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1 How to Register in E-Filing System

There are two types of accounts for Registered Users:

e Basic e-service account

e Full e-service account (e-Cert required)

Note: The registration request will require approval or further processing by the IPD. Following

the registration approval, the system will send you a confirmation email, to the email address

specified in the registration form, with information of the Username, a Temporary Password

(for the first login) and your Customer ID.

1.1 Submit Request for Registration of Basic e-service account

1. Access the E-Filing home page.

2. Click on the “Apply Now” button.

t/f/ e-Filing system

Welcome to IPD Electronic Filing Services

Terms of Use

Use of Electronic Filing and Interactive Service constitute acceptance of the terms and conditions |aid

down in the Terms of Use {11.10.2014). Please read them carefully.

% Related links

#

W 4 W m o]

HKSAR IPD Web Site

Basic requirements of using IPD E-filing Service
Validation rules for web-forms

User guida

Fraguently Asked Questions

About B2B (system to system) E-Filing Sarvice

£8 Maintenance

Daily maintenance time: 00:00 - 03:00

T | Help

@ Legin

B Usemame

Forgot Usernarne

« Pagsword

Forgot Password

Fesat

&+ Apply Now

3. Select the ‘Basic e-service account’ option. The system displays the registration form.
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http://nis-srv04.eurodyn.com:8080/nis-eaccount/register/standard.action#/registerform?lang=en
https://nis-srv04.eurodyn.com:8443/nis-eaccount/register/ecert.action#/registerform?lang=en
http://nis-srv04.eurodyn.com:8080/nis-eaccount/register/standard.action#/registerform?lang=en

@ e-Filing system LD | Help

Welcome to |PD Electronic Filing Services & Login

& Username

Terms of Use Forgat Usemama

Usa of Electronic Filing and Interactiva Service constitute aceeptance of the tarms and conditions laid
down in the Tarms of Usa {11.10.2014}. Please read tham carafully. v Password

Forgot Password

% Related links Reset

# HKSARIPD Web Site
Basic requirements of using IPD E-filing Service

=

B Validation rules for web-forms

& User guide ] ount
P

nt {e-Cert required)

Fraguantly Asked Questions

About B2E (system to system) E-Filing Service

%8 Maintenance
Daily maintenance time: 00:00 - 03:00

4. Fill in the mandatory fields and upload a proof of your address in the respective field.

5. Click on the “Submit” option.

Address in Chinese

Country/Territory/ Area & M
Digtrict/Street e
Building/Floor/Flat 4 THERE24HE

Proof of Address (*) l Proof of address.pdf l |—

Telephona Mo. (%) 29616901

Fax Mo.
Correspondance English v
Language *)
™
\/ I'm not a roebot
eCAFTCHA

Frivacy - Terms

- =R

5

6. Click on the “Confirm” option.

1.2 Submit Request for Registration of Full e-service account

Note: In order to submit a request for ‘Full e-service account’ registration, a valid Electronic
Certificate should be installed on your browser. For more information please refer to Annex A

— Electronic Certificate Requirements.
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1. Access the E-Filing home page.

2. Click on the “Apply Now” button.

@ e-Filing system

Welcome to |PD Electronic Filing Services

Terms of Lse

Use of

Electronic Filing and Interactive Service constitute acceptance of the terms and conditions |aid

down in the Terms of Use {11.10.2014). Please read them carafully.

% Related links

W 4 m W ] =

HKSAR IPD Web Site

Basic reguirements of using IPD E-filing Service
Validation rules for web-ferms

Usar guide

Fraquently Asked Quastions

About B2B (system to system) E-Filing Sarvice

£ Maintenance

Daily maintenance time: 00:00 - 03:00

3. Select the ‘Full e-service account (e-Cert required)’ option.

@ e-Filing system

Welcome to IPD Electronic Filing Services

Terms of Use

Use of Electronic Filing and Interactive Servica constitute acceptance of the terms and conditions laid

downin

the Terms of Use (11.10.2014). Please read them carafully.

% Related links

#

]
Ei
&=
+

HKSARIPD Weh Site

Basic requiremants of using IPD E-filing Sarvice
Validation rulas for wab-forms

User guide

Fraguently Asked Questions

About B2B (system to system) E-Filing Service

#% Maintenance

Daily maintenance time: 00:00 - 03.00

s | Help
% Legin
8 Username
Forgot Usernarme
« Password
Forgot Password
Feset

&+ Apply Now

FEPZ | Help
% Login
& Username
Forgot Username
« Password
Forgot Passwaord
Reset

rtrequired)
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https://nis-srv04.eurodyn.com:8443/nis-eaccount/register/ecert.action#/registerform?lang=en

4. Select your Electronic Certificate. The system validates the Electronic Certificate and

displays the registration form.

=R

3

EOBYN RYLEIGH
EUTH REMY
RCOEALLIE RIVER
M4 ¥YAT DING
ZHANG ZENG

B

ID-CERT SIGNING C4 C---
ID-CERT EIGHNING C4 Ce
ID-CERT SIGHING CA Ce-
ID-CERT BIGHNING CA4 C---

ID-CERT EIGHNING CA Ce

5. Fill in the mandatory fields and any other field desired.

@ e-Filing system

RTiH

il

TP | Login | Help

- lser Management -~ L[:u:_un

Application Form

All fields markad with an asterisk (*) are mandatory

Usar Typa (%) Agent

Account Typa (%) Firm
Company Mame Lea® Co.
(English)

Company Name EEAE
(Chinase)

Mame in English Kevin Lea
Mame in Chinase AL

Contact Parson (%) Kevin Lee

Email Addrass (%) kevinlee@lae.com.hk

Username (%) kevinlad

Note: For Individual accounts the “Name in English” or “Name in Chinese” should match with

the Subscriber’s name as available in the Electronic Certificate. The check for “Name in English”

is case sensitive.

For Firm accounts:
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- the “Name in English” or “Name in Chinese” should match with the Authorised User's name

as available in the Electronic Certificate and;

- the “Company Name (English)” or “Company Name (Chinese)” should match with the

Subscriber Organisation's name as available in the Electronic Certificate

- the check for “Name in English” and “Company Name (English) is case sensitive.

6. Click on the “Submit” option.
Address in Chinese
Country/ Territory/ Area ik v
District/ Street SRIBTERRE 13057
Building/Floor/Flat FILEHE07E
Telephone No. () 21224567
Fax No. 23216547

Correspondence English
Language {*)

™
reCAPTCHA
Privacy - Terms

Cancel ]

\/ I'm not a robot

7. Click on the “Confirm” option.

Application for user registration

Do you want to submit the form ?
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2 How to Login to E-Filing System

1. Access the E-Filing home page.

2. Fill in the ‘Username’ and the ‘Password’ with the credentials that are associated to

your account and click on the “Login” option.

_,/f e-Filing system

Welcome to IPD Electronic Filing Services

Terms of Use

Use of Electronic Filing and Interactive Service constitute sceeptance of the terms and conditions laid
down in the Terms of Use (11.10.2014). Please read tham carafully.

Y% Related links

HKSAR IPD Web Site

Basic requiremants of using IPD E-filing Service
Walidation rules for web-forms

User guide

Fraquently Asked Questions

W 4 m o f] =

About B2B (systam to system) E-Filing Sarvice

L | Help

% Login

8 LUsername

Urguf Usemame

« Paszword

T TG0t Daszworn

Reset

&+ Apply Now

Note: Newly created accounts and users that requested to reset their password (refer to 2.2

Forgot Password), will be requiredby the system to change the temporary password and login

again with the updated credentials.

Note: A valid ‘password’ should fulfil the following requirements:

i.  atleast eight characters long;

ii.  does not contain the user's entire account name or entire full name;

iii.  contains at least one character from each of the following categories:

a. English uppercase character (A - Z);
b. English lowercase character (a - z);

c. Base 10digit (0-9); and

d. Special character of the following including character Space ““: ~ 'l @ #5 % " & *

()_-+=1\{}[]:";'<>,.?/
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Note: For ‘Full e-service accounts’, the user is prompt to select the associated Electronic

Certificate. For more information please refer to Annex A — Electronic Certificate Requirements.

2.1 Forgot Username

1. Access the E-Filing home page.

2. Click on the “Forgot Username” option.

% Legin

B Lsermmame

Forgot Usernarme

" Pascword

Forgot Password

Reset

&+ Apply Now

3. Fill in the Email Address that corresponds to your account and the CAPTCHA.

4. Click on the “Submit” option. The system will send you an email with the username

information.

Forgot username

All fields marked with an asterisk (#) are mandatory

Email Addrass (%) kevinlee@ abocompany.com I

3 w
\/ 1'm not a robot

reCAPTCHA
[T Rl

2 [ =

2.2 Forgot Password

1. Access the E-Filing home page.

2. Click on the “Forgot Password” option.
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% Login

8 Usemame

Forgot Username

v Password

Forgot Password

&+ Apply Now

3. Fill in the Email Address that corresponds to your account and the CAPTCHA.
4. Click on the “Submit” option. The system will send you an email with a temporary
password.

Forgot password

All fields marked with an asterisk (*) are mandatory

Email Addrass (*) kevinlee@abecompany.com

3 [ 2o
\/ 1'm not a robot
reCAPTCHA|
Privacy - Terms

+ ]
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3

Tabs and sub-tabs in the E-Filing System

Electronic Mail Box: This page contains letters and notifications sent by the IPD.

éﬁéﬂ; e-Filing system DT | micheel |Logout B Help

Accaunt Details -

B Electronic Mail Box B Foms - X8 User Management =

é Deposit Account -

Forms

= Pending Forms: this page contains the forms that you are drafting or preparing
to file with the IPD. The forms are still in your working space and have not
been submitted to the IPD.

=  Submitted Forms: this page contains the forms, paid or unpaid, that you have
submitted to the IPD in the last 365 days.

= Create Web Form: this page contains the web forms that you can create.

‘:éz:; e-Filing svstem FHPT | micheel |Logout (W Help

Electranic Mail Box é Deposit Account ~ B X8 User Management = Account Details -

Panding Forms Submittad Forms ‘ Craate Wah Form

Deposit Account

= Monitor Deposit Account: this page contains all the transaction records of your
deposit account(s)

= Create Deposit Account: this page contains a request form for creation of
deposit account.

= Credit Advice: this page contains a request form for top-up of your deposit

account.

(:;d'/'e-Filings tem TP | mished |Logewt B4 Hep

User Management

= Search Users: this page contains the list of subsidiary users in your Firm

account
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= Create User: you can create a subsidiary user account by completing the form

on this page.

edw,; e-Fi[ing system FHP | michoel |Logout B Help

Electronic Mail Box B Forms ~ sccount ~ M 3R lser Management ~ Account Detalls -

Search Users ‘ Create User

e Account Details

= View Details: you can view your own account profile in this page.
= Update Details: you can edit your own account profile in this page.

= Change Password: you can change your own password in this page.

@ e'Filing svstem FWHsz | michsel |Logout B Help

Account Details -

é Depuasit Account - X2 UserManagement ~

B Fams -

Electronic Mail Box

View Datails ‘ Update Datails | Change Password

Note: Click on the respective tab or sub-tab in order to access the page you wish to browse.

Note: The availability of the system tabs depends on the account type and your rights. For

more information please refer to Annex B — User Types and Annex C — Access Rights.
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4 Change Display Language

You can change the language of E-Filing System screens from English to Traditional Chinese

by clicking the language link that is available at the upper right corner of the banner.

1. Click to #E2 a3 to switch to Traditional Chinese.

@ e-Filing system

E Ll michael |Logout B} Help

B Electronic Mail Box

B Forms ~

é Deposit Account -

A8 User Management ~ Account Details -

2. Click to English to switch to English.

:@ e-Filing system

‘ michael | B4 o HENEA

B SEl e FOgE ~

Last updated on 11/05/2023 Page: 15 of 92



5 How to Logout from E-Filing System

1. Click on the ‘Log out’ link available at the upper right corner of the banner.

@ E-Filing Svstem WP | micheel flogout (¥

B Electronic Mail Box A Dc coount ~ Nl 38 UserManagement ~ | Account Details ~

Note: The system will display the Logout Page and prompt you to close the browser in order

to complete the log out process.
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6 How to Search in E-Filing System

1. Access the target page, the Filter section is on the top of the page (refer to section 3
Tabs and sub-tabs in the).

2. Specify at least one search criterion using the drop-down menus, text-fields and date
pickers/calendars.

3. Click on the “Filter” option or press the Enter key.

B Elcctranic Mail Box é Deposit Account ~ B 38 User Management ~ | Account Details

[3

Pending Forms Submitted Forrms

Registry Form MName
TradeMarks v Ferm T2 v
Case Mo/ IPD Reference Mo. Status
Submitted and Paid v
Your Referance Submitted by
07/021310
Submission Date Payment Method
From To Galect 3
13-01-2019 B 19-01-2019 i
Submission 1D
Paid by

B

Note: Text fields support wildcards * and ? for searching. To perform a single character
wildcard, use the ? symbol. For example search for T?STVALUE will return results for
TESTVALUE. To perform a multiple character wildcard search, use the* symbol. For example

search for TEST*LUE will return results for TEST1VALUE, TEST2VALUE, TESTINGVALUE etc.

Note: You may use the date fields or calendars in order to search for a date or date range. The
left date-field corresponds to the “From” date value, and the right date-field corresponds to
the “To” date-value. In order to search for a certain date, insert the target date in the form of
DD-MM-YYYY in both the left (“From”) and right (“To”) date-fields. For example search for
‘Submission Date’ From 30-03-2018 — To 30-03-2018 will return results with Submission Date
30-03-2018 only. In order to search for a certain date range, insert the target dates in the form

of DD-MM-YYYY in the left (“From”) or/and the right (“To”) date-fields. For example search for
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‘Submission Date’ From 30-03-2018 will return results with Submission Date equal or after 30-

03-2018.

6.1 How to Sort Search Results

1. To sort results in ascending order, click the column header. The system displays a
respective triangle indicator on the column header. A triangle indicates that the
results are sorted in ascending order, and an inverted triangle indicates that the

results are sorted in descending order.

Creatien Date/Time Form Created
Name Your Reference by Fee Size Status

_2‘::_33_02;1 8 T5 michael Eﬂgu Draft o
31_2:_521 8 T2 michaal quﬂ Draft foid
fgﬁ:ﬁg e T FL 1700 26/9 michael HK$600.00 E;g :ﬁ;:ﬂ‘:::‘;mpaymem e
52_279_12?1 8 Tl michael E,qgo Draft i
;;g;jg LS T tast 27/9 0930 michael HK$1000.00 E;é? :jz :::Ln;’l’ayment -
E;Ej;m-l 8 T 0950 27/8 FL michael ;;4 Draft foiad

2. To sort results in descending order, click the same column header again. The system

displays a respective triangle indicator on the column header.

Creation Date!TimD Form Name Your Reference Created by Fee Size Status

11-02-2019 22:21:28 T5A michasl 0.00MB Draft ol
11-02-2019 211713 T3 michaal 0.01 MB Draft o
11-02-2019 10:03:16 T5 michael 0.00 MB Draft f e
08-02-2079210240 T2 michaal HKS2000.00  Oooms  Readrfer 0

Submission/Payment

05-02-20719 22:54:03 T michaal 0.00 MB Draft 6
05-02-2019 17:53:31 T2 michaal 0.00 MB Draft 6

6.2 How to Export Search Results

1. Select one of the available export options (for example, “Export to PDF”) displayed in
the target results section (top or bottom). The system creates and provides for
download a file with the returned results.

Last updated on 11/05/2023 Page: 18 of 92



10 v |of22% results

Export options

Creaticn Form Your Created

Date/Time Name Reference by Fee Size Status

;;_[2]_]2_22 g 1 T5A michael quo Draft Fe il
;:: _$§_,|2§1 ¢ T3 michael qu Diraft i
1 ;_8?2’_521 ¢ TS5 michael quo Draft Feid8
g?_8§f§1 ’ Tz michael HK$2000.00 Eﬂgg EEZiﬁ::i;nIPaymem e
gg_gi_g 3[,] 1 T michael qu[] Draft Fe:id8
??2?;_?1 ¢ T2 michael quo Diraft i

T erpodFooms pdf

~ || Exported file

Note: The export file includes the full result list (with a maximum of 1000 records).
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7 Electronic Mail Box

The Electronic Mail Box page allows you to view and manage electronic letters/notices send
to you from an IPD user or the system in one dedicated page, and search for any received
correspondence with various criteria. In particular you can search for IPD Letters, E-Filing

Account Notifications or Deposit Account Notifications.

7.1 Search for Electronic Letters/Notices

1. By default, all correspondence sent to you is displayed in the Electronic Mail Box page.

B Electronic Mail Box EJ Forms - é Deposit Account - 2t UserManagement - Account Details ~

IPD Sent Case No. / IPD Statutory Reminder  Internal
Date/Time Letter/Notification  Your Reference Reference No. Matters  Time Limit Date Progress
14-01-2019 FL test recepticn
¥ 22:04:20 T1 Report Letter 1600 26/10 TO016746917 T New fuig
text of some
14-01-2019 ACCEPTANCE
R fields truncatedin  T134293165 T13 Accepted foidd
17:56:23 LETTER
WF PDF
JAERETO Netice of. nen- text of seme ]
% 17-24:06 automatic fields truncatedin  T134293165 T13 New f- i
o processing WF PDF
Notice of non-
12-01-2019 . verify PDF size of
) 10:34:43 automat.:lc other' T134293138 T13 New fuig
processing
11-01-2019 TAM -T5B created for Readyfor
< 17:26:44 (Clarification) testing 31/12 TAM2825940 TAM Puklication 3}3
11-01-2019 TAM -T5A
¥ 17:04:47 (Clarification) A7019873/BY/bI TAMOOS19505 TAM New 2~
11-01-2019 TAM -TS5A
A7019873/BY/bl TAMOO5109505 TAM N -
S 52046 {Acceptance) b v %
TAM - VARIATION
11-01-2019 QR RECTIFICATION
L3 11:43:56 - by Owner A7019873/BY/bI TAMOODS19505 TAM New fo ol
[Acceptance)
10-01-2019 FL test recepticn
T1 Report Lett TO16746917 T1 N v
AT SPOTtERET ys0026/10 = =

2. In order to filter your list of received correspondence, use the Filter section (refer to

6 How to Search in ).
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B Electronic Mail Box E Farms - é Deposit Account -

X2 Usermanagement - Account Details -

Registry Letter/Motification
Select v Salect v
Case No. / IPD Referance No. IPD Sent Date
From To
]
Your Reference
Statutory Time Limit
From To
Internzl Progress i
v
Remindar Date
From To
i i
IPD Sent Case No. / IPD Reminder  Internal
Date/Time Letter/Notification  Your Reference Reference No. Matters Date Progress
14-01-2019 FL test reception
T1 Repert Lett: TO16746917 T1 N o
S 22040 SPOTLEETEr  s0026/10 o w
text of seme
14-01-2019 ACCEPTANCE
R fields truncated in  T134293165 T13 Accepted fo:idd
17:56:23 LETTER WE PDE

Note: Unread records are marked by the system in bold.

7.2 View Letter/Notification

1. You can view the content of a received electronic letter/notice with any of the

following ways:

e Click on the “Clip” icon on the left of the result.

IPD Sent Case No./ IPD Reminder  Internal
Date/Time Letter/Motification  Your Reference Reference No. Matters Date Frogress
14-01-2019 FL test reception
% 22:04:20 T1 Report Letter 1600 26410 TO016746917 T1 New £

e Click on the hyperlink displayed under the Letter/Notification column, for one of
the received electronic letters/notifications. Select the hyperlink for the letter in

the pop-up window.

IPD Sent Case No./ IPD Reminder  Internal
Date/Time Letter/Motification  Your Reference Reference No. Matters Date Frogress
14-01-2019 FL test reception
% 22:04:20 T1 Report Letter 1600 26410 TO016746917 T1 New £
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T1 Report Letter

From = Reply

To Michael Lam
Subject T1 Report Letter

A new letter has been recaived.

QOutgoingCorrespondence_20150114_220419 pdf

e Click the ‘Options’ (“gear L0 ") button, available under the Action column, for a
received letter/notification and select the “View” option.

IPD Sent Case No. / IPD Statutory Reminder  Internal
Date/Time Letter/Notification  Your Reference Reference No. Matters  Time Limit Date Frogress
14-01-201% FL tast reception -
¥ 22-04-20 T1 Report Letter 1600 26/710 TO16746917 T1 Mew fe:is
@& Wiew
—
14-01-2019 ACCEPTANCE
% 17:56:23 LETTER fields truncated in  T134293165 T3 J M Delete
o WF PDF £\ Set Reminder Data
Notice of nen- text of some  Reply

14-01-2019
7.3 Reply to received Letter

1. You can reply to a received electronic letter by any of the following ways:

e Click on the hyperlink displayed under the Letter/Notification column, for one of
the received electronic letters. Select the “Reply” option in the pop-up window.

IPD Sent Your Case No. /IPD Statutory Reminder  Internal

Date/Time Letter/Notification Reference Reference No. Matters  Time Limit Date Progress

19-12-2018

150310 TAM - T5A (Clarification) 8094443 TAMOO28718% TAM e g

TAM - T5A (Clarification)

From = Reply

To Michael Lam

Subject TAM - T54 (Clarification)

A new letter has been received.

QOutgoingCorrespondence_20181219_150319 pdf

e Click the 'Options' (“gear e ”) button, available under the Action column, for a
received letter and select the “Reply” option.

IPD Sent Your Case No. / IFD Statutory Reminder  Internal
Date/Time Letter/Notification Reference Reference No. Matters  Time Limit Date Progress
16-12-2018
2 150310 TAM - TS84 (Clarification) 5004443 TAMODO287189 TAM Mew
17122018 REQUEST TO CHANGE @ View
? 18:43:08 [MAME/ADDR/ADDR SERY] T052824077 T5 1 Delete
o - CONFIRMATION L1 Sat Reminder Date

= Raply

o 17-12-2018 Netification for Nen R T — m—
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2. Fill in the mandatory fields and click on the “Submit” option.

TAM - T5A (Clarification)

04. Attachment({s} hd
' | TAMO02877189.PDF ‘ﬂ
| Browse... ‘
v

05. *Signature

v IAWe confirm that |/we have read and understosd the "Important Notes”,

Elactronically signed by Michael Lam

*{a) Authorized signature
For and on behalf of Michael Lam Co. Lid.

*(b) Name of signatery Michael Lam

-

Submit Cancel

Note: The “Reply” option is available only for IPD letters.

7.4 Delete Correspondence

1. You can delete the electronic letters/notices by any of the following ways:

e Select one or more of the received electronic letters/notifications and click on the
“Delete” icon available in the results section (top or bottom).

10 v of 169 results

p— IPD Sent Case No./ IPD Statutory Reminder  Internal
Date/Time ~ Letter/Notification  Your Reference Reference No. Matters  Time Limit Date Progress
14-01-2018 FL test reception
v .
¥ 99-04-20 T1 Report Letter 1600 26/10 TO16746917 T1 e fuig
text of some
14-01-2019 ACCEPTANCE
¥ fieldstruncated in  T134293165 T13 Accepted fuiod
17:56:23 LETTER
WF PDF
05 Netice of nen- text of seme .
LA R 17-24:06 automatic fieldstruncated in  T134293165 T13 New o
o processing WF PDF

e Click the ‘Options’ (“gear L0 ") button, available under the Action column, for a
received letter/notification and select the “Delete” option.
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IPD Sent Your Case No. / IPD Statutory Reminder  Internal

Date/Time Letter/Notification Reference Reference No. Matters  Time Limit Date Progress
19-12-2018
% 150370 TAM - T5A (Clarifization) 8094443 TAMOO287189 TAM TMeray
@& View

17120015  FEQUEST TO CHANGE
S aasos [NAME/ADDR/ADDR SERV] T052824077 5
o - CONFIRMATION L\ Set Reminder Date

i . * Reply
o 17-12-2018 Natification for Non TREAZIANAS g _— —

7.5 Mark Received Correspondence as read

1. Select one or more of the received electronic letters/notices and click on the “Mark as
read” icon available in the results section (top or bottom). The system marks the

respective correspondence record(s) as “read” (un-bold).

= IPD Sent Case No./IPD Statutory Reminder  Internal
Date/Time ~ Letter/Notification  Your Reference Reference No. Matters  Time Limit Date Progress
14-01-201% FL tast reception
¥ 290420 T1 Report Letter 1600 26/10 TO16746917 T1 [aw fo:il
text of some
14-01-2019 ACCEPTANCE
01 % fields truncated in  T134293165 T13 Accepted o
17.56:23 LETTER
WF PDF
VTIET Notlceofnon- text of some ]
JaJ1 % 17-44:06 autematic fielde truncated in -~ T134293165 T13 New o
= T processing WF PDF

7.6 Set a Reminder
1. You can add and maintain reminder dates associated with electronic letters/notices
send from an IPD user or the system by any of the following ways:

e Select one of the received electronic letters/notifications and click on the
“Reminder” icon available in the results section (top or bottom).

— IPD Sent Your Case No./ IPD Statutory Reminder  Internal
Date/Time ~ Letter/Notification  Reference Reference Mo. hMatters  TimeLimit Date Progress
DC -2-MONTH )
11122018 DEFICIENCY jarid
< -
S 7213 CHECKING LETTER 201 81211 SLREAE <ot T New #
1706
)
DC-NON-
PAYMENT OF )
10122008 appLicATIONFEE "9
¥ 09:34:45 FOR FEE E:;:HHZ 304617568 T2 MNew fo:id
S
DEFICIENCY (1)
(EN)

e Click the 'Options' (“gear o ”) button, available under the Action column, for a
received letter/notification and select the “Set Reminder Date” option.
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IPD Sent Your Case No. f IFD Statutory Reminder  Internal

Date/Time ~ Letter/Motification  Reference Reference Mo. Matters  Time Limit Date Progress
DC-2-MONTH .
11122018 DEFICIENCY Ingrid
® y7s2a3 CHECKING LETTER f::l:m" 304618378 T2 New
U] & View
DC - NON- M Delete

PAYMENT OF Ingrid L1 Sat Reminder Date

10-12-2018 APPLICATION FEE
X 20181012 304617568 T2 New * Reply

09:3445 FORFEE

Annm

2. Select the reminder date/time and click on the “Add” option.

Add a reminder

Reminder date

Ny Ny
13-02-2019 [ 0o © 0o
W L

Note: When the reminder date/time is reached you will get notified in the E-Filing Electronic

Mail Box.

7.7 Edit a Reminder

1. Click the 'Options' (“gear o ”) button, available under the Action column, for a
received letter/notification that is associated with a ‘reminder’ and select the “Edit

Reminder Date” option.

IPD Sent Your Case No. / IFD Statutory Reminder Internal
Date/Time ~ Letter/Notification  Reference Reference Me. Matters  Time Limit Date Progress
DC -2-MONTH )
11122018 DEFICIENCY Ingrid 13-02-2019
® 175213 CHECKING LETTER fglzun 304618378 2 09:00:00 Mew
) & View
DC - NON- i Delete

PAYMENT OF Ingrid L\ Edit Reminder Date

10-12-2018 APPLICATION FEE
L) 20181012 304617568 T2 Ney & Delete Reminder Date
09:34:45 FOR FEE
0927 ® Reply

DEFICIENCY (1)

fOR

2. Edit the reminder date/time and click on the “Save” option.
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Edit reminder

Reminder date

F F
13-02-2019 #h 12 © 0o
W b 4

Cancel Save
——

7.8 Remove a Reminder

1. Click the 'Options' (“gear o ”) button, available under the Action column, for a
received letter/notification that is associated with a ‘reminder’ and select the “Delete

Reminder Date” option.

IPD Sent Your Case No. / IFD Statutory Reminder Internal
d Date/Time ~ Letter/Notification  Reference Reference No. Matters  Time Limit Date Progress
DC -2-MONTH )
11122018 DEFICIENCY Ingrid 13-02-2019
% g7s2as CHECKING LETTER f:;:u” 304618378 T2 09:00:00 Mew
) & View
DLC - NON- i Delate
PAYMENT OF Ingrid L1 Edit Reminder Date
10-12-2018 APPLICATION FEE
o% 20181012 304617568 T2 Nevlf; Delete: Rerinder Da1e|
09:34:45 FOR FEE 0927
DEFICIENCY (1)  Reply

SR

2. Click on the “Confirm” option.

Delete reminder

Areyou sure?

Qca nce'

7.9 Download electronic letters/notices

You can download the selected electronic letters/notices, sent from an IPD user or the system,
in a zip file.
1. Select one or more of the received electronic letters/notices (up to 20) and click on

the “Download” icon available in the results section (top or bottom). The system
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creates and provides for download a zip file with the contents of the selected

electronic letters/notices.

10 * of 171 results

1. Select letters/notices

| EEEEnE

2. Click "Download"

d Sent Statutory
to O\Aﬁ od Date/Time Case No. / IPD Time Reminder  Internal
- Letter/Notification  Your Reference Reference Mo. Matters Limit Date Progress
11-02-2019  NEW LAW - FL refresher
L4 TO030055640 T3 R ded -
B eaaa0 DIVISION (CN) course CN 11/02 ecerde =
11-02-2019  TS5A - Acceptance
v i -
L 11:46:28 Letter Ingrid 20190210 TAM2827164 TAM Recorded [
T2 - DL - 2-Menth
o) % 10-02-2019 Deficiency MA1310014TM.HK 304625893 T2 New >34
13:03:32 -
Checking Letter
T2-DC-Non-
07-02-2019  paymentof .
|| X 14:18:08 spplication Fee for Ingrid 20190207 304625613 T2 New 24
Fee Deficiency

B erorfletonicMalBorzip A

3. Letters/notices downloaded as a zip file
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8 Forms

8.1 Pending Forms

The Pending Forms page allows you to manage your draft or finalized web-forms filled online.

Each E-Filing account has a predefined maximum storage of 500mb, explicitly for holding the

“pending forms”.

8.1.1 Search for Pending Forms

1. By default, all draft and finalized web-forms are displayed in the Pending Forms page.

B Electronic Mail Box é Depesit Account = X8 User Management - Account Cetails

Creation Date/Time Form Name Created by Size Status

08-02-2019 13:50:05 T13 olivar 0.00 MB Draft [
08-02-201% 134320 T olivar 0.00MB Draft =g
08-02-2019 13:18:39 TSB cliver 0.01MB Draft o
08-02-201% 13:18:01 T5B olivar 0.01 MB Draft 8
08-02-201913:17:34 T54 clivar 0.00MB Draft [
08-02-2019 13:16:57 T84 olivar 0.00MB Draft foiig
08-02-201% 13:15.08 T3 clivar 0.01MB Draft g
08-02-2019 137410 T3 olivar 0.01 MB Draft fo:id

2. In order to filter your list of pending forms, use the Filter section (refer to 6 How to

Search in ).
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ic Mail Box tAccount - 38 User M

Thare are 427 .953MB laft of 500.00MBE working space. This is your working area and it doas not form part of IPD's recard.

Registry Form Name

Salect v Salect v
Your Refarence Status

Salect v
Craation Date Signed by
From To
i) B

Craated by

10 ¥ of 145 results « G

Creation Date/Time v Form Name Your Reference Created by Fee Size Status
08-02-201¢ 13:50:05 T13 olivar 0.00 MB Draft 2
08-02-201¢ 13:43:20 T1 olivar 0.00 MB Draft feild

8.2 Submitted Forms

The Submitted Forms page stores all of your submissions (both successful and failed) within

the last 365 days.

8.2.1 Search for Submitted Forms

1. By default, the electronic submissions for the last 365 days are displayed in the

Submitted Forms page.

7| ACCoun n User

Submission Form Case No. / IPD Related Case No. / Submission
Date/Time Name Your Reference Reference Mo. Proceedings No. Amount Paid  Status [[¥] Action
10-02-201% Submittad
1724:44 T3 Ingrid 20190210 TO30055677 304621572 HKE$2650.00 and Paid 500801505 2
10-02-2019 X
130618 T5A MA&T310074TH.HK TAMZB27173 504625893 HKE0.00 Submitted 500801504 i
e T2 MAT310014TM HK 304625893 304625893 Hikssopoon P nenta0s P
12:57:2% and Paid
10-02-201% Submittad

T2 MATS10014TMHK 304625684 304625884 HK$3000.00 e s0pg01502 s
124605 and Paid
10-02-2019 X X
122044 ThA Ingrid 20190210 TAMZ2B27164 304625037 HKE0.00 Submitted 500801501 2
08-02-201% FL refrasher course Submittad
20:44:50 T3 CN 1102 TO30055640 304604120 HK$650.00 and Paid 500801499 -
08-02-2019 Submitted
161658 TZ 304625866 304625866 HK$2000.00 and Paid 500801498 2
07-02-201% Submittad
14:5797 T TO16748410 TO16748470 HK$800.00 and Paid 500801460 -
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2. Inorder to filter your list of submitted forms, use the Filter section (refer to 6 How to

Search in ).

Electronic Mail Box é Depaosit Account - 28 User Management - Account Details -
Registry Form Mame
Selact A Salact v
CaseMo. / IPD Reference No. Status
Selact v

Your Refarance

Submission Date

Submittad by

Paymant Method

From To Selent 3
]
Submission ID
Paid by
Submission Form Case No. / IPD Related Case No. / Submission
Date/Time ~ Name Your Reference Reference No. Proceedings Mo. Amount Paid ~ Status [[¥] Action
10-02-201% Submittad
179444 T3 Ingrid 20190210 TO30055677 304621572 HK$2650.00 and Paid 5008015038 o
10-02-201¢9 i
130618 T5A FMAT3T1007T4TM.HIK TAMZE27173 304625893 HK$0.00 Submitted 500801504 -4
10-02-201% Submitted
T2 MAT310014TMHK 304625803 304625803 HKS300000 % 500801503 i
12:57:29 and Paid

8.3 Create Web-Forms

The new E-Filing System provides the functions for the e-filers to select a web-form template,

create a web-form and fill in the form online in the system. The system provides a web

interface and functions where possible, to aid the form filling, such as pre-filling some data

fields in the web-form with data in the System, validation of input data against data in the

System, calculating data and import data from another file into data field(s) in the web-form.

8.3.1 Create a Web-Form

1. Select the “arrow” icon in the ‘Forms’ tab.

2. Select the “Create Web Form” option.

B Electronic Mail Box

Panding Forms

B Forms -

Submitted Forms

é Deposit Account -

| Create Web Form

Xr User Management -

Acceount Details -

3. Click one of the available web-forms. The system opens the web-form template.
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Pending Forms Submitted Form ayrme Create Web Form

Usars with basic e-sarvice accounts may usa tha Forms with links balow

Form Type Name

Form Name

|'IU v

T1 - Request for Search of Records/Request far Preliminary Advice on Registrahility

T2 - Application for Registration of a Trade Mark (Including Certification Mark, Collective Mark and Defensive Mark)
T3 - Reguest to divide application for registration

T4 - Request to merge applications for registration / Request 1o marge separata ragistrations

T5 - Request to change name, address, addrass for service and/for agent's details

T5A - Request to Amend Application

T5B - Requast to Amand Representation of Trade Mark/ Requast to Delete Trada Mark in Series

T8 - Reguest for renewal of a trada mark registration /Reguast for restoration and renewal of a trade mark registration

Note: You can type the form name (e.g. T2) in the ‘Form Type Name’ search criterion and click

on the “Search” option.

Pending Forms Submitted Forms

Form Type Mame
T2

Form Name

T2 - Application for Registration of a Trade Mark (Including Cartification Mark, Collective Mark and Dafensive Mark)

Note: Basic e-service accounts are not able to create web-forms that require signing by

Electronic Certificate.
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Note: You will not be able to create a web-form when there is not enough storage space in

your “working area”.

8.3.2 Save a Web-Form

You can save a web-form being filled as a draft.
1. Select the “Save Draft” option available on top of the web-form. The system displays

a confirmation message and stores the web-form in the ‘Pending Forms’ page.

Electrenic Mail Box é Depcsit Account - 2 User Management - A unt Detalls =

The trade mark is being used by the appli or with his in relation to the goods and/er services

indicated in Part 07, or the applicant honestly intends te use the trade mark, crallows it te be used, in
relaticn to those goods and/or services.

Important Notes

01. *Details of applicant making
request under section 38(2){a} of
the Trade Marks Ordinance for
registration of a trade mark

# *Confi tion Stat t
02. *Address for service nrmatien emen

03. Agent's details *{a) Authorized signature Electronically signed by Oliver Lae
For and on behalf of Oliver & Co.
04. *Trade Mark

05. Non-Roman letters and non-
Chinese characters e

06. 3-Dimensional shape, eclour, *{b) Name of signatory Oliver Lee
sound, smell or other

B Electrenic Mail Box it Account ~ | X8 User Management -

There are 427 _950MB laft of 500.00MB working space. This is your working area and it doas not form part of IPD's record.

Form has been saved successtully!

Registry Form Name

Salect v Select v
Your Reference Status

Select v
Creation Date Signed by
From To
=) B

Craated by

o v | EEENEEE

Creation Date/Time - Form Mame Your Reference Created by Fee Size Status

12-02-2019 14:35:15 T2 oliver 0.00 WMB Draft fuiicd

Note: You will not be able to save a web-form whenthere is not enough storage space in your

“working area”.
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8.3.3 View a Web-Form

You can access a web-form in view mode with any of the following ways:

e from the results section of the Pending Forms page: click the form name hyperlink
available under the ‘Form Name’ column.

e from the results section of the Pending or Submitted Forms page: click the 'Options'

(“gear S ”) button, available under the Action column, for one of the forms and select

the “View” option.

Creation Date/Time ~ Form Name Your Reference Created by Fee Size Status
A B
12-02-2019 14:35:15 oliver 0.00 MB Draft
08-02-2079 13:50:05 T13 oliver 0.00 MB il
& Edit
08-02-2019 13:43:20 T olivar 0.00 MB ; @ Clone
Download PDF
08-02-2019 1531839 T5E oliver 0.01 MB g O Delete

8.3.4 Edit a Web-Form

You can edit a web-form before submitting itto the IPD.
1. Click the ‘Forms’ tab or select the “Pending Forms” option of the ‘Forms’ tab.

2. Navigate to the ‘results’ section.

3. Click the 'Options' (“gear - ") button, available under the Action column, for one of
the pending web-forms and select the “Edit” option. The system displays the selected

web-form in an editable format.

B Electrenic Mai | é Depasit Account - A8 User Wanagement
< Jocerea | EErEnEEa

Acccunt Details -

Creation Date/Time » Form Name Your Reference Created by Fee Size Status
_ 3
12-02-2019 14:35715 T2 oliver 0.00 MB Draft
® View
08-02-201¢ 13:50:05 T3 oliver 0.00 MB
08-02-2019 13:43:20 m oliver 0.00 MB &8 Clone

Download PDF
08-02-2019 13:18:3¢ T56 oliver 0.01 MB g 0 Delete

Note: In order to edit a web-form that is signed, you will need to remove the signature. To
remove the signature, please navigate to the signature section of the form and clear the tick

in the checkbox above the “Authorized signature” field.
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11. *Confirmation i

IWe cenfirm that:
IWe have read and understood the "Impeortant Notes" of this form.
The applicant is capakle of helding preperty including trade mark.

The trade mark is being used by the applicant or with his consent in relation to the geods and/or services
indicated in Part 07, or the applicant henestly intends te use the trade mark, or allows itto be used, in
relation to those goods andfor services.

¢ *Confirmation Statement

*(a) Authorized signature Electronically sighed by Oliver Lee
For and on behalf of Gliver 8 Co.

*(b) Name of signatory Oliver Lee

8.3.5 Clone a Web-Form

You can create a new web-form from one of the available draft or already submitted forms
to IPD. Following the web-form creation, you may save the web-form or discard it, using the
available web-form functionalities.

1. Navigate to the ‘results’ section of the Pending or Submitted Forms page.

2. Click the 'Options' (“gear oo ") button, available under the Action column, for one of

the forms and select the “Clone” option. The system creates a new web-form, based

on the selected one and displays it in an editable format.

Submissicn Form Case No. / IPD Related Case No. / Submission

Date/Time ~ Name Your Reference  Reference No. Proceedings Mc. Amount Paid  Status D Action

04-01-201% Submitted

014504 T2 GNT_CC_03/01 5046202588 304620258 HKE4000.00 and Paid 500800697
@& View

03-01-2019 Submittad

T T016747989 TO16747989 HKS800.00 S
16:02:23 ¢ and Paid '

8.3.6 Download a Web-Form in PDF Format

You can download a web-form as PDF by any of the following ways:

e from the web-form details in view or edit mode: select the “Download PDF” option.
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R B e =] €4

Pending Forms Submitted Forms Payrment/Submission List Create Web Form

Form T2

Impaortant Notes hd

1. General notes:

a. Plaase note that only minimal changas to the application are allowad after you have filad the application.
Your attention is drawn to section 46 of the Trade Marks Ordinance, rules 23 - 24 of the Trade Marks Rulas
and How to apply to register a trade mark in the Hong Kong SAR which can be viewad at www.ipd gov hk.

b. This form is available in Chinese and English. Either Chinese or English can be usad as tha language of
procesdings. Please complata this form in English unless otherwise stated. Tha language of proceedings
will ba in English and the certificate of registration will ba issued in English.

© You must complete Parts 01, 02, 04, 07 and 171,

e from the results section of the Pending Forms page: click the 'Options' (“gear - ")
button, available under the Action column, for one of the forms and select the “Download
PDF” option.

L Creation Date/Time - Form Mame  Your Reference Createdby  Fee Size Status
24122018 105414 T5B FL 13986 24/12 I HK$0.00 gotmg  Readyfor
- = -~ : 2 oliver A . o
Submission/Payment
17-122018203511 T oliver Hrkssoo.00  1o1me  Reedyior | @ v
- o ’ ’ Submission/Pz & Edit
| € Clane
13-12201817:18:2¢ T2 oliver HK$600000 olome  esdvor 4 i
— sl E E SuSTEEER R Add to Paymant List
1 Download PDF
Ready f
O 1312201814373 T2 oliver HKS6000.00  0.84MB ooy o i Delete

Submission/Pa,

e from the results section of the Submitted Forms page: click the form name hyperlink
available under the ‘Form Name’ column.

Electronic Mail Box é Deposit Account - X8 User Management -

Acceount Details -

Submission Form Case No. / IPD Related Case No. / Bubmission

L Date/Time ~ MName ¥our Reference Reference No. Proceedings No. Amount Paid ~ Status D Action
10-02-2019 Submitted

5 T3 Ingrid 20180210 T030055677 304621572 HK$2650.00 300801505 L
17:24:44 e $ and Paid i
10-02-2019 _

= IO Tsa MAT310014TMHK  TAM2827173 304625893 HK$0.00 Submitted 500801504 1
TR T2 MATST100TATM HK 304625893 304625893 Hkssonooo  SUPmited o503 P
125720 and Paid
10-02-2019 T2 MATZ100TATM HE 304625884 304625884 Hkgsonooo  SUbmited e sz e
12:46:05 and Paid

e from the ‘Submission Details” window: click the form name hyperlink available under the
‘Form Name’ column.
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Submission Details 3E5A2EF

Submission ID i@#3rga%; .  S00800859
Payment Method g =  Deposit Account
Submitted and Paid By i3 Bt oliver
Transaction No. 35 445 : 467812
Transaction Date/Time 3 2 H¥1. 78R . 11-01-201917:42:03

Total Amount Paid $ & fgig . HIKS4800.00

Application/Registration No./IPD Created
Reference Hig MR SRBEEE Your Reference 5= Fee Paid = By BTr Receipt
fissd ESRYT fop=i) # lie=3

Ingrid 20190111
T T016748140 1”?9?:'8 HK$800.00  oliver L

T2 504621914 GNT_DA_DP_03/01 HKk$4000.00 aliver &

10 *|of 2 results X Download all racaip

8.3.7 Delete a Web-Form

You can delete a web-form from “Pending Forms” page by following the steps below:

1. Navigate to the ‘results’ section.

2. Click the 'Options' (“gear - ”) button, available under the Action column, for one of

the forms and select the “Delete” option.

a Creation DatefTime ~ Form Name

Your Reference Created by Fee Size Status
O 12-02-2019 14:56:26 T oliver 0.00 MB Draft
. @ Wiew
O 12-02-2019 14:56:11 T13 oliver 0.00 MB
& Edit
O 12-02-2019 14:35715 T2 oliver 0.00 MB &) Clone
| Download POF
O 08-02-2019 13:50:05 T3

oliver 0.00 MB

3. Click on the “Confirm” option.

Delete pending form

Areyou sure?

Cancel
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8.3.8 Finalize Web-Form
After completing the key-in of all mandatory information and before proceeding with the
definitive payment and submission of the web-form to the IPD, the web-form contents need
to be validated.
1. Sign the form by clicking the “Confirmation Statement” checkbox displayed in the
‘Signature’ section. The system prefills the section with the user details and the web-

form becomes non-editable.

11. *Confirmation

1/ We cenfirm that:
INWe have read and understocd the "Important Motes” of this form.
The applicant is capable of holding property including trade mark.

The trade mark iz being used by the applicant or with his consent in relatien to the goods and/or services
indicated in Part 07, or the applicant henestly intends to use the trade mark, or allows it to be used, in
relation to those goods andfor services.

¢ *Confirmation Statement

Electronically signed by Oliver Laa
For and on behalf of Oliver & Ca.

*{a) Authorized signature

*{b) Name of signatory Oliver Lee

2. Select the “Finalize” option available on top of the web-form. The system validates the

web-form and any attached electronic documents:

Electrenic Mail Box = Accoun ser [ [ ACCoun

Important Notes The trade mark is being used by the applicant or with his censent in relaticn to the goeds and/or services

0. *Details of applicant making indicated in Part 07, or the applicant honestly intends te use the trade mark, or allows itto be used, in
request under section 38{2}(a} of relation to these goods and/or services.
the Trade Marks Ordinance for

registration of a trade mark ¢ +*Confirmation Statement

02. *Address for service
. . *(a) Authorized signature Electronically signed by Oliver Lee
03. Agents details For and on behalf of Oliver 8 Co.

04 *Trade Mark

Y- NP QU P [

e |f all validations are successfully, you will be redirected to the “Pending Forms”
page to further proceed with the form Submission. The status of the form will be
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updated to ‘Ready for Submission/Payment’ and the form fee to be paid (if
applicable), will be calculated by the system based on the fee schedule.

10 v of 149 results | < I

Creation Date/Time ~ Form Name  Your Reference Created by  Fee Size Status

12-02-2016 150035 T2 MAT310014TMHK  oliver HKks400000 | oa7me | Resdyfor
Submission/Paymant

e |f at least one validation error exist, you will not be able to complete the
Finalization of the web-form and proceed with the Submission. The system will
uncheck the "Confirmation Statement" checkbox and the whole web-form will
become editable.

B Electronic M: I = N gement - Details -

*Confirmation Statement © Confirmation Statement” checkbox will be unchecked.
01. *Details of applicant making . . . .
request under section 38(2)(a} of Avalue is required. Web-form will become editable.

the Trade Marks Ordinance for
registration of a trade mark

Important Notes

*(a) Authorized signature
02. *Address for segihions with failed validations will

03. Agents detailsh g high"ghted

04. *Trade Mark

Avalua is required!
05. Mon-Roman letters and non-

Chinese characters
*(b) Name of signatory

06. 3-Dimensional shape, colour,
sound, smell or other
unconventional mark P

) o
07. *Goods and/or services Avalue is required!

covered by this application

. . . .
08. Convention priority details {c) Official capacity of signatery

09. Certification, collective or Examplas:
defensive mark Autharized person, Director,

Partner or Principal Officer of
Applicant(s)/hgent.

I Lo Avalue is required!
10. Disclaimer, limitation or a

condition
I1 1. *Cenfirmaticn I *(d) Date | DO-MR-YYY =
12. Attachmenti{s} Avalue is required!

Note: The validation errors will be displayed below the respective field. The system will also
highlight the field and the section names containing failed validations on the left hand side

navigation column.

Note: You will able to save a web-form that contains validations as a ‘Draft’.

8.4 Pay and Submit Web-Forms

The E-Filing System provides the functions for the e-filers to initiate the payment and

submission process for one to multiple validated web-forms in one batch or individually.
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8.4.1 Payment/Submission List

You can select individual or multiple forms that are ready for payment/submission, to be
added to a “Payment/Submission List”. In particular, web-forms with status ‘Ready for

Submission/Payment’.
Note: You can access the “Payment/Submission List” at any time through the ‘Forms’ tab.

B Electrenic Mail Box Farms - o User Management - Account Details

B @ €4

Fending Forms Submitted Forms Fayment/S ist: Create Web Form

8.4.1.1 Add Forms to ‘Payment/Submission List’

1. Click the ‘Forms’ tab or select the “Pending Forms” option of the ‘Forms’ tab.

Electranic Mail Formes - g t Account - Jr User Management ~ Account Detaills -

Panding Forms Submitted Forms Create Web Form

2. Click the 'Options' (“gear o ”) button, available under the Action column, for a form
in status ‘Ready for Submission/Payment’ and select the “Add to Payment List” option.
The number of available forms in the “Payment/Submission List” is updated

accordingly.

U Creation Date/Time ~ FormMName  Your Reference Createdby  Fee Size Status
Ready for
o 12-02-201%15:09:35 T2 MAT370014TR.HK li HK£4000.00 0.17 MB -
olrver § Submission/Payment
| @ view
o 12-02-2019 14:56:26 T aliver 0.02 MB Draft
& Edit
th Clone
o 12-02-2019% 14:56:11 T13 olivar 0.00 MB Dratt
@ Addto Payment List
0D load PDF
O 1202-2010143515 T2 oliver 0.00MB  Draft owmoa
i Dalate

Mumber of forms in the
Payment/Submission List

User Management « Account Details

Fending Forms Subrnitted Forms Fayment/Subm Create Web Form

Note: The “Add to Payment List” option is not available for forms in status ‘Draft’.
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In order to add multiple forms that are ready for payment/submission to the

“Payment/Submission List”:
1. Navigate to the ‘results’ section.
2. Select multiple forms in status ‘Ready for Submission/Payment’, by checking the

respective checkbox displayed next to the form and click the “Add to Payment List”

icon available in the results section (top or bottom).

=3 Creaticn Date/Time Form Created

- Name ¥Your Reference by Fee Bize Status
12-02-2019 Ready for

v i -
150035 T2 MAT3T00T4TR.HI cliver HK$4000.00 0.17 MBE Submission/Payment =4
22-01-2019 Ready for

v i -
16:46:31 oA oftver HKs0.00 0.00MB Submission/Payment %
15-01-2019 Ready f
110004 T3 Ingrid 20190115 1108 olivar HK$20000  D.12MB SRR -

0%

Submission/Paymeant

Note: You can select up to 20 forms that are ‘Ready for Submission/Payment’ to be added in

the “Payment/Submission List.

8.4.1.2 Remove Forms from ‘Payment/Submission List’

1. Click the ‘Forms’ tab or select the “Pending Forms” option of the ‘Forms’ tab.

2. Select the ‘Payment/Submission List’ icon at the top right-hand corner.

Electronic Mail Box count - X UserManagement ~ Account Detsils -

[3 D @ B . 4

Pending Forrms Subritted Forms Payment/Submission List Create Web Form

3. Select the remove (‘x’) option for one of the available entries. The system removes the

form from the ‘Payment/Submission List’ and recalculates the total fee to be paid

accordingly.
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Payment/Submission List

2 Forms Requiring Fee

Form Name Case No. / IPD Reference No. ¥our Reference Form Fee
T2 Ingrid 201907151100 HKS3000.00 »
T2 MAT3T10074TH. HK HK$4000.00 »

Total HKS7000.00

Cancel Payment and Submission

Payment/Submission List

= Refrash

1 Forms Requiring Fee

Form Mame Case No. / IPD Reference No. ¥our Reference Form Fee

T MATITO0T4TM HK HK$4000.00 ®

Total fee recalculated after form removal.

Total HK$4000.00

Cancel Fayment and Submission

8.4.2 Forms Payment and Submission

After adding a number of forms in the “Payment/Submission List”, you may proceed with
their definitive payment and submission to the IPD. For Registered Users, payment in relation
to electronic filing may be made through online credit card payment services or a designated

deposit account. When the payment is completed, a payment receipt will be generated.
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8.4.2.1 Pay with Deposit Account

1. Click the ‘Forms’ tab or select the “Pending Forms” option of the ‘Forms’ tab.

2. Select the ‘Payment/Submission List’ icon.

Electronic Mail Box é Depos count - X2 User Management - Account Details

R B @ =] ; €

Pending Forms Submitted Forms Fayment/Submission List Create Web Form

3. Select the “Payment and Submission” option.

Payment/Submission List

2 Forms Requiring Fee

Form Mame Case No. f IPD Reference No. Your Reference Form Fee
T2 Ingrid 201901151100 HK$3000.00 x
T2 MATIT00TATM HE HK$4000.00 ®

Total HKS7000.00

Cancel Fayment and Submission

4. Select a Deposit Account with sufficient account balance and click on the “Confirm”

option.

2 Forms Requiring Fee

Form Mame Case No. / IPD Reference No. Your Reference Form Fee
T2 Ingrid 2071907151100 HKS3000.00 x
T2 MWAT310074TH.HE HK$4000.00 ®
e U W TRl T aTat e BT
Paymant OLI201/HK$20580.00 v
hWathod:
I—

=
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Note: If there are no fees to be paid, the ‘Payment Method’ will be disabled and you will see

the “Submit” option instead of the “Confirm”. Click on the “Submit” option and the system will

proceed with the form(s) submission.

5. Once the payment is verified, you will be redirected to the ‘Submitted Forms’ page.

Electronic Mail Box é Deposit Account - X UserbManagement - Account Details -

Form{s) submitted suceasstullyl

Registry Form Namsa
Select v Salect v
Case Mo. / IPD Reference Mo. Status
Select

Your Referance Submitted by

Submission Date Payment Method
From To

Select

Submission 1D
Pzid by

Submission Form Case No. / IPD Related Case No. f Bubmission
Date/Time ~ Mame Your Reference Reference No. Proceedings No. Amount Paid  Status D Action
12-02-2019 Ingrid 20190115 Submittad
154710 T2 1100 504625983 504625583 HK$3000.00 and Paid 500801542 i
12-02-2019 Submittad

T2 MATZ10014TMHK 304625962 304625092 Hksaooo.00 |7l so0s01542 s~
15:47:10 and Paid

Note: The forms will be stored with status ‘Submitted’ (for free forms) or “Submitted and Paid”

(for ‘fee bearing’ forms).

8.4.2.2 Pay with Credit Card

1. Click the ‘Forms’ tab or select the “Pending Forms” option of the ‘Forms’ tab.

2. Select the ‘Payment/Submission List’ icon.

Electronic Mail Box count ~ 1 X% UserManagement ~ Account Details

[ B @

Pending Forms Subrmitted Forms Payment/Submissi

Create Web Form

3. Select the “Payment and Submission” option.
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Payment/Submission List

2 Forms Requiring Fee

Form Name Case No. / IPD Reference No. ¥our Reference Form Fee
T2 Ingrid 201907151100 HKS3000.00 »
T2 MAT3T10074TH. HK HK$4000.00 »

Total HKS7000.00

Cancel Payment and Submission

4. Select the ‘Credit Card’ and click on the “Confirm” option. The system will redirect you

to the online payment interface.

2 Forms Requiring Fee

Form Mame Case No. / IPD Reference No. ¥our Reference Form Fee
T2 Ingrid 20190715 1100 HK$3000.00 ®
T2 "MAT3T10074TH HK HKS4000.00 ®
TedoliieInnnon
Fayment Credit Card v
Mathod:

-

Note: If there are no fees to be paid, the ‘Payment Method’ will be disabled and you will see
the “Submit” option after step 3 instead of the “Confirm” mentioned in step 4. Click on the

“Submit” option and the system will proceed with the form(s) submission.

5. Complete the payment process. Once the payment is verified, you will be redirected

to the E-Filing ‘Submitted Forms’ page.
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Electronic Mail Box é Deposit Account -

Form(s) submitted successfully!

Registry

Selact

Case Mo. / IPD Referance Mo.

Your Reference

Submission Date

28 User Management

Form Name

Salect

Status

Selact

Submitted by

Paymeant Mathod

Account Details

From To Salant .
iz iz
Submission 1D
Paid by
Submission Form Case No. F IPD Related Case No. f SBubmission
Date/Time ~ Mame Your Reference Reference No. Proceedings No. Amount Paid  Status D Action
12-02-2019 Ingrid 20190115 Submittad
154710 T2 1100 304625983 304625983 HK$3000.00 and Paid 500801542 foid
12-02-2019 Submitted
T2 MATI1001ATM HK 304625002 304625002 Hksaooo.oo | 0TTEL soos01542 i
15:47:10 and Paid

Defer payment: If there are forms for which you wish to defer the payment, click the hyperlink

under the “Form Fee” and select the ‘Defer payment’ option in the pop-up window.

Payment/Submission List

1 Forms Requiring Fee

Form Name Case No. / IFD Reference No.

¥our Reference

Form Fee

T2

Ingricd 201901151028

HK$2000.00

Total HKS2000.00

Cancel Payment and Submission
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Payment/Submission List

s )

= Refrash

1 Forms Requirin
Defer payment

Form Name

I ¢ Dafer payment

T2 .00 »®

Total HK$2000.00

Cancel Fayment and Submission

8.4.3 Submitted Forms Payment

You can pay individual forms already submitted to IPD online which have payment deferred.

1. Select the “arrow” icon in the ‘Forms’ tab.

2. Select the “Submitted Forms” option.

Electronic Mail Box E Ferms - é Deposi

Account - Xt User Management ~ Account Details ~

Pending Forms i Submitted Ferms | Craata Web Form

3. Click the 'Options' (“gear W ”) button, available under the Action column, for a form

in status ‘Payment Deferred’ and select the “Pay” option.

Submissien Form Case No./IPD Related Case No. / Submissicn

Date/Time Name Your Reference Reference Mo. Proceedings Mo. Amount Paid  Status D Action

12-02-2019 Ingrid 20190115 Payment

16:00:23 T2 1028 3045626009 304626009 HK$0.00 Datarrad 500807544
) @ Viaw

12-02-2019 Ingrid 20190115 Submittad

154710 T2 1100 304625983 304625983 HKk$3000.00 and Paid SOO

12-02-2019 Submittad % Clone

I T2 RMATZT00T4Th.HK 304625992 304625992 HK.$4000.00 ! .nj‘ PT 500807542 foang

4. Select the “Payment” option.

5. Select a Deposit Account with sufficient account balance or the ‘Online Credit Card’

option and click on the “Confirm” button.
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Deferred Form Payment

Form Name Case No. f IPD Reference Mo. Your Reference Form Fee

T2 304626009 Ingrid 20190115 1028 HIK%2000.00
Payment OLI207/HK$13580.00 v
hathod:

[ No longer Applicable l

Note: If the form cannot be proceeded with (for example, status of the form is abandoned,
withdrawn, refused, etc.), the system will display a blocking pop-up window, informing you
that the IPD cannot accept electronic payment anymore. In this pop-up window, you will be
given the option to select “No Longer Applicable”. In such case the system will set the status
of the form to “Submitted and not Paid”and you will not be able to pay the form through E-

Filing.

Deferred Form Payment

Form Name Case No. f IPD Reference No. ¥our Reference Form Fee

T2 304626009 Ingrid 20190115 1028 HKS2000.00
Payment Solact -
hWeathod:

No longer Applicable

8.4.4 View Submission Details

You can view the details of past electronic submissions from the Submitted Forms or Deposit
Account page:

1. Navigate to the results section.

2. Click on the ‘Submission ID’ link for one of the result entries. The system opens the

“Submission Details” pop-up window.
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Submission Form Case No. / IPD Related Case No. / Submission

Date/Time ~ Name Your Reference Reference No. Proceedings No. AmountPaid  Status D Action

12-02-2019 Ingrid 20180115 Submitted

160023 T2 1028 304626009 304626009 HK$2000.00 and Paid 5008071544 fuicd

12-02-2019 Ingrid 20190115 Submittad

154710 T2 1100 304625983 304625983 HK$3000.00 and Paid 5008071542 fead

12-02-2019 Submittad

S T2 MAT3T00T4TMHK 304625992 304625992 Hkgaooooo - TO0 500801542 2

Submission Details JE753% %
Submission ID ¥@3rgaYs . 500801542
Payment Method s = :  Deposit Account
Submitted and Paid By {835 BigE . oliver
Transaction Mo. 37 S55%% :
Transaction Date/Time 3% 5 H¥A. 1455 :
Total Amount Paid @2 fiksg :  HKE7000.00
Form ApplicationfRegistration No./IPD Created
Name 33 Reference HES - Measd - tdEigsE ¥Your Reference = Fee Paid & By Ear Receipt
BER- S TEER e & Wi
T2 304625002 RAT3T10074TR HI HK$4000.00 oliver X
Ingrid 201907115

T2 304625983 1”190”0 HK$3000.00  oliver &

10 v |of 2 results € | < SN X Download all receipts

Note:

-To download the receipt for one of the available records, click on the respective ‘download’

icon, displayed under the ‘Receipt’ column.

Transaction Date/Time 37 8 HH3 150 :
Total Amount Paid g2 sges :  HKS7000.00

Form Application/Registration No./IPD Created

Mame 33 Reference i, HHaEsE - sHdiE g Your Reference #= Fee Paid & By #ir Receipt

BEE- -3 TESRT k=) & Wi

TZ 304625992 MATIT00TATH HK HK$4000.00 oliver
Ingrid 2010115

T2 504625983 1n190r|0 HK$3000.00  oliver

10 v of 2 results &« => B X Download all receipts TE
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-To download all receipts in the pop-up window in a zip file, click on the “Download all receipts”
option.

BRI LI e % T AT T -

Transaction Date/Time 37 2 HHA 156 :
Total Amount Paid {2 fgssg . HKE7000.00

Form Application/Registration No./IFD Created

Name 3§ Reference B3 3 fagss s Your Reference #= Fee Faid &2 By & ir Receipt
BEiE - e TESRSE R =] & Wirdsg

T2 304625992 MAT3T00T4TR.HK HKS4000.00 olivar £

T2 304625983 Ingrict 201901713 HK$3000.00  oliver &

1100

10 v|of 2results € | < > | »

8.4.5 View Related Documents

The E-Filing System provides a consolidated view of the “related documents” associated with
a particular case. You are able to access all related submitted and received documents of a

case by any of the following ways:

e Click the “Case No. / IPD Reference No.” or the “Related Case No. / Proceedings No. ”
available in the Submitted Forms page.

Submission Ferm CaseNo./IPD Related Case Mc. / Submission

Date/Time Name Your Reference Reference No. Proceedings No. Amount Paid  Status [3] Action

12-02-2019 Ingrid 20190115 Submitted

160023 T2 1028 304626009 304626009 HK$2000.00 and Paid 500807544 -
12-02-2019 Ingrid 20190115 Submitted

154710 T2 1100 304625983 304625983 HK$3000.00 and Paid 500807542 fead
12-02-2019 Submittad

154710 T2 MAT3T0074TR . HK 304625992 304625992 HK$4000.00 and Paid 500801542 -
10-02-2018 Submittad

172404 T3 Ingrid 20190210 TO30055677 504621572 HK$2650.00 and Paid 500801508 -
10-02-2018 X

13068 T5A MAT3T1007T4TH.HK TAMZEB27173 304625803 HKS0.00 Submittad 500801504 fe:i38

e C(Click the “Case No. / IPD Reference No.” available in the Electronic Mail Box page.
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IPD Sent Statutory
Date/Time Case No./IPD Time Reminder  Internal
v Letter/Notification  Your Reference Reference Mo. Matters Limit Date Progress
11-02-2019  NEW LAW - FL refresher
8 s:aad0 DIVISION (CN) EnEEs || TR L Heccraed &
11-02-2019 TSA - Acceptance R
/ 11:46:28 Letter Ingrid 20190210 TAM2827164 TAM Recorded =8
10-02-2019 T2-D.C-2-Month
% Deficiency MA1310014TM.HK] 304625893 T2 New -
13:03:32 .
Checking Letter
T2 -DC -Non-
07-02-2019  paymenteof
Ingrid 20190207 304625613 T2 N of
S ars00 Application Fee for 9" e %

Fee Deficiency

Note: The Related Documents page will open in a separate web-browser tab.

Full Documants Yiaw for 304625893

10 7| of 8 results

Date/Time

Submitted Form/Received Letter

Your Reference

. Page ] .

Case No. / IPD Reference No.

Related Case Ne. / Proceeding Mo.

10-02-2019 13:06:18

10-02-2019 13:06:18

10-02-2019 13:03:32

10-02-2019 12:57:28

10-02-2019 12:57:29

10-02-2019 12:57:2%

10-02-201912:57:29

10-02-2019 12:57:2¢

10-02-2019 12:57:29

T54
T54 - Receipt

T2-DC - 2-WMonth
Deficiency Chacking Letter -
OutgoingCorraspondance_
20190210_130332.pdf

T2

T2 - Receipt

T2 - GREEM FARMSE_ D jpg
T2 - GREEM FARME_C jpg
T2 - GREEM FARMSE_B |pg

T2 - GREEN FARMS_A jpg

MAT3T007T4TM HK

MAT370074TR.HK

MAT370074TI HK

MATIT00T4TM HK

MAT3T0074TRM HK

MAT3T00714TM HK

MAT370074TR . HK

MAT3T007T4TR HK

MATIT00T4TM HK

TAMZ827173 304625893
TAMZ2827173 304625893
304625893

304625883 304625893
304625893 304625893
304625853 304625893
304625893 304625893
304625843 304625893
304625883 304625893
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9 Deposit Account

The Monitor Deposit Account page allows you to view your Deposit Account(s) available
balance, and search for records in Deposit Account(s) (e.g. Deposit Account top-ups, refunds

and debits due to form(s) submissions) with various criteria.

9.1 Request for Deposit Account creation
Registered e-Filers are able to create one or more Deposit Accounts to the IPD, to enable the
Deposit Account payment service.

1. Click the ‘Deposit Account’ tab.

2. Click the “Create Deposit Account” icon available in the top right corner.

Electranic Mail Box é Deposit Account ~ | X8 User Management ~ Account Details «

=

Credit Advice

3. Select the “Confirm” option.

Create Deposit Account

Flease confirm that you wish to create a Deposit Account.

Confirm Cancel

Note: This request will require further processing/confirmation by the authorised IPD users.

You will get notified in the E-Filing Electronic Mail Box for the outcome of your request.

9.2 Credit Advice Request

Registered e-Filers that deposited money at the IPD’s bank account, are able to request from
IPD to top-up the balance of their Deposit Account(s) via the E-Filing System.
1. Click the ‘Deposit Account’ tab.

2. Click the “Credit Advice” icon available in the top right corner.

Electranic Mail Box B Forms - é Deposit Account ~ | X8 User Management ~ Account Details -

=

Create Ceposit Account Credit Advice

3. Fillin the mandatory fields and click on the “Submit” option.
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Credit Advice

Deposit Account Number/Balance* Amount®
0LI12071/HK$11580.00 v 10000
Deposil Date® Daposit Method*
01-02-2019 & Cash/Transfer v

I Bank-in slip.PDF

=

Note: This request will require further processing/confirmation by the authorised IPD users.

Cancel

You will get notified in the E-Filing Electronic Mail Box for the outcome of your request.

9.3 Search for records in Deposit Account(s)

1. By default, all the records in the deposit account(s) are displayed in the Monitor
Deposit Account page.

2. Inorder to filter your list of records, use the Filter section (refer to 6 How to Search

in System).

Electronic kMail Box = é Deposit Account - agement - Account Details

Total Balance

HK$11,580.00

in 1 accounts

Daposit Account Number/Balance Transaction Typa
Select v Select v
Transaction Date Performad By
From To
B o

Submission ID

10 v of 112 results
1

(0] Transaction Date/Time Transaction Type Performed By Deposit Account Number Amount Submission 1D

3} 12-02-2019 16:20:09 Deposit Account Debit oliver QLo HK$2000.00 500807544

5] 12-02-2019 154710 Deposit Account Dabit oliver aLizon HK$7000.00 500801542

0] 10-02-2019 17:24:44 Deposit Account Dabit oliver aLizon HK$2650.00 500801505

5] 10-02-201% 12:57:28 Deposit Account Debit oliver oLIZ01 HK$3000.00 500801503

0] 10-02-201% 12:46:05 Deposit Account Debit oliver oLIZ01 HK$3000.00 500801502

(0] 08-02-2019 204448 Deposit Account Dabit oliver aLizol HK$5650.00 500801459

0] 08-02-2019 19:16:58 Deposit Account Dabit oliver aL1201 HK$2000.00 5008014188
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Note: In order to search for movements related to a certain deposit account, select the target

account from the ‘Deposit Account Number/Balance’ criterion and click on the “Filter” option.
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10 User Management

Firm Users are able to create and manage Subsidiary User account(s) for the Firm.

10.1 Create Subsidiary User

1. Select the “arrow” icon in the ‘User Management’ tab.

2. Click on the “Create Subsidiary User” option.

Electronic Mail Box B Forms ~ BpOS| g Jr User Management ~ Account Details ~

Search Usars |

3. Fill in the mandatory fields and any other field desired.

4. Assign one or more of the available Access Rights from the list displayed in the relevant
field (for more information refer to Annex C — Access Rights).

5. Click on the “Submit” option.

Create Subsidiary User

Allfields markad with an asterisk (*) are mandatory

3 MNamein English Cedric Cheung
Mama in Chinase SRL ]

Telephone Mo. (%) 23343456

FaxMNo.
Email Addrass (*) cedric@gmail.com
Username (*) cedric

Official Capacity of Manager
User

Authantication Basic e-service account v
Method(*)

q Access Rights

DUNT_EGIT X | ACCOUNT_VIEW X | ADMIN_ASSIGN X | CORRESPOMGENCE ECIT X | CORRESPOMDEMCE REPLY X

PONDEMCE_VIEW X | FORM_CREATE X | FORM_SUBMIT X | FORM_SUBMIT_AMD_PAY X | FORM_VIEW X

SUBFORM_EDIT X | SUBFORM_PAY X | SUBFORM_VIEW X | TRANMSACTIONS_CREATE X | TRANSACTIONS_VIEW X

S

10.2 Search Subsidiary Users
1. By default, all Subsidiary User accounts are displayed in the User Management page.
2. In order to filter the list of accounts, use the Filter section (refer to 6 How to Search

in).
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Electronic Mail Box

B Forms ~

é Deposit Account =

X% UserManagement - Account Details ~

Nama Account Status
Select
Username Last Login
From To
B B
Email Address

s

Custemer Name « Username Email Address Aecount Status Last Login Action

Cedric cedric test2@gmail.com Active 15-01-201¢ 18:28:54 o
Henry henry test@gmail.com Aetive 15-01-2018 18:29:33 e
Tin Tin003 tin3@aurodyn.com Active o

10.3 View Subsidiary User Account Details

1. You can view the Subsidiary account details by any of the following ways:

e Click on the ‘Customer Name’ hyperlink for one of the available records.

Customer Mame « Username Email Address Account Status Last Login Action

oadric test2@gmail.com Suspended 15-01-2019 18:28:54 [
. @ View .
henry test@gmail com Active 15-01-2019 18:29:2

| ¢ Un-Buspend User |

e C(Click the 'Options' (“gear o ") button, available under the Action column, for one
the account records and select the “View” option.

Customer Name « Username Email Address Account Status Last Login Action

cadric testZ@gmail.com Suspended 15-01-2019 18:28:54
@& View
Hanry hanry test@gmail.com Aotive 15-01-20191 8:29:

v Un-Suspend User

10.4 Edit Subsidiary User Account Details

1. Click the 'Options' (“gear e ”) button, available under the Action column, for one of

the account records and select the “Edit” option.
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] Customer Name « Username Email Address

Account Status Last Login Action
] Cedric oadric test2@gmail.com Active 15-01-2019 18:28:54
. . @ Wiewy
(] Hanry henry testi@gmail.com Active 15-01-2010 18:20:3
] Tin Tin003 tin3@euradyn.com Aetive * Suspend User

2. Update any editable field desired and click on the “Update” option.

3. Click on the “Confirm” option.

Subsidiary User Edit

Do you want to submit the form ?

10.5 Suspend Subsidiary User Account

1. Click the 'Options' (“gear - ”) button, available under the Action column, for one of

the account records and select the “Suspend User” option.

2 Customer Name « Username Email Address Account Status Last Login Action
a Cedric cedric test2@gmail.com Active 15-01-2019 18:28:54
. @& View
a Henry henry test@gmail.com Active 15-01-2019 18:2%:3
& Edit |
a Tin Tin0O3 tin3@eaurodyn.com Active m

2. Select the “Confirm” option.
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Suspend User

Areyou sure?

10.6 Un-suspend Subsidiary User Account

1. Click the 'Options' (“gear o ”) button, available under the Action column, for one of

the suspended account records and select the “Un-suspend User” option.

Customer Name « Username Email Address Account Status Last Login Action
Cedric cadric testZ(@gmail.com Suspended 15-01-2019 18:28:54
@& View
Hanry hanry test@gmail.com Antive 15-01-2019 18:29:
0¥ Un-Suspend User |

2. Select the “Confirm” option.

Un-Suspend User

Arayou sure?

Confirm

10.7 Re-activate Subsidiary User Account
Firm Users are able to re-activate an inactive or locked Subsidiary User’s account.

1. Click the 'Options' (“gear e ”) button, available under the Action column, for one of
the inactive account records and select the “Activate User” option.

2. Select the “Confirm” option.

10.8 Grant Subsidiary User Account Access Rights
Firm Users can assign different access rights to individual Subsidiary Users:

1. Click the 'Options' (“gear o ”) button, available under the Action column, for one of

the account records and select the “Edit” option.
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Customer Name « Username Email Address Account Status Last Login Action

Cedric cadric tast2[@gmail.com Active 15-01-2019 18:28:54

@& Wiew

Hanry hanry test@gmail.com Bative 15-01-2019 18:29:3

xS du
Tin Tin003 tin3@eurodyn.com Active HspandLser

2. Select one or more of the available Access Rights to be assigned from the list displayed

in the relevant field (for more information please refer to Annex C — Access Rights)

and click on the “Update” option.

Edit Subsidiary User ‘ & Back To Results ‘

Al fields marked with an asterisk (*) are mandatory

MNamein English Cedric
Mamein Chinese

Telephona Mo. (#) ¥ Clear

Bapalila. Q, Search_..

v ACCOUNT_EDIT
Email Addrass (%)

¥ ACCOUNT_VIEW
Receiva Email

Remindears ¢ ADMIMN_ASSIGH

L3
Uszmenra(Es ¢  CORRESFONDEMNCE_EDIT

Official Capacityof | -opRESPONDENGE_REPLY

Usar

o ¥ CORRESPOMNDEMCE_VIEW
Authentication

Method{*)

Ancess Rights

ACCOUNT _WIEW X f ACCOUNT_ERIT X | CORRESPOMDENCE ERIT X | CORRESPONDENCE WIEW X | TRANSACTIDNS_VIEW X
TRAMSACTIONS_CREATE X | FORM_VIEW X RM_SLUEMIT X | FORM_SUBMIT_AND_PAY X | SUBFORM_VIEW X ~
SUBFORM_PAY X | FORM_CREATE X | ADMIN_ASSIGN X | CORRESPOMDENCE_REPLY X § SUBFORM_EDIT X

| v |

3. Click on the “Confirm” option.

Subsidiary User Edit

Do you want to submit the form 7

10.9 Revoke Subsidiary User Account Access Rights

1. Click the 'Options' (“gear o ") button, available under the Action column, for one of

the account records and select the “Edit” option.
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Customer Name « Username Email Address Account Status Last Login Action

Cedric oadric test2@gmail.com Active 15-01-2019 18:28:54

| @ View
Hanry henry testi@gmail.com Active 15-01-20121 8:29:
& Edit

x 3 du
Tin Tin003 tin3@euradyn.com Aetive Hspand Lser

2. Select one or more access rights to be revoked, by clicking the “x” option available in

the ‘Access Rights’ field and select the “Update” option.

Edit Subsidiary User ‘ & BackTo Results

All fields marked with an asterisk (%) are mandatory

Namein English Cedric:
Mammein Chinase

Telephana Mo. (%) ¥ Clear

FaxNo. Q, Search...

v ACCOUNT_EDIT
Email Addrass (%)

v ACCOUNT_VIEW
Racaiva Email
Reninders v ADMIN_ASSIGN

L3
Uszmenma (s ¢ CORRESFONDENCE_EDIT

Official Capacity of ~oRRESPONDENGE_REPLY
Usar

o ¥ CORRESPONDENCE_VIEW
Authentication

Method(*)

Access Rights CORRESPONDENCE VIEW % | TRANSACTIONS_VIER X

x | SUBFORM_VIEW X

SUBFORM_EDI™ X

ACCOUNT_VIEW X | ACCOUNT_EQIT X | CORRESPOMDEMCE EGIT X
TRANMSACTIONS_CREATE X | FORM_WIEW X | FORM_SUBMIT X | FORM_SUBMIT_AMD_PAY

SUBFORM_P&Y X FCF\'NLL'F\‘EATEI ADMIMN_ASSIGM x | CORRESPONDENCE_REPLY

3. Click on the “Confirm” option.

Subsidiary User Edit

Do you want to submit the form ?

Confirm Cancel
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11 Account Details

11.1 Display Account Details

1. Click the ‘Account Details’ tab or select the “View Details” option of the ‘Account

Details’ tab.

Electronic Mail Box B Forms - é Deposit Account - X UserManagement - Account Details ~

View Datails | Updata Datails | Changa Password

11.2 Update Account Details

1. Select the “arrow” icon in the ‘Account Details’ tab.

2. Select the “Update Details” option.

Electronic Mail Box B Forms - é Deposit Account - 2 UserManagement - Account Details ~

View Datails | Updata Datails | Changa Password

3. Update any editable field desired and click on the “Update” option.

Telephone Me. (%) 21234567
Fax Mo. 20876543

Email Address (%) chanl@hbtesting.com

Recaiva Email Mo v
Reminders
Usernama (*) chandh
Corraspondance English v
Language (*)
Account Type Firm Agent v
Deposit Account WCH222
MNumber(s)
Authentication Full eservice account v
Method(*)

4. Click on the “Confirm” option.

Hequest Sent

Do you want to submit the form 7

Confirm
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11.3 Change Account Type - Switch to Basic e-service account

1. Select the “arrow” icon in the ‘Account Details’ tab.

2. Select the “Update Details” option.

Electranic hMail Box é Deposit Account ~ i 38 User Management - Account Details ~

View Datails Update Details Change Password

3. Select the “Basic e-service account” option from the ‘Authentication Method’ list.

Username (*) chandh
Correspondence English v
Language (*)
Account Type Firm Agent v
Deposit Account WCH222
Mumberis)
Authentication Full e-service account v

Method(*) Salact

Basic e-service account

4. Upload an electronic file/document for proof of address and click on the “Confirm”

option.

Provide a proof of address

WiEEE  Froof of address_ pdf
o R

5. Fill in the mandatory fields and click on the “Update” option.
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Username (*) chandh

Correspondence English v
Languaga (*)
Account Type Firm Agent v
Deposit Account WCH222
Mumbar(s)
Authantication Basic e-service account r
Mathod(*)

Proof of Addrass (*) [ Proof of address.pdf ] —

6. Click on the “Confirm” option.

Hequest Sent

Do you want to submit the form 7

Confirm

Note: This request will require further processing/confirmation by the authorised IPD users. In
the meantime, you and your subsidiary accounts (if any) will continue accessing the E-Filing in

the initial mode.

11.4 Change Account Type - Switch to Full e-service account

=

Select the “arrow” icon in the ‘Account Details’ tab.

2. Select the “Update Details” option.

Electranic hMail Box B Farms - é Deposit Account ~ i 38 User Management - Account Details ~

View Datails | Update Details | Change Password

3. Select the “Full e-service account” option from the ‘Authentication Method’ list. The
system opens a pop-up window and verifies the validity of the (selected) Electronic

Certificate.
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Usarname (*)

Corraspondeance
Language (*)

Account Typea

Deposit Account
MNumber(s)

Authentication
Wathod(*)

el

<Y ne

p=11]

michael

English v

Firm O ner v
LMC227 LMEZ222

Basic e-service account r

Full e-service account

ES -

EOBYN E¥LEIGH

BiTE

ID-CERT SIGNING

RUTH REMY ID-CERT SIGHING C4 C--

ROEALIE RIVER ID-CERT SIGNING C4 C---

M4 YaTDING ID-CERT SIGHING CA4 Ce-

ZHANG ZENG ID-CERT BIGHNING C4 C--- 7
HEE TE RUiH

Note: A valid Electronic Certificate should be installed on your browser. For more information

please refer to Annex A — Electronic Certificate Requirements.

4. Click on the “Update” option.

Username (*)

Correspondance
Language (*)

Account Type

Deposit Account
Numbaris)

Authentication
Method(*)

Full e-service account
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5. Click on the “Confirm” option.

Hequest Sent

Do you want to submit the form ?

Note: This request will require further processing/confirmation by the authorised IPD users. In

the meantime, you and your subsidiary accounts (if any) will continue accessing the E-Filing in

the initial mode.

11.5 Change password

1. Select the “arrow” icon in the ‘Account Details’ tab.

2. Select the “Change Password” option.

Electronic Mail Box B Farms - é Deposit Account ~ B X8 User Management ~ Account Details ~

View Details Update Details Change Password

3. Fill in the mandatory fields and click on the “Reset Password” option.

Change Password

All fields marked with an asterisk (*) are mandatory

Old Pasaword () ~ weeeeeeee

MNew Password (*) ...........

Confirm Pagsword (%) ‘ """"""

4. Click on the “Confirm” option.

Confirm Password Reset

Areyou surayou want to reset
password?

Confirm Cancel
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Note: A valid ‘password’ is at least eight characters long; does not contain the user's entire
account name or entire full name; and contains at least one character from each of the

following categories:

i. English uppercase character (A - Z);
ii. English lowercase character (a - z);
iii. Base 10 digit (0 - 9); and

iv. Special character of the following including character Space “ “: ~ ' @ #S % " & *()_ -+

=[\{}[]:";"<>,.?/
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12 Web-Forms available for One-Time Filers

One-Time filers are users without an E-Filing account. For forms applicable to One-Time filers,

please access the E-Filing home page and click on “One-Time filer”.

12.1 Create Web-Form

1. Access the E-Filing home page.

2. Select the “One-Time Filer” option.

Welcome to IPD Electronic Filing Services

Terms of Use

Use of Electronic Filing Serviee constitute acceptance of the terms and conditions laid down in the Terms of
Use . Please raad tham carefully.

% Related links

A HKSARIPD Web Site
L Basic requirements of using IPD E-filing Service
B Validation rules for web-forms

& User guide

o Fraguently Asked Questions

£ About B2B (system to system) E-Filing Service

% Login

& Usermame

Forgot Usernarne

« Pasgword

Forgot Password

Reset

&+ Apply Now

3. Click on the web form you wish to file. The system displays the selected web-form in

edit mode.

Welcome to IPD Electronic Filing Services

Terms of Use

Usa of Elactronic Filing Service constitute acoeptance of tha tarms and conditions laid down in the Tarms of
Use . Please read tham carafully.

Web-forms available for Unregisterad eFilers X Upload Web-Form

—
[Trade Marks Forms

* T1-Reguest for Search of Records/Request for Preliminary Advice on Registrability

s T2 - Application for Registration of a Trada Mark (Including Certification Mark, Collactive Mark and
Defansive Mark)

» T8-Request for renewal of a trademark registration/Request for Restoration and Renewal of a Trade
Iark Registration

* T13-Raquest for extension of time

FPatents Forms

* PHA-Statement of inventorship in respect of a short-term patent

* P9 -Maintaining Application for Standard Patent

* P10 -Reguest for renewal of a patent

* P13 - Notica requesting reinstatamant of a patent application /Application for restoration of rights

s P15-Filing of notice of revecation of a standard patent /application for revocation of a standard
patant On referance to the Registrar of Patents 1o ravoke a patent

* 5P3-Request for extension of time / Paying penalty fee for late filing of translation

Reqgistered Designs Forms

* [3- Reguest for reinstatemant of application
s [4- Application for Extension of Tima
* D771 -Application for Renawal of 2 Registered Design

% Login

8 LUsername

Forgot Username

« Pazzword

Forgot Password

Reset

&+ Apply Now
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12.2 Save Draft Web-Form

You can save a web-form being filled as a draft in an XML file in your device. You will be able
to upload the XML file to the E-Filing System for subsequent editing and filling.
1. Select the “Save Draft” option. The system creates and provides for download an XML

file with the contents of the filled web-form.

1. Click "Save Draft"

Important Notes

07. *Details of applicant making

request under section 38{2){a} of *Class no. *Specification of goods and/or sarvices
the Trade Marks Ordinance for
registration of a trade mark 5 v @ Cosmetics.

02. *Address for service
03. Agent's details
04, *Trade Mark

05. Non-Roman letters and non-
Chinese characters

06. 3-Dimensional shape, colour,
sound, smell or other 4
unconventicnal mark

07. *Goods andfor services
covered by this application

Class no. Specification of goods and/or services

08. Convention priority details
Precious metals.

09. Cenrtification, collective or 14 M
defensive mark

Additional
10. Disclaimer, limitation or fae s
condition raquired.

11. *Confirmation

12. Attachment{s}
2. Draft downloaded as XML file

=] Web FORM T2aml ~

12.3 Upload Web-Form

1. Access the E-Filing home page.

2. Select the “One-Time filer” option.

Welcome to IPD Electronic Filing Services Q& Login

& Username

Terms of Lise Fargat Usemarne

Use of Electronic Filing Service constitule acoeptance of the terms and conditions laid down in the Terms of
Use . Please read them carefully. v Paszword

Forgot Password

# HKSARIPD Web Site
Basic requirements of using IPD E-filing Service

Validation rules for web-ferms

=
=
& User guide ..;+ Apply Now
L 4

Fraguently Asked Quastions

About B2B (system to system) E-Filing Sarvice
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3. Select the “Upload Web-Form” option.

Welcome to IPD Electronic Filing Services Q Login

& Usemame

Terms of Use Forgot Usemame

Usa of Electronic Filing Servica constitute aceeptance of tha terms and conditions laid down in the Terms of
Use . Please read them carefully. « Fassward

Forgot Password

Web-forms available for Unraegistared a-Filers X Upload Web-Farm Reset

Trade Marks Forms

s T1-Reguest for Search of Records/Ragquest for Praliminary Advice on Registrability

* T2- Application for Registration of a Trade Mark {Including Certification Mark, Collective WMark and
Defensive Mark)

s T8-Reguest for renawsl of a trademark registration/Raequest for Restaration and Renawal of a Trade
Mark Registration

* T13-Request for extension of tima

&+ Apply Now

4. Upload the web-form XML file and click on the “Open” option. The system will validate

the file and display the web-form in edit mode.

Upload Web-Form
1

Web FORM_T2.xml

12.4 Finalize Web-Form

After completing the key-in of all mandatory information and before proceeding with the
definitive payment and submission of the web-form to the IPD, the web-form contents need
to be validated. You are advised to save your web form before proceeding with the following
steps.

1. After entering your signature and official capacity on the form, click the “Confirmation

Statement” checkbox displayed in the ‘Signature’ section.
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Finalize

If\We confirm that:

IfWe have read and understood the "Impertant Netes™ of this form.

The applicant is capable of helding property including trade mark.

The trade mark is being used by the applicant or with his consent in relation te the goods andfor services
indicated in Part 07, or the applicant henestly intends to use the trade mark, or allows it to be used, in

relation to those goods andfor services.

¢ *Confirmaticn Statement

*(a) Autherized signature Paul Chan

*(b) Name of signatory Paul Chan

2. Select the “Finalize” option available on top of the web-form. The system validates the

web-form and any attached electronic documents:

Finalize

IfWe confirm that;

|/ We have read and understocd the "Impeortant Notes” of this farm.

The applicant is capable of helding property including trade mark.

The trade mark is being used by the applicant or with his consent in relation te the goods andfor services

indimatad in Dart N7 Artha annlicant hanact intande tn uea tha trada mark ar allawe it ta ba nead in

o |[f all validations are successfully, the system will redirect you to the CAPTCHA

screen and displays a 'Submit' option.

Submit

Almost Done

To confirm your request, please check the box to let us know you're a human.

(sorry, nc robots allowed)

I'm not a robot

™

reCAPTCHA
Privacy - Terms
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o |f at least one validation error exist, the system will display a message on the
screen informing you about the failure in vaidation. You will not be able to
complete the Finalization of the web-form.

Dawalaad FOF Eave Draft Fimali3

Important Hotes

*Canfirmation Stat J
01, *Details of applicant making "_'"“ ':’" hamen
request under section 38(2Ha) of Avalue is requined,
the Trade Marks Ordinance for
registration of a rade rmark wa) Authorzed signature

02. *Address for segdtaion e with failed validations will
03. Agents detailsha highlighted
04, *Trade Mark

05, Mon-Rarman lettens and non-

Chinnsn charactors
“{b) Mame of signatory

Q&, 3-Dimensional shape, eolour,
aaund, smell ar sther
unconventional mark

07, *Goods and/or services ! e
cavered by this application
OB, Convention pricrity details “I<) Official capacity of signatory
09, Certification, callective or Exarnpies:
defenzive mark Aurihorized peraan, Dirssiarn
Pariner or Principal Officer of [ e p——
10, Bksclalrmer. Hmitation or Appheants)/Agant
candition
I'I‘I. “Confirmation I *{d) Date | 1
12, Attachment{s) A walie 5 fedguined

Note: The validation errors will be displayed below the respective field. The system will also
highlight the field and the section names containing failed validations on the left hand side

navigation column.

Note: You will able to save a web-form that contains validation errors as a ‘Draft’.

12.5 Payment and Submission of Web-Form

The payment process will be initiated once the web-form is validated. For One-Time Filers,
payment can only be made through online credit card payment services.
1. Enter avalid CAPTCHA

2. Click on the “Submit” option.
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Submit

Almost Done

To confirm your request, please check the box to let us know you're a human.

1

3. The system will redirect you to the online payment interface.

You will now be redirected to payment

(sarry, no robots allowed)

™

ECAPTCHA
Frivacy - Terms

\/ 1'm not a robot

Please wait...

2

Note: If there are no fees to be paid, the system will proceed with the form(s) submission.

4. Complete the payment process by following the instructions provided in the online

payment system. Once the completion of payment process is verified, you will be

redirected to the E-Filing page.

Note:

-To download the receipt in PDF format, click on the “Download Receipt” option.

-To download the form submitted in PDF format, click on the “Download PDF” option.

-To receive the receipt in PDF format in your email account, specify a valid e-mail address in

the ‘Email Address’ field and click on the “Submit” option.

v

Payment verified

Plaase download tha genarated documents

Download Receipt Download Your Form {PDF Format)

Plaase specify an email addrass in tha box balow if you wish to receive your Receipt by amail

Email Addrass (%)
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13 Annex A — Electronic Certificate Requirements

For an Electronic Certificate to be considered as a valid one, all the following criteria must be

satisfied:

e The Certificate isissued by a recognized Certification Authority (CA), either HongKong Post
or Digi-Sign. This is required by the Electronic Transactions Ordinance (Cap. 553):
https://www.gov.hk/en/residents/communication/infosec/digitalcert.htm.

e The Certificate type is either Personal or Organizational certificate.

e The Certificate is current based on the validity period (from-to)

e The Certificate is not revoked or suspended based on the Certificate Revocation Lists (CRL)
of the corresponding CAs.

How to install Electronic Certificates - Chrome

1. Open Google Chrome. Open the menu at the top right corner and select Settings.

2. Select Advanced > Manage Certificates.

3. Click Import to start the Certificate Import Wizard.

4. Click Next.

5. Click Browse to navigate to the location where your certificate file is stored (make
sure to choose the option "All Files" to see those with the file extension .p12).

6. Select your SSL Certificate (.p12) File and click Open.

7. Click Next.

8. Enter the Password and click Next.

9. Let the Certificate Import Wizard determine the best place for the installation.
Click Next.

10. Click Finish.

11. Your digital certificate is now visible in the certificates list and ready for use.

How to install Electronic Certificates - Mozilla Firefox

1.

2
3.
4

Open Moizilla Firefox, click Tools > Options > Privacy & Security.

Select View Certificates.

Click Import.

Click Browse to navigate to the location where your certificate file is stored (make

sure to choose the option "All Files" to see those with the file extension .p12).
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5.
6.
7.

Select your SSL Certificate (.p12) File and click Open.
Enter the Password and click OK.

Your digital certificate is now visible in the certificates list and ready for use.

How to install Electronic Certificates - Microsoft Edge

1. Open Edge. Open the menu at the top right corner and select Settings.

2. Select Privacy,search,and Services > Security > Manage Certificates .

3. Click Import to start the Certificate Import Wizard.

4. Click Next.

5. Click Browse to navigate to the location where your certificate file is stored (make
sure to choose the option "All Files" to see those with the file extension .p12).

6. Select your SSL Certificate (.p12) File and click Open.

7. Click Next.

8. Enter the Password and click Next.

9. Tick the second option and click Next.

10. Click Finish.

11. Your digital certificate is now visible in the certificates list and ready for use.

How to install Electronic Certificates - Safari

1.

Open Keychain Access. In the Finder window, under Favorites, click Applications,
click Utilities and then double-click Keychain Access.

In the Keychain Access toolbar, click File > Import Items.

In the Keychain Access window, in the Destination Keychain drop-down list, select
System.

Navigate to and select your SSL Certificate (.p12) File and then, click Open.

In the Keychain Access window, enter your admin Name and Password and then,
click Modify Keychain.

Enter the password in the Password box and then click OK.

Your SSL Certificate is now imported into your System keychain.
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14 Annex B — User Types

The supported types of Registered Users are presented in the following sub-sections.

14.1 User Type

‘Owner’: A registered user of the E-Filing System who is the owner of intellectual
property rights . An ‘Owner’ is able to file web forms and written submissions with
the IPD directly.

‘Agent’: Aregistered user of the E-Filing System who is an agent authorized by another
person to act for that person for handling proceedings before the Registrar of Trade
Marks, Patents or Designs.

14.2 Account Type

‘Individual’: This account type applies to natural persons. An ‘Individual’ account user
is able to perform the following key tasks:

» Prepare and file forms and written submissions electronically

» Undertake electronic payments

» Manage the records of pending and submitted forms in the E-Filing account

» Manage the records of electronic communications with the IPD through the E-
Filing account

» Manage ‘Deposit Accounts’ opened with the IPD

‘Firm’: This account type applies to organizations. A ‘Firm’ account managed by a ‘Firm
User’ who is the administrative user of the Firm account. A ‘Firm User’ is able to
perform the following key tasks:

» Prepare and file forms and written submissions electronically

» Undertake electronic payments

» Manage the records of pending and submitted forms in the E-Filing account

» Manage the records of electronic communications with the IPD through the E-
Filing account

» Manage ‘Deposit Accounts’ opened with the IPD

» Create and manage ‘Subsidiary User’ accounts under the Firm account

» Update the details of the account relating to the Firm

‘Subsidiary User’: A registered user under a Firm account. Access rights of a
‘Subsidiary User’ to functionalities of the E-Filing System is granted and managed by
the ‘Firm User’, or user(s) with administrative rights (please refer to “ADMIN_ASSIGN”
in Annex C for details about administrative rights). For more information please refer
to 10.1 Create Subsidiary User and Annex C — Access Rights.
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15 Annex C - Access Rights

Access Right Description

ACCOUNT_EDIT e Enables the ‘View Details’ and ‘Update Details’ sub-tabs

e Allows the Subsidiary Users to edit its account details

ACCOUNT_VIEW Enables the ‘View Details’ sub-tab.

ADMIN_ASSIGN e Enables all available tabs and functionalities

e Allows Subsidiary Users to create, edit, suspend and
unsuspend Subsidiary User accounts

CORRESPONDENCE_EDIT e Enables the ‘Electronic Mail Box’ tab

e Allows the Subsidiary User to view/download/mark as
read any of the received Letters/Notifications available
in the common mail box

e Allows the Subsidiary User to delete any of the received
Letters/Notifications available in the common mail box

CORRESPONDENCE_REPLY | e Enables the ‘Electronic Mail Box’ tab

e Allows the Subsidiary User to view/download/mark as
read any of the received Letters/Notifications available
in the common mail box

e Allows the Subsidiary User to reply to any of the
received Letters available in the common mail box

e Does not allow the Subsidiary User to delete the
received Letters/Notifications

CORRESPONDENCE_VIEW | ¢ Enables the ‘Electronic Mail Box’ tab

e Allows the Subsidiary User to view/download/mark as
read any of the received Letters/Notifications available
in the common mail box.

e Does not allow the Subsidiary User to delete the
received Letters/Notifications

e Does not allow the Subsidiary User to reply to any of the
received Letters

FORM_CREATE e Enables the ‘Pending Forms’ and ‘Create Web-Form’
sub-tabs

e Allows the Subsidiary User to create any of the available
web-forms (the availability of the web-forms depends on
the account type)
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Allows the Subsidiary User to search and
view/edit/clone/download/delete any of the pending
forms

Does not allow the Subsidiary User to add form(s) in the
Payment/Submission list to initiate the payment process

FORM_SUBMIT

Enables the ‘Pending Forms’ sub-tab

Allows the Subsidiary User to add to any of the forms
not requiring fees and in status ‘Ready for
Submission/Payment’ to the “Payment/Submission List”
and proceed with the submission

Does not allow the Subsidiary User to add any of the fee
bearing forms in status ‘Ready for Submission/Payment’
to the “Payment/Submission List”

FORM_SUBMIT_AND_PAY

Enables the ‘Pending Forms’ sub-tab

Allows the Subsidiary User to add any of the form(s) in
status ‘Ready for Submission/Payment’ to the
“Payment/Submission List” and initiate the
payment/submission process

FORM_VIEW

Enables the ‘Pending Forms’ sub-tab

Allows the Subsidiary User to search and view/download
all pending forms

Does not allow the Subsidiary User to delete or edit the
pending forms

Does not allow the Subsidiary User to add any of the
forms to the “Payment/Submission List”

SUBFORM_EDIT

Enables the ‘Submitted Forms’ sub-tab

Allows the Subsidiary User to search and
view/clone/download all submitted forms

Does not allow the Subsidiary User to pay any of the
submitted forms which are filed without paying the
required fees.

SUBFORM_PAY

Enables the ‘Submitted Forms’ sub-tab

Allows the Subsidiary User to search and view/download
all submitted forms

Allows the Subsidiary User to pay any of the submitted
forms which are filed without paying the required fees.

SUBFORM_VIEW

Enables the ‘Submitted Forms’ sub-tab

Last updated on 11/05/2023

Page: 76 of 92




Allows the Subsidiary User to search and view/download
all submitted forms

TRANSACTIONS_CREATE

Enables the ‘Deposit Account’ tab and the following sub-
tabs:

o Monitor Deposit Account
o Create Deposit Account
o Credit Advice

Allows the Subsidiary user to submit requests for
Deposit Account creation/Credit Advice

TRANSACTIONS_VIEW

Enables the ‘Deposit Account’ tab and the ‘Monitor
Deposit Account’ sub-tab

Allows the Subsidiary User to view all Deposit Account
movements for all accounts owned by the Firm
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16 Annex D - Trademark Goods/Services Classification Search

The Goods / Services Classification Search functionality allows you to enquire the Trade Mark
Goods/Services Classification information stored in the System and export the selected
results of goods/services classification data into web-forms with Goods & Services fields (e.g.

T1and T2).

16.1 How to utilize the Trademark Goods/Services Classification Search
1. Clickthe ‘Goods/Services Classification Search’ button available in the relevant section

of the web-form, to initiate the Goods/Services Classification Search.

07.*Goods and/for services covered by this application

Goods and services are classifiad in accordance with the Mice Classifization. You may view the Mice
Classifization and select the descriptions of goods or services at www.ipd gowv bk

List the class numbar(s} in consecutive numerical order and the
goods or services appropriate to that olass. Please use semi-
colons ) to separate the goods or services listed in the

specification.

*Class no. =Specification of goods andfor services

Y@ Example: Maat; fish; poultry

2. Select a value from the “search operator” drop down list to define the relationship
between the ‘Description of Goods/Services’ search criterion and the “input field”

value.
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Geods/Services Classification Search

G&S Classification  GA3 Extract List(20)

Goods/Services

contains v Select v
does nat contain Source @

is _ e Al IFC-E IPD-C

starts wlth MNICE-EN MICE-5C MICE-TC

ends with

Clear Search

contains — to locate results containing the character(s) queried, regardless of its position in

the text string

does not contain — to locate results not containing the text string queried.

is — To locate results containing an identical word for the character(s) queried

starts with — to locate results containing a word starting with the character(s) queried

ends with — to locate results containing a word ending with the character(s) queried

3. Optionally select a value from the Boolean operators (And, Or). The system adds an

additional ‘Description of Goods/Services’ criterion.

Goods/Services Classification Search

G&S Classification  G&5 Extract List(20)

Goods/Services

contains v Select v

Class Mumber Source F
Add a tag Q 4 All IPD-E And

MICE-EM MICE-SC MICE-TEC

Note: Click the “Clear” button to clear the values entered in the search criteria or to reset the

search criteria to default.

4. Insert some search criteria.
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Goods/Services Classification Search

G&S Classification  GAS Extract List(20)

Goods/Services

containg v || Umbrellas|

Class Mumber Source &
Add a tag Q 7 All

MICE-EM

IPD-E
MNICE-5C

Select

IFD-C
MNICE-TC

Clear Search

Note: To search for classification under different class numbers, please provide the class

numbers in a comma separated format (e.g. 9,12) or select to utilize the Classification List.

To search for classification under a specific source, please tick the checkbox of the source to

be searched. If the source of the description of goods / services is not specified, the search will

be carried out in respect of all sources.

5. Click on the “Search” button.

Goods/Services Classification Search

GE&ES Classification  G&S5 Extract List(20)

Goods/Services

containg v | Umbrellas|

Class Mumber Source &
Add a tag Q < Al

MNICE-EM

IFD-E
NICE-5C

Select

IFD-C
NICE-TC

—
Clear Search
| S—

6. Select one or more Goods & Services Classification data from the displayed results and

click on the “Export to web-form” option.
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Goods/Services Classification Search

G&S Classification  G&S3 Extract List(20)

Goods/Services

contains v Umbrellas Select v
Class Mumber Source &
Add atag Q < All IPD-E IPD-C
MICE-EM MICE-SC MICE-TC

Class + Goods/Services Source Language
18 bags for umbrellas IPD-E English
18 heach umbrellas IPC-E English

v 18 beach umbrellas [heach parasols] IFO-E English
18 covers for umbrellas IPD-E English
18 foldable umbrellas for travel IPD-E English

v/ 18 frames for umbrellas IPC-E English

==

The system populates the selected Goods & Services Classification information to the open

web-form as follows:

- If the selected term(s) belong to a class that has not been added in the List of Goods &

Services, the system automatically adds this class in the list.

- If the selected term(s) belong to a class that has already been added in the List of Goods &

Services, the system appends these terms in the existing terms of the class, if any.

16.2 Goods/Services Classification Extract List
After you have performed a Goods/Services search, you can select and save specific save
specific goods/services classification(s) in an ‘Extract List’. This list is accessible by clicking on

the “G&S Extract List” tab.
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Goods/Services Classification Search

585 Classification | G&S Bxtract List{20) |

Class # Goods/Services Source Language

chemicals for treating water and chemicals for repelling stains for use on clothing,

! carpeting, textiles, wood and leather Po-s EelE
2 cartridges of toners for use with computers IPC-E  English
2 filled ink cartridges for computer printers IPC-E  English
P ink cartridges (filled) for computers, printers and word processors IPC-E  English
P ink contained in cartridges for computer printers and photocopiers IPC-E  English

Note: The list of goods/services classification(s) is stored on your browser, so make sure you

use the same browser to manage this list.

16.3 How to add results in the “Goods/Services Extract List”

1. Select one or multiple records, by checking the respective checkbox displayed next to
the result record(s) and click the “Add to G&S Extract List” option (star icon) available

in the results section (top or bottom).
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Goods/Services Classification Search

G&S Classification  G25 Extract List(20)

contains v umbrellas Select v
Class Number Source @
Add a tag &} < All IPC-E IPD-C
MICE-EN MICE-5C MNICE-TC

10 v |of 23 results All results (23) » |

O] Class = Goods/Services Source Language
18 hags for umbrellas IPD-E English

s 18 heach umbrellas IPD-E English
18 heach umbrellas [heach parasals] IPC-E English

s/ 18 covers Tor umbrellas IPO-E English
18 foldable umbrellas for travel IPO-E English

= 18 frames for umhbrellas IPD-E English

Note: The number of records that exist in your extract list is displayed on the header of the

“G&S Extract List” tab.

16.4 How to remove results from the “Goods/Services Extract List”

While on the “Goods/Services Extract List”, you can remove previously added records by any
of the following ways:

e check the respective checkboxes displayed next to the target result(s) and click on
the “Remove” icon
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Goods/Services Classification Search

GASClassification  G&S Extract Listi20)

B Class * Goods/Services Source Language
2l EZ;T&E:;S I;rd‘[”r:?l:go\za;ﬁ;T:;El;fmicals for repelling stains for use on clothing, IPD-E  English

2 cartridges of toners for use with computers IPD-E  English
vl 2 filled ink cartridges for computer printers IPD-E  English

2 ink cartridges (filled) for computers, printers and word processors IPD-E  English
= P ink contained in cartridges for computer printers and photocopiers IPD-E  English

e click the “Remove all” button

Goods/Services Classification Search

G&3 Classification  G&S EdractList(20)

Remove all
Class * Goods/Services Source Language
chemicals for treating water and chemicals for repelling stains for use on elothin
s 1 ) ) g P g 9 IPD-E  English
carpeting, textiles, wood and leather
2 cartridges of toners for use with computers IPD-E  English
v 2 filled ink cartridges for computer printers IPD-E  English
2 ink cartridges (filled) for computers, printers and word processors IPD-E  English
2 ink contained in cartridges for computer printers and photocopiers IPD-E  English

16.5 How to export results from the “Goods/Services Extract List”

1. Select one or more Goods & Services Classification data from the list and click on the

“Export to E-Filing” option.
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Goods/Services Classification Search

&5 Classification  G&S Exract List(20)

—
Class * Goods/Services Source Language
2l EZ?:;:T?S Iz;::;‘tl:gov:ja;?;Tg;E:::micals for repelling stains for use on ¢lothing, IPD-E  English
2 cartridges of toners for use with computers IPD-E  English
Ll v filled ink cartridges Tor computer printers IPC-E  English
2 ink cartridges (filled) for computers, printers and word processors IPC-E  English
Z ink contained in cartridges for computer printers and photocopiers IPC-E  English
==
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17 Annex E - Classification List

The Classification List contains the list of all Trademark Classes along with their descriptions
and allows you to select the appropriate Trademark Class number(s) to be added in the web-
form. You can initiate the ‘Classification List’ by any of the following ways:

e from the ‘Class No(s)’ button available in section 3 of the T5A web-form

If the affected class number(s) is/ are not covered by the original application, please fill in the following
hoxes.

Total numbear of classies) added )]

Class nols). Added Enter a naw tag

e from the ‘Goods/Services Classification Search’ functionality available in web-forms
with Goods & Services fields (e.g. T1 and T2).

Goods/Services Classification Search

G&S Classification G2 Bxtracd List{20)

Goods/Services
contains v Select
Class Mumber Source g
id & tag E # Al IPD-E IPO-C
MICE-EN MICE-SC MWICE-TC
[ ]
17.1 How to utilize the Classification List from a web-form

1. Select the option to utilize the “Classification List” by clicking the ‘Class No(s)' button

available.
If the affected class number(s) is/ are not coverad by the original application, pleasefill in the following
boxes.
Total number of classies) added )]
Class no(s). Addad Enter a new tag

2. Select the target class(es) by clicking on the class number.
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Class Number Full List @®

Class Number

o Jo2JosJosJos Los forfosfosfno
(922 (B8 (3] (38 ) 9] (5 ) (3] (9] (29

DE0DENE0O00n
ODOonnn0nnn
noann

Clothing, footwear, headgear.

Cancel H Clear Selection Add Selected Class{es)

3. Click on the “Add Selected Class(es)” option. The system closes the ‘Classification List’
pop up window and feeds the newly selected class(es) into the ‘Class no(s) Added’
field of the T5A web-form.
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Class Number Full List @®

Class Number

Co- T2 o Lo+ L osJ oo [or [an [ o 10
NDODDNE0RE
DE0DENE0O00n
ODOonnn0nnn
noann

Clothing, footwear, headgear.

Cancel H Clear Selection [AddSElectEd Class{es)

If the affected class number(s) is/ are not covered by the original application, please fill in tha following

boxes.

Total number of classies) added @

I Class no(s). Added I Class
Naofs).

17.2 How to utilize the Classification List from the Trademark G&S Classification Search

1. Clickthe ‘Goods/Services Classification Search’ button available in the relevant section

of the web-form, to initiate the Goods/Services Classification Search.
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07.*Goods and/or services covered by this application

Goods and sarvices are classifiad in accordance with the Nice Classification. You may view the Mice
Classification and selact the descriptions of goods or sarvices at www.ipd.gov.hk.

List the class numberis) in consecutive numearical ordar and the
goods or services appropriate to that class. Pleass use semi-
colons () to separate the goods or services listed in the

specifization.

*Class no. *Specification of goods and/ar services

Y@ Exampla: Maat; fish; poultry

2. Select the option to utilize the “Classification List” by clicking the ‘search’ icon

displayed next to the “Class Number” criterion.

Goods/Services Classification Search

GA&S Classification  GA&S Extract List(20)

Goods/Services
containg " Selec r

Class Number Source €
Add a tag < All IPD-E IPD-C
MICE-EN MICE-5C MICE-TC
Ex

3. Select the target class(es) by clicking on the class number.
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Class Number Full List @®

Class Number

o Jo2JosJosJos Los forfosfosfno
(922 (B8 (3] (38 ) 9] (5 ) (3] (9] (29

DE0DENE0O00n
ODOonnn0nnn
noann

Clothing, footwear, headgear.

Cancel H Clear Selection Add Selected Class{es)

4. Click on the “Add Selected Class(es)” option. The system feeds the selected class(es)
into the search criterion ‘Class Number’. The ‘Classification List’ pop up window

remains open.
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Class Number Full List @®

Class Number

Co- T2 o Lo+ L osJ oo [or [an [ o 10
NDODDNE0RE
DE0DENE0O00n
ODOonnn0nnn
noann

Clothing, footwear, headgear.

Cancel H Clear Selection [AddSElectEd Class{es)

5. Close the ‘Classification List” window using the close (‘x’) option.
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Class Number Full List @ )

Class Number

Co- T2 o Lo+ L osJ oo [or [an [ o 10
NDODDNE0RE
DE0DENE0O00n
ODOonnn0nnn
noann

Clothing, footwear, headgear.

Cancel H Clear Selection Add Selected Class{es)

6. Click on the “Search” option. The system retrieves the search results that correspond

to the submitted criteria.

Goods/Services Classification Search

GE&S Classification  G&S Extract List(20)

Goods/Services

containg v uniformg| Select v
Class Number Source @
[25 x| Addatag Q @ Al 0 IPD-E 0 IPD-C

2 NICE-EN 0 MICE-5C 2 NICE-TC

B |
o s wovoio- SRS + ¢ i

o Class # Goods/Services Source Language
b 25 athletic uniforms IPC-E English
O 25 haseball uniforms IPC-E English

A R [ SO N T —— ol
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