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USER GUIDE

0. BACKGROUND

This user guide is based on the IPD platform for e-filing. Referencesto Interactive Services
in the related settings of web sites and other documentations, e.g. terms of use for e-filing, are
updated. E-filing system can also be used by non-admin users (for windows). (Please note
that admin user (for windows) will be required for setting up before non-admin users can use
the E-filing system.)

1. INTERACTIVE SERVICESAND ELECTRONIC FILING

To use Interactive Services and Electronic Filing (E-Filing), apply to IPD for a Customer I1D
and a User Account. Thisrequires you to obtain an application form, complete it and convert
it to an XML file. Then sign the generated XML file, verify it and then submit it to IPD.

There are two types of User Account for every Customer ID: the Web User and the Admin
User. Both these types have access to all the normal services provided by the E-Filing System.
The main difference between them is that the Admin User has access to additional services.
Only the Admin User can apply for additional User Account(s) and suspend / un-suspend
User Account(s) under the same Customer ID (see"Admin User Guide" for details).

On IPD approval, you will be given a Customer Account ID with one Web User Name and its
password for logging onto the E-Filing screens.

1.1 APPLICATION FOR INTERACTIVE SERVICES AND ELECTRONIC FILING
SERVICES

111 Downloading and Completing the Application for e-Filing Form

The Downloads screen contains Application for e-Filing Services Formsand Trade Mark
Forms, Design Forms and Patent For ms. The set of forms available for each registry is
separated into two categories. I nter active Forms and E-Forms. Y ou can download these
forms, which are MS Word macro templates, to generate XML files for submission to the
IPD Interactive Services and Electronic Filing Web Site. The Downloads screen also
contains XML Schemas and an application for signing XML documents offline. The XML
schemas can aso be downloaded so that you can create XML files using your own
application.
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Instruction

1. Goto Downloadsin the E-Filing Home screen.

Related
Links

What's New
Help

31 Dec 2003
Sefr launch Trade Mark

ation for e-Filing

E-FILING SYSTEM
P | Login

Welcome to IPD Electronic Filing and
Interactive Services

31 December 2003 (soft launch)

e Trade Marks Form T5 (Request to change name, address or address for service)

Routine maincenance time

e 01:00 to 05:00 from Tuesday to Sunday
e 17:00 Sunday to 05:00 Monday

Terms cof Use
Use of e-Filing censcituces acceprtance of the terms and cenditiens laid dewn in the
Termz of Use. Pleaze read them carsfully.

Enquiry

Please contact Brenda Wan at 2961 6BT2 or e-mail to brendawanllipd.gov.bk.

E-Filing Home Page
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2. Under "Section A. Application Forms", click Application for e-Filing Services. You can
open or save the downloaded application form, which isan MS Word template. If you
immediately open the application form, choose "Enable Macro".

Note: Please save the templatesin ".dot" format. Thisisto ensure that all of the macro
components are working correctly.

21-03-2011 11:43

E-FILING SYSTEM
%HPz | Login
~

E-Filing Home > Downloads

Cownloads F
Related Plication Ferms for e—Filing Services
Links 1. Application for e—-Filing Services (applicaticn as new e—filer)
e Application for additicnal User Account

il B. Trade Marks Forms
(I) Interactive Forms
1. TS — Reguest to Change Applicant's/Owner's MName, Address, fAddress for Service
or Agent's Address
2. T8 — Request for Renewal of a Trade Mark Registration
3. T10 - application or Notice to Register an Assignment a Transfer or an
Assent
4. T12 — Reguest for Extensicn of Time
(IT) Electronic Forms
1. Tl — Reguest for Search of Records/Reguest for Preliminary Advice on
Registrability
2. T2 — application for Registration of a Trade Mark {Including Certification
Mark, Collective Mark and Defensive Mark)
. T3 — Request to Divide Application for Registration
. T4 — Bequest to Merge Applications for Registration/Reguest to Merge Separate
Registrations
5. T5 — Reguest to Change Hame, Address, Address for Service or Agent's Address
(for Licensee cor Person having an Interest in the Mark)
B. ToA — Request to Amend Application

oy

Downloads
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Note: For MS Word 2003 and XP users, if you saved the downloaded application form first,
then later when you open the form, set MS Word XP or 2003 to enable macro settings.
Modify the macro security setting in Tools-> Macro -> Security -> Security Level... ->
Choose M edium or Low -> click OK twice to confirm setting.

For MS Word 2007 users, save the downloaded application formsinto a "trusted location".
To specify a"trusted location” for Word 2007, click the Office Button >> click Word
Options>> click Trust Center >> click Trust Center Settings >> click Trusted L ocations
>> click Add new location (tick Subfoldersof thislocation are also trusted if you want
Word 2007 to consider these subfolders as "trusted locations' also).

3. Complete the form:
3.1. Click the grey areasin each field and type required information.

3.2. Input at least one Preferred User Name (maximum of five users) and your e-mail
address.

Note: Only PDF files are accepted as attachments. (PDF versionsup to 1.7 are
supported)

4. After completing the Application for e-Filing Services Form, convert it to XML format
by clicking on the toolbar.

4.1. On Pleaseinput sour ce destination (*.xml) screen, in the Destination field, input
the filename and location where you want to save the XML file that will be
generated.

4.2. Click OK.

Note: After clicking OK, amessage is displayed to confirm if conversion is
successful. Y ou can also set a default export path if you want other XML filesto be
saved in the same location (see "Introduction to The Electronic Form Template" for
details).

112 Submitting the Application for e-Filing Services Form to IPD

After accomplishing and preparing the XML file, you need to submit it online to IPD through
the Application for e-Filing Services screen. Once your online application has been
approved by IPD, you will be given a Customer ID and a Web User account.
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Instruction

1.

2.

From E-Filing Home screen, select Application for e-Filing Services.

E-FILING SYSTEM
b | Login

in the Application Filename field. Click Upload if

ign & Upload to let the system sign the XML file

e =zigned and a2 backup file <filename>.crig.xml will
ec of the file.

2

Application for e-Filing Services

Input the location and file name of the XML file you prepared in the Application
Filename, or click Browse, then find and select the XML file from the dialog box.

Note: The XML filestill hasto be "signed" by an electronic certificate. Thisisdoneasa
security measure when you submit your application onlineto IPD. If you used the Word
template provided by IPD, these electronic form templates are NOT yet "signed”.

A program for signing applications is provided in the Downloads screen (Please see
"Introduction to Electronic Submissions' for details).

The system checks if you have installed the required component for signing. The system
will prompt you to confirm whether you have installed this required component. The
system will also display awarning message if your browser settings do not allow it to
install or run the signing component.

Note: The system would automatically download and install the required component for
signing when you first browse the Downloads or Application for e-Filing Services
screens. (The download process may take some time if your Internet connection is slow).
Y our browser must have the following Security Settings:

For Internet Explorer 7.0

e Download Signed ActiveX Control set to Prompt or Enable
e Script ActiveX Controls Marked Safe for Scripting set to Prompt or Enable
e Cookies enabled
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Note: Additionaly for Windows Vista Users, please add the E-filing Website to the List
of Trusted Sites (Internet Explorer -> Internet Explorer (Options) -> Security -> Trusted
Sites -> click Sites -> specify E-filing Web Address -> click Add)

3. Signyour XML application form:

3.1. If your XML application form isnot yet signed, click Sign & Upload to sign the
file.

3.2. If your XML application form is already signed either by using the offline signing
application provided in the Downloads screen, or with your own signing program,
you should click the Upload.

Note: After uploading the Application for e-Services Form, the system will extract
your application details from the XML file, and display the data extracted on a
Confirmation screen. If datais not correctly input, you have to make corrections
to the original (not signed) XML file or change the eform and generate a new XML
file.

4. On the Confirmation screen, check if the datais correct.

27-02-2008 12:47

E-FILING SYSTEM
b

| Login

Application Confirmation

ion below is correct. User Mames in red already exist in the
rors or if a1l User Names already exist, please modify your Applicatien
ces and resubmic.

Fhilippine Company

ERK123

MARYJIOY
JOYLAPTHA

ADMIMNAACT

MARYJOTLA

MARYIOYLAP
malapinaliphilippine.com.rp
7515241

a
oW -

Application Confirmation

Note: If you want to change the details of the application you intend to submit, click
Return to Previous Screen and make the appropriate changes.
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5. Click Submit

Note: IPD will need time to process your application. Once the application is approved,
you will receive an acknowledgment e-mail at the e-mail address you specified. Thiswill
include your Customer ID with an individual User Name and password. Use the User
Name and password to log into the system.

E-FILING SYSTEM

E-Filing Home > Application for e-Filing Services
ez | Login

Application for e—Filing S

Approval by IPD E—Filing Facilities takes one werkin
1

for using the
11 (B52] 2861 6BZ0 once you have made the application to ensure IPD acknowlsdgement.

= Return to Home

Application for e-Filing Services Submission Message

1.2 LOGIN

Y ou need log into the system before you can access Interactive Service and Electronic Filing
screens. However, you do not need to login to access Downloads, Application for e-Filing
Services, Related Links, and Help screens. Asfor the Admin User page, the Admin User
has to login to make it available.

Instruction
1. Goto E-Filing Home screen, click Login.

2. Input Login information. The following mandatory fields must be entered:

1-7
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2.1. User Name
2.2. Password

/r%) | 27 13
(Cg E-Filing Home E-FILING Sv===::

FEP | Login '

E-Filing Home

What s New

Welcome to IPD Electronic Filing and
Interactive Services

31 Dec 2003 31 December 2003 (soft launch)

Soft 1 h Trade #ark = . -
Form To P 55 &-Filin - FWEFU2010 - Login — FIESE [X]

ame, address or address for servicel
User Guide for e—

Filing
close

Jan Z0DDa

Terms cof Use
Use of e-Filing constitutes acceptance of the terms and cenditions laid down in the
Termz of Use. Pleaze read them carefully.

Enquiry

Pleaze contact Brenda Wan ar 2861 BATZ or e-mail to brendawsnlliipd.gowv.hk.

= Downloads siApplication for e-Filing Services

LoglIn

3. Click Login or press"Enter".

Note: For users of Internet Explorer 7, in Windows Vista environments you may need to
disable the option that "Enables Protected Browsing" by going to Internet Explorer ->
Tools-> Internet Options -> Security tab -> then untick Enable Protected M ode and
click Apply. Thisisfor when you encounter errors during login.

Note: Once you login for the first time, you will be prompted to change the password (see
"Change Password" for details). Otherwise, you cannot proceed to the E-Filing screens
that requires login until the password has been changed.

Note: Click Reset to clear User Name and Password.
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1.3 LOGOUT

Instruction
1. Click Logout.

2008 14:59

E-FILING €. 5.0
Welcome, MARYJOY! | 8Pz | User Detail:, | Logout

E-Filing Home

E-Filing Home
Electronic
Mail Box

S hat's Hew Welcome to IPD Electronic Filing and
Interactive Services

Transaction
Records
31 December 2003 (soft launch)

Related
Links o Trade Marks Form T5 (Request to change name, address or address for service)

Hicrosoft Internet Explorer [

Admin U:
Imin User ?I Logout of E-Filing System?

Page
b Routine maind

. D100 o g 2y

s 17:00 Sunk

Terwms of Use
Use of e-Filing conscituces acceptance of the verms and condiciens 1aid down in the
Tecms of Use. Please read them carefully.

Enquiry

Flease contact Brenda Wan at 2561 B2TZ or e-mail to brendawanlliod.gov.bk.

= Application for e-Filing S

L ogout

2. Click OK inthe dialog box.
3. Click OK inthe second dialog box that confirms successful logout.

Note: After logging out, you are redirected to the E-Filing Home screen.

1-9
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1.4 CHANGE PASSWORD

For security purposes, the system-generated password initially sent along with the approved
Account Application is set to expire by default. Thisisdone, so that the system may prompt
the user to immediately change theinitial system-generated password.

Instruction
1. Click User Details.

F

Welcome, MARYJOY! | %#gthzx || User

E-Filing Home

E-Filing Home
il Box

What s New

Welcome to IPD Electronic Filing and
Interactive Services

-Submissio
31 Dec 2003

Soft launch Trade Mark

Transaction Form TS =
Records User Guide for e- 2 E-Filing - FREF02020 - User Details - SR
Filing
Related User Details
Links Jan 2004 close |5% oF address for service)
Stable Management Your password has cipired. Please chanse your passward
- concinue.
L Customer ID  000S201
Feb z0Da Customer Mame  Mary Joy Lapina
User Name  MARYJOY
E-mail Address miapinalicompany.com.ph
(Aepty ] [ Resee ][ Cancel | conditions laid down in the

Enguiry

Plezce contact Brenda Wan av 2961 B8TZ or e—mail to brendawanllipd.gev.hk.

ation for e-Filing Services

User Details

2. Input User Details information. The following mandatory fields must be entered:
2.1. Old Password
2.2. New Password

Note: The following are requirements for your password:

e Minimum password length is 6 characters

e Password must contain at least one letter of the alphabet

e Password must contain at least one numeric digit

e Password must contain at least one of the following special keyboard characters:

(=1 @HNN&* () _-+=\} ]:",<>,.7)
e Password validation is case insensitive
2.3. Confirm Password

Note: Click Reset to clear Old Password, New Password and Confirm Password.

1-10
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3. Click Apply.

Note: Click Cancel to stop changing password and close the screen.
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1.5 APPLICATION FOR ADDITIONAL USER ACCOUNTS

The first user who applies for the Customer ID Account at IPD becomes the Admin User.
IPD decides which of the users are granted Admin User rights.

The Admin User has authority that enables him/her to manage the user accounts under the
same Customer ID. Only the Admin User of a Customer ID can apply for additional User
Accounts, suspend or reactivate suspended user accounts under the same Customer 1D (see
"Admin User Guide" for details).

1-12
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1.6 GENERAL CONTROLS

General controls are links, buttons and icons that will allow you to carry out transactions,
execute processing actions, view and navigate to screens of the E-Filing System. General
controls can be seen on most of the screens, or their appearance follows a specific pattern
depending on what elements are displayed onscreen.

16.1 Menu

The E-Filing System menu is located at the left panel of the screen. It isused to navigate to
different major components or sections of the E-Filing System.

Instruction
1. Logon to the E-Filing System using your User Name and Password.

Note: If you are not logged in, only Related Links and Help are the components that are
available on the menu.

Electronic
Mail Box

-Submissio

Transaction
Records

Admin User
Page

E-Filing System Menu
2. Click any link on the menu to arrive at its corresponding screen.

Note: The IPD logo at the top of the menu isalink to the E-Filing Home page.

1-13
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1.6.2 South East Buttons and Links

South East buttons El and corresponding links are located at the bottom of screens. These
controls are used to go to other screens, execute a processing action, carry out transactions,
apply filters and view documents or data.

Instruction
1. Logon to the E-Filing System using your User Name and Password.

2. Click any South East button and its corresponding link to go to other screens, execute a
processing action, carry out transactions, apply filters and view documents or data.

sl Upload =iew Online Cart = Add All to Cnline Cart = Remove =view Submission Log

=l Dovynloads =l Application far e-Filing Services
Examples of South East buttonsand corresponding Links

Note: If you are not logged in, only Downloads and Application for e-Filing Services
arethelinks that are available.

1.6.3 Language Links

Y ou can easily change the language of E-Filing System screens - you can switch languages
from English to Traditional Chinese with just asimple click of alink. Language links are
located at the upper right corner of the banner. After clicking alanguage link, the main
screen and all its child screens are refreshed to display text in the language that you sel ected.
Context on the main menu, captions, labels, and generated messages also change language.
However, the language that was used to originally input datain the formsis preserved.

Instruction
1. Click LIS

izl 10 switch to Traditional Chinese.

2. Click IEXIEN to switch to English.

1.6.4 Navigation Links

Navigation links are located at the top of the E-Filing System banner. Navigation links
provide the name of the current screen you are currently viewing and previously visited
screens. The name of the screens are links that you can click to go their respective screens.

Instruction
1. Click ascreen namelink to go to that screen.
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Electronic Mail Box > Electronic Mail Box > Related Documents

Navigation Links

165 Record Links

After you have just retrieved alarge number of records, the records result list usually do not
fitinjust one page. Thus, if the records retrieved are too many, the records result list is
displayed on a certain number of pages. Y ou can use the Record Links located immediately
at the upper right corner of the records result list to navigate to these pages.

<< <[1] 2] [3] 4] 8] > >

Record Links

Record Links are made up of <<, <, [page number], > and >> links. They are only
displayed when retrieved records exceed the number of records that can be displayed in a

page.

Instruction
1. Click <<link to display the first page of the records result list.

2. Click >> link to display the last page of the records result list.
3. Click [1][2][3][4][5] page number links to display the corresponding page number.
4. Click < link to display the previous page.

5. Click > link to display the next page.
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1.7 RELATED LINKS

This link directs you to the HK IPD (Hong Kong Intellectual Property Department) Web
Site, IPD Trade Mark Search System, Design Sear ch System, and Patent Search System.

In the Trade Mark Search System you can search for Trade Mark records in the Trade
Marks Registry to find out if there are any marks in the Trade Mark Registry which are
similar to the one you intend to apply for registration. If you know that your Trade Mark
does not have any similarities with others, you can avoid submitting an application that may
conflict with other Trade Marks that have been registered or are awaiting registration.

Instruction
1. From E-Filing Home screen, select Related Links.

@/ Related Links E-FILING SYSTEM

WP | Login

A. IPD Home
1. HESAR IFD Web Site

B. E-Filing System
1. Downloading forms, XML schema and offline signing tools

C. Search Systems
. Trademarks

Related Links

2. OnRelated Linksscreen, click Trade Mark Search System (see"Trade Mark Search
System” for details).

Note: Upon clicking Trade Mark Search System or Design Search System or Patent

Sear ch System, the search screen is displayed. There are two main search screensin
Trade Mark or Designs or Patent Search: Simple Sear ch and Advanced Sear ch.
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1.8 HELP

The Help screen is used as areference on E-Filing System components and how to use them.
It contains comprehensible topics and simple instructions to guide you in using the E-Filing
System effectively.

181 Help screen

Instruction

1. From E-Filing Home screen, select Help.
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Table of Contents

Mionimum Requirements and Recommended Settings

e Operating System
« Browser
s Others

Using Conline Help

Applying for E-Filing Services

o Applying for E-Filing Services — Customer [0 Account
e Application for Additional User Accounts

Logging [n
e Changing Passwords
o Logging Cut

Admin User Functions

o Suspending/Unsuspending User Accounts

Using E-Forms, XML Schema and Offline Sigoniog

e Electronic Form Templates
e Set a Default Export Fath
o ML Schemas

e Signing XML Files

Electronic Submission of Electronic Forms

o Uplnading an Application

e Removiog Uploaded Applications

e Wiewing and Correcting Applications that Failed Validation
e Submitting Applications to [FD

o Viewing Uploaded/Submitted Applications

Electronic Submission of [nteractive Applications

e Uploading and Submitting an Application
o Viewing Submitted Applications

Keeping Track of Deposit Account Transactions

Your Communications with [PD

e Using the Electronic Mail Box

o Femoving Messages

o Viewing Felated Matters and Documents
e Using Filters

General Cootrols
e Meou and Buttons (South East arrows at the bottom of the pagel
s Record lioks Ge= < [11[21[31 [ [5] = ==2
e Mavigation Links (Electronic Mail Box » Electronic Mail Box)
s Languages Links (English, Traditional Chinesel

Henu
e« Electronic #Mail Box
o E-Submissions
« Transaction Records
e« Felated Links
e« Help
e Admin User Fage

Roadmap

Contact us by e—mail at enguirvilipd.gov.bhk for any inguiries on E-Filing.

|

Help (Table of Contents)
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2. OntheHelp screen, click aHelp topic link to display content of that topic.

Note: If you are using amajor component of the E-Filing System and then you click the
Help, the system will display the Help topic associated with the screen you are currently
viewing. Thus, you save time instead of searching for topics.

Note: If you click Help while the E-Filing Home screen is currently open, the system
will display the Help file's Table of Contents. Click any Help topic in the Table of
Contents and you will learn more about the system and its functions.

182 Roadmap screen

A Roadmap screen is used to provide the Web User with information about the usage flow
of the e-Filing System. It can be accessed through alink on the Online Help Table of
Contents.

Instruction
1. From the Online Help Table of Contents, click Roadmap.

table of rootents | back | close

Efiling Home

e [Lownloads
e Application for e—Filing Services

Electronic Mail Bos

F—=Submission

Iransaction Records

Felated Links

Help

vdmin User Page

¢ User Account
e User Account Application

Contact us by e—maitl at enquiry@ipd.gUU.hk for any ioguiries o E-Filing.

Help (Roadmap)
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2. Select and click the link of the particular component you want to go to.
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2. INTRODUCTION TO THE ELECTRONIC FORM TEMPLATE

The electronic form templates are application forms in Word format (".dot"), which generate
XML files. XML formats are primarily machine readable formats. These XML files are then
submitted to IPD, through our E-Filing Web Site. Currently, the templates only support MS
Word 2000, MS Word XP, MS Word 2003 and MS Word 2007. English Version, Traditional
Chinese Version and Simplified Chinese Version of MS Word are supported.

21 GENERATING XML FILESUSING THE ELECTRONIC FORM TEMPLATE

Instruction

1. Goto Downloadsin the E-Filing Home screen. Download the Electronic Form
Template.

2-1



USER GUIDE

e 11 11:59
@ E-Filing Home > Downloads E-FILING SYSTEM
o gz | Login
Downloads
Related A. Application Forms for e—Filing Services
Links 1. Application for e-Filing Services {(application as new e—filer)

2. Application for additional User Account

LA B. Trade Marks Ferms
{I) Interactive Forms
1. T5 — Request toc Change Applicant's/Owner's Wame, Address, Address for Service
or Agent's Address
2. T8 — Request for Renewal of a Trade Mark Registration
3. TIC — Application or Notice to Register an Assignment a Transfer or an
Assent
4, T12 — Reguest for Extension of Time
{II7 Electronic Forms
1. Tl — Request for Search of Records/Request for Preliminary Advice on
Registrability
2, T2 — applicaticon for Registraticn of a Trade Mark (Including Certification
Mark, Collective Mark and Defensive Mark)
3. T3 — Request to Divide Application for Registration
4. T4 — Request to Merge fApplicaticns for Registration/Reguest to Merge Separate
Registrations
5. TS — Request to Change Name, Address, Address for Service or Agent's Address
{(for Licensee or Person having an Interest in the Mark)
f. T5A — Reguest to Amend Applicaticn
7. T5E — Reguest to Amend Representaticn of Trade Mark/Request to Delete Trade
Mark in Series
%. T8 — Request for Restoration and Renewal of a Trade Mark Registration
G, T% — Surrender of Registered Mark
0. T1 — Application or Notice to Register a Court Order or a Securit
Interest/Request to Amend or Remove Registered Particulars of Securit
Interest
11. Tl1 — Applicaticn or MNotice to Register a Licence/Request to Amend or Remove
Begistered Particulars of a Licence
12. TC = E=Filing for Trade Marks Correspondence

C. Registered Designs Forms
{I) Interactive Forms
1. D12 — Reguest for Alteraticon of Applicant's/Registered Owner's Name, Address
Address for Service or Agent's Address
{II7 Electronic Forms
1. Dl — Applicaticn for Registration of Designs
2. D2 — Reguest for Amendment of Applicaticn/Correcticn of Error in the Register
or in Filed Documents
3. D3 — Request for Reinstatement of Application
4. D4 — Application for Extensicn of Time
S, D5 — Application to Register Particulars of Transacticns Affecting Rizhts in
Registered Designs/ Notice of Transactions Affecting Rights in
Applications/Application to Cancel Claim to be Mortgagee or Licensee
f. DB — Wotice to Surrender Registraticn
7. D11 — Application for Renewal of a Registered Design
8. D12 — Request for Alteration of Name, Address, Address for Service or Agent's
address (for Persons Other Than Applicant/Registered Owner )/Request for
Correcticn of Address, Address for Service or Agent's Address
9, DC — E-Filing for Designs Correspondence

D. Patents Forms
{I) Interactive Forms
1. P9/P1C — Request for Renewal of a Patent/Maintaining Application for Standard
Patent
2. P18 — Reguest for Alteraticn of Applicant's/Froprietor's WName, Address
Address for Service or Agent's Address
{II7 Electronic Forms
1. P4 — Request to Record a Designated Fatent Applicaticn for a Standard Patent
2. P5 — Request for Registration of a Designated Patent and {rant of a Standard
Patent
3. PB — Request for Grant of a Short—term FPatent
4. P7 — Reguest for Correction of Errcor/Request to Fublish a Corrected
Translation
S, P8 — Request to Make an Amendment
6. P12 — Application to Restore a Withdrawn Standard Patent Application Due to
Mon—FPayment of Maintenance Fee/Applicaticn to Restore a Lapsed Standard
Patent/Application to Restore a Lapsed Short—term Patent
7. P12 — Motice REeguesting Reinstatement of a Patent Application/Application for
Restoration of Rights
8. P16 — Notice of Offer to Surrender a Patent
. P18 — Reqguest for Alteraticn of Name, Address, Address for Service or Azent's
adddress (for Perscns Other Than 4pplicant/Propriester /Request for Correcticn
of Address, Address for Service or Agent's Address
10. P1% — Applicaticon for Registration or Notice to the Registrar of Rights
Acguired in or Under a Patent or a Patent Applicaticn
11, PC — E-Filing for Patents Correspeondence
12. SP2 — Request for Extension of Time/Paving Penalty Fee for Late Filing of
Translaticn

E. XML S5chemas
1. Trade Marks Forms
2. Begistered Designs Forms
2. Patents Forms

F. 0ffline Signing
1. HTIML 5igning Application for Internet Esplorer

& 8 @ FETR
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Downloads

2. Ensure that the Macro template is enabled in your Microsoft Word. To modify the macro
security settings, select Tools -> Macro -> Security. On the screen, select the Security
L evel tab and choose Medium or Low. Click OK to confirm the setting.

For MS Word 2007 users, save the downloaded application formsinto a "trusted
location". To specify a"trusted location" for Word 2007, click the Office Button >>
click Word Options >> click Trust Center >> click Trust Center Settings >> click
Trusted L ocations >> tick Add new location (tick Subfolder s of thislocation are also
trusted if you want Word 2007 to consider these subfolders as "trusted locations” also).

3. Open the electronic form template.
Note: Choose Enable Macro if your macro security setting is M edium

4. Click onthe grey areawithin afield and type in the information.

2l eform_T5.dot (Read-Only) - Microsoft Word

Elle Edit Miew Insert Format  Tools  Table Window Help - X

DEeEs SR B o 8] B w00 -3, B rig?
o
1 H P 3 4 S £ 7 Z‘

|

[ ]

4 () B Change of address for service to:
7 c I
I ) |

ephon
1 QU ) ]
Facsimile No. E-mail Adri
.4 NG 4

Sample Electronic Form

5. To specify a country, click on the grey area in the Country field and a country list
appears for you to choose from.
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ISO 3166-1 Code List

150 3166-1 English Mame:

AFGHANISTAN

AFRICAN INTELLECTUAL PROPERTY ORGANIZATION
AFRICAMN REGIONAL INDUSTRIAL PROPERTY ORGANIZATION
ALEANIA

ALGERIA

AMERICAMN SAMOA

AMDORRA

AMGOLA

AMGUILLA

AMTARCTICA

AMTIGUA AMD BAREBLIDA

X

El

Cancel |

Select Country

24
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6. Some fields (e.g. Application Number, Class Specification, etc.) can accept more than
one entry. Click Add to add anew row or click Remove to delete the last row.

Note: On Click of Remove all the datain the last row will be removed.

2l Document2 - Microsoft Word

le Edt Wiew Inssrt Format Tools  Table  Window  Hslp Type a question for help v

FHRERAY| R c-o-AFr-E=@R T o < @), [rdswmgatn Jsow- | BB B - S |i8-[% (@

S| H-Z-A-. iR B|E| 2= Z &)

1R R sl f o - a-2-|0-mmE- 30 | E s
e s =

personal data in accordance with the Trade Marks Ordinance and the subsidiary legislation by contacting the

£ 24 [pormal | Briel S I i 3

==5
L

BEG|FF B | metwodreds [$2 R @ W 4
EI P

B C IR BRI B B

Registrar of Trade Marks.

1. Application No(s). affected by this request Mozt
=

Registration No(s). affected by this request Mez !
I E—

Note 1 This form can be filed in respect of multiple applications andior registrations relating ta the
change of the same details by the same applicant for registration, owner of registered mark,
licensee or person having an interest in the mark.

Add Remove

_l

2.Name of O i for regi ion O owner of regi: mark Customer ID
Olicensee O person having interest inthe mark  (ifyou know i
at present on the register applying for the in Box 3
] (- |

—cug.

ln2 Col 13 REC TRE EXT OWR Englsh(U.s

Draw= | Autoshapes~ . w [ | O

Page 2 Sec 1 2f3 At 1.1

Add / Remove Button

7. Totick acheckbox, click onthe box and an ‘X’ will be displayed.

H o
12 3Dimensional shape, colour, sound, smell or other norm—traditional mark (7F
applicabfe) o
Flease indicate by marking the appropriate box(es) the nature of your mark:e

a
2 53—Dimensiunal + 'CDJ.EIUI‘ 4 gSmeLL EDthersy ;
shapes (e.g. movement mark,

hioLogram
a8 & & o &k
Checkboxes



USER GUIDE

8. To embed attachments into the electronic form, enter the path and filename of your
attachments in the box provided.

5. Attachment

Attachment file name and location {e.g. CTMAachment.pdf)
[ CiMyAttachment pdf

Specifying File Name and L ocation

Note: Attachments supported by the templates include JPEG (*.jpg), PDF (*.pdf) and text
(*.txt) file formats. For text file attachments, the electronic form expects its content to be
a comma and/or new line delimited list of values. For example, if the attachment contains
application numbers, the following text:

199780045, 300001678, 899976509
456254543, 143440000

will be treated as five different application numbers.

14 Audio / video file of a sample of a soumd or other non—traditional mark (2F any)

Attachment  f1le name and: file path {e.p. C:“trade markshattachment.mp3)

Audio/ Video File Attachments

Note: Specific E-forms such as TC (e-Filing for Trade Marks Correspondence) and T2
(Application for Registration of a Trade Mark) will have specific attachment fields that
can support Audio/Video File attachments. To attach Audio/Video files, specify the
complete path and filename of the file to be attached. Note that as of the moment only the
following filetypes of Audio/Video attachments (.wav, .mp3, .mpeg and .wmv). The e-
Filing system will validate the filetypes of the attachments and will also check the
validity of the audio/video attachments as part of the e-Filing e-form validations on
upload.

9. When dl the information is ready, press the Convert to XML icon on the toolbar /
ribbon to generate the XML file. Depending on the size of the attachments, the time
taken for the generation of the XML file will vary.

Note: It is recommended that you save the file before generating the XML document by
clicking File -> Save As... and then input the desired filename.

2-6
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&

-

—_— convert bo =ML I_
1 E 1 1 1 1 1 1 1 1 1 1 1

The Convert to XML button

10. Input the desired filename of the XML file and its pah (eg.
CAXMLPath\MyFirstXML.xml). To avoid inputting the file path every time, a default
path function is available enabling the setting of a default export path for the XML file.
Please refer to the " Setting a Default Export Path” section for details.

Please input source destination [*.>ml)

Destination:

Cancel

|E: badhd P athish pFirsth L. rnl

Specifying File Name and Export Path for the XML File
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11. A confirmation message is displayed if the conversion is successful.

Microsoft Word

#ML conversion successful, XML File generated as:
3\ EMLPakh My Fir st eraL ol

Conversion Successful

12. The XML file will be available at the location specified in step 10. (eg.
C:\XMLPath\MyFirstXML .xml)

2.2 SETTING A DEFAULT EXPORT PATH

You can set the default export path for an electronic form template by using the set default
path function. This means that you do not have to input the export file path each time an
XML fileis generated.

Instruction

1. Savethe électronic form template.
2. Click the Set Default Path button
@)
[, |
sek Def F‘ath|

Set Default Path Button

3. Input the default export path and then press OK.

2-8
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3
Default Direckary:

Cancel

5et Default Directony

|4 MLPath

Specifying Default Export Path / Directory

4. After saving the default path, whenever you click the Convert to XML button, the
default path is displayed and highlighted in the box. A default export path will be set up
only for that particular E-form; so, you still need to repeat this procedure if you need to
set up default export paths for other E-forms.

Please input source destination (*.xml)

Destination:

Cancel

Default Path Displayed after Clicking Convert to XML Button

23 UNDERSTANDING THE XML SCHEMAS

The XML schemas are documents that use XML syntax to define the elements that can
appear within an XML document and the attributes that can be associated with an element. It
also defines the structure of the XML document like: which elements are child elements of
others, the sequence in which the child elements can appear, and the number of child
elements. It defines whether an element is empty or can include text. The XML schema can
also define default values for attributes. XML schemas are mainly used for validating the
correctness of the XML document and serves as a guide on creating XML documents to the
system.

By May 2006, there is no specific XML standard from OGCIO for the IP industry. The XML
standard used are defined explicitly for this system.

File Name Description
coretype.xsd Contains the base or primitive typesto be used in the XML
schema
xmldsig-core-schemaxsd | Contains the definitions for XML Signature
CustomerID.xd Contains definitions used for Application for e-Filing Services
WebUser.xsd Contains definitions used for Application for e-Filing Services -
User Account

2-9
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File Name

Description

Trade Mark Schema

tmlr-implementation.xsd

Contains the complex types to be used in the XML Schema of
Trade Mark Forms

tmlr-business.xsd

Contains generic definitions for Trade Marks Forms

eform.xsd The XML Schema used to validate the Trade Mark Forms

E-Forms

FormT1.xsd Contains definitions used for T1 - Request for Search of
Records/Request for Preliminary Advice on Registrability

FormT2.xsd Contains definitions used for T2 - Application for Registration of
aTrade Mark (Including Certification Mark, Collective Mark
and Defensive Mark)

FormT3.xsd Contains definitions used for T3 - Request to Divide Application
for Registration

FormT4.xsd Contains definitions used for T4 - Request to Merge Applications
for Registration/Request to Merge Separate Registrations

FormT5.xsd Contains definitions used for T5 - Request to Change Name,
Address, Address for Service or Agent's Address (for Licensee or
Person having an Interest in the Mark)

FormT5A .xsd Contains definitions used for T5A - Request to Amend
Application

FormT5B.xsd Contains definitions used for T5B - Request to Amend
Representation of Trade Mark/Request to Delete Trade Mark in
Series

FormT8.xsd Contains definitions used for T8 - Request for Restoration and
Renewal of a Trade Mark Registration

FormT9.xsd Contains definitions used for T9 - Surrender of Registered Trade
Mark

FormT10.xsd Contains definitions used for T10 - Application or Notice to
Register a Court Order or a Security Interest/Request to Amend
or Remove Registered Particulars of Security Interest

FormT11.xsd Contains definitions used for T11 - Application or Notice to
Register a Licence/Request to Amend or Remove Registered
Particulars of aLicence

Correspondence.xsd Contains definitions used for TC - E-Filing for Trade Marks

Correspondence

Interactive E-Forms

FormT5i.xsd Contains definitions used for T5i - Request to Change
Applicant's’Owner's Name, Address, Address for Service or
Agent's Address

FormT8i.xsd Contains definitions used for T8i - Request for Renewal of a
Trade Mark Registration

FormT 10i.xsd Contains definitions used for T10i - Application or Notice to
Register an Assignment / a Transfer or an Assent

FormT 13i.xsd Request for Extension of Time

Design Schema

dras-implementation.xsd

Contains the complex types to be used in the XML Schema of
Design Forms

dras-business.xsd

Contains generic definitions for Design Forms

2-10




USER GUIDE

File Name Description

eformDRAS.xsd The XML Schema used to validate the Design Forms

E-Forms

FormD1.xsd Contains definitions used for D1 - Application for Registration of
Designs

FormD2.xsd Contains definitions used for D2 - Request to Amend an
Application/Request to Correct an Error in the Register or in
Filed Documents

FormD3.xsd Contains definitions used for D3 - Request for Reinstatement of
Application

FormD4.xsd Contains definitions used for D4 - Application for Extension of
Time

FormD5.xsd Contains definitions used for D5 - Application to Register
Particulars of Transactions Affecting Rights in Registered
Designs Notice of Transactions Affecting Rightsin
Applications/Application to Cancel Claim to be Mortgagee or
Licensee

FormD8.xd Contains definitions used for D8 - Notice to Surrender
Registration

FormD11.xsd Contains definitions used for D11 - Application for Renewal of a
Registered Design

FormD12.xsd Contains definitions used for D12 - Request for Alteration of
Name, Address, Address for Service or Agent's Address (for
Persons Other Than Applicant/Registered Owner)/Request for
Correction of Address, Address for Service or Agent's Address

FormDC.xsd Contains definitions used for DC - E-Filing for Designs

Correspondence

Interactive E-Forms

FormD12i.xsd

Contains definitions used for D12 - Request for Alteration of
Applicant's/Registered Owner's Name, Address, Address for
Service or Agent's Address

Patent Schema

epatcom-
implementation.xsd

Contains the complex types to be used in the XML Schema of
Patent Forms

epatcom-business.xsd

Contains generic definitions for Patent Forms

eformEPATCOM .xsd

The XML Schema used to validate the Patent Forms

E-Forms

FormP4.xsd Contains definitions used for P4 - Request to Record a
Designated Patent Application for a Standard Patent

FormP5.xsd Contains definitions used for P5 - Request for Registration of a
Designated Patent and Grant of a Standard Patent

FormP6.xsd Contains definitions used for P6 - Request for a Grant of a Short-
term Patent

FormP7.xsd Contains definitions used for P7 - Request for Correction of
Error/Request to Publish a Corrected Trandation

FormP8.xsd Contains definitions used for P8 - Request to Make an
Amendment

FormP12.xsd Contains definitions used for P12 - Application to Restore a

Withdrawn Standard Patent Application Due to Non-Payment of

2-11
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File Name

Description

Maintenance Fee/Application to Restore a Lapsed Standard
Patent/Application to Restore a L apsed Short-term Patent

FormP13.xsd

Contains definitions used for P13 - Notice Requesting
Reinstatement of a Patent Application/Application for
Restoration of Rights

FormP16.xsd

Contains definitions used for P16 - Notice of Offer to Surrender
a Patent

FormP18.xsd

Contains definitions used for P18 - Request for Alteration of
Name, Address, Address for Service or Agent's Address (for
Persons Other Than Applicant/Proprietor)/Request for Correction
of Address, Address for Service or Agent's Address

FormP19.xsd

Contains definitions used for P19 - Application for Registration
or Notice to the Registrar of Rights Acquired in or Under a
Patent or a Patent Application

FormPC.xsd

Contains definitions used for PC - E-Filing for Patents
Correspondence

FormSP3.xsd

Contains definitions used for SP3 - Request for Extension of
Time/Paying Penalty Fee for Late Filing of Trandlation

Interactive E-Forms

FormP9P10i.xsd

Contains definitions used for P9/P10 - Request for Renewal of a
Patent/Maintaining Application for Standard Patent

FormP18i.xsd Contains definitions used for P18 - Request for Alteration of
Applicant's/Proprietor's Name, Address, Address for Service or
Agent's Address

Note:

1. The XML Schemas can be downloaded at the Downloads of the E-Filing Home screen.
2. Fileswill bein zip format (*.zip).
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3. INTRODUCTION TO ELECTRONIC SUBMISSIONS

After your Customer 1D and Web User Account application has been approved by IPD, you
can upload, submit and pay for applications via our E-Filing System.

Y ou need to upload the XML documents of your application onto the system. The system
will extract the data from the documents and then generate the PDF files for preview. After
previewing the application, you may submit and pay for your application to IPD.

Interactive Forms are processed by 1PD immediately upon upload. For more information
regarding these applications, please see "Introduction to Electronic Submissions (Interactive
Services)" for details.

3.1 PREPARING AND UPLOADING APPLICATIONS

Instruction

1. Click Downloads on the Electronic Filing Home page.

21-02-2008 17:36

E-FILING SYSTEM

E-Filing Home
WP | Login

E-Filing Home
Related
Links

Help Shat’s New Welcome to IPD Electronic Filing and

Interactive Services
31 December 2003 (soft launch)

e Trade Marks Form T5 (Request to change name, address or address for service)

31 Dec 2003
Soft launch Trade Mark

Reutine maintenance time

e 01:00 to 05:00 from Tuesday te Sunday
e 17:00 Sunday te 05:00 Menday

Terms of Use
Use of e=Filing constitutes acceptance of the terms and cenditions laid down in the
Terms of Use. Please read them carefully.

Enquiry

Flease contacr Brenda Wan ar 2BBE1 BBTZ or e—mail te hrendawan(llipd.mov . hk.

= Application for e-Filing Services

Electronic Filing Home Page

31
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2. Prepare therequired XML file for submission
a. If you are using the Word template provided by 1PD

i. Download the desired Trade Mark Form, Design Form or Patent Form under the
heading E-Forms from Section B, C and D respectively.

ii. Complete the form and generate the required XML (see "Introduction to the
Electronic Form Template" for details).

b. If you are generating XML files using your own XML applications
i. Download the desired XML Schemasin Section E.
ii. Extract all schemafilesinto any directory.

iii. Create an XML document using eform.xsd, eformDRA S.xsd,
eformEPATCOM .xsd together with the desired elements (formT1, formD1,

formP4 ... etc.).

3-2
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21

111

E-FILING SYSTEM
Pz |

E-Filing Home Downloads

Login

Downloads

Application Forms for e—Filing Services
1. Application for e-Filing Services {(application as new e—filer)
2. Application for additicnal User Account

Trade Marks Forms

{I) Interactive Forms
1. 752 - Request to Change Applicant's/Owner's Mame

or Agent's Address

2. T8 — Request for Renewal of a Trade Mark Registration
3. T1C - Application or Notice to Register an Assignment

Assent

T12 — Reguest for Extensicn of Time

Electronic Forms

Tl - Reguest for Search of Records/Request for Preliminar

Registrability

. T2 — application for Registration of a Trade Mark (Including Certificaticn
Mark, Collective Mark and Defensive Mark)

. T3 - Request to Divide Application for Registration

. T4 - Request to Merge Applications for Registraticn/Eeguest to Merge Separate
Registraticns

. TS - Request to Change Name, Address, Address for Service or Agent's Address
(for Licensee or Perscn having an Interest in the Mark)

. T84 - Request to Amend Applicaticn

. T5B - Reguest to Amend Representation of Trade Mark/Reguest to Delete
Mark in Series

Address, Address for Service

a Transfer or an

4.
an
1.

Advice on

Trade

%. T& — Request for Restoration and Renewal of a Trade Mark Registration
9. T% — Surrender of Eegistered Mark
10, T1G - Applicaticon or Meotice to Register a Court Order or a Securit
Interest/Request to Amend or Remove Registered Particulars of Securit
Interest
11. T11 - Application or Wotice to Register a Licence/Reguest to Amend or Remove
Registered Particulars of a Licence
12. TC — E-Filing for Trade Marks Correspondence
C. Registered Designs Forms
{I) Interactive Forms
1. D12 - Request for Alteraticon of Applicant's/Registered Owner's Name, Address

Address for Service or Agent's Address
{II) Electronic Forms

1. D1 - Application for Registration of Designs

2. D2 — Reguest for Amendment of Application/Correcticn of Error in the Register
cr in Filed Documents

3. D3 — Request for Reinstatement of Application

4. D4 — Application for Extension of Time

5. D5 — Application to Register Particulars of Transacticns Affecting Rights in

Registered Designs/ Notice of Transactions Affecting Rights in
Applications/Application to Cancel Claim to be Mortgagee or Licensee

B. DB — Notice to Surrender Registration

7. D11 — Application for Renewal of a Hegistered Design

5. D12 - Request for Alteration of Name, Address, Address for Service or Agent's
Address (for Persons (Other Than spplicant/Registered Owner J/Reguest for
Correcticn of Address, Address for Service or Agent's Address

9, DC - E-Filing for Designs Correspondence

D. Patents Forms
{I) Interactive Forms
1. P9/P10 — Request for Renewal of a Patent/Maintaining Application for S5tandard
Patent
2. P18 — Request for Alteraticon of Applicant's/Proprietor's Hame
¢ Address for Service or Agent's Address
11

Address

Electronic Forms
1. P4 - Request

o)

2. P5 — Reqguest for Begistraticon of a Designated Patent and Grant of a Standard
Patent

3. P8 — Request for (rant of a Short—term Patent

4. P7 — Request for Correcticn of Error/Eequest to Publish a Corrected
Translation

5. PB — Reguest to Make an Amendment

B. P12 — Application to Restore a Withdrawn Standard Patent Application Due to
HNon—Fayment of Maintenance Fee/fpplication to Restore a Lapsed Standard
Patent/Application to Restore a Lapsed Short—term Patent

7. P13 — Notice Reguesting Reinstatement of a Patent Applicationfdpplicaticon for
Restoration of Rights

3. P18 — Notice of Offer to Surrender a Patent

9, P18 — Reguest for Alteraticon of Name, Address, Address for Service or Agent's
Address (for Persons Other Than Applicant/Proprietor)/Request for Correcticn
of Address, Address for 3ervice or Agent's Address

10, P1% — Application for Registration or WMotice to the Registrar of Rights
Acquired in or Under a Patent or a Patent Applicaticn

11. PC — E-Filing for Patents Correspondence

12. 5P2 - Reguest for Extension of Time/Paying Penalty Fee for Late Filing of

to Eecord a Designated Patent Application for a Standard Patent

Translaticn

. Trade Marks Forms
. Registered Designs Forms
. Patents Forms

Schemas

S © IR
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Downloads page

3. Go to the E-Filing Home page and login with your User Name and Password (see ™
Application for Electronic Filing Services' for details).

4. Click E-Submission from the main menu on the left hand side.

Note: The " File List Ready for Submission” page will be displayed. It contains all the
files previously uploaded under the same customer 1D and the corresponding status.

5. Click Upload at the bottom of the screen. The Upload page will be shown.

Cf@*’ E-Submission E-FILING SYSTEM

&‘s Welcome, CALABAL! | %f@%3r | User Details | Logout

|

& view Frinter Friendly Yersion
File List Ready for Submission

Electronic & . % ”
Mail Box This is your working area and it does not form part of IPD's records.

— B Tetal Disk Quota 500 MB

t—submlsslur’ Disk Usage 250 MB (52R)
Free Space 241 MB (48]

al Registry Trade Harks v

Transaction
i 1-20 of 104 Records MEZEMEE - =

Related

’ o - Add to
L Feo Your Refecomce  UPIRSIST SIERT upioaa b TS Staus Online
= By By [T o
JTS/RTC/SAB/321436681— CALABAL UYOCLOOCoBZ182 0.06 Validation
cooe3z Failed
Admin User
Page O 13-02-200% 13:34 T2 SD-TH1812 CalAaBal CaLaBal UOO0OO0C00B218]1 0.08 Validation
Failed L
[ 13-02-2005 13:27 T2 SD-TH1812 CALABAL UGOOOCOOBZ1BG 0.08 Validation
Failed
[ 13-02-200% 13:23 T2 SD-TM1B1Z CALABAL UGCOLCOUBZLTY .08 Validation
Failed
[ 13-02-200% 13:21 T2 SD-TH1812 CALABAL UGBGOOGOEZ178 0.08 Validation
Failed
[] G7-02-200% 14:08 T3 T2 001 CALABAL CALABAL UGCCGOCCCEZ2112 6.38 Validation
Failed
O 67-02-200% 13:47 T3 T3 001 CalABAL UooOoo0oOB2110 8. 38 Under
Processing
[ G7-02-2005 13:40 T3 T2 001 CALABAL CALABAL UGCCOCOCEZ2108 6.368 Validation

Failed )
SAdd Al to Online Cart

HRemove

Jnline Cart

File List Ready for Submission
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6. Specify the number of applications to be uploaded.

7. For each application, specify the location of the XML file in the text box or select the
XML file by clicking the Browse button.

Note: Interactive and non-interactive applications can be uploaded simultaneously.

Note: The deposit account option is used only by interactive applications. It has no effect
on non-interactive applications.

8. If the XML isnot signed, click the Sign & Upload button.

Note: If you are using Internet Explorer and you have only one certificate installed in
your browser then your application will be signed using that certificate. Otherwise, you
will be prompted to select a certificate. This process is similar to steps 5-7 in section 3.2
"Signing Applications Offline.” Finaly, if there are multiple XML files then all XML
fileswill be signed.

XML documents generated by the Electronic Form Templates are NOT yet signed.

The system will check if the user has installed the required component for signing. The
user may need to confirm the installation if the required component is not installed yet.

9. However, if the XML document is already signed by the user application or by the offline
signing tool available in the Downloads page (please refer to " Signing Applications
Offline" for details), click the Upload button.
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a https:{fthombill:B445 - E-Filing - FWEFO4 300 - Upload - Microsoft Internet Explorer

Upload

This 15 your working area and it doees not forwm partc of
IPD" = records.

Upon upload, all interactive electronic records will be
submitted autowmatically.

Actual awount will be deducted from the selected deposit
account for the interactive electronic records only. The
deduction will be perforwmed after successful submission
of the interactive electronic record, i.e. passing of the
system validatcion.

Flemaze input the file path of the XML file (=) in the Filename (=)
field. Click Upleoad 1f all XML File(sj are already si1gned, or
click Sign & Upleocad to let the system sign each XML file before
unlocading. The file(s] specified will be signed and & backup file
<filename?.crig.xml will be created for each XML file under the
zame directory of the file.

Teeal Disk Quoca 00 MB
Disk Usage 255 MB (G2%)
Free Space 241 MB (4B%)

Chocse a deposit account | [Pleaze Select One] VI
(Applicable to '
Incteractive Services 6
cnly])
Ho. of Application (5:] D
Filenawme (5) [T Fa .‘-{ML\"-.,F'dl-_main_nc:-rmalr ?EIE 7

iE %P4 XMLWPA main_normal |

QO ([ upiead [JSien & Uplead D8

2] = D o wErEE
Upload page

Note: After the upload has been completed, the application will be inserted into the File
List Ready for Submission with a status of "Under Processing". Depending on the
current loading of the system, it may take some time to process the XML documents and
generate the PDF files for review. E-filing would try to process the uploaded application
for 20 times until the validation is completed. If there were errors encountered or the
XML could not be processed after 2 times then the status would be updated to
"Validation Failed".

Note: Note that the E-filing system will now validate the filesize of the XML documents
uploaded. Please try to limit the number and size of attachmentsin the e-Formsto avoid
your applications from failing the validation.
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3.2 SIGNING APPLICATIONS OFFLINE

You may use the HTML Signing Applications to perform offline signing. These tools are
useful in signing E-Filing applications specially when more than one signature is required.
For example, you can use this tool to sign your user account application and hand over the
signed XML fileto your Administrator.

Instruction

1. From the Downloads download the HTML Signing Application for Internet Explorer.

2. TheFile Download window will appear. Save and extract the contents of the zip file to a
local directory.

. | 21-03-2011 14:53
; i E-Filing Home > Downloads E-FILING SYSTEM
1

-?/I g y @+ | Login

9, DC — E-Filing for Designs Correspondence

D. Patents Forms
Related 5
Links {I) Interactive Forms

1. P8/P10 — Reguest for Renewal of a Patent/Maintaining Applicaticon for Standard
Patent
Help 2. PI® - Request for Alteration of Applicant's/Preoprietor's Name, Address,

Address for Service or Agent's Address
{II) Electronic Forms

. P4 — Bequest to Record a Designated Patent Application for a Standard Patent
. P5 — Reguest BRTE |§| rant of a Standard
Patent —ir

. PB — Request| sompmemmes o

. P7 — Eeguest EEER AR ER Corrected
Translaticn @ £35: eng_nifline_signing_ie zip

. P& — Reguest 4B [EEARAD (zipped) EHIZE

. FLZ - applicy FE: thombill

2 pplicaticon Due to
hpsed Standard

HNon—FPayment

Patent/Applic
. P13 - Notice
Restoration

Al & Lol TER A=l e ARl O RREE R s e | : :

5. PL& - Requesf @ ESESUNRIE - LR LSO S BRI Service or Agent's
Address (for THEMERE - BitEErEkE lest for Correction

of Address, 4

1G. P19 - Application for Registration or MNotice to the Registrar of Rights
Acquired in or Under a Patent or a Patent Applicaticn

11. PC — E-Filing for Patents Correspondence

12. 5P2 - FEequest for Extensiecn of Time/Paving Penalty Fee for Late Filing of

Translation

iocn/Applicaticon for

E. XML Schemas
1. Trade Marks Forms

2. Registered Designs Forms
3. Patents Form

. 0ffline Signing
1. HTML Signing Applicaticn for Internet Explorer

= Return w e

Downloads page

3. Open the file sign_offline.html. (For Windows Vista Users, please disable User Account
Security the first time the Offline Signing Function is opened to allow the components to
beinstalled.)

4. Specify the location of the XML fileto be signed in the field or select the XML file by
clicking the Browse button.
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5. Click Sign

2} Hong Eong SARG IPD E-Filing System - Microsoft Internet Explorer I
HRE ®EE BRO HOREW IO SEH -

Q- Q XA Puzdeamrz @ -2 #H-JEA B

AT @ C\Documents and Bettingzsicalabats EYOline Mgningiszn_offline himl

v D BE EE 7

Offline Signing

Filename '| (”1%”% [ Sign l

) HEUER

(&
i
B

Offline Signing page

6. Select the appropriate certificate and click OK.
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RN EFRERSE -
&35 #iTE HEBR LAY FEHAR DR
£ ihzens  Azeus =2 Hh Azenz- :
}."IJ.'IT.L}"IJ. Azens = Hi= i aane EEER
< |
| = || Eg || wRERW

Select Certificate for Internet Explorer

7. Theselected XML isnow signed with the chosen certificate. Note that a backup copy of
the unsigned XML has been created with the file extension .orig.
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3.3 REMOVING UPLOADED APPLICATIONS

Y ou can remove the uploaded applications before they are submitted.
Instruction

1. GototheFileList Ready for Submission page.
2. Tick the checkbox beside the uploaded application(s) to be removed.

Note: Itemswith a status of "Under Processing" or "Not Y et Paid" cannot be removed.

3. Click Remove to remove the selected applications.

@ E-Fll.:NG S\jS'rEM

/
Z E-Submission
\“—-—‘(?1/ Welcome, CALABAL! | %f@%3r | User Details | Logout

I®

& view Frinter Friendly Yersion
File List Ready for Submission

Electronic B R . % ”
Mail Box This is your werking area and it does not form part of IPD's records.

= - Total Disk Quota 500 MB

k—submlsslnn' Disk Usage 250 MB (5z%)
Free Space zal MB (a33)
p 1-20 of 104 Records PRI & 5

Related

Links. Size

Fee Upload ID ‘g Status
JTS/RTC/SAB/32142661— CALABAL UOLOOCCOBZ182 0,06 Validation
nozaz Failed
Admin User
Page ] 13-02-200% 13:34 12 SD-TH1B12 CALABAL CALABAL UDCCOOGRB218L 0.08 Validaticon
Failed L
[] 13-02-2000 13:27 12 SO-TH1212 CALABAL UBGOOORGEZ 180 0.08 Validation
Failed
Pl ld-echon 1A 1o SD-TH1E1Z CALABAL UOLCOOCOB2LTY 0.08 Validation
Failed
[ 13-02-2008 13:21 12 SI-THIZ1Z CALABAL UBGOOORGEZ 178 0,08 Yalidation
Failed
[ 67-02-2000 14:08 T3 T3 061 CALABAL CALABAL UDDGOOCDEZ113 .36 Validation
Failed
[ 07-02-200% 13:47 13 T3 001 CALABAL UBOOOOROBZLL0 6.38  Under
Processing
[] 67-02-2009 13:40 13 T3 001 3 CALABAL CALABAL UDDGOOGOEZI0S 6.36 Validation

Failed ~

il ta Online Cart S Remov

ion Log

File List Ready for Submission with checkbox ticked.
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34 PREVIEWING AND SUBMITTING UPLOADED APPLICATIONS

The system processes the uploaded applications in batches. It validates the signature, XML
documents and generates PDF files for preview. If the submission fails during the validation
process, details of the error can be viewed by clicking Status. Once the status of an
application changes to "Ready to Submit", you can submit the application to IPD via the E-

Filing page.

Instruction

1. A PDFfileiscreated for the applications that you have uploaded. Click the hyperlink in
the Form Name column to preview an application. (It is recommended that you preview
your applications before submission)

Note: For selected e-Forms (e.g. T2, TC, Patent and Design e-Forms) clicking the
hyperlink in Form Name column will display the list of filesincluded in the application.
Clicking on the individual hyperlink in Document Type will select the file for download
and/or open. For Audio/Video Attachments the default Media Player will be called to
open the selected fileif available, check the settings in the local machine for details.

close '

1 Form T2
Audic/Video Accachment Sound . mp3
3 Audic/Video Arcachment hologram. mpeg

DocumentsList

3-11



USER GUIDE

2. Applications with a status of "Validation Failed" cannot be submitted. To find out the
cause of the failure, click on the corresponding hyperlink under the Satus column. This
will open the Failure Reason screen listing the causes of failure.

3. Add the desired application to the Online Cart by clicking the & icon. Only applications
with a status of "Ready to Submit" or "Not Y et Paid" can be added.

4. To check the contents of the online cart without adding any application, click on View
Online Cart.

E-FILING SYSTEM
Welcome, CALABAL! | #8csr | User Details | Logout

E-Submission

& View Printer Friendly Yersion
File List Ready for Submission

Electronic W . 5
Mail Box This is your working area and it does not form part of IPD s records.

Toral Disk Quota 500 MB
Disk Usage zs8 ue (523
Free Space zal #B (@8%)

Registr Dezigns v
Transaction & % g

e 1-20 of 188 Records M EME - ==

-Submissiol

/ onting
Links Upload Date/Time Form four Uploaded Signed " Size .c
U -4t bhiem) Hame F°° Reference By By Yelesd S0 re s QE;::"
“ [ 2B-02-200% 1G:35 D1 Dl CaLaBal UGGOOCOGEZ14l O.0f Validation

Admin User

Fagt ] 10-C1-2005 18:44 D1 Dl CALABAL UOOCO00GE193C 012 Validation
Failed

[0 10-01-200% 18:32 D1 D1 CALABAL UOLOO0O0E1585 4.8 Validation
Failed

O 1G-01-2005 18:32 DI D1 CALABAL UGGOOCOLE1988 4. 5K

[ 02-08-2008 14:27 DI EA-100100  IPD UooooCo0B1633 =
Processing

0 G1-Ga-2008 IFD 1799 CalaBal CALABAL UGGGOGOOBGB70 (.23 Ready to

D1 Submit

] 01-04-2008

0 01—0&@8

ilpload nline Cart Add All to Onl

HEE  IFD 1799 CALABAL CALABAL UCODOCODCE064% 0.23 Ready to
D1 Submit

IPD 1799 CALABAL CALABAL UOGCOCQOB0OB848 0.23 Ready to
Submit

FilesList Ready for Submission

5. Payment maybe deferred for some applications. When deferring payment for an
application is allowed, un-tick the Pay? checkbox to defer payment of fee for that
application.

6. Simply repeat steps 3 — 5 to add more items to the Online Cart. Y ou can also click the
Add All to Online Cart button to add all “Ready to Submit” itemsto the Online Cart.

7. Toremove an item from Online Cart, ssmply click the % con beside the application in
Online Cart.

Note: Click Remove All From Cart to remove all the application from the Online Cart.

Please note that the items are removed from Online Cart only and not from the File List
Ready for Submission.
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8. After adding al the desired itemsto the Online Cart and if there are no feesto be paid,
click Submit to proceed.

Electronic
Mail Box

-Submissio

Transaction
Records

Related
Links

Admin User
Page

E-Submission

File List Ready for Submission

E-FILING SYSTEM

Welcome, CALABAL! | %%z | User Details | Logout

& View Printer Friendly Yersicn

1-20 of 188 Records

This is your working area and it does no t form part of IPD's records.

Tetal Disk Quota
Disk Usage
Free Space

Registry

[ Vst oad Date/Tix
(@-u-Y hh:mm)

[ 26-02-2009 10t
0 10-01-2009
0 10-01-200%
[ 10-01-200%
[0 02-08-2008

] 01-04-2008

500 MB
250 MB (G2El
za1 MB (8%

3 hitps:A/thornbill 8445 - E-Filing - FREFI4400 - Oaline Cart - Microsoft Internet Explorer [« | 1 [X |

0] 01-04-2008

] 01-04-2008

Upload

16:31 DL

R )
Cart sAdd All to Online Cart

= Remove

Online Cart

Submit

subrnission Log

Online Cart 8 = >
close Add to
This is your working area and it does not form part of Online
IPD's records. Cart
* Form D1 (Upload ID: U000000060649) is added to cart.
1-20f2Records
Remove b
Form Uploaded Your s ;
s | | Dt I e (G B | e
DL CALABAL IPD 179% UODOODOOBOBAS HES
Dl 700.00 7
il CalaBal IPD 1799 UGCDOCCOBOBTO HES
D1 700,00
Total HK$ 1,400.00
9 ( [mext] [[__Remove ALL From cart |
18] = D @ EEER =4
00,00 DT Ubmit
HEE IPD 1799 CaLABAl CALABAL UCGCOCODOECE42 0.23 Ready to w’

9. Otherwiseif there are fees to be paid, you will see the Next button instead of the Submit
button. Click Next to go to the Select Deposit Account page.

10.

11.

Choose the deposit account that you want to pay with.

Click Pay and Submit to confirm payment and proceed. A modal window showing

"Request is being processed... Please don't close thiswindow." is displayed. Please wait
for the processing to finish and the message to close before proceeding with the
remaining processes.

Note: The system will process the submission and validate the signature. The Submission
Details page is then displayed if the submission of the applications was successful.
Otherwise, another page informing you of the cause of failure will be displayed. A
successful submission of applications means that the IPD received the applications and
will consequently be processed.
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a hitps:{fthombill:B445 - E-Filing - FWEFO4410 - Select Deposit Acconnt - Microsoft Inte_ |__| .

Select Deposit Account

close
This is your working area and it does not form part of
[P s records.

Application Fee Farm Your
Fee
Name Reference
Dl T ks 100,00
10 ™ BT e 700,00
— ru-':a.l..J-]K$ 1,400.00
Choose Depositc [Flease Saelect One] w
Account

Fay and Submit HBack]
S — I

11

&] R D P ERE

Select Deposit Account

08 11:34

# =
3 E-Filing - FWEF04410 - Select Deposit Accomnt’= Microsoff Internet Explorer |__ | £

E-FILING SYSTEM
WPz | User Details | Logout

E-Submission

Select Deposit Account

~|
cloze i Friendly Yersicn i
This is your working area and it does oot form part of
[P} s records.
Electronic . R
Mail Box This is your
Total Disk Qu Application Fee Form Your
i Name Reference Fee
-Submissio Disk Usage
Free Space T1 fV“”‘“ HES 200.00 —
Regiscry reference
Transaction 1.300.00
L 1-20 of 70 Reco 3 THLR2 - Microsoft Internet Explo._ [2 ] e M1[2103 /4] =
e — 1,500.00
elal
Ch 5 - Add ¢
Links ] UDI':{YD?:;. °°9 Request being processed, Seatme  |Taiine
please do not close this Cartc
[ 22-02-2008 window. = AR lalidation
it ] [Back] Failed
Admin User
s [ 22-02-2008 Ready to &
Submit
[] GB-0Z-2008 Under
rocessing

=iAdd All to Cnline Cart =iRemove

Online Cart

Processing Submission
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a hitps:{fthomball-B445 - E-Filing - FWEFO4420 - Submission Details - Microsoft Internet Ali=]

Submission Details

=h Yiew Printer Friendly Versicon | close

Submission ID SO001TERD

Paywment Mecthod Deposit Account
Submicced and Paid By CALABAL
Transaction No. BS0E

Transacticn Date/Time 03-0E—E20058 17:43
Toceal Amount Paid HEE: 1.,400.00
Applicacion /

:ﬂu;: Regiﬂsut.‘raft.iun Fee Paid Uploaded By Receipt
IPD Reference
0BG000L. 1M HES 70C.00  CaLaBal D[ &
Go0G14% ., 4 HEE 700G.00 CaLABAL =

14 {Print A1l Receipt)
‘h.._________.ﬂ"'
13

&] R D P EREE

Submission Details

12. Click the & icon under the Receipt column in order to view the receipt for that
application. This receipt affirmsthat 1PD has received the application together with the
attached documents. To print the receipt, click on & on the receipt screen.

13. If there is more than one submitted application then the Print All Receipt hyperlink will
be available. Clicking on this link will show all receipts for that submission. Clicking on
the & icon prints each receipt on a separate page.

14. If you wish to review the application that you submitted together with its attached
documents, click the form name under the Form Name column.
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35 VIEWING THE SUBMISSION LOG

The system logs every submission (both successful and failed) for a Customer ID. You can
view the submission logs after you have logged in.

Instruction
1.

From E-Submission page, click View Submission L og. The Submission L og will be

displayed. Submission Log items are arranged by Submission Date in descending order

and Submission ID.

"Previewing and Submitting Uploaded Applications' for details.)

documents, click the form name under the Form Name column.

Click the hyperlink in the Submission I D column to view the submission details. (see

If you wish to review the application that you submitted together with its attached

Note: For non-interactive applications, the field Transaction Status will always contain

the word “N/A”.

2} https:#ithombill:8445 - E-Filing - FWEF04800 - Submission Log - Microsoft Intemet Explorer

Submission Log . 5

& View Printer Friendly Yersion |close
Refresh o view up—to—date details
1-20 of 862 Records M2 [ EIE = ==
Submissian Application / Upload T
Date/Time Form Your Registratien Date/Time Uploaded Signsd . . o Size “d""P .ed Payment . oo oo s Sul ion Transacticn
—M—Y Reference No. / —H—Y By ¥ DIC p) " . 218 Wethod 28 LAl 2L Status
bh o) IPD Reference hhiwm) 2
28-02-200 Pa 09100039.4 28-02-2009 CALABAL CALABAL UOCOOOGOB2142 0.01 CALABAL HES 0.00 Submitted N/a
15:02 Wultiple 12:05
pplicant 2
25-02-20¢% P1 AY PLBI 0100028 25-02-2009 CALABAl CALABAL UOGOQOGCBZ140 0.00 CalaBal HES 0.CG0  Submittfd SCGGGLT2G0
15E0L 15:01
25-02-2 IaY PS5 GB1G003B.5  25-02-200%9 CALABAL CALABAL UCGCOCCGOBZ1350.00 CALABAL Deposit HEE 2,870.00C Submitfed S00G171359 N/
18: 50 18:59 Account and Paid
@race1)
25-02-2p05 P1e JpY P19 [N Helvct: 25-02-2005 CALABAL CALABAL UCGOCOCOBZ1380.00 CALABAL Deposit HES 1,300.00 Submifted S0Q01TISE /8
18:53 18:53 Account and Faid
2! {CNACDL)
23-02-200% P4 aY P4 0O100038.5 23-02-2009 CaLABAL CaLABAL UOCCGDOCGBZ1Z3 (.00 CaLABAL Deposit HEE 2,50C.00 Submitted SGOGITIST /8
18:4 18:43 Account and Paid
{CNAGEL)
23-02-2p0% P18 JAY PIBI 0e160037 23—02-20059 CALABAL CALABAL UCCGOOCGBZ2127 G.0C CALABAL HEE 0.0C Submjtted SCCGC17196  Approved
18:4 18:41
23-02-20% Ps laY_PS G5100037.8  23-02-2009 CaLABAl CALABAL UOGCGOOGOBZ128G.00 CaLABAl Deposit HE$ 2,870.00G Submitted SGOGITIGS /8
18:4 18:37 Account and Paid
{CNADDL)
21-02-2§0% P4 AY P4 GO100037.68  20-01-2009 CALABAL CALABAL UOCQGOOCGB2051 G.00 CaLABAL Deposit HEE 2,500.00 Submifted SCG0G1T1G4 /8
18:29 1G:58 Account and i
NaGo1)
21-02-200% P18 Y_P18L 09100038 21-02-2009 CALABAL CALABAL UCOCOOCOBZ1250.00 CALABAL HEE 0.00 Submithed S00017193
18:27 18:27
15-02-2045 Ps [JaY_Ps G3100G036.7  19-02-2009 CaLABAl CALABAL UGCGOOGOBZ124G.00 CaLABAL Deposit HEE 2,670.00G Submittkd SGOG1T71G2 N/a
18:22 18:21 Account and Pai
{CNAGEL)
17-02-2009% P4 J JaY_P4 GOL0CO3B.7  20-01-2000 CALABAL CALABAL UOCCGODOCOBZ0SZ2 0.00 CALABAL Deposit HEE 2,50C.00 Submitted N/a @
1217 1Mo Nemeaim + And Paid
>
& ERY T
Submission Log
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4. INTRODUCTION TO ELECTRONIC SUBMISSIONS
(INTERACTIVE SERVICEYS)

After your Customer ID and Web User Account application has been approved by IPD, you
can upload, submit and pay for applications via our E-Filing System.

With interactive services, applications are submitted to the E-Filing System upon upload.
Fees for applications that require payment are automatically deducted from a specified
deposit account after the applications have been successfully processed by the system.

For information regarding non-interactive applications, please see "Introduction to Electronic
Submissions’ for details.

41 UPLOADING AND SUBMITTING APPLICATIONS

Instruction

1. Click Downloads on the Electronic Filing Home page.

21-0

; E-Filing Home E-FILING SYSTEM
S

= ST | Login

E-Filing Home

Welcome to IPD Electronic Filing and
Interactive Services

31 December 2003 (soft launch)
e Trade Marks Form T6 (Request to change name, address or address for service)

31 Dec 2003
Seft launch Trade Mark

Routine maintenance time

e 01:00 te 05:00 from Tuesday te Sunday
e 17:00 Sunday te 05:00 Menday

Terms of Use

Use of e=Filing censtitutes acceptance of the terms and cenditiens laid dewn in the
Terms of Use. Please read them carefully.
Enquiry

Pleaze contact Brenda Wan av ZBBl BBTZ or e-mail ro brendawanlli

= Application for e-Filing Services

Electronic Filing Home Page

2. Preparetherequired XML file for submission
a. If you are using the Word template provided by 1PD

i. Download the desired Trade Mark Form, Design Form or Patent Form under the
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heading | nter active Electronic Recor ds from Section B, C and D respectively.

ii. Complete the form and generate the required XML (see "Introduction to the
Electronic Form Template" for details).

b. If you are generating XML files using your own XML applications
i. Download the desired XML Schemasin Section E.
ii. Extract all schemafilesinto any directory.

iii. Create an XML document using eform.xsd, eformDRA S.xsd,
eformEPATCOM .xsd together with the desired elements (formT8i,
formPOP10i ... etc.).
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011 1

@ E-Filing Home Downloads E-FILING SYSTEM

FiEP=r | Login

5|

Downloads

Related A. Application Forms for e—Filing Services
Links 1. Applicaticn for e—Filing Services (applicaticn as new e—filer)
2. Applicaticn for additicnal User Account

Ll B. Trade Marks Fgg

¥ IS — Request to Change Applicant's/Owner's Name, Address, Address for Serwv
or Agent's Address

2. T8 — Request for Henewal of a Trade Mark Hegistration

3. T1G — Application or Notice to Register an Assignment a Transfer or an

Assent

2 — Reqguest for Extensicn of Time

Ele i orms

— Request =N il i TR Ty Advice on

Registrability

. T2 — aApplication for Registration of a Trade Mark (Including Certification

Mark, Collective Mark and Defensive Mark)

. T2 — FEeguest to Divide Applicaticn for Eegistraticn

. Td — Eeguest to Merge Applications for Registration/Eeguest to Merse Separate

Registratiocns

. T5 — Eeguest to Change Name, Address, Address for Service or Agent's Address

{for Licensee or Person having an Interest in the Mark)

. TS5A — Reguest to Amend Applicaticn

. TSB — Reguest to Amend Representation of Trade Mark/Request to Delete Trade

Mark in Series

. T8 — Reguest feor Restoration and Renewal of a Trade Mark Registraticon

. T9 — Surrender of Registered Mark

. T1G — Applicaticn or Netice to Register a Court Order or a Securit

Interest/Request to Amend or Remove Registered Particulars of Securit

Interest

11. T1l — aApplication or Notice to Register a Licence/Request tc Amend or Remove

Registered Particulars of a Licence
12. TC — E-Filing for Trade Marks Correspondence
—

T Bred Designs Forms

{I) Interactive Forms
1. D12 — Reguest for Alteration of Applicant's/Hegistered Owner's WName, Address
Address for Zervice or Agent's Address
e ] orms
. D1 - Application 10T oo T
. D2 - Eeguest for Amendment of Application/Correction of Error in the REegister
or in Filed Documents
D3 — Reguest for Reinstatement of Application
D4 — Application for Extension of Time
. DS - Applicaticn to Register Particulars of Transactions Affecting Rights in
Registered Designs/ Notice of Transacticns Affecting Rights in
Applicaticns/Applicaticon to Cancel Claim to be Mertgagee or Licensee
6. D5 — Notice to Surrender Registraticao
7. Dll — applicaticn for Renewal of a Registered Design
&. D12 — Request for Alteration of Name, Address, Address fer Service or Agent's
Address {for Perscns Other Then Applicant/Resistered Owner )/Reguest for
Correction of Address, Address fer Service or Agent's Address
S. DC — E-Filing for Desizngs Corresooodeooce

D. E fnts Forms

{I) Interactive Forms
1. P2/P10G — Request for Eenewal of a Patent/Maintaining Application for Standard

Patent

2. P18 — Reguest for Alteration of Applicant's/Proprietor's Name, Address

Address for Zervice or Agent's Address

(Sl ectronic Forms

1. F4 — Foum b ecord a Designated Patent Applicatioo i andard Fatent
2. PS5 — Reguest for Eegistraciol oo oetenared rfatent and Crant of a Standard
Patent
PB — Eeguest for Grant of a Short—term Patent
P7 — Eeguest for Correcticn of Error/Reguest to Fublish a Corrected

Translaticn

. P8 - Reguest toc Make an Amendment

. P12 — Application to Restore a Withdrawn Standard Patent Application Due to
Non—Favment of Maintenance Fee/Application to Restore a Lapsed Standard
Patent/Applicaticon to Restore a Lapsed Short—term FPatent

. P13 — Netice Reguesting Reinstatement of a Patent Applicaticon/Applicatica for
Restoraticon of Rights

. P16 — Notice of Offer toc Surrender a Patent

. P18 — Request feor alteration of Name, Address, Address for Service or Agent's
Address (for Perscns Other Than Applicant/Proprietcr)/Request for Correctichn
of Address, address for Service or Agent's Address

. P1% — application for Registration or Notice to the Registrar of Rights
Acquired in or Under a Patent or a Patent Application

. PC — E-Filing for Patents Correspondence

SP2 — Request for Extensicn of Time/Paying Penalty Fee for Late Filing of
Translaticn

Schemas

. Trade Marks Forms

. Registered Designs Forms
e L Forms

F. O0ffline Signing
1. HIML Signing Application for Internet Explorer

eturn to Prewviol en

& BN

Downloads page (English)
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BEYR=EE > T# B FRM

English | BA
Al
T& T

A BTFRTEBRBEHEX
| BEBTIRVEN FEMANETREAR
2. EEHESMRERD

B. Eﬁ?ﬂfl%i%ﬁ
I = 2k

TS - BRI EAN / BE ARSI - Heht - SiEih eI A bt s

. T8 — Bk EEi M EEHA

. T10 — EREEECm TR ek AT LA

T8 — k@%ﬂ%ﬁﬁ

LR

DTl - BT D
. T2 - miEtfienss
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3. Go to the E-Filing Home page and login with your User Name and Password (see ™
Application for Electronic Filing Services' for details).

4. Click E-Submission from the main menu on the left hand side.

5. Click Upload at the bottom of the screen. The Upload page will be shown.

@) E-Submission E-FILING SYSTEM

S, Welcome, CALABAL! | %8%zr | User Details | Logout
~

& view Printer Friendly Yersion

File List Ready for Submission

Electronic " 5 " r "
Mail Box This is your working area and it does not form part of IPD's recerds.

Total Disk Quota 500 MB
Disk Usage 250 MB (52%)
Free Space z41 MB (A%%)

Transaction

Eroors 1-20 of 104 Records M EEE = ==

Related

Size

Links L » it e | Ad
1o e W) Eae B iy 2 ian == 0
[] 13-02-200% 14:10 Tsa JTS/RTC/SAB/32143BB1— CALABAL UOGOO0OOB2182 0.06 Validation
o023z Failed
Admin User
Fige [ 13-02-2005 13:34 T2 SD-TM1B12 CALABAL CALABAL UCGGOOCCBZ12] 0.08 Validation
Failed L
[1 13-062-2009 13:27 T2 SD-TM1312 CALABAL UOOO00O0OBZ1B0 0.08 Validation
Failed
[] 13-G2-200% 13:23 12 SD-TM1B12 CALABAL UBGGOOGOER17S 0.08 Validation
Failed
[0 13-62-2009 13:21 T2 SD-TM1B12 CALABAL UDGOOOOOB2178 0.08 Validation
Failed
[] 07-02-2005 14:08 T3 T3 001 CalLaBal CALABAL UGCCOOC0B2113 6.38 Validation
Failed
[ G7-02-200% 13:47 T3 T3 001 CALABAL UDGGOOOOE2110 6.26  Under
Frocessing
[ 07-02-200% 13:40 T3 T2 001 CALABAL CALABAL UQQOOODCCEZ108 8.38 Validation
T Failed

ion Log

File List Ready for Submission
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6.
7.

10.

Specify the number of applications to be uploaded.

For each application, specify the location of the XML filein the text box or select the
XML file by clicking the Browse button. If any one of the applications to be uploaded
requires payment, the user can specify which deposit account to pay with through a
combo box in the page.

Note: Interactive and non-interactive applications can be uploaded simultaneously.

Note: The deposit account combo box is available only to users with active deposit
accounts. If the current user no active deposit accounts, then the combo box is disabled.

If the XML isnot signed, click the Sign & Upload button.

Note: If you are using Internet Explorer and you have only one certificate installed in
your browser then your application will be signed using that certificate. Otherwise, you
will be prompted to select a certificate. This process is similar to steps 5-7 in section 3.2
of "Introduction to Electronic Submissions (Non-interactive Services)". Findly, if there
are multiple XML filesthen all XML fileswill be signed.

XML documents generated by the Electronic Form Templates are NOT yet signed.

The system will check if the user has installed the required component for signing. The
user may need to confirm the installation if the required component is not installed yet.

However, if the XML document is already signed by the user application or by the offline
signing tool available in the Downloads page (please refer to section 3.2 of "Introduction
to Electronic Submissions (Non-interactive Services)" for details), click the Upload
button.

If the upload fails for a certain number of times, the error "XML file cannot be processed.
Please contact your system Administrator.” islogged and the xml is not uploaded.
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a https:{fthombill:B445 - E-Filing - FWEFO4 300 - Upload - Microsoft Internet Explorer

Upload

This 15 your working area and it doees not forwm partc of
IPD" = records.

Upon upload, all interactive electronic records will be
submitted autowmatically.

Actual awount will be deducted from the selected deposit
account for the interactive electronic records only. The
deduction will be perforwmed after successful submission
of the interactive electronic record, i.e. passing of the
system validatcion.

Flemaze input the file path of the XML file (=) in the Filename (=)
field. Click Upleoad 1f all XML File(sj are already si1gned, or
click Sign & Upleocad to let the system sign each XML file before
unlocading. The file(s] specified will be signed and & backup file
<filename?.crig.xml will be created for each XML file under the
zame directory of the file.

Teeal Disk Quoca 00 MB
Disk Usage 255 MB (G2%)
Free Space 241 MB (4B%)

Chocse a deposit account ||:[:11.gaSE Select One] v|
G\pplicahle Lo
Incteractive Services 6
cnly])

Ho. of Application (5:] D

Filename (=) ™P4 KMLMP4 main_normalf|[ EE.. ?
[C:%P4 XMLWPA main_normal\ (G

QO ([ upiead [JSien & Uplead D8

@] TR 2 P ErEE

Upload page

Note: After the upload has been completed, the application will be inserted into the
Submission L og with a status of "Under Processing".
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4.2 VIEWING SUBMITTED APPLICATIONS

The system logs every submission (both successful and failed) for a Customer ID. You can
view the submission logs after you have logged in. For interactive applications, after upload,
the applications will be placed here with an initial status of “Under Processing” while the
system processes them.

The system processes the uploaded applications in batches. It validates the signature, XML
documents and generates PDF files for preview. If the submission fails during the validation
process, details of the error can be viewed in the Transaction Details page.

Instruction

1. From the E-Submission page, click View Submission Log. The Submission L og will be
displayed. Submission Log items are arranged by Submission Date in descending order
and Submission ID.

2. Click the hyperlink in the Submission ID column to view the submission details (see
section 3.4 of "Introduction to electronic submissions (non-interactive services)" for
details).

3. If you wish to review the application that you submitted together with its attached
documents, click the form name under the Form Name column.

4. Once an application has been processed, the user can view the resultsin the Transaction
Details page by clicking the Transaction Statuslink. In this page, details specific to the
record, such as failures detected, application/registration numbers of records updated or
requests bounced back, etc. are displayed.
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E-FILING SYSTEM

User Details |

E-Submission

Welcome, CALABAL! | S |

& View Printer Friendly Yersicn

Logout

File List Ready for Submission

Electronic G~ £ r y
Mail Box This is your working area and it does not form part of IPD's recerds.

Tetal Disk Quota 500 MB
bt Disk Usage 250 MB (B2i)
Free Space 241 MB (AB%)
Registry Trade Marks v
Transaction
D 1-20 of 104 Records MEEEIE = > =

Related
Links

Help [ 13-02-200% 14:10 ToaA JTS/RTC/5AB/32143B51~ CALABAL UoooDCoDBZ182 0.06 Validation

ooozaz Failed
Admin User
Page [ 13-62-2005 13:34 T2 SD-TM1B1Z CaLABAL CaLABAL UGGOGOGOEZ1E] .08 Validation
Failed =
[ 13-02-200% 12:27 T2 Sh-TM1212 CALABAL UDGCOOOOB21BG 0.08 Validation
Failed
[ 13-02-2005 13:23 T2 SD-TM1B1Z CALABAL UGCOOOOLBZ17Y 0,08 Validation
Failed
[ 13-02-200% 13:21 T2 SD-TM1B12 CALABAL UCQOOCOUB2178 (.08 Validation
Failed
[ 07-02-200% 14:08 T3 T3 001 CALABAL CALABAL UCQOOODCCEZ113 8.38 Validation
Failed
[ G7-02-200% 13:47 T3 T3 001 CALABAL UGGOOCOGEZ110 6.36  Under
Frocessing
[ 07-02-200% 13:40 T3 T3 0Gl CALABAL CALABAL UCOCCOCCEZLI0E 6.36 Validation
ree—e Failed

Submission Log
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2 hitps:fithombill:8445 - E-Filing - FWEFD4800 - Submission Log - Microsoft Intemnet Explorer [X]

Submission Log

& View Printer Friendly Version |close
Refresh te view up—to—date details
1-20 of 862 Records MIEMEE > =
Submissien Application / Upload e —
Date/Time Form Your Registration Date/Time Uploaded Signed . . . Size “d'"P ,ed Payment oo St ion Transacticn
— M- Reference No. —H—Y By By L By 2" B 21%  Mechod SERERT b Status
hhzmm) IPD Reference hh:wm) N
28-02-200 Pae GO100035.4  Z28-02-2009 CALABAL CaLABAL UOCCGOOCOGBZ142 G.01 CALABAL HEE 0.G0  Submitted
15:02 Multiple 3
pplicant 2
25-02-200% AY_P181 09100038 25-02-2009 CALABAL CALABAL UCCCOOCOBZ1400.00 CALABAL HEE 0.00 Submittpd
19:01 15200
25-02-2 IaY_Ps G3100038.5 25-02-2009 CaLABAl CALABAL UGCGOOGGBZ135G.00 CaLABAlL Deposit HEE 2,670.00G Submitfed 360017155 N/a 4
18: 50 18:55 Account and Paid
{CNAGEL)
25-02-2§0% P12 JpY _Fl1O 0ol00028 25-02-2000 CALABAL CALABAL UCGCQOCGOBZ2138 0.00 CALABAL Deposit HEE 1,30G0.00 Submi S0C01T198 /2
18:53 18:53 Account and
= (GULD)
23-02-2p0% P4 0Y_P4 09100038.5 23-02-2009 CALABALl CALABAL UOCCOQOCBZ128 0.00 CALABAL Deposit HK$ 2,500.00 Submitted SCO0O17197 /A
18:4 18:43 Account and Paid
{CNACeL)
23-02-2100% P18 JAY P18I 05100037 23-02-200% CaLABAl CaLABAl UOGOGOGOBEZ127 G.00 CalaBal HES 0.00  Submitted SGOG1T71SE | Approved
18:4 18:41
23-02-2p0% IS AY_P5 G9100037.8  Z23-02-2009 CALABAL CALABAL UOCQDOCCBEZLEBC.00 CALABAL Deposit HE$ 2,670.0C Submitted SCRGITISS /2 4
18:4 18:37 Account and Faid
CNaGoL)
21-02-200% P4 AY P4 09100037.8 30-01-2009 CALABAl CALABAL UOQOCCOCBZ0S1 .00 CALABAL Depeosit HE$ 2,500.00 Submifted S00017154
18:29 10:58 Account and Hai
{CNACDL)
21-02-200% P18 Y _PIBI 05100028 21-02-2009 CALABAl CALABAL UOGOQOGOBZ125 .00 CalaBal HES 0.00  Submithed
18:27 18:27
15-02-204% PS5 fJAY_PS 091C00036.7 19-02-2009 CALABALl CALABAL UCCCCCOCB2124 .00 CALABAL Deposit HK$ 2,B70.00 Submittkd SCO0171G2
18:22 18:21 Account and Paill
@Nace1)
17-02-200% P4 [ JaYy P4 GS10003B.7 20-01-200% CALABAL CALABAL UOCOCCGCBZGSZ .00 CALABAL Deposit HE$ 2,500.00 Submitted \SGOODITLIS N/a
1217 1N:-CR Ammeamt mmAd PaiAd
I £
&8 ERY

Submission Log (Continued)

Transaction Details

Uplocad ID

Upload Dace/Time
(D—M-Y hh:wm)

Reasons for not being inscancly
approved

é% Yiew Printer Friendly Yersion |CLDSB

Type of Electronic Record Pl&
Your Ref Pl1&
Appl. / Reg. No. in the e-record DR1000ES
Appl. / Reg. No. bounced back
Appl. / Reg. No. updaced
Failure detected / MEA15EE @ This applicaticon

JoooooooeZ214
17T-02-2008 15:17

may be zubject toc a change of
agent and will be direcred to
designated officers for
further processing.

For assistance,
zDB1 BBED.

MEED » 35T 2961 6820 -

please call

5 @ EsEs

Transaction Details
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4.3 VIEWING INTERACTIVE RECEIPTS

When an interactive application has been successfully processed, a PDF version of the receipt
is generated and sent to the user’s Electronic Mail Box (see "Electronic Mail Box" for more
details). Please note that the receipt is only generated if the application has been successfully
processed by the system.

Instruction:

1. From the E-Submission page, click Electronic Mail Box. The Electronic Mail Box
page will be displayed.

2. Select theregistry of the application whose receipt you want to view.

3. Click the “Interactive services receipt” link to view the PDF.

Electronic Mail Box > Electronic Mail Box
Welcome, CALABA

Electronic Mail Box

' Electronic 1 Filter Criteria Mone
Mall Box B
N Registry Trade Marks % 2

-Submission;

1-20 of 322 Records I EEE] = ==

Transaction
Records

25-03-2008 15:31 your 300041147 DC — Accord TM Deficiency
reference filing date Application Checking
3 ) Completed

Extension Accepted
of Time

Interactive
Services

receipt

Admin User [0 25-03-2C08 13:57 your TM1200011176
Page reference

[] 25-03-2C08 13:54 your TM1200011167 Interactive Extension New

reference services of Time
receipt
[0 25-03-2008 132:51 your TM1200G11158 Interactive Extension HNew =
reference services of Time

receipt

= Remove =0 ored Filter = Showy &

Interactive Services Receipt (Electronic Mail Box)
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5.

ELECTRONIC MAIL BOX

The Electronic Mail Box page is used to receive and view letters and other related matters
about your trade mark, patent and design applications and registrations from IPD.

5.1

VIEWING LETTERSIN THE ELECTRONIC MAIL BOX

Instruction

1.

Go to the E-Filing Home page, and log in using your User Name and Password (see
"Login" for details).

Click Electronic Mail Box at the menu on the | eft.

Letters sent by I1PD related to Trade Mark records are displayed by default. Letters related
to Design records and Patent records can be viewed by changing the value of the Registry
drop down list accordingly.

Note: Electronic Mail Box records are sorted by IPD Sent Date/Time in descending order.
Unread letters are in bold, while documents previously opened or read are in normal font.
You may use filters (see "Using Filters' below for details) to display only those letters
that you want to view and refer to.

Click the Letter/Notice link to view the letter. A separate resizable screen with a menu
bar and address bar will display the PDF version of the |l etter.

Note: You can right click Letter/Notice and choose "Save Target As' to directly save the
PDF without viewing it. The letter/notice saved will not be marked as read unless you
click the link and open the PDF from a separate window.

Click Related Documents link to view the Related Documents of the application (see
"Viewing Related Documents' below for details).

Note: If the selected outstanding application does not link to your Customer ID, the

Related Documents under this outstanding application will not be displayed as a
hyperlink. Thisisto restrict access to the record under such circumstances.

51
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E-FILING SYSTEM
Welcome, CALABAL! | S@%7r | User Details | Logout

Electronic Mail Box Electronic Mail Box

&
Electronic Mail Box ]
Electronic Filter Criteria e Hgos 3
Maill Box ; g —
X / Registry
Sabinjask: 1-20 of 322 Records MEAEmE > =
Transaction =] B b i o
Records a8l [
i e e Uattors
Related . .
At [] 04-0S—2010 13:57 Enhancement Further TH Further
an3 Opinicn Application Opinion |
[ 04-09-2010 13:56 Enhancement [ 300048393 First ™ Further
AﬂmPin User Opinion Application Opinion
age
[] 04—09—2010 13:56 Enhancement| 300048384 Further TH Further -
Opinion pplication Opinion
[] 04—09-2010 13:5B8 Enhancementyy 300048384 First ™ Further
Opinion pplication Opinion
[] 04-0%-2010 13:56 Enhancemen 300048375 Further ™ Further
Opinion pplication COpinion
[] 04-05-2010 13:5B Enhancemen 300048375 First ™ Further
Opinion pplication Opinion
[1 04-09-2010 13:55 Enhancement| 3000483366 Further ™ Further
Opinion Application Opinion
[] 04—09—2010 13:55 Enhancement | 300048366 First T™ Further
ao03 Opinion Application Opinion
ol

'e::irF.ntE?' T

d F\Ite'r-

Electronic Mail Box
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52 REMOVING LETTERS FROM THE ELECTRONIC MAIL BOX

Instruction
1. Tick the checkboxes of the |etters you want to remove.

Note: Tick the topmost checkbox in the column to select all lettersin that page.

2. Click Remove at the bottom of the page.

E-FILING SYSTEM
| f@h= | User Details | Logout

Electronic Mail Box > Electronic Mail Box

Welcome, CALABA1!

>

Electronic Mail Box

Electronic Filter Criteria s HMone
Mall Box :
Registry Trade Marks ¥

-Submissios

1 -20 of 322 Records MEEEE = ==

Transaction . IPD
Records - ' v -

Rebsicice Letter/Notice  Matters
Related 2 )i .

Links 1\ 64-05-201G 13:57 Enhancement 300048293 Further ™ Further

Opinicn Applicaticn  Opinion

13:56 Enhancement 300048393 First ™ Further

Adn;ln User a03 Opinion Application Opinion

age

—05—2010 13:56 Enhancement 300048384 Further TH Further ||

Opinion Applicaticn Opinion

[1 04-09-2010 13:56 Enhancement 300048384 First ™ Further

Opinion Applicaticn Opinion

[] 04-09—2010 13:56 Enhancement 300048375 Further ™ Further

303 Opinion Application Opinion

[0 04-09-2010 13:56 Enhancement 300048375 First ™ Further

Opinion Applicaticn Opinion

—05-2010 13:55 Enhancement 300048366 Further ™ Further

Opinion Application Opinion

—05—2010 13:55 Enhancement 300048368 First TH Further

Application Opinion

Opinion

Removing L ettersfrom Electronic Mail Box
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53 USINGFILTERS

Filters are used to narrow down your search for the letters from IPD. Filters are based on
criteria that you define so that the system can search for letters that fall within such criteria.
Y ou can do any of the following:

5.3.1. Todisplay all letters

Instruction

1. Click Show All at the bottom of the page. When Filter Criteria at the top of the page
indicates "None", this means no particular filter is applied.

03-02-2008 10:04

E-FILING SYSTEM
| %8sz | User Details | Logout

Electronic Mail Box > Electronic Mail Box

Welcome, CALABA1!

1>

Electronic Mail Box

Electronic Filter Criteria s MNong 1
Mail Box -
Registry Trade Marks v

-Submissio

1-20 of 322 Records M2 (3[4 [8] = ==

T’;’;ﬂ‘:ﬁ':" . : : Epn Reference
IPD Sent Date/Time Your Click to Yiew e S Internal
O " 0=t bhzamd Reference Related etbaboogee)  (haters  REid 20
Related Documents))
COLE [ 04-09-2010 13:57 Enhancement 200048393 Further ™ Further
COpinion Application Opinion
[] 04-09—2010C 13:5B8 Enhancement 300048353 First ™ Further
Aﬂﬂ;m User 303 Opinien Application Opinion
age
[] 04-G9-201C 13:56 Enhancement 300048384 Further ™ Further L |
Opinicn Application Opinion
[] 04-09-201C 13:56 Enhancement 300048384 First ™ Further
Opinion Application Opinion
[J 04-G9-201C 13:56 Enhancement 300048375 Further ™ Further
Opinicn Application Opinion
[ 04-09-201C¢ 13:5B6 Enhancement 300048375 First ™ Further
Opinion Application Opinion
[] G4-G9-201C 13:55 Enhancement 300048386 Further T™H Further
Opinicn Application Opinion
[] 04-09-201C 13:55 Enhancement 300CG48366 First ™ Further

Opinion Application Opinion

ared Fifer 453 :&ﬁ-‘md\nﬂ Stared Filter

Displaying All Letters

5.3.2. Toadd afilter

Instruction
1. Click Modify Stored Filter.

2. Inthe Stored Filter screen, click Add.
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03-02-2009 10:08

E-FILING SYSTEM
E#dzr | User Details | Logout

Electronic Mail Box > Electronic Mail Box
Welcome, CALABAL! |

1

Electronic Mail Box

Electronic Filter Criteria « Hone
Mail Box Z
Registry Trade Marks v

Sdbinjask: 1-20 of 322 Records MEAEmE > =

Transaction | 2 Electronic Bail Box - FWEFI9010 - Stored Filter — SIEHEE

Records
Ul Stored Filter

Related
Links

0O 04-09-2010
Filter

Internal Progress = 'Abandoned’

1 04-09-2010 13: :
Admin User | 0 Matters = 'Division'

Page

[] 04-09-2010 13:

5az ) emeve | L
2

[0 04-0%-2010 13:

] 04-09-2010 13:

[] 04—09—2010 13:56 Enhanl — e —
élhttps Ahombill 844 5baseimodal jsp FRC=. fstable_metfwel19010.jsp%3FSCE o #EHREE

[1 04-09-2010 13:55 Enhancement 3000483366 Further T™ Further
Opinion Application Opinion

[1 04—0%—2010 13:55 Enhancement 300048386 First TH Further
ao03 Opinion Application Opinion

Adding a Filter

3. Select afilter category in the drop down list on the left. The filter options to the right will
depend on the filter category you have chosen.

3 Electronic Mail Box - FREFD9010 - Stored Filter - FEHZE

Filter

3 [ Save H Reser ][ Cancel

hitps:#fthombill 8445 /basefmodal jsp?SRC= fstable_met/fwef00010 jsp %3FSCE i FERSHARE
Filter Options

4. For text fields, type a keyword or type the date/period when the letters you want to view
were most likely received.

5. For drop down lists select the option that would fit the letters that you would like to
search. Some filter categories provide a middie drop down list. Thiswill define the
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conditions under which the filter will operate in relation to the keyword or date you
specified. The possible values are:

a. For filtersthat are applied to texts:
"exact" —you want to view letters that exactly match the status or keyword.
"begins with"— you want to view letters that begin with the initia letters of the
status or keyword.
"contains' - you want to view letters that falls within the category of the status or
keyword.
b. For filters that are based on dates:
"=" |etters received on the date you specified will be shown;
"<" |etters received before the date you specified will be shown;
">" |etters received after the date you specified will be shown;
"<=" |etters received on, or before the date you specified will be shown;
">=" |etters received on, or after the date you specified will be shown.

6. After defining the conditions under which the filter will operate, click Save.
7. You will be prompted to confirm if you want to save the filter record. Click OK.

8. Stored Filtersscreen isdisplayed showing the new filter that you have just added.

5.3.3. Toremove afilter

Instruction

1. Inthe Stored Filter screen, tick the checkbox of the filters you want to remove. To select
al filters for removal tick the topmost checkbox.

2. Click Remove.

riﬁi

Stored Filter |

1 close

Filcer
Internal Progress = 'Abandoned’
Matters = 'Division'

‘hitps:/fthombill 844 5/baseimodel jsp PR C=. /stable_maztfwef09010 5p%3FECE 4 FBRE MRS
Removing a Filter

3. You will be prompted to confirm if you want to remove the selected filters. Click OK.

5.3.4. Toedit afilter
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Instruction

1. Inthe Stored Filter screen, click on the link corresponding to the filter you want to edit.
Make the necessary changes (see "Adding aFilter" above).

‘A Electronic Mail Box - FWEFUS010 - Stored Filter - ST

Stored Filter

close

Internal Progress = 'Abandoned’

Matters = 'Division’

Remove

hitps #ithombill 8445 /basefmodal jsp7SRC=. Jstable_mettwei09010 jsp %3FICF | ARFEAERS

Editing a Filter

5.3.5. ToApply a Stored Filter

Instruction
1. Click Apply Stored Filter.

2. Therecordswill be filtered according to the criteriain the Stored Filter. The criteriawill
appear as abulleted list at the top of the page.

10

E-FILING SYSTEM
Welcome, CALABAL! | S@%7r | User Details | Logout

Electronic Mail Box > Electronic Mail Box

Electronic Mail Box

Electronic Filver Criteris
Mail Box

s lInternal Progress = 'Further Opinion
e and Hatters = ‘T Application’

Registry
-Submissio
1 -20 of 90 Records MEAEEE =

Transaction
Records

[t el (e

T
Progr.

[0 04-05-2010 13:57 Enhancement 3‘&)004%393 Further ™ Further
a2 Opinion Application Opinion

Related Ll m@

Links.

Admin User [] 04—09-2010 13:56 Enhancement 300048393 First ™ Further
Page 303 Opinion Application Opinion

[1 04-09-2010 13:56 Enhancement 300048384 Further ™ Further
Opinion Application Opinion

[] 04-05-2010 13:5B Enhancement 300048384 First T™ Further
Opinion Application Opinion

[1 04-09-2010 13:56 Enhancement 300048375 Further T™ Further
Opinion Application Opinion

[1 04-0%-20C10 13:5B6 Enhancement 300048375 First TH Further
Opinion Application Opinion

[] 04—09-2010 13:55 Enhancement 300048366 Further T™ Further
Opinion Application Opinion

[1 04-09-2010 13:55 Enhancement 3000423366 First ™ Further
Opinion Application Opinion

Applying Filters
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5.4. VIEWING RELATED DOCUMENTS

The Related Documents page lists down documents that are related to an application that
has been sent by IPD and customers. This page can be accessed through links provided at the
following pages: Electronic Mailbox, Legal Limit, Related Matters, TM Details, Design
Details and Patent Details.

Instruction
1. Click onthe Letter/Notice link corresponding to the document you wish to see.

Note: A related document may bein XML or PDF format. If your browser has a plug-in
that supports the format of the selected document then the contents of the document will
be displayed in a new window. Otherwise, you will be prompted to download the
document.

Note: You can right click Letter/Notice and choose "Save Target As' to directly save
the document without viewing it.

2. Click Return To Previous Screen at the bottom of the page or click on the navigational
links above to go back to previous page.

03-02 9 10:41

E-FILING SYSTEM
Welcome, CALABA1! | 8% | User Details | Logout

300048383

Form Serial HNe.

Form Type T# Applicacion
Progress Refuse Letter

IM Application

1-10f1Record

IPD Received/
‘Sent Date (D-4-Y)
17-0B-2008

Sender Le L(;f)::;',:*a‘“’:
Customer 17-06-2008

Related Documents Page
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6. TRANSACTION RECORDS

The Transaction Records screen displays all the Deposit Account transactions made by a
Customer within the E-Filing System. This screen also allows you to view records of
transactions made from the last month up to ayear ago. Thisis useful for keeping track of
your deposit accounts and their remaining balance.

6.1 VIEWING TRANSACTION RECORDS

Instruction

1. Go to the E-Filing Home page and log in using your User Name and Password (see
"Login" for details).

2. From E-Filing menu, click Transaction Records.

03-02-2009 11:54

E-FILING SYSTEM
| f@h= | User Details | Logout

. Transaction Records

Welcome, CALABA1!

>

&b view Printer Friendly Version
Transaction Records

Electronic
el o Show transaction recerds from Draviou<1 month W) 3
Sbmlanio Deposit Acceunt No. 4 CCNADm %) Balance : HKF 532,019.00
e | 1-20 of 98 Records 5 [11 218 [4] BN, =
‘Trinsacllun ' N\

Records

Applicactien /

v Transac ‘tion For Your 5 s o . ubwission
S Date/Time Mame| Reference REEI‘P_SD"-E_'}‘E";L."";_‘ Yty ANl 1D
L ines 25-02-2009 18:59) Fs JAY_PS 09100038, 5 CALABAL HES 2,670.00 500017199

25-02-2005 JaY_P15 05100038 CALABAL HEE 1,300.0 S00017158

Admin User
Page

23-02-2008 JAY P4 09100038, 5 CALABAL HEE 2,500. SO0CL71ST

23-02-2008 JaY_Ps 05100037, 6 CaLaBal HES 2,870. 500017155

21-02-2005 JaY Pd 031000376 CAaLABAL HES 2,500. S60017154

15-02-2008 JAY P5 09100038, 7 CaLaBAl HES 2,870.% 500017152

05100036, 7 CaLABAL

17-0G2-200% HES 2,500. S00G17151

17-02-2009 P4 Multiple 01000615 CALABAL

Applicant

S00017243

Transaction Records

Note: Transaction records are sorted by Transaction Date/Time in descending order, and
by Form Name and Your Reference in ascending order.

3. By default, the Transaction records for the last month are shown. Select a period in the
Show Transaction Records from previous drop down list to display Transaction records
for the following time period:

e 1 month
e 3 months
e 6 months

6-1
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e 9 months
e 12 months

4. The Deposit Account No. drop down list contains al the deposit account nos. of the
Customer. By default, the Transaction records of the first deposit account in thelist are
shown. Select adeposit account no. in the Deposit Account No. drop down list to display
Transaction records paid for that deposit account.

5. If you wish to review the application that you paid for together with its attached
documents click the form name under the Form Name column.

6. To view the batch of applications submitted related to a transaction record, click the
Submission ID reference link for that record.

Note: After clicking the Submission ID reference link, the Submission Details screenis

displayed. (see "Previewing and Submitting Uploaded Applications’ in chapter 3 for
details)

6-2



USER GUIDE

7. ADMIN USER GUIDE

The Admin User in E-Filing System is a user who has authority to manage the user accounts
under a Customer ID. Only the Admin User can apply for additional User Account(s),
suspend / reactivate User Account(s) under the same Customer 1D and enable User Account(s)
to receive automatic e-mail notifications when a new letter/notice is added to the Electronic
Mail Box.

7.1. APPLICATION FOR ADDITIONAL USER ACCOUNTS

The User Account Application pageis used to apply for more User Accounts under a
Customer ID.

Instruction
1. Go to the E-Filing Home page and click Downloads.

2. Under "Section A. Application Forms for e-Filing Services' in Downloads page, click
Application for e-Filing Services - User Account. Accomplish the Application for
Additional User Account Form and convert it to XML file(see "Application for Electronic
Filing Services' for details).

7-1
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@ E-Filing Home > Downloads E-F'-E[NG SVSTE_M

111:59

Domalonds
A. Application Forms for e—Filing 3Services
1. Application for e—Filing Services (application as new e—filer)
2. Application for additional User Account 2

B. Marks Forms
Interactive Forms
. TS - Request teo Change Applicant's/Owner's Name, Address, Address for Service
or Agent's Address
2. TE — Request for Renewal of a Trade Mark Registration
3. T1C — Application or Notice to Register an Assignment a Transfer or an
Assent
4. T12 — Request for Extensicn of Time
{I1I) Electronic Forms
1. Tl — Request for Search of Records/Reguest for Preliminary Advice on
Registrability
2. T2 — application for Registration of a Trade Mark {Including Certificaticn
Mark, Collective Mark and Defensive Mark)
3. T3 - Reguest to Divide Application for Registration
4. Td — Request to Merge Applications for Registration/Request to Merge Separate
Registrations
5. T35 — Reguest to Change Mame, Address, Address for Service or Agent's Address
{for Licensee or Perscn having an Interest in the Mark)
B. T5A — Request to Amend Applicaticon
7. T3B — Request to Amend Representation of Trade Mark/Eeguest to Delete Trade
Mark in Series
%. T8 — Request for Resteoration and Renewal of a Trade Mark Registration
9. T% — Surrender of Registered Mark
0. TG — Application or Notice to Register a Court Order or a Securit
Interest/Regquest to Amend or Remove Registered Particulars of Securit
Interest
11. T1l1 — Application or Motice to Hegister a Licence/Reguest to Amend or Remove
Registered Particulars of a Licence
12. TC — E-Filing for Trade Marks Correspondence

C. Registered Designs Forms
(1) Interactive Forms
1. D12 — Reguest for Alteration of Applicant's/Fegistered Owner's Name, Address
Address for Serwvice or Agent's Address
(II) Electronic Forms
1. D1l — Application for Registration of Designs
2. D2 — Request for Amendment of Application/Correction of Error in the Register
or in Filed Documents
. D3 - Reguest for Reinstatement of Application
. D4 — Application for Extension of Time
. D5 — Application to Register Particulars of Transactions Affecting Rights in
Registered Designs/ Notice of Transactions Affecting Rights in
Applications/Application to Cancel Claim to be Mortgagee or Licensee
B. DB — Notice to Surrender Registration
7. D1l — Application for Renewal of a Registered Design
2. D12 — Request for Alteration of MName, Address, Address for Service or Agent's
Address (for Perscns Other Than Applicant/Registersd Owner )/Request for
Correction of Address, Address feor Service or Agent's Address
@, DC — E-Filing for Designs Correspondence

O 0

D. Patents Ferms
Interactive Forms
1. PS/P10 — Request for Renewal of a Patent/Maintaining 4pplication for Standard
Patent
2. P12 — Request for Alteration of Applicant's/Proprietor's Name, Address
Address for Serwvice or Agent's Address
(II) Electronic Forms
1. P4 — Request to Record a Designated Patent Application for a Standard Patent
2. P5 — Request for Registration of a Designated Patent and Grant of a Standard
Patent

3. PB - Reguest for Grant of a Short—term Patent

4. PT — Request for Correction of Error/Reguest to Publish a Corrected
Translation

S. P8 — Reguest to Make an Amendment

B. P12 — Application to Restore a Withdrawn Standard Patent Application Due to
Non—Payment of Maintenance Fee/Application to Restore a Lapsed Standard
Patent/Application to Restore a Lapsed Short—term Patent

7. P13 — MNotice Reguesting Eeinstatement of a Patent Application/Application for
Restoration of Rights

2. P16 — Notice of Offer to Surrender a Patent

9. P12 — Request for Alteration of Name, Address, Address for Service or Agent's

Address (for Perscns Other Than Applicant/Proprietor)/Request for Correctiocn
of address, Address for Service or Agent's Address

1. P19 — Application for Registration or Motice to the Registrar of Rights
Acquired in or Under a Patent or a Patent Application

11. PC — E-Filing for Patents Correspondence

12. 58P2 - Reguest for Extension of Time/Paving Penalty Fee for Late Filing of
Translation

E. XML Schemas
1. Trade Marks Forms
2. Registered Designs Forms
3. Patents Forms

F. 0ffline Signing
1. HIML Signing Application for Internmet Explorer

8 @ HEFR

Downloads
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4,

5.

Sign the XML application form twice:

3.1. First, signthe XML application form using the certificate of the Web User you
want to add.

3.2. Then, sign the XML file again using the Admin User certificate (the certificate used
to sign the Application for e-Filing Services Form).

Note: You can use the offline signing component provided at the Downloads screen
(see "Introduction to Electronic Submissions’ for details). Y ou can also sign the
file online as discussed in instruction no. 8.

Log in to the E-Filing System as Admin User.

From the E-Filing menu, click Admin User Page.

03-02-2009 14:33

E-FILING SYSTEM
Welcome, CALABAL! | 8% | User Details | Logout

Admin User Page > User Account Application

User Account User Account Application

Elotranic Pleass input the file DEEFST Ehe AML file in the Application Filsname fisld. Click Upload if

Mall Box the XML file is already signed by the new user and an admin user, click Sign & Upload if the HML
file is only signed by the new ussr to let the system sign the XL file bsfors uploading, or
download the Offline Signing Toal from the Download Page to sign the HML file by the new user.

-Submissiol The file specified will be signed and a backup fils <filenams>.arig.«ml will be created for the

Transaction
Records

XML file under the same direcrory of rche file.

Applicaticon Filename * [Cx\Mew_User .sml

Related
Links

Help

' Admin User )

Page

|

Admin User Page - User Account Application tab
Go to User Account Application tab.

In Application Filename, enter the location and file name of the XML file you prepared
or, click Browse, then find and select the XML file from the dialogue box.

To upload the XML file, you can perform any of the following steps:
8.1. If the XML file has aready been signed with the Web User and Admin User's

certificate, click Upload.
8.2. If the XML file has been signed only with the Web User's certificate, click Sign &

7-3
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Upload and sign the file using the Admin User's certificate.

8.3. If the XML file has not been signed by both Web User and Admin User’s
certificate, click Sign & Upload. Sign thefile using the Web User certificate first;
and then click Sign & Upload again to sign using the Admin User's certificate.

Note: An error will be displayed after signing an unsigned application for the first
timein the User Account Application page, informing you that the application must
contain two signatures.

Note: After uploading, the system will extract the application details from the XML
file, and display the data extracted on the Confirmation page.

9. Onthe Confirmation page, check if datais correct.

E-FILING SYSTEM
Welcome, CALABAL! | D37 | User Details | Logout

Admin User Page > User Account Application

User Account User Account Application

Electronic Flease confirm if the informaticon below is correct. User Mames in red already exist in the
Mall Box. system. If there are errors or if all User Mames already exist, please medify your Application
for Additional User Account and resubmit.

-Submissio: Customer ID 00ETOLL
Name / Company Mame HEK Company
e User Details

Preferred User Name 1 GEORGEDD1
Preferred User Name 2 PAULODL
Related Preferred Ussr Name 3 JORNODL
Links Prafsrred lsse Nams 4 RINGODDL
Preferred User Name 5
E-mail Address calaballazeus. com.rp
ephone Mo. 123456

Admin User
Page

10

= Submit = Return to Previous Screen

Web User Account Application Confirmation

Note: If you want to change the data as displayed in the Confirmation page, click
Return to Previous Screen and either change the origina (not signed) XML file or
change the Web User Account Form and generate anew XML file. You can repeat the
instructions starting from step 2 or 3 to step 9.

10. Click Submit.
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03-02-2009 14:39

E-FILING SYSTEM

Admin User Page > User Account Application
Welcome, CALABAL! | D37 | User Details | Logout

User Account User Account Application

Approval by IPD £ % the E-Filing Facilities takes one working day.
Please call (B52) 2561 BB20 once you have made the application te ensure IFD acknowledsement.

Electronic
Mail Box

-Submissios

Transaction
Records

Related
Links

Admin User
Page

Web User Account Application Submission M essage

Note: 1PD will need time to process your application. Once the application is approved,
you will receive an acknowledgment e-mail at the e-mail address you specified.

Note: Two acknowledgment e-mails will be sent: one for the web user with the username

and password and another for the Admin User with the user name of the new web user.
Use the User Name and Password to log into the system.
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7.2. SUSPENDING/REACTIVATING USER ACCOUNTS

Instruction
1. Logintothe E-Filing System as Admin User.

2. From E-Filing System menu, click Admin User Page.
Note: User Account tab is displayed by default when Admin User Page is opened.
3. On User Account tab, suspend/reactivate a user account:
3.1. Tick the check box under Suspended? to suspend a user account.
3.2. Un-tick the check box under Suspended? to reactivate a previously suspended user

account.

Note: Suspended User Accounts cannot login to the E-Filing System.

E-FILING SYSTEM
Welcome, CALABAL! | S#@%=x | User Details | Logout

Admin User Page > User Account

User Accou

-Submissio CALABAL v calabalbazeus.com.r O

~
EFILINGLO -&calaballazeus. com. o |

MICHAEL 71 )3 q[coerezbaraus. com.r O

Admin User Page - User Account tab

4. Click Save.
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7.3. E-MAIL NOTIFICATION

Instruction
1. Loginto the E-Filing System as Admin User.

2. From E-Filing System menu, click Admin User Page.

Note: User Account tab is displayed by default when Admin User Page is opened.

3. On User Account tab, activate e-mail notification:

3.1

3.2

Specify the e-mail address of the user account to which the notification mail will be
sent.

Tick the check box under Email Notification to activate this feature. Un-tick to
deactivate it.

Note: By default, the Email Notification check box is un-ticked.

4. Click Save.

Electronic
Mail Box

-Submissio

Transaction
Records

Related
Links

Admin User
‘- Page '

03-02-2003 14:59

E-FILING SYSTEM
Welcome, CALABAL! | %#czr | User Details | Logout

Admin User Page > User Account

User Account Application

S lismn *;M” ::guggandé&% EmaalAddrase

CALABAL v [calabalfazeus.com.cp

EFILING1G |calaba@azausA:DmArD

MICHAEL
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8. IE8ANDIE 1032-BIT ENVIRONMENT CONFIGURATION

The following steps are necessary for E-filing Users who are using Internet Explorer 8 and
Internet Explorer 10. Note that only the 32-bit versions of the Internet Explorer will be
supported. Y ou can determine the version of the Internet Explorer used by checking the
detailsin the “ About Internet Explorer”.

_—

G = about:blank P ~ G| & Blank Page

Print

File

Zoom (100%4)
Safety

v v v w ﬁ

Add site to Start Screen

Wiew downloads Ctri+l
Manage add-ons

F12 developer tools

Go to pinned sites

< About Intemet Explorer >

8.1. SETUPFOR INTERNET EXPLORER 8 (IE 8)

Note: Some workstations may have both 32-bit and 64-bit Internet Explorer 8 installed. The
32-bit version of the Internet Explorer can be found in C:\Program Files(x86)\I nter net
Explorer.

8.1.1 Adding E-filing asaTrusted Site

Instruction
1. Open Internet Explorer 8.

2. Goto Tools menu and select I nternet Options.
3. Inthelnternet Optionswindow, go to Security tab.
4. Inthe"Select azone to view or change security settings”’, click on Trusted Sites.

5. Click Sitesto display the Trusted Sites window. Input "https://iponline.ipd.gov.hk™ in
Add thiswebsite to the zone.

6. Click Add The value must be inserted into the Websites list at the bottom.

7. Click Closeto returnto Internet Options window.

8-1
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i Favorites | % & Hong Kong SARG IPD E-Fi.. @ Suggested Sites » @ | MIRESIHAF ~

[7| i) '__ ~ [ Mmoo Fagiev Saf),:

| @ Hong Kong SARG IPD E-Filing System

Tools = b

Pop-up Blocker
Manage Add-ons

Work Cffline
Compatibility View
Compatibility View Settings

[ Full Screen F11
%%ﬁ E% ﬁ Toolbars 3
E-FILING SYSTEM Explorer Bars ’

<> Developer Taols F12

& ENGLISH

Su

Internet Options

_—

Build Mo: aug23,0323
Dev Build No; 0211

P 24w 768 RERACI IO GRE  Reat wawad with 1004 « 788 resodution

ﬁ: i-ﬁ*.'j HI' f 1{ ﬂ Eﬂjﬂ Intellectusl Praperty Dapartment

' c The Governmant of the Hong Kong
Hliﬁﬁ‘m 'nui" Spacial Administrative Region

" Trusted sites | Protected Mode: Off
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Internet Options

o

Restricked
sites

Lacal intranet

Internet

Sites
,& This zone is For Internet websites, =

excepk those listed in trusted and
restricted zones,

Security level For this zone

Custom
- Your security settings are below the recommended
levvel, putting your computer at an increased risk of
online attack.
- To change the setkings, click Cuskom level,
- To use the recommended settings, click Default level,

[ Cuskam level, .. H Default level ]

[ Reset all zones ko default level ]

[ ®e [ m& | =Aw
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Internet Options Trusted sites

You can add and remove websites From this zone, All websites in
this zone will use the zone's security settings.

Select a zone to view or change security settings,

@ 8§ /O “am—0 ¢
1 —— .d:Fﬂps:sﬁpmhm.ipa.gw.hk Add
_—--'-....--

Internet  Local intranet  Trusted sites  Restricted s
sites

Websites:

Trusted sites 7 I e b2 _‘*\
ik st Remove
This zone cantains websites that you ‘ Atiponline ipd.gov hk

trust not to damage vour computer or

wour files,
¥ou hawe websites in this zone. \ /
Security level Far this zone
Require server T for all sites in this zone
Custom
- Yaur security settings are below the recommended 7 "
lewel, putting your computer at an increased risk of

aonline attack.
- To change the settings, click Custom level,
- To use the recommended settings, click Default level,

[ Custon level. .. ][ Default level ]

[ Reset all zones to default level ]

(e [ mm ]| =AW

-
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8.1.2 Set Security Level

Instruction
8. InlInternet Optionswindow, Security tab. Check that Trusted Sitesis currently
Selected.

9. Check the current Security Level for this zone. If the current valueis set to "Custom”,
then click Default level to display the security level options.

10. In the displayed security level control. Move the slider to the M edium-low setting.

11. Click Apply.

P o

Internet Qptions - Security & Risk @l

| Genaral | Securiy |Pri'-.-'au:~;.-' I Conkent | Conneckions I Programs i .ﬁ.dvanced|

|.'E.| Your security settings put your computer at risk

Select a zone bo view or change security setkings,

S &« VO

Internet Local intranet \ Trusted sites|  Restricked

sites
ites
-f‘? This zone conkains websites that vou
4 krust nok to damage wour computer ar
wour Files,

¥ou have websites in this zone,

Security level for this zone
Allowwed levels For this zone: Al

Medium-low
- Appropriake For websites on your local network,
(intranet)
- Most content will be run without promping you
- Unsigned ActiveX contrals will nak be downloaded
- Same as Medium level withouk prompks 9

10 [|Enable Protected Mode {requires restarting Inker

[ Custom level. .. Iq Default lewvel D
o ——

[ Feset all zones ko defaulk level ]

11

[ (] 4 ][ Cancel Lf—.ﬁ.pply _-\\]
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8.1.3 Disable Protected Mode

Instruction
12. In Internet Options window, Security tab. Check that Trusted Sitesis currently
Selected.

13. Check the status of the Enable Protected M ode checkbox. If the checkbox is currently
"ticked" then un-tick the checkbox and click Apply.

14. Click OK thenrestart the Internet Explorer to apply the changes. Note when
restarting that all currently open Internet Explorer windows must be closed.

-

Internet Qptions - Security & Risk @l

| Genaral | Securiy |Pri'-.-'au:~;.-' I Conkent | Conneckions I Programs i .ﬁ.dvanced|

|.'E.| Your security settings put your computer at risk
Select & zone o view or change separtysettings.

S &« VO

Internet Local intranet \Trusted sites/  Restricted
sites

See”

s =
r 4 This zone conkains websites that vou 55

4 krust nok to damage wour computer ar
wour Files,
You have websites in this zone.

Security level for this zone
Allowed levels For this zone: Al

Medium-low

- Appropriake For websites on your local network,
(intranet)

- - Most content will be run without promping you
- Unsigned ActiveX contrals will nak be downloaded

Enable Protected Mode {requires restarting Internet Explorer

! Lustgm Tevel .. ! Default level
[ Reset allwﬁault Il ]

14 \‘13
@[ Cancel Lf—.ﬁ.pply _-\\]
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8.1.4 Additional stepsfor ActiveX and DLL files Installation

If the above steps have been completed successfully and the E-filing system still prompts an
error message “ME10000 : The XML Signer Component isnot installed properly, or
your current security settings do not allow ActiveX controlsto run”, then please perform
the following setting before accessing E-filing system to install the necessary ActiveX and
DLL files.

Instruction

1.

2.

From Windows Start Menu, access Control Panel.

Click User Account, options regarding the User Account Settings will be displayed.

Click Change User Account Control settings. User Account Control Settings window

will be displayed.

Set the control to Never notify. Click OK.

Restart the computer to apply the changes.

e e |

ed—.-- = =
l\uju\u/n |@ ¥ Control Panel » All Contral Panel Iterns »

Adjust your computer's settings

'_P' Action Center
1 Backup and Restore
[E Credential Manager
@ Desktop Gadgets
B Display
A Fonts
¢ Indexing Options
[ Location and Other Sensors
Motification Area Icons
& personalization
[&l Programs and Features
™3 RemoteApp and Desktop Connections
@ Sync Center
[:# Troubleshooting
F_!] Windows CardSpace

=1 Windows Update

[ Administrative Tools

%ﬂ BitLocker Drive Encryption

2 Date and Time

=8 Device Manager

'@Z‘ Ease of Access Center

=1 Oetting Started

ﬁ‘} Internet Options
F Mouse

& Parental Controls
= Phone and Modem
i) Recovery

& Sound

1B System

i Windows Defender

R iy 2

8-7

- | +4 | | Search Controf Pansi ol

Wiews by Small icons =

[Bg AutoPlay
L4l Color Management
"@' Default Prograrms
5 Devices and Printers
,E! Folder Opticns
#& HomeGroup
&2 Keyboard
L& Network and Sharing Center
B Perfformance Information and Tools
3 Power Options
& Region and Language
@ Speech Recognition
ikl Taskbar and Start Menu
Vitware Tools

ﬁ' Windows Firewall
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=N ECh =

e
@uvﬁ!‘ v Caontrol Panel » &l Control Panel Tkerns » User Accounts - | #?l | Search Control Panel pe |

@

Control Panel Home
Make changes to your user account

Manage your credentials
Change your password

Create a password reset disk I ]
5 Remove your password azuser
Link online IDs ; Administrator
- . . Change your picture l Password protected
anage your file encryption - ;
e "& Change your account name
1= (] E i
Configure advanced user @ Change your account type

profile properties

E:::j:smy EnVironent B Manage another account

¥ Change User Account Control settings 3

See also

‘E;' Parental Controls

@1 User &ccount Control Settings

Choose when to be notified about changes to your computer

User Account Control helps prevent potentially harmful programs from making changes to your computer.
Tell me mere about User Account Control settings

Newver notify me when:

®  Programs try to install software or make changes to
my computer

®  [make changes to Windows settings

lﬁl Mot recommended. Choose this only if you need to
use programs that are not certified for Windows 7
because they do not support User Account Control,

[ B oK ] Cancel
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8.1.5 Additional stepsfor processing in Offline Signing Tool in IE8

Instruction

1. Click on pop-up message “To help protect your security, Internet Explorer has
restricted thiswebpage from running scriptsor ActiveX controlsthat could access
your computer. Click herefor options...” once the Offline Signing Tool has been
opened.

2. Click Allow Blocked Content... in the prompted options menu.

3. Click Yesinthe prompted Security Warning message such that ActiveX can be processed
in the Offline Signing Tool.

/& Hang Kong SARG IPD E-Filing System - Windaws Internet Explarer

uu i |g, C:.\Users\.lpd\[_lesktop\eng_oﬁlln.e_sg_n|ng_!e\5|gn_ofﬂlne.html x | 4"-| X | |)~ B.rng .P = |

{? Fawvorites | *{:‘g £ | Suggested Sites v @ | Web Slice Gallery =

i’iﬁj > » [ @ w Pagew Safety~ Tools v l@v

ity, Internet Explorer has ¢ ted page frorm running itrals that could ac  cormputer.

: & Hong Kong S&RG IPD E-Filing System I

Allowy Blacked Caontent...

Offline Signing What's the Risk?

Information Bar Help

Filename * | Browse.. || Sign |

W@ Done rputer | Protected Mode: Off N S 1113 2
. P

al

rT
Security Warking

= Allowing active content such as script and ActivEX contrals can be
J—; useful,

Howeewer, active content might also harm your Fomputer,

Syre wou sure wou want to let this file run activefcontent?
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8.2. SETUPFOR INTERNET EXPLORER 10 (IE 10)

8.2.1. Adding E-filing asa Trusted Site

Instruction
1. Open Internet Explorer 10.

2. Goto Tools menu and select I nternet Options.
3. Inthelnternet Optionswindow, go to Security tab.
4. Inthe"Select azone to view or change security settings”’, click on Trusted Sites.

5. Click Sitesto display the Trusted Sites window. Input "https://iponline.ipd.gov.hk™ in
Add thiswebsite to the zone.

6. Click Add. The value must be inserted into the Websites list at the bottom.

7. Click Closeto return to I nternet Options window.

83 ipdwinZieX-ym - SEra s E CEx
o =
(< = I\g\;\f;c,\ http://qo.microsoft.com,/fulink/TLinkId=64157 0D~ o| (& This page can't be displayed % | | i e B
- Print ‘_b’_
File »
Zg 1%%) 3
Safety 3

Addd site to Start rmenu

This page can't be displayed 2\

Manage add-ons

\ F12 developer tools
» Make sure the web address http://go microsoft.com is correct. Go to pinne

» Look for the page with your search engine q Internet options

]

- Refresh the page in a few minutes

Fix connection problems

@
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Internet Options 3

=

iZeneral] SECUtY | Privacy |Cu:untent I Conneckions | Progrars I .ﬁ.dvanced|

Select a zone ko view or change security settings.

¢ G

Inkernst Local inkranet

o

Reskricked
sites

rusted sites

b krust not to damage vour computer ar
waur files,
You have websites in this zone.

Security level for this zone

Custom

Cuskom setkings.
- To change the setkings, click Custam level.

S \
ites
"f This zone conkains websites that vou

- To use the recommended settings, click Default level,

Enable Protected Mode {requires restarting Inkernet Explorer)

[ Cuskom level. .. H Default lewvel ]

[ Reset all zones to default lewvel ]

[ oK ] [ Cancel

8-11
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Intertet Options

| General | Securiey |Privacy | Conkent | Connections I Programs | Advanced|

7 [=]

Select a zone to view or change security settings,

Internet  Local intranet  Trusted sites  Restricted ‘
sites

C =)

Trusted sites

" § This zone contains websites that you
v trust not to damage wour computer or
vour files,
ou have websites in this zone.

Security level For this zone

Custom

Cuskom settings.
- To change the settings, click Custam level,
- Touse the recommended settings, click Defaulk level,

Enable Protected Mode (requires restarting Internet Explorer)

[ Custam level .. ][ Drefault level ]

[ Reset all zones ko default lewvel ]

@ Gi': v’f @ 5 =

Trusted sites @

Yaou can add and remove websites From this 2one, Al websites in
L 4 this zane will use the zone's security settings,

https:fiponline.ipd.gowv.hk| Add

WWebsites:

AFttps: | fipdmawsbz-vm o Remove
https:f fiponline.ipd. gov, bk

[ e
Require server verification (htkps:) For all sites in this zone

7 ——

Coe= )

[ OF ] [ Cancel Apply
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8.2.2. Set Security Level

Instruction
8. InlInternet Optionswindow, Security tab. Check that Trusted Sitesis currently
Selected.

9. Check the current Security L evel for this zone. If the current value is set to "Custom”,
then click Default level to display the security level options.

10. In the displayed security level control. Move the slider to the M edium-low setting.

11. Click Apply.

P =

Internet Options @

| General | Security |F'rivan:':.-' I Conkenk I Connections I Frograms I .ﬁ.dvanced|

Select a zone bo wiew or change seuynby{{tlngs

o

Internet Local inkranet Trusted sites Restrlcted

sites
iiiht i
ites
'33 This zane conkains websites that ';.ﬂ:uu
v krust nok to damage wour computer ar
wour files,

Y¥ou have websites in this zone,
Security level For this zone

Allowed levels For this zone: Al

Medium-low
- Appropriate For websites on yaour local netwiork,
(inkranst)
- Most content will be run without prompting wou
- Unsigned Activey controls will not be downloaded
- Same as Medium level without prompts 9

10 []Enable Pratected Maode (requires restarting I

I Cuskom level, .. “ Default lewvel

I Reset all zanes to defaulk level ]

11

[ Ok, ] | Cancel F Apply )
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8.2.3. Disable Protected Mode

Instruction
12. In Internet Options window, Security tab. Check that Trusted Sitesis currently
Selected.

13. Check the status of the Enable Protected M ode checkbox. If the checkbox is currently
"ticked" then un-tick the checkbox and click Apply.

14. Click OK thenrestart the Internet Explorer to apply the changes. Note when
restarting that all currently open Internet Explorer windows must be closed.

P =

Internet Options @

| General | Security |F'rivan:':.-' I Conkenk I Connections I Frograms I .ﬁ.dvanced|

Select a zone to view ar change secgdh:,f.sgttings

o

Internet Local inkranet Trusted sites Restrlcted

sites
iiiht i
ites
'33 This zone conkains websites that yvou
v krust nok to damage wour computer ar
wour files,

Y¥ou have websites in this zone,

Security level For this zone
Allowed levels For this zone: Al

Medium-low

- Appropriate For websites on yaour local netwiork,
(inkranst)

=) - Mu:us_t -:u:untent_will be run withnut prompking wou
- Unsigned Activey controls will not be downloaded

| Enable Protected Mode (requires restarting Inkernet Explorer

\uustum lenvel, .. ][ Default lewvel ]
\

I Reshhsmﬁa default lewvel ]

\x13
14

—

f
fal'd Cancel Apply
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8.2.4. Disable Enhanced Protected Mode

Instruction
15. In Internet Options window, go to Advanced tab.

16. Check the Security list under Settings.

17. Check the status of the Enable Enhanced Protected M ode* checkbox. If the checkbox
iscurrently "ticked" then un-tick the checkbox and click Apply.

18. Click OK thenrestart the computer to apply the changes.

P )

Internet Options
—
| izeneral I Security | Privacy | Content l Connections | Prngram@
Settings 15
1_'-% Securikby —

[] Allow active content from CDs to run on My Compuker®
[] Allow active content to run in files on My Computer®

[] Allow software to run o install even i the signature is imwe
Abways send Do Mok Track header®

[] Block unsecured images with other mixed content

Check for publisher's certificate revocation

[¥] Check For server certificate revacation®

[¥] Check For signatures on downloaded programs

[ Do nat save encrypted pages to disk [3 |

[] Empby Temporary Inkernet Files folder when browser is clel E |

Al Enable Enhan

*Takes effect after vou reskart your comp

[ RestuNfanced setkings I

Resets Internet Explorer's settings to their default
condition,

Reset Internet Explorer setkings -

You should anly use this if your browser is inan unusable statke

18
_-"""hL —
(LD{ Zance| F apply }
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8.2.5. Additional stepsfor ActiveX and DLL files Installation

If the above steps have been completed successfully and the E-filing system still prompts an
error message “ME10000 : The XML Signer Component isnot installed properly, or
your current security settings do not allow ActiveX controlsto run”, then please perform
the following setting when accessing E-filing system to install the necessary ActiveX and
DLL files.

Instruction

1.

2.

From Windows Start Menu, access Control Panel.

Click User Account, options regarding the User Account Settings will be displayed.

Click Change User Account Control settings. User Account Control Settings window

will be displayed.

Set the control to Never notify. Click OK.

Restart the computer to apply the changes.

e e |

ed—.-- = =
l\uju\u/n |@ ¥ Control Panel » All Contral Panel Iterns »

Adjust your computer's settings

'_P' Action Center
1 Backup and Restore
[E Credential Manager
@ Desktop Gadgets
B Display
A Fonts
¢ Indexing Options
[ Location and Other Sensors
Motification Area Icons
& personalization
[&l Programs and Features
™3 RemoteApp and Desktop Connections
@ Sync Center
[:# Troubleshooting
F_!] Windows CardSpace

=1 Windows Update

[ Administrative Tools

%ﬂ BitLocker Drive Encryption
Y Date and Time

=8 Device Manager

'@Z‘ Ease of Access Center

=1 Oetting Started

ﬁ‘} Internet Options

F Mouse

& Parental Controls

= Phone and Modem

i) Recovery

& Sound

1B System

R iy 2

i Windows Defender

8-16

- | +4 | | Search Controf Pansi ol

Wiews by Small icons =

[Bg AutoPlay
L4l Color Management
"@' Default Prograrms
5 Devices and Printers
,E! Folder Opticns
#& HomeGroup
&2 Keyboard
L& Network and Sharing Center
B Perfformance Information and Tools
3 Power Options
& Region and Language
@ Speech Recognition
ikl Taskbar and Start Menu
Vitware Tools

ﬁ' Windows Firewall
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=N ECh =

e
@uvﬁ!‘ v Caontrol Panel » &l Control Panel Tkerns » User Accounts - | #?l | Search Control Panel pe |

@

Control Panel Home
Make changes to your user account

Manage your credentials
Change your password

Create a password reset disk I ]
5 Remove your password azuser
Link online IDs ; Administrator
- . . Change your picture l Password protected
anage your file encryption - ;
e "& Change your account name
1= (] E i
Configure advanced user @ Change your account type

profile properties

E:::j:smy EnVironent B Manage another account

¥ Change User Account Control settings 3

See also

‘E;' Parental Controls

@1 User &ccount Control Settings

Choose when to be notified about changes to your computer

User Account Control helps prevent potentially harmful programs from making changes to your computer.
Tell me mere about User Account Control settings

Newver notify me when:

®  Programs try to install software or make changes to
my computer

®  [make changes to Windows settings

lﬁl Mot recommended. Choose this only if you need to
use programs that are not certified for Windows 7
because they do not support User Account Control,

[ B oK ] Cancel
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6. On“Internet Explorer”, right click and choose "Run as administrator”.

7. Accessing E-filing system to install the necessary ActiveX and DLL files.

| A Acrobat.com

E Adobe Reader 9
'@ Default Prograrms
B Desktop Gadget Gallery

g Internet Explore
&' Microsoft Basel
F;,. Windowrs Sytil
& windows DVD B
B8 Windowes Fax ar
£ Windows Mediz
|2 wiind ows Mediz
«E'_..}' Windows Upda
i KPS Wiewver
L. Bccessories
. Games

o Maintenance
| Startup

Open

@n as administrator

Dpen file location
Unpin from Taskbar
Pin to Start Menu

Restore previous wersions
Send o

Cut
Copry

Delete

Fename

Properties

Back

Wifindo

Eearch programs

and fitss

el
Printers

Jrarms

Ipport

ol &
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8.2.6 Additional step for processing in Offline Signing Tool in IE10

Instruction

1. Click Allow blocked content in the pop-up message “Internet Explorer restricted this

webpage from running scripts or ActiveX controls.” once the Offline Signing Tool has
been opened.

=<
h A

)

@| EJ CihllsershipdiDesktop\Efilingieng_offline_sig P~ | @ Haong Kong S&RG IPD E-Fili.. =

Offline Signing
Filename * | Browse.. | Sign |

1

Internet Explorer restricted this webpage from running scripts or I TN
ActiveX contrals, i Allow blocked content X
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