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1. Individual account

To use Front Office (FO) eFiling, you need an individual account. This chapter explains:

- How to create an account (1.1.);

- What to do if you forget your password (1.2.);

- How to reset the multifactor authentication method (1.2.);
- How to change your contact details (1.3.); and

- How to request the deactivation of your account (1.3.).

1.1. Creation

To create an account, you must complete the registration form. There are two ways to do this:

)

- Viathe FO eFiling home page: link ‘Don't have an account? Find out how to get one >'.

FEeconomie  rarovrenus

Welcome to
Front Office

Port have sn acooure?

Sign in 10 access Front Office, the digital place to fée and
manage patent submissions.

r Al with e Eurepean Patent Office

- Viathe login page: link ‘New user? Register’.
P= economie s eis

Sign in 1o your account

S in weth use e

Iy LoCperatan wih the European Ratent OfMce



This will take you to the registration form page.

Welcome to your personal
Front Office

User Detads (all fields are required)

The registration form contains three sections to complete. Depending on your situation, you may
also be asked to submit certain documents by another legal means of communication with the
Office (post or fax).

The first section concerns your contact details and asks for the following information:

- First and last name

- Email address (an email address can only be linked to one account)

- Username (this cannot be changed later)

- Full postal address (preferably your business address): street, number, postcode, town and
country

- Telephone number

- Password (known only to you)

User Details (all fields are required)

First name v r-Lasl name
Piie CONTACT

Email Usamame
ie.contact@economie.fgov.be piie.contact

This is your unique username,
You can create it now,

Address

Rue du Progrés, 50 | 1210 Brussels | Belgium

Phone number

003280012033
—~Password ‘ Confirm password
seccccsesnsee secscssssenee

Password must be at least 8
characters long and must contain
at least one digit and one
uppercase character.



The second section of the form allows you to indicate your situation.

1) Option ‘Applicant’: You wish to file one or more applications for a national patent or
supplementary protection certificate. This option is not yet available.
You will need to send proof of identity by one of the other legal means of
communication (post or fax).

Personal Situation

Pléase salect the situation that fits you the most

O ! wand lo file one of several National patent{s) of 8 Supplemantary
peofection cerfificalods| [Appicant]

This option Is not yet avallable. Please submit your application by
another legal means of communication, Le. by post, fax or eOLF,

To register as an applicant in order 1o use the eFiling application, you
masst send the following document
Proof of wdantity,

This document should be submitted by

« Mail: FPS Economy - The Belgian Intellectual Property Office, Rue du
Pragrés 50, 1210 Brussals; Balgium

*Fax: +3222775275

I sant the requesiad cocument via 3 legal cemmuncation mode

2) Option ‘Representative’: You are a patent attorney, solicitor or employee-
representative of an applicant or proprietor.
a. Option ‘Known representative’: If you are already registered in the Register of
Representatives, you will simply need to enter your representative number.
Personal Situation

Please select the situation that fits you the mast:

Ol want to file one or saversl Natianal paleci(s) or a Supplementary
protection cerificate(s) [Applicant]

O | am a represanialive ; patent altomey, salicitor ar employee
[Represantative]

O | am working &s paralkga! for a reprasentative [Paralegal]

Q| want to file & Thrd party obsarvation or a Request for change, a5
autharized in the Code of Economic Law [Thied party]

Representative Details

Q1 am alrsady regiatarsd as representative belors IPObel [Known
rapresantalive]

Q| would lika % ba registered as represantative befare IPObal [New
rapresentative)



b. Option ‘New representative’: If you are not yet registered in the Register of
Representatives, a text setting out the conditions for registration in this register
will appear. Your account will only be activated once your registration in this
register has been finalised.

Personal Situation

Please select the situation that fits you the most

O want 1o file one of several National patent(s) oc a Supplementary
protectan certificatels) [Apphicant]

O am a representative | patant attomey, solcitor or employae
|Represantative]

O lam working as paralogal for a represantative [Parnlegal]

O want to file a Third party observaton or a Request for change, as
authorized In the Code of Economic Law [Thid panty|

Representative Details

O am gready regeteced as reprasentative before IPObel [Knawn
raprosentative]

O | would like to be registered as reprasentative belore IPObel [New
repeeseniative]

To regster as a représentative before IPObel, you must send the
feRowing documents:

If you are a Patent Attorney:

- Adeclaration of free provision of sefvices as patent attorney stating
your surname and first narme, your professional address in the
Member State of professonal establishment, any professional address

SN RUNE SRR PSR R - NSRS PR SR WIRIURR SSRGS SRR )

3) Option ‘Paralegal’: You work as a paralegal for a representative listed in the Register of
Representatives.
You must send proof of identity and a certificate from your employer, who must
have at least one representative registered with the Office, by one of the other
legal means of communication (post or fax).
Personal Situation

Please select the siuaton that fits you the most.

O want to file one or several National paent(s) or a Supplementary
prolection certificate(s) Applicant]

O ! am a representative : patent attomay, solicitar ar employea
[Reprasaniative)

O ! & working as paralegal for a representative [Parategal]

To register s @ paralegal before IPObel, you must send the following
documents:
Proof of identity

Certficate from the firm you work for. In this firm, at least one
patent attorney or solicitor must be registered as a represantative
before 1PObel,

These documents should be submitted by:

* Mall; FPS Econormy - The Belgian Inteflectual Property Office, Rue du
Progres 50, 1210 Brussels, Belgium

*Faxc +3222775275

I sent the reguested documents via a legal communication mode



4)

Option ‘Third Party’: You wish to submit a third party observation or a request for

change. This option is not yet available.

You will need to send proof of identity by one of the other legal means of
communication (post or fax) and indicate the purpose of your registration request.

Personal Situation

Please select the situation that fits you the most:

O want to file one or several National patent(s) ar a Supplemeantary
protection cartificate(s) [Applicant)

O | am & representative . patent attomey, sclicitor or employes
|Representative]

O | am working &3 paraiegal for a represeniative [Paralegal]

O | want to file & Third party ocbsarvation or a Reguest for change, as
authorized in the Code of Economic Law [Third party)

This option is not yet available. Please submit your application by
another legal means of communication, |.e. by post, fax or eOLF.

To register as a third party in order to use the efiling application, you
must send the following document:
Proof of identity

This document should be submitted by:

« Mall: ¥PS Economy - The Belgian Intellectual Property Office, Rue du
Progres 50, 1210 Srussels, Selgium

«Fax: 3222775275

| sent the requesied document via 2 legal communication moda

Purpese of registabon

The third section allows you to provide your company's contact details. This information is
mandatory for the ‘Paralegal’ option. However, the Office advises you to fill in this information if
it applies to your situation. The fields allow you to fill in the following information:

- Name/Company name

- Email address

- Full postal address: street, number, postcode, town/city and country
- Telephone number

Company

—Company Name

IPObel

—Company Address
Rue du Progrés, 50 | 1210 Brussels | Belgium

~Company Phone Number———— ~Company email
003280012033 ’ ‘

piie.contact@economie.fgov.h




Before you can register, you must read and agree to the data protection policy, available via the
link on the form page. Once the form is complete, you can submit it by clicking on the blue
‘Register’ button.

—Company Phone Number——— ~Company email
003280012033 ’ ’ piie.contact@economie.fgov.b

| have read the information text for data protection.

« Back to Login

Following this action, the Office will receive your registration request and check the information
and documents submitted.

This check may take several days. If you attempt to log in during this period, you will receive a
message informing you that your account has not yet been activated.

Eeconomle PATENT £ FILING s

ACCOUNL MDA, PRIE COMLECE pouf Ritrairalralie

(DT AT B 00 QT [0k0 Sirmar i

Sign in 1o your account

o oonkact

In cooperation wieh 1he Ewropean Patent Office

When the Office activates your account, you will receive an email informing you of this.

Your user has been enabled.

opridie-tech@economie.fgov.be
A Shmb &Piie.Contact (FOD Economie - SPF Economie)

Dear Piie CONTACT,

You now have access to eFiling.



When you log in for the first time, the system will ask you to set up a multifactor authentication
method. You can choose between Google Authenticator, Microsoft Authenticator and FreeOTP.

Mobile Authenticator Setup

&
You need to set up Maobile Authenticator to activiste your account,
1. Insta#l one of the following applications on your mobée:
- Microsoft Authenticator
FreeQT?

Google Authenticator

2. Open the application and scan the barcode:

Unable to scan?
3. Enter the one-time code provided by the application and Chck Submit to finish the setup.
Provide & Device Name 1o help you manage your OTP devices.

One-time code *

Device Name

The next time you log in, you will simply need to enter the unique code provided by your chosen
multifactor authentication method.

piie.contact [ﬁ

One-time code

When you log in, you should be taken to the FO eFiling home page.
= E economle FPRINE LA TROAE OMLINE PG OF PATINY AMS SUPPLIAENTARY SA0TACTION CRRTMILATE ARPLLATIONS . o N~ @v
o

Welcome Piie CONTACT

This & your natanal electroni filng portal for peteots. Here you can manage sl your suimissions

National submissions




1.2. Forgotten your password or need to reset your
multifactor authentication method

If you have forgotten your password or wish to update your multifactor authentication method
(for example, if you change your smartphone), you can click on the ‘Forgot your password?’ option.

= economie s e

Sign in 1o your account

Wow i ? el

In cosperatan mth the Furopesn Patest DM ce

You will need to enter your username or email address and click on the blue ‘Submit’ button.

Forgot Your Password?

Username or emall

P conLac

« Back 10 Login
I

Enter your username of emall address and we will send you INsSIructions on Now Lo Create a new password,

The system will send you an email containing a link to reset your password.

Reset password

‘ opridie-tech@economie fgov.be

Someone just requested to change your Front Office account’s credentials, If this was you, click on the link beiow to reset them.,
Link to reset credentials
This link will expire within 5 minutes.

If you don't want to reset your credentials, just ignoce this message and nothing will be changed,

11



Clicking on this link will take you to the page where you can enter your new password.

Update password
A

You need to change your password.

New Password
Confirm password

Sign out from other devices

During this procedure, the multifactor authentication method configuration page (see above) will

appear, allowing you to update it.

1.3. Changing your details and requesting account
deactivation

You may request to change your details (with the exception of your username, which cannot be

changed) or to deactivate your account at any time by sending an email
efiling@economie.fgov.be.

to:

12
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2. Organisations

The FO eFiling application allows you to work as a team using the ‘Organisation’ feature. You are
in control of the organisations you create: the Office has no view of your organisations.

2.1. Creation

To create an organisation, click on ‘Create Organisation’ in the menu available by clicking on your
initials.

LA B @

Opridie TECH
View profile >
Individual

Your roles

Sender (Signef) Drafter

e Switch account

e Create Organisation

ase subi & Signout

The system will then open a creation page where you will be asked to give the future organisation
a name, description and colour.

= E CCONOITHE s mrmtaoes 260t risie oo MTINT K68 £ IMINIMY SEITICTION OIS A CHTEMI a Swm- @

o
a »
New organisation

Organisation Information

Choose accent colour
e



After clicking on the pink ‘Create Organisation’ button, the system creates the organisation and
takes you to the page where you can choose between your personal account (in white) and your

access to the newly created organisation (in green), as well as other organisations of which you
are a member (an example here in orange).

B P2 CCONOMIR  vnoms rmommme s sy som s s s v o vt s 0 @

=]

]
Select an account to sign in

[ EIEAN ) © ororpsismicn Tew

Ovpamezation sccount Organization accaum

Do S EED e @D e S QD) e XD

O 101034031 e14040.2388 120076280510
Inchvedual account

e e G e @D

e el

Please note: as you are the creator of the organisation, you have all the roles within it, including
the ‘Admin’ role, which allows you to manage it (see below).

This page is also available via the ‘Switch account’ option in the menu available by clicking on your

initials.
2 B @

Opridie TECH
View profile >

Individual

Your roles

Sender (Signer Drafter

@ switch account

an Create Organisation

e subi 2] Signout

14
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To join the newly created organisation, you must click on it.

= E CCONIOIMIE  maone. tinirnsest soasst mibos o oir Svs Hos1IMINASY SarHr 1ui (181TRAN ASAAS IS 2 Qv @

o . s &

Select an account to sign in

e BE Office y ° OT-Organsation Test ’
Organization account Qrganization account

b S QD o CD e e QD - @D
@ ca0:0240.3101-4549-8308.02017628b510 >

Individual account

ratw Sger CEID e QD

Fodrmw e turopren Priest Office

After doing so, the system will open the organisation's page. You can always tell whether you are
in an organisation or in your personal account by looking at your initials. When you are in an
organisation, its name appears in its colour to the left of your initials.

... (2] EN v 2% BE Office v

— T

2.2. Inviting other members

As an administrator of the organisation, you can add other people to your organisation. The
organisation management page can be accessed:

- Viathe ‘User Management’ icon in the left-hand column; or
- Viaalink in the menu available by clicking on your initials.

= E CCONOITHE 1rmme wurr ot ouistUms 58 FATIN AVE JURLININT ST FHITICTON CIETINEAT ARUTANINE F - IOk Auon—@»
Q 0 Dgoxde TECH
Oew arnlie
Welcome Opridie TECH
o DM
THS 1S youur ranond wectione FIng poctal for panims. Heve yine G manage Ak poul subsnssie Yons rulen

R "~ B -

Natianal susmassrn
&
g3l 5%

HNatianul aatunt submessiony EP Dosumrmed inationsdl phuse suby



The organisation management page contains two tabs: the ‘Members’ tab with the active members
of the organisation and the ‘Manage invitations’ tab showing the status of invitations sent. To add
a new member to your organisation, click on the pink ‘Invite Members’ button.

® EGCOnOmue 0004 - S ALY $0J 0P Do 1o ANE 4PN PROTEE R LREAPRATE AFVLILAY Y A Qo amons(-

My organisation
BE Office

Admin

@ Opratle TECK

Digansanan far IPCO

Merrrbery Manage inatatioos

T
Narn Smad o “ame idr L) hen
e v ‘ " atter St QD tervenr 7’ x o

In the pop-up window that opens, you can enter the email address(es) of the person(s) you wish
to invite to the organisation. Please note: they must already have an individual account in FO
eFiling. Press “Enter” so that the email address appeatrs in blue.

You must also indicate what role(s) these people will have in the organisation by ticking the
appropriate boxes.

Invite members

To invite members to join your organization in Front Office,
please enter their email address and click enter. Please note that
when adding multiple users, they will have the same roles.

piie.register@economie.fgov.be x

Roles

Drafter
Signer
Sender
oD
- CED

16



After confirmation, you will receive a pop-up confirming that an invitation email has been sent.

@ Your invitation was sent
successfully

After the invitation is accepted, the invitated people will be able to
access all information linked to this organisation.

Go to the organisation page

On the organisation management page, in the ‘Manage invitations’ tab, you can see the invitations
that have been sent and their status. You can send a reminder (by clicking on the ‘Resend’ icon) or
delete the invitation (by clicking on the ‘Remove’ icon).

Members Mansge invitations
Y riban
Freld 2 Name 1 Soles Starue o Rosmag Fomzve
|e» reg I Owcscerria [yss tw e g Orafter Gighet Sendet Aemtng > *

The invited person will receive an email inviting them to join the organisation and a link to connect
to the organisation.

Patent Office

Frore Otbce

IS cconomie
You have been invtod by Opeidie TECH to use tha Front
Oftice sywtem for BE Otfice

Sem yru soon

* oaommin wry ha Laracom Priest StSce

17
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Another way to accept the invitation is as follows: if the invited person logs into their individual
account, a notification appears in the bell icon allowing them to accept or decline the invitation.

\TIONS ‘o@ EN v ®v

Q Opridie TECH has invited you to join the organisation "..BE Office"...

By accepting the invitation, the invitee will see the organisation appear on their account overview
page, along with the roles assigned to them for that organisation.

= E CCONOTIYIIE rvee. sunvmises tsaioet #4500 67 A1 405 bas04 i iivias SorTiE T £15790EIT AMLS 1IN a O~ @1

o Yol

Select an account to sign in

@ 0o3d6132.0012-907c-a320.b323088coctS > @ seoffice y
Individual account Organization account
e S @ v @D Irste e Lt

+ £ Durmpans Putent Officy

On the organisation management page, the new member of the organisation appears in the list of
active members.

Memoary Manage Invitatansy
Y rin
Name 2 Tmak 3 Voien Sux Asmove View
v ’ Drafeat Sl Sengior 7 » o
[t Yo CEORD ersin (IID 7 x ©




2.3. Modification

You can modify the composition or roles at any time using the ‘Edit’ and ‘Remove’ buttons.

Edit Remove View
4 X ©

/7 X ©®©

To modify other data relating to the organisation, you must click on the pink ‘Edit Organisation’
button.

Members Manage inwLations
e |
Y Ftn

Marve et budes L Rerirer View
t o peet Dater SN Sender s x o
. - e S Q@RID Server QD s * L2

B pae page 10w howrg .

=3

On the organisation editing page, you can then modify the name, description and colour of the
organisation, and click on the pink ‘Edit Organisation’ button.

= E CCONOITIIE s 1umThmmd ot S o8 58TH0 M Sy T 10Tl CHFTAATE AR ATEAS [ - R ll(ﬂn@v

(4]
L]
» Edit organisation

T o e R

Orgamnsation information

Segai e

Choose accent colour

- -
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The system will make the change you requested.

... @ EN v a% Belgian Intellectual Property Office @v

2.4. Deletion

To delete the organisation, you must first delete all its active members and delete or change the
organisation for all submissions, then click on the pink ‘Edit Organisation’ button.

Me—sary Manage invitatcns

L mar by o Kemune View

e it hderaraerie Ipee b Deatter unw 7 u o

On the organisation editing page, you can delete the organisation by clicking on the cross on the
grey ‘Delete organisation’ button.

= E ECONOMIE  muse warmases — ———— 2 S ummmo&o@-

o Bowen veabectid Prapemy CH:

Choose accent colour

e T e Ty ———

Delete Organisation

¥ Deeets Cyvgannaatien
-

-



The system will ask you for confirmation.

A Delete Organisation?

This process is permanent and cannot be undone. It might take a
few days until all the data is deleted.

Cancel Delete Organisation

After confirmation, the system will delete the organisation. It will no longer appear in your list of
accounts and accesses.

o E CCOTIONMUE #9800 I dassst 1asns o pu 1o 4 S ISR Soes 10T €18 TR ASPLEATIE 8 Don~ @..

o nitsed  Ywih sonae

Select an account to sign in

© or-oranisation Test > @ 04b34c:311-4949-83¢8-026176286510 >
Crganization account Indviduad sccount
Do Sew CED e @D L e @D e @D

O W T apess Patern e
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