Online Filing SE, Module 2

Creating and managing your organisation

Elina Staaf
Patent Engineer and Submission systems support staff

Member of the Online Filing SE implementation team, PRV

PRV




PRV

Creating Organisation(s)

Online Filing SE does not support hierarchical organizations.
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Creating Organisation(s)

Online Filing SE does not support hierarchical organizations.

Department 1 epartment Department 3
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Creating Organisation(s)

Each department/function within a company that is to be kept separate must therefore be
created as a separate organization.

Company1_Dep1 Company2_Dep2 Company1_Dep3
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Creating Organisation(s)

Each department/function within a company that is to be kept separate must therefore be
created as a separate organization.

Company1_Dep1 Company2_Dep2 Company1_Dep3

Each organization is created and owned by an individual user. It is therefore important that
your company has decided ahead of time who shall create and handle the organization(s) for
your company.
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Roles

Online Filing SE has the following roles for users in an organization:

D Drafter (Signer Sender
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Roles

Online Filing SE has the following roles for users in an organization:

YD Drafter (Signer  Sender

Only the Main user can invite persons to the organization, but a Main user can add more
main users to the organizations.
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Roles

Online Filing SE has the following roles for users in an organization:

YD Drafter (Signer  Sender

Only the Main user can invite persons to the organization, but a Main user can add more
main users to the organizations.

Note: The creator of an organization cannot currently be removed from that organization.

It is therefore important for the company to select a trusted individual for creating the
company organization(s).

PRV recommends to only invite new members to an organisation after they have created
their personal accounts.
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Example: Creating an organisation

Press the little arrow next to your initials to see your account settings,
and create organisations

PATENT OCH le l\/l
REGISTRERINGS PATENT SERVICE EN v
VERKET L9 I

Welcome Christoffer Ladestam

This is your national patent e-filing portal. Here you can manage all your submissions.

National submissions International submissions European patent applications




Example: Creating an organisation

N
A Denv

Christoffer Ladestam
Show account details »

Individual

Your roles

9 Drafter (Signer Sender

@ Switch account

Press Create Organisation I:> &% Create Organisation

3] Sign out
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| PATENT OCH
REGISTRERINGS PATENT SERVICE
Example: VERKET PRV
Creating an
organisation

First page > My account

New organisation

On this page you can create a new organisation. You can later edit this information
in the organisation page.

Organisation information

I:>‘ Organisation information ’

* Information (Name)

* Description

Description |

e Choose accent colour

|:>Choose accent colour

This colour will be used to display your organisation name on the navigation bar.

O
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Example: Switch to your new organisation

N
A Qe

Christoffer Ladestam
Show account details »

Individual

Your roles

9 Drafter (Signer Sender

Press Switch account I:_> @ Switch account

- Create Organisation

3] Sign out
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Example: Switch to your new organisation

PATENT OCH
REGISTRERINGS PATENT SERVICE
VERKET

First page > Switch account

Select an account to signin

e Storkund A

Organisation account
Signer EVE@ Drafter  Sender

i}

Select the account

PRV

° £5195dda-0fb7-4d76-be86-823f5eff6e7d

Individual account

Signer Drafter ' Sender
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Example: Switch to your new organisation

PATENT OCH
REGISTRERINGS PATENT SERVICE
VERKET

First page > Switch account

Select an account to sign in

o Storkund A

Organisation account

Signer V2 Drafter  Sender

i}

Select the account

PRV

‘ @ EN v A% Storkund A ev

Christoffer Ladestam
Show account details >

Organisation
Storkund A >

Your roles

Sender Signer Drafter

@ switch account
an Create Organisation

2] Sign out

Settings for the organisation account



Example: Managing the account
PATENT OCH
REGISTRVEERRIEE_? PRV PATENT SERVICE A @ EN v 2 Storkund Aev

My organisation
Storkund A

Admin
@ Christoffer Ladestam

Organisationen hanterar arenden som Storkund A lamnar till foretaget. Endast inbjudna handlaggare kan
se dessa drenden.

|Manage invitations|
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Example: Inviting me

Add one or more users to invite. I:>
Press Enter after each e-mail

address to activate the e-mail
invitation.

Select one or more roles.

If multiple users are added, they I:> <
will have the same roles.

mbers

Invite members

To invite members to join your organisation in Front Office please
search for them or enter their email address and hit enter.\n\nPlease

note that when add

ing multiple users they will have the same roles.

elina.staaf@prv.se;

kristin.wiklund@prv.se

Roles

- D
| | Drafter

| ' Signer

| Sender
) GEE

\

Each user can be a part of multiple
organisations, at different Roles.

PRV
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Cancel
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Example: Inviting members
Invite members

To invite members to join your organisation in Front Office please a
search for them or enter their email address and hit enter.\n\nPlease
note that when adding multiple users they will have the same roles.

elina.staaf@prv.se; kristin.wiklund@prv.se

Roles

- )
| | Drafter

| 'Signer.
:> < | Sender >
@
@K Main user J v Press Confirmto
send the invitation

Cancel <:|
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Example: Moving drafts/submissions

Note: Can only be done by a user with Role: Main User

National patent applications Supplements and responses
Y Filters
(] userreference % CaselD % Applicant % Title of the invention +  Last modification + Status + @ Actions
() SuBM1_Féretagl 000000189 Foretag1l Submission draft 22.04.2025 Draft o
|:] TEMP_Foretag1 000000185 Foretagi TEMPLATE 22.04.2025 Draft

Find the draft or submission you want to move, press the three buttons in the Actions column

PRV
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Example: Moving drafts/submissions

Note: Can only be done by a user with Role: Main User

lion % Stawus + @ Actions
Draft o
/7 Edit
[ ] Delete
[4 Preview

View summary

Select transfer to another organisation I:> ', Transfer to another organisation

I Clone
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Example: Moving drafts/submissions

Note: Can only be done by a user with Role: Main User

A Transfer applications

Transfer application to another organisation.

Select the organisation you wish to transfer this submission 10

Select organisation
Select organisation [

Cancel

Press Transfer
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Merge accounts

If the company has accidentally created two or more organizations with the same name,
contact PRV and EPO to merge the accounts.
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- End of Module 2 -
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