =]
Description: |F|equest for grant of a Eurapean pat
Bazed on Template: |<none> J
Language of proceedings: |Eng|ish j
Custamer rumber: | J

Save to folder:
31 Default Folder
» [ Mano Enterprise
- D Uriverzal Enginesring

= Hancock

[ Hancock_2008

Create w Cancel

Figure 83: Creating a new application from imported data

The new application opens in the form view as a draft.
< Close the application using the Save and exit option.
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The application is now stored in Draft status in the subfolder Hancock_2008, within the Universal
Engineering folder and can be processed further as required.

EX] File Manager UE2008_094

File Edit View Workflow Tools Help

(=5 |ECR =5

PR AP E

@@

Hancock_2008 - All - EP(1001E2K) - UE2008_09A

1 item available

ﬁ All Applications
31 Default Folder
» 31 Nano Enterprise
- b Univerzal Engineering
31 Haneock
3 Hanenck_2008
Farmsz
3 ﬂ]? Templates

m" Trash

| Al | Diraft | Ready to Sign ‘ Feady to Send ‘ Sent ‘ILESES&VEd ;II

el

of a European 0 0 0O EPOOEZE. 4 Draft
)

1D:

Title:

Status:
Messages:
Last saved:
Applicant:
Attachments:

Form EP(1001E2K)

Internal Notes:

13

Engine Filter

Draft

@0 A0 @0

jernifer, 22.10.2008

Universal Engineering

4 Wigw... |

| Logged in as Jennifer Hancock

| Itemns selected: 1

Figure 84: Imported application in "Draft" status in the File Manager
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12 Managing servers and services

Objective

We are going to log on in the role of administrator to use Server Manager to manage the server and Online
Filing's active services.

Step by step
+ We will familiarise ourselves with the functions of the Server Manager.

+ We will use the Server Manager to start and stop services for the File Manager and the various Online Filing
procedures.

+ We will determine which directories in our computer network can be accessed by the Server Manager.

+ We will define settings for the Live Update mechanism.

12.1 Server Manager - Overview

The Server Manager allows Online Filing users to administer and manage the Online Filing servers, services and
databases in their office network.

The Server Manager is automatically installed together with Online Filing (Version 4.00) when Local
Installation or Server Installation is selected during the setup.

Starting Server Manager

Like the Online Filing client (File Manager), Online Filing Server Manager is started in Windows XP, Windows
2000 or Windows 2003 Server by simply clicking the link in the Program menu.

Proceed as follows in Windows Vista:

< Go to the Windows Start menu and select: Programs > EPO Online Filing > Online Filing Server
Manager.

< Right-click the link Online Filing Server Manager.
2 Select Run as administrator in the shortcut menu.
If you are not the Windows administrator, you must now enter his or her Windows password.

< Click Allow in the User Account Control window (Windows Vista).

The Server Manager login window appears.
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User mode in Server Manager

Production mode is the only option available when you log on to Server Manager. You can only log on to
Server Manager if you are the user named Administrator or a user from the Administrators group.

Server Manager

Login

User name:

5

|Administrat0r

Pagzswand: | ********* q

I

0K !}J Cancel

Figure 85: Logging into Server Manager in production mode

Server Manager - Overview

The Server Manager's most important features can be accessed via the following eight tabs. Server Manager
always opens in the Services tab.

Feature Comments

Services Control services: monitor, stop and start Online Filing services.

Backup Backup, restore and clear the complete database.

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 hames and OLF user names.

Settings Define default file locations for backup, import and export.

Define settings for Live Update and perform a live update.

@ The Export, Import and Unlock functions are not available for data in the demo mode database.
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12.2 Services management

The Services tab allows users to monitor and manage Online Filing services.

The list shows all installed services by Plugin name, Exe file name (path to the programme file), Service
name, Status, CORBA port, SOAP port and Connections (number of active user connections).

= Click the Refresh button.

This will display the current status of all services in the Server Manager.

In the example below, the service EPO OLF EP122K has been stopped.

We will restart the EPO OLF EP122K service and then stop the EPO OLF EP2000 service.

@ stopping/starting the File Manager (EPO OLF File Manager) will stop/start all other online services at the
same time.

ﬂ Server Manager EI@
File Acticn Help

| Services Backup ‘ Export ‘ Irmport ‘ Users ‘ Unlock ‘ History ‘ Settings

D> %| %

| Flugin nar Fefresh Exe file name | Service name | Status | Corba port | SOAP port | Eonnections|
EPO OLF File C:\Program Filzz\EPO_OLFS'frahbin O LFfrm.exe EFD OLF F Server [FireBird) Funning 11000 21000 0
Manager
EPO OLF EP1038  C:\Program Files"EPO_OLF5%p1038\bintepl1038.exe  EPO OLF EP1033 Server [FireBird) Funning 11103 21103 0

I = EPOOLFEP122K  C:\Program Files\EPO_0OLFS4epl200%hbintepl 200.exe  EPD OLF EP122K Server (FireBird) Stopped 11106 21106 0 I
EFPO OLF EP2000  C:\Program Files\EPO_OLFS%ep10014bintepl 001 . exe  EPO OLF EP2000 Server [FireBird) Running 11105 21108 i]
EFO OLF EFOFPO  C:\Program EFD OLF EFOFPO Server [FireBird) Running 11108 21108 0

Files\EPD_OLFS\ep_oppaoibin‘ep_oppo.exe

EPO OLF PCT C:\Program Files\EPO_OLFS\pcthpchi.exe EFD OLF IBR101 Server [FireBird) Funning 11301 0

Figure 86: Services in active state
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Starting a service

< Select the EPO OLF EP122K service - the current status is Stopped.
< Click the Start as service button.

The EPO OLF EP122K service is started, and users can once again work with the procedure Euro-

PCT(1200E2K).

Server Manager

File Acticn Help

[E=% ECB =

| Services Backup ‘ Export ‘ Import ‘ Users ‘ Unlock ‘ Hiztary ‘ Settings

@

% &

I

Flugin name | Exe file name | Service name

| Statusg | Carba portI SOAP part | Eonnectionsl

C:\Program Files\EPO_OLFS%mhbintOLFfm.exe

EStart as service

EPO OLFEP1038  C:\Program Files\EPO_OLF5%ep1038\bintep] 038 exe
EFO OLF EP1 C:\Program Files\EPO_OLF54e B
EPO OLF EP2000  C:\Program FileshEPO_OLFS%p1007\bintepl 001 .exe

EFD OLF FH Server [FireBird)

EFO OLF EF1

EPD OLF EP1038 Server [FireBird)

EPD OLF EP2000 Server [FirsBird)

Running 11000 21000 0

11103
] & 11106

21103
: E

3 =]

Rurring 11105 21105 0
EPO OLF EPOFPO  C:\Program EFD OLF EPOFPPO Server (FireBird) Running 11108 21108 0
4 Files\EPD_0OLF5\ep_oppaoibintep_oppo.exe
» EPOOLFPCT C:A\Program Filesh\EPO_OLF5\pctypctiexe EPO OLF IBR101 Server [FireBird) Funning 1130 ]
I |
Figure 87: Restarting service in Server Manager
Stopping a service
< Select the EPO OLF EP2000 service - the current status is Running.
< Click the Stop button.
The EPO OLF EP2000 service is stopped and all active users are disconnected.
Server Manager [E=% Bl =5
File Acticn Help
| Services Backup ‘ E=port ‘ Impaort ‘ Users ‘ Unlock ‘ Histary ‘ Settings ‘ @

> %9

EPO OLF EPOFPPOD  C:\Program

Files\EPD_0OLFS\ep_oppaoibin‘ep_oppo.exe

EPO OLF PCT C:\Program Files\EPO_OLFS4pcthpctiexe

EPD OLF IBR101 Server [FireBird)

I Pluks mahe | Exe file name | Service name | Statusg | Corba portI SOAP part | Eonnectionsl
N EFO 0 Iﬂl C:\Program Files\EPO_OLFS%fmhbintOLFfm.exe EPD OLF FM Server [FireBird) Funning 11000 21000 0
anager
» EPOOLFEP1038 C:\Program Files\EPO_0OLFS%ep1038\bintep1 038 exe  EPD OLF EP1038 Server [FireBird) Funning 11103 21103 0
» EPODOLFEP122K C:\Program Files\EPO_0OLFSYepl 200%bintep1 200.exe  EPO OLF EF122K Server [FireBird) Fiunning 11106 21106 ]
EFO OLFE 0 C:\Program FilesEPO_OL| 007 i oo EFO OLF E 5] g 11105 2110 0

EFD OLF EPOFPPO Server (FireBird)

Funning 11108

[}

Funning 11301

Figure 88: Stopping a service
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12.3 Settings for file locations

The Settings tab allows you to define default directories for Backup and Restore, Export and Import. Only
files located in these specific directories are offered for the selected function.

Setting

Comment

Backup and restore directory

Location for storing database backup files.

Export directory

Location for exporting applications as ZIP files.
For production mode only.

Import directory - source

Default location from which ZIP files are imported as hew
applications.
For production mode only.

Import directory - destination

Default folder in the File Manager where imported applications are
created.
For production mode only.

Changing directory settings

We will change the directory settings, so that data are no longer stored in the directory
EPO_OLF5\tools\smanager\data. The default setting uses the path created when the Online Filing

programme files were installed.

= Click the folder button to the right of the directory path for Backup and restore.

& server Manager =1 E=R (™5
File Help
| Services Backup ‘ Export ‘ Irnpart ‘ Users Unlock. ‘ Histary ‘ Settings

Backup and restore directory

|C: “Program Files\EPO_OLFS\toals\smanageridata’
Export directony

|E: “Program Files\EPO_QLFS%toolzhsmanagert.data®

Import directany - zource

|C: “Program Files\EPO_OLFS\taals\smanagertdata®

Impaort directary - destination

|Default Folder

Figure 89: Default settings in the Server Manager
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- Navigate to the new directory in your computer/network drive.
9 Click OK.

Backup directory

Backup directory

I+ & DVD RW Drive (F:) -
4 DATA (G:)
4 | EPO_data
i Archives
[ ]
I Clients
[ | Export |
. Import
[ . Office
I @y PICTURES v

[ MakeNewFolder | [ oK er [ cancel |

m

Figure 90: Setting backup and restore directory

< Repeat this procedure for the Export and Import directories.

< Then change the default folder for imported applications in the File Manager.

Application import destination

[5) Defaul Folder

» [ Mano Enterprise
[ TechEurope
¥ [ Universal Engineering

1] ; !I Cancel

Figure 91: Setting default folder for imported applications

The new directory paths are now displayed in the Settings tab.

.-SenmrManager

File Help
’ Services Backup ‘ Export [ Impart ‘ Users Urilack ‘ History [ Setlings ‘ ‘@

Backup and restore directory
|GAEPO_data\B ackup\
Export directory
|GAEPD_datahExport!

Import directory - source
|GAEPO_data\Importy

Import directory - destination
|Applications_2008

RN

Figure 92: Folder settings in Server Manager changed
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12.4 Setting up Live Update

Objective

We are going to set up the Live Update and check whether there are any changes on the EPO's update server
that are relevant to our installation of the Online Filing software.

Step by step

¢ We will enter the settings for connection to the Live Update server.
+ We will activate the automatic Live Update mechanism.

¢ We will check if there are any updates available in manual mode.

+ We will select the specific countries for which Live Update should search for updates of national procedures.

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 as soon as you download the update when
starting File Manager.

¢ Patch: Changes to the existing software, new features, new national routes.
+ Installation: New version of the Online Filing software released following a complete revision.

Instead of installation via Live Update, you can also download all updates as installation files (EXE files) via the
Download Centre on the EPO Online Services website (http://www.epoline.org).

Network settings for Live Update

If your networked workstation is connected to the Internet via a proxy server, you can enter the settings required
for connection to the EPO server under Live Update proxy.

@ Contact your system or network administrator for information about the correct setting.
= Open the Settings tab in Server Manager.
The Live Update options are on the lower part of the screen.

- Enter the IP address or the computer name of the proxy server in the Server field.

+

Enter the port number assigned to Live Update in the proxy server in the Port field.

= Enter a username in the Username field and the associated password in the Password field if this is
required by your proxy server.
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Warning: The username and password for the proxy user are saved in
OLFfm.conf. As a result, these credentials should NOT be identical to

Live Update proxy Live Update e-mail

unencrypted form in the file
your Windows access.

Server |myF'rox_l,IS EIver Semver |

Part: anso (E.g.: Proxy : 8080) Sender: |

Uzemame: |LUmanager Receivers:

Pazzword: |

I | Enable software update system I

Check for update every |1 dapls] I

Check MNaow ™ |

Live Update Server Location:

|EFQ. The Hague

=

Figure 93: Settings for Live Update

Activating automatic Live Update

= Select the check box Enable software update system in the Settings tab. This option is normally selected

by default.

The option Check for update every ... day(s) is set to 1 (day). You may change this if you wish.

From now on, the Online Filing software will always run searches at the set intervals.

Running Live Update manually

2 Torun Live Update immediately, click Check now.

If new updates are found, a prompt appears with a list of the updates available.
< Select the updates you wish to install and click Download.
Online Filing verifies the downloaded data.

Click OK in the message.

+

The Install button activates.
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Selecting countries for Live Update

The countries for Live Update are selected in File Manager.

= Log on to File Manager as an administrator.

< Click the System Preferences button.

-OR-

Select Tools> Preferences > System Preferences.

Click Save.

¥ ¥ ¥ 3

In the Online Services File Manager section to the left click Countries.

The File Manager must be closed and restarted in order to activate the new settings.

Tick or clear the check boxes for the countries you wish to include in/exclude from Live Update.

ﬁ System Preferences

Online Services File Manager
General

Signing
Countries
Hunbime W ariables

PHS gateway interface
EP-Filing
EF[1038E]
Euro-PCT[1200E 2K)
EP[1001EZE)
EFOppal
PCT-Filing
PCT/ROAM

Reset All Settings

Live Update

Online filing will automatically check for new national procedures or updates to already installed national
procedures for all the countries pou select here. Thiz is done by using the Live Update mechanizm. Please
niote that niot far all the counties listed here national procedures are available,

[ AT Austia

[ BE Belgium

[~ BG Bulgaria

[~ CH Switzerland

[~ CY Cyprus

[~ [Z Czech Republic
[~ DFK Denmark

[~ EE Estonia

[~ ES Spain

[~ Fl Finland

v FF France

[v GE United Kingdam

GR Greece
HF Croatia

HU Hungary
IE Ireland

15 |celand

1171717

LI Liechtenstein
LT Lithuania
LU Luxembaourg
LV Latvia

MC Monacao

=
-
-
-
-

R e e R

ME. The former Yugaoslay
Republic of Macedonia

MT Malta

ML Metherlands
MO Morway

PL Paland

PT Portugal
RO Romania
SE Sweden

51 Slowenia

SK. Slovakia
SM San Marino
TR Turkey

Save N Cancel
1|

Figure 94: System Preferences - selecting countries for Live Update
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13 Managing databases

Objective

In this section we will create backups of the Online Filing databases and restore a database from a backup file.
We will then delete old applications from a database.

Step by step
+ We will create a backup copy of the demo database and a backup of the production database.

+ We will restore the demo database using an old backup copy.

+ We will empty the production database, whilst retaining important data.

Overview of database and backup functionalities

The Server Manager's backup functionalities allow you to back up, restore and clear the entire database.

The Backup tab displays a list of all existing backup files stored in your default backup directory (see "Settings
for file locations" p. 83). The list also includes the database Type (Demo or Production), plus the File name and
File date of the backup files.

cﬂ Backup Back up the complete Online Filing database to a ZIP file.
_g Restore Restore the database from a selected backup file.
% Delete file Delete a backup file.

Empty database Empty the database and create a new one.

I&?‘

Refresh Update list of backup files from the default backup directory.

(%)

E'Server Manager E=nHoR[==")

File Action Help

Unlack. ‘ Histary ‘ Seftings

| Services Backup ‘ Export ‘ Import ‘ Users
DSR9%
Type | File name File date |
Demo  G:AEPO_data\Backupt20080901_160147.demo. zip 01.09.2008 160202
Demo  G:\EPO_data\Backupt20080908_170319.demo. zip 08.09.2008 17:03:30
Praduction G:\EPO_data\Backuph20080301_160119. prod.zip 01.09.2008 16:01:32
Froduction G:\EPO_data\Backuph20080303_170250. prod.zip 083.09.2008 17:03:02

Figure 95: List of backup files in the backup folder
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13.1 Backing up databases

The backup function should be used regularly to save all users' data in a physical location other than the hard
drive used by the server. Backup is available for both demo and production mode.

We will now create a backup copy of the demo and production databases and store it in the backup directory.
< Click the Backup tab.

< Click the Backup button to start the backup process.
]

H

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 96: Prompt to disconnect all users

< Select the Demo database option.
< Click Start.

Backup legging 3]

Start N Claze
Ly

Figure 97: Selecting demo database for backup

The database will be backed up and stored in the default backup directory.

< Click OK when the Backup complete prompt appears.

< Repeat the process for the Production database.
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Your screen should look like this:

&= Server Manager (o= ]=s]
File Acticn Help
| Services Backup ‘ Export ‘ Import ‘ Users Unlock. ‘ Histary ‘ Settings ‘ ‘@
. E 5
H %9 6
Type | File name File date f|

Praduction G:“EP0_data\Backup20080901_160119. prod.zip
Demo  G:AEPO_data\Backuph20080901_160147. demo. zip
Froduction G:\EPO_data\Backuph20080303_170250. prod.zip

01.09.2008 16:01:32
01.09.2008 16:02:02

08.09.2008 17:03:02
Dema  G:AEPO_data\Backuph20080908_170319.demo. zip 03.09.2008 17:03:30
Praduction G:“EP0_data\Backup20080903_170722 prod.zip

09.09.2008 17.07:32

Demo  G:\EPO_datak Fi demo. zip

Figure 98: New backup files created from demo database and production database

Backup files are stored in ZIP format. The file names consist of the date on which they were created, the exact
time (down to the second) and the database mode (demo or prod) as follows:
YYYYMMTT_hhmmss.mode.zip. For example, the file name 20080909 170804 .demo. zip indicates that
the backup file was created on 09.09.2008 at 17:08:04 hrs from the demo database.

@® Applications previously moved to the Trash folder in the File Manager will not be included in the database
backup. They therefore cannot be restored at a later date.

Deleting backup files

From time to time you should delete any backup files that you no longer require, in order to clear disk space.
< Click the backup file in the list that you want to delete.
= Click the Delete button.

®

= Confirm that you want to delete the file by clicking Yes.

Question

Are you sure you want to delete this backup file now?

Yes & MNo

Figure 99: Prompt to delete backup file
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13.2 Restoring databases

If you have to reinstall the Online Filing software, for example following a system crash, you can restore your
data from a backup copy of the database.

Backup copies of the production database can only be restored to the production database, and backups of the
demo database can only be restored to the demo database. The software only ever offers suitable options. In
other words, it will never let you restore a backup of the production database to the demo database or vice versa.

=+ Caution: The Restore function completely overwrites the selected database and restores the
status that existed when the backup copy was created. All applications created in the meantime
and all changes in applications and templates, the Address Book and User Administration are lost.

Restoring the demo database

We are now going to restore the demo database of September 09, 2008.
= Click the Backup tab.
< Select the required backup file from our list.
In this example we will use 20080909_1708048 .demo.zip.
= Click the Restore button.

E Server Manager =n =R

File Acticn Help

| Services

Backup ‘ Export ‘ Impart ‘ Users Unlack. ‘ Histary ‘ Settings

R EEE
Type

1 File name File: date / |
Dema M_data\ﬁ ackuph20080308_170319.demo. zip 08.09.2008 17:03:30
Demo  G:AEPO_data\Backup! 09 4. demo. zip 09, 4
Froduction G:\EPO_data\Backuph20080303_170250. prod.zip 083.09.2008 17:03:02
Production G:\EPO_data\Backup20080903 170722 prod.zip 09.09.2008 17.07.32

Figure 100: Selecting backup file to restore the demo database
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< Inthe Restore logging prompt, click Start.

Restore logging [=3a]

Start M Close
L

Figure 101: Restore logging prompt

Once the restore process is finished successfully, the following message appears.

- Click OK to continue.

Information

Restoring of "C:\Program Files\EPO_OLF5\db\eOLFdi.gdb" is done successfully

—

Figure 102: Restoring of demo database done successfully

Restoring the demo database

When restoring the production database, the Restore logging window is followed by an additional prompt
asking if you are sure you want to overwrite the existing database.

- Click Yes to overwrite all data in the database.

Confirmation =%

I.-"'_"‘-.I All data in the]PROD databasejwill be overwritten, Are you sure you

¥ want to overwrite!
Ja & | Nein

Figure 103: Warning before restoring the production database
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13.3 Emptying databases

Emptying the database creates a new database and deletes any data in the existing database. When emptying
the production database, you can specify which data should be transferred from the old database:

+ All users, groups, profiles and mappings
Templates

.
¢ Address Book
.

All applications in Draft, Ready to sign and Ready to send status, i.e. all applications which are NOT in Sent
status.

= Warning: Sent applications are always deleted when you empty the database. Use the Export
function if you want to archive sent applications before you empty the database. Select all sent
applications for export.

We will empty the production database and transfer all data, excluding sent applications, into the new database.
< Click the Backup tab.

< Click the Empty button.
i’.'.-j
If other users are currently logged on to Online Filing, a message appears prompting you to terminate these
user connections before proceeding.
< Select the Production database option.
The extended options are selected as default.
@ All extended options apply to the demo database by default.
= Click OK to continue.

ﬁ Empty database ===

A complete new database will be created. Data which is currently stered in the selected database
will be lost unless it is now explicithy marked for being taken over into the new databaze. Please
select any of the following parts which should be taken over into the new databasze:

{” Demo database
+ Production database

[# Allusers, groups, profiles and mappings

[v Templates

[v AddressBook

[v &l applications in status Draft, Ready to sign and Ready to send

Ok ; Cancel

Figure 104: Selecting data to transfer to new database

Page 93 of 104



Online Filing 5.00 - Advanced Tutorials

= Click Yes in the Question prompt to confirm that you want to empty the database.

Question

Are you sure you want to empty the production database?

Yes %J Mo

Figure 105: Prompt to confirm that the production database should be emptied

The active services are terminated and the database is compressed.

Database emptying
Compressing database ..

Figure 106: Compressing the database

The services are restarted after you create the new database.

Database emptying
Starting plugin servers ...

Figure 107: Restarting services after emptying the database

A message finally appears and confirms the production database was successfully emptied.
=+ Click OK.

Information

Emptying of production database is done successfully.

ey

Figure 108: The production database was successfully emptied
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14 Exporting and importing applications with the Server Manager

Objective

We will export all applications which have a particular workflow status in the File Manager. We will then re-import
other applications which have previously been exported with a particular status, for further processing in the File
Manager.

Step by step

+ We will export from the Server Manager all applications with Draft status.

+ We will import with Server Manager all the applications with Ready to send status which are already in our
default import directory. We will then open the File Manager to work on these imported applications.

14.1 Exporting applications and templates

The Export tab shows all the applications and templates stored in the Online Filing database by all the users in
your system. Export stores applications and templates as individual ZIP files that contain the XML files and PDF
documents generated by the Online Filing software.

@ The export functions in the Server Manager correspond to the export functions in the File Manager and can
only be used for data created in production mode.

Exporting all applications from a selected folder

In this exercise we are going to export all applications with Draft status.
< Click the Export tab.

e The All Applications and Templates folders from File Manager are shown on the left. The folders
Drafts, Ready to sign, Ready to send and Sent filter the list of applications based on the relevant
workflow status.

¢ The list on the right shows the content of the selected folder or all applications in the selected workflow
status, just like in File Manager.

- Click the Drafts folder on the left.

=+ Click the ¥ licon in the list header to select all applications.
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= Click the Export button to start exporting files.

[ Templates

Drafts

S| Readyto sign ¥
Readyto send
Sent I~

|~

08.09.2008

08.09.2008

09.09.2002

7 09.09.2008

2l 1200 En .intuzu the European phase [EPC 0 3 EP[1200E2K] O Draft

m

Sample 1200 Entry into the European phaze (EPC 0 3 3 EP[1200E2K] 1 Draft
2000)

Exemple Entry inta the Evropean phase EFC 0 0 2 EP[1200E2K] O Draft

1200 2000)

Beispiel 10071 Request for grant of a Ewropean 2 1 0 EP00EZ2E] O Draft
patent [EPC 2000)

Sample 1001 Request far grant of a European 2 1 1 EP{00EZE) O Draft

patent (EPC 2000) s

Server Manager [F=HEoR 5
File Action Help
| Services Backup ‘ Export ‘ Irnpart ‘ Uzers | Unlack ‘ Hiztary ‘ Seftings ‘ ‘@
% 2
[ ¥alebe ithrns from database after archiving
_Export!
p—
HE Al Applications + || Last saved | Reference Title [N La) Type & Satuz

Figure 109: Selecting all applications with status "Draft" for export

Each application is stored as a separate ZIP file in the default export directory which you specified in Settings.

an application named with an identical user reference has already been exported at an earlier date, you will be
asked if you want to overwrite the existing ZIP file.

- Click Yes to confirm.

Question

Existing zip files having the same name will be overwritten. Do you want to continue exporting?

Yes

Cancel

Figure 110: Prompt for overwriting existing ZIP files during export

Deleting items from the database

During the export process you can opt to delete exported items from the database.

< Tick the check box for the Delete items from database after archiving option.

= Click the Export button.

3

The selected items will be permanently deleted from the database. If you need to retrieve them, use the Import

function in the File Manager or in the Server Manager.
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14.2 Importing applications or templates

The Import tab shows all the applications and templates available in the default import directory. The Server
Manager reads the ZIP files that have been created during export by the File Manager or the Server Manager,
including the original attachments.

@ Like Export, Import works for applications and templates created in production mode only.

Importing all applications from a selected folder

We are going to select and import all applications with Ready to sign status from our default import directory.
< Click the Import tab.

< Click the Ready to sign folder on the left in order to display only applications with this status.

2 Click the ¥ |icon in the list header to select all applications in the folder.

< Click the Import button.

ﬁ Server Manager =n =R

File Acticn Help

| Services Backup ‘ Export ‘ Import ‘ Uszers

Unlack. ‘ Histary ‘ Settings

1%
Importr:'plicaﬁons LastSaved Reference

L 08.0

T temriplates [
S| Drafts v 08.09.2008

EBeizpiel 1200 Ewro-PCT(1200E 2K

Exemple 1200 Euro-PCT(1200E 2k) ]
W 02.09.2008 S ample 1200 Ewe-PCT[1200E2K) 1
ES Readyto send
Sent

Figure 111: Selecting all applications with "Ready to send" status for import
The ZIP files are unzipped and imported into the database. This may take a few moments.

= Warning: All imported applications are placed in Draft status. A special warning is not output if the
applications imported have the same user reference as applications already in the database.
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= Click OK in the message that confirms the import is complete.

Information

Import comilete. Please note that all imported applications having status Draft, Ready to Sign or Ready to Send

obta
oK D

Figure 112: Import complete, imported applications have "Draft" status

In the File Manager you will find the imported applications in the default import directory specified in Settings. In
our example this is Applications_2008.

= Click the Applications_2008 folder.
= Click the Draft button to view the applications you have imported.

You can open these applications to work on them and then move them to the required status.

E File Manager Sample 1200
File Edit

&

View Workflow Tools

vV E

Applications_2008 - All - EP(1200E2K) - Sample 1200

Help

F=EcR
@

Jiterms available

MH AN Applications

| All | Draft | Feady ta Sign ‘ Feady to Send ‘ Sent ‘|Lastsaved j| 2

31 Default Folder

B Applica Last saved | Fieference’\_l Title | () | iy | 6] | Type | i | Status
v 51 Mana Enterpriss 16.10.2008 | Sample 1200 | Ertry into the European phasze [EPC 200001 1 EP[1200E2K) 1 Draft
D TechEurope 16.10.2008 Exermple 12000 Entry into the European phasze (EPC 20000 1 EP(1200E2K] O Duaft
N D Universal Enginesring 16.10.2008 Beizpiel 1200 | Exty into the European phaze [EPC 2000] 1 EP(1200E2K] O Draft
& Forms
3 |]]J——| Templates
W Trash

Form EP(1200E2K)

1D: 5

Title:

Status: Craft

Messages: @1 A L)

Last zaved: Adrministrator, 16.10.2008
Applicant:

Attachments: 1 YWigm...

Internal Notes:

Logaged in as Administratar ltems selected: 1

Figure 113: Imported applications in the File Manager in "Draft" status
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15 Managing user sessions and connections

Objective

We will monitor which users are logged into Online Filing and we will disconnect user sessions. We will then
unlock an application which has been locked by a particular user.

Step by step

We will log on to Online Filing in several roles simultaneously.
We will check user connections to the various services in the Server Manager.
We will terminate user sessions.

We will unlock a locked data record.

* & & o o

We will review the session log.

15.1 Managing and terminating user sessions

The Users tab shows the users who are currently connected to the Online Filing server.

Individual users can open multiple connections to the server: starting the File Manager, opening applications and
processing templates. In a server installation, all Online Filing plug-ins, e.g. EP(1001E2K), run as individual
services to which users can connect when working on an application in the relevant procedure.

Viewing user connections

In our scenario, two young representatives from the USA - Patricia Baxter and Alex Haselmere - are on a
placement with IP Partners. Both want to specialise in European patent law and are therefore also going to work
with Online Filing.

We will create usernames for the two trainees and log on to Online Filing in their role.
< Log on to File Manager as an administrator.

< Create a new username for Patricia Baxter and Alex Haselmere.

- Add the two users to the Paralegals group.
.’

Log on to Online Filing as Alex Haselmere and Patricia Baxter at the same time - where possible at different
client PCs in your network.

+

Create and save a new application using a procedure of your choice in both of these roles. Do not close
these applications.

< Now, log on to Server Manager as an administrator (leaving all other Online Filing windows open).
= Click the Users tab.
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The list on the left shows all individual connections with the services' plugin name and the user's session ID.
The User info column shows the IP addresses of the computers and the Windows user accounts that the
networked users entered to log on (Windows domain) as well as their usernames in Online Filing (OLF login).
Active is shown in the State column, indicating that the user connection is live.

[ Server Manager [E=1 (B [F
File Action Help
| Services Backup ‘ Export ‘ Import ‘ Users Unlock ‘ Hiztory ‘ Settings ‘ ‘ ®
L k3
B g 8 &
Flugin name | Session [D | User info | State | -
EPD OLF File Manager 1 IP Address: 192.168.176.21 . ~ Active User Information: |01=C:\Program FileshEPO_OLF'fmi.ini 1P Address: 192.1
Aot St o [ g [ 08.09.2008 17:0:06 ] User 1 data was loaded. User login - Admiistiator, |
EPO OLF File Manager 2 IP Address: 192.168.178.34 botive |1 DB09.200B 171357 [ UserD = Tlogged ot
Windows domain: PC3184ahazelmere 5. _ :
(OLF lagirs Alex Haselmere] [ 09.09.2008 17:23:59 ] User ID =1 logged in
User Information: |01=C:\Program FileshEPO_OLF'fmi.ini 1P Address: 192.1
EFD OLF File Manager 3 IF Address: 192.168.178.33 ) Active
‘Windaws domain: PC315phadter (OLF login: i 09.09.2008 17:24:02 ] User 1 data was loaded. User login - Administratar, o
Patricia Baster)
[ 09.09.2008 17:47:28 ] Usger ID = 1 logged out
EPO OLF EP2000 1 IP Address: 192.168.178.33 Aclive )
Windows domain: PC315phaxter (OLF logir: [10.09.2008 05:35:13 | User ID =1 logged in
Patricia Baxter)
User Information: |01=C:\Program FileshEPO_OLFfmi.ini 1P Address: 192.1
EPO OLF EP122K 1 IP Address: 192.168.178.34 Acti
s domain P Bahassmers Y8 | [10.09.2008 03:35:16 | User 1 data was loaded. User login - Admiristrator, |
[OLF login: Ales Haszelmere) -
4 i +
Figure 114: Users logged in to Online Filing services
Functionalities for user sessions
Button Function Description
[P Get user log Display login information for a selected user in the right-hand panel.
Tl
;@ Get full user log Display more detailed information about the logged-in user.
LI
% Terminate user Disconnect user from server.
6 Refresh Update current user list of connected users.
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Terminating user sessions

Before creating a backup copy of the database we will disconnect active users from the Online Filing server. We
will start by terminating user Patricia Baxter's connection to the File Manager.

< On the left, click the user session EPO OLF File Manager with Patricia Baxter as OLF login.

- Click the Terminate user button.

Server Manager [F=H FoE 53
File Acticn Help
| Services Backup ‘ Export ‘ Import ‘ Uszers Unlock ‘ Histary ‘ Seltings ‘ ‘ @
@3
B 3 % &
Plugin ame 5 | Sancion I} User info | State I Click. "Get user log" or "Get full uzer log" button ta zee uzer log -
EFD OLF File g Cminate User b o oo 152,168 178 21 Adlive
Windows domain: PCO0Ppcadmin (OLF lagin:
Adrministratar )
EPD OLF File Manager 2 IP Address: 192.168.178.34 Active
‘Windows domain: PC318%ahaselmers
[OLF login: Alex Hazelmere)

EFD OLF File kManager

er [OLF login:

EPO OLF EP2000 1 IP Address: 192.168.178.33 Active
windows domain: PC31 Shpbaster (OLF login:
Patricia B.axter)

EPO OLF EF122K 1 IP Address: 192.168.178.34 Active
Windows domain: PCI184ahaseimens
[OLF login: Alex Hazelmere) -

Figure 115: Terminating user session

In the file manager, user Patricia Baxter receives a message from Online Filing informing her that she has
been disconnected from the server.

= Warning: All changes since the last save are lost.

< Click OK.
File Manager then closes and can be restarted.

File Manager

Connection to server lost. Please close and retry.

Figure 116: Message in the File Manager - Connection to server lost

Closing File Manager does not clear down the user connections to the individual services, e.g. for the procedures
EP(1001E2K) and EP(1200E2K).

< Terminate all other user connections one at a time, including the administrator's connections.
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15.2 Unlocking records

The Unlock tab displays a list of all database records currently blocked by the users.

Unlocking database records

User Alex Haselmere has opened an application to work on, but has had to leave his desk. In the meantime,
another employee of IP Partners wants to open the application in the File Manager but gets the following
warning:

Warning

The requested document/form is locked by another user IP Address: 192.168.178.34
Windows domain: PC318\ahaselmere (OLF login: Alex Haselmere). The form is cpened read-only.

Figure 117: Form locked by user

- Click the Unlock tab.

The Server Manager lists information for each record about the Plugin name (service for selected procedure),
Session ID (internal user number), Table (table in database) and Record (internal number of data record). The
User info column shows the IP address of the computer and the Windows user account that the networked user
entered to log on (Windows domain) as well as his or her username in Online Filing (OLF login).

In our example, Alex Haselmere is logged in to Form EP(1038E) and the Administrator is logged in to Form
EP(1001E2K).

< Select the data record with Form EP(1038E) which is blocked by Alex Haselmere.
=< Click the Unlock button.

ﬁ Server Manager E=nHoR[==")

File Action Help

Unlock ‘ Histary ‘ Settings

| Services Backup ‘ Export ‘ Impart ‘ Users

e WANE Sesgion (D Uszer info
EPO OLF EP1038 FORMS

elmere [OLF login: Alex Haselmere)

EPO OLF EF122K, 1 FORS 35 IP Address: 192.168.178.34
windows damain: PC3 8hahazelmere [OLF login: Alex Hazelmere)

EPO OLF EP2000 2 FORMS 36 IP Address: 192.168.178.21
Windows domain: PCO0Ppcadmin (OLF login: Adrnivistrator )

Figure 118: Unlock form blocked by user
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Unlocking a data record always clears down the active user connection.

! Warning: All changes in the application since the last save are lost.

= Confirm the message with Yes.

Question

Are you sure you want to unlock the selected database record? This will also terminate the corresponding user

cession if still active.
Yes [}J Cancel

Figure 119: Prompt to disconnect user from form

When Alex Haselmere returns to his desk to work on the application in Form EP(1038E), he sees the following
message:

= Click OK.

The form closes and can be reopened.

EPO Online Filing - EP(1038E) - Nano 1038 [

Connection to server lost, Please close and retry.

Figure 120: Connection to server lost in Form EP(1038E)
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15.3 Viewing the user sessions log (History)

The History tab provides a chronological list of all user logon and logoff actions as well as the status of services
in Online Filing. A separate log is available for each service. Older entries are automatically hidden.

This enables the administrator to check user activities, perform troubleshooting and prevent any unauthorised
activities.

< Click the Refresh button to display the latest status.
%

< Click a service (Plugin name) to display the associated log on the right.

B Senver Varage oo ks
File Action Help
| Services Backup ‘ Export ‘ Irmpart ‘ Uzers Unlock, ‘ History ‘ Settings ‘ ‘ ®
%
| Flugin name | Status Datetime | Uszer name | Operation | Infarmation | -
I EPD OLF File Manager Funning§ 04.11.2003 Adrniristrator Logged out
EFD OLF EFT038 Fonning 130427
EPO OLF EP122K Bunning 04.11.2009 Adrministrator Loggedin  IP Address: 192.168.178.21
EPO OLF EP2000 Runring 1334:29 Windows damain: PCO07spcadmin (OLF login: Administrator]
EFO OLF EPOPPO Funning 04112003 David Kilbum Logged in IP.Addless: 192_.188.1 a0 ) ) o
EPO OLF FCT Rurring 14:05:54 windows damain: PC1884%dkilburn [OLF login: D avid Kilburn)
<all Pluginss 04.11.2003 David Kilburn Logged out
14:06:37
04.11.2009 David Kilburn Loggedin  |P Address: 192.168.173.30
14.07.05 Windows domain; PC1884dkilburn [OLF login: David Kilburn]
04.11.2009 Dawid Kilburn Logged out
a7
i 04.11.2009 Administrator Logged out
141352
04.11.2009 Adminiztrator Loggedin  IP Address: 192.168.178.21
141357 Windows damain: PCO07spcadmin [OLF login: Adriristrator]
04.11.2009 Oliver Barber Loggedin  |P Address: 192.168.178.23
152302 windows damain: PC207sobarber [OLF login: Oliver Barber)
04.11.2009 Oliver Barber Logged out
153736
04.11.2009 Jerwifer Hancock  Loggedin  |P Address: 192.168.173.25
15:37:49 Windows damain: PC2454hancack [OLF lagin: Jennifer Hancock)
04.11.2009 Jerwifer Hancock  Logged out
15:51:47

Figure 121: User activities log for File Manager
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