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1. INTRODUCTION 

 

This document contains a step by step guide for the electronic submissions of new trade 

mark applications, captured by external users. It will enable the users to utilize the 

functionality of the e-filing application. 

 

2. PURPOSE OF THE TRADE MARKS WEB CLIENT TRAINING MANUAL 

This document serves as a guide to ensure that the users are able to successfully e-file new 

trade mark applications online. 

 

3. INSTALLATION 

3.1  Software Prerequisites  

The PC utilized should have the following software installed: 

¶ Windows 7/8/XP/Vista 

¶ Microsoft .net Framework 4.0 

¶ Internet connection 

¶ Windows Installer 3.1 

¶ Browser : Internet explorer 10, Google Chrome or Firefox 

 

3.2  User Login Prerequisites  

¶ The user should access the CIPC website: www.cipc.co.za and click on ñonline 

transactingò 

¶ Access ñIP e-Servicesò and click the submenu ñIP Onlineò 

¶ The user will use their CIPC customer credentials or created beneficiary details to 

access the functionality  

 

 

 

 

 

 

http://www.cipc.co.za/


4. CIPC HOME PAGE, IP ONILNE AND LOGIN 

Access the CIPC website, and Click on IP E-Services 

 

CƛƎǳǊŜ мΥ /Lt/ IƻƳŜ tŀƎŜ 

To access the e-Filing for New Applications click on IP Online (e-Filing ï New Application & 

TM Renewals & Restorations), on the IP e-Services menu list as shown above. 

The user will be directed to a new window; the IP Online Home Page, where they will be 

required to login on the portal first before they will continue to transact. 

 

 
CƛƎǳǊŜ нΥ Lt hƴƭƛƴŜ IƻƳŜ tŀƎŜ 

The user will click on the ñClient Zoneò button in order to login and the screen below will open 

in order or them to login. 



 

 

CƛƎǳǊŜ оΥ Lt hƴƭƛƴŜ [ƻƎƛƴ tŀƎŜ 

 

5. CAPTURE NEW TRADE MARK 

To capture a new trade mark application(s), the user must click on the óApply for Trade Markô 

submenu. 

 

The user will be directed to the e-Filing information page with an important notice on 

authorized representatives, see image below. 



 

Figure 4: E-filing Home Page and Web Client Login  

After reading the necessary information the user click on the óproceedô button to continue to 

the new application form. 

.  

 

 

 



 

CƛƎǳǊŜ рΥ bŜǿ !ǇǇƭƛŎŀǝƻƴ CƻǊƳ 

 

 

 

 

 

 

 



The user are required to fill in all the mandatory fields on the page. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Where the same mark is applied for in different classes, the user selects to file the trade marks in a 

series, the user select the tick box and a text box will appear in order to capture the number of files 

within the series. 

The Button is activated as soon as the user selects to add the trade mark in a series and 

the user selects to add the new filing within the series. The client reference will be duplicated with an 

added _n, based on the number of application specified in the text box, at the end of the reference 

number. 

The rest of the basic information will be maintained for the next application in the series. This basic 

information is considered the same throughout the series which is; 

¶ Applicant Details 

¶ Address for Service 

  

After the last application in the series is filed the series will be submitted in a batch for processing of 

the application. 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

To add an Applicant and Address for Service, Click on the ñAddò button. The fields should appear, 

as shown below: 

 
CƛƎǳǊŜ сΥ !ŘŘƛƴƎ !ǇǇƭƛŎŀƴǘ ŀƴŘ !ŘŘǊŜǎǎ ƻŦ {ŜǊǾƛŎŜ 

 

 
CƛƎǳǊŜ тΥ !ŘŘƛƴƎ ǘƘŜ ƴŀǘǳǊŜ ƻŦ ǘƘŜ ǘǊŀŘŜ ƳŀǊƪ 

 

 

 

 

 
{ŜƭŜŎǘ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ǘƘŜ bŀǘǳǊŜ ƻŦ ǘƘŜ ƳŀǊƪ 



 

The user can enter the trade mark name or the image of the trade mark on the application form, see 

image above.  

 

The ñcase sensitivityò tick box should be selected in order to keep the format of the trade 

mark name as it was captured e.g. capitalization or case. 

 

The ñare you attaching the trade mark as imageò tick box should be selected in order to 

indicate if a trade mark image is being attached. 

 

 

 

An alphabetical list of goods and services can be downloaded from the CIPC website 

and the user can navigate to it by using the clicking  function on the form. 

 

  
CƛƎǳǊŜ уΥ !ǧŀŎƘ ǎǳǇǇƻǊǝƴƎ ŘƻŎǳƳŜƴǘǎ 

/ƭƛŎƪ ƻƴ !ŘŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ Ŏƭŀǎǎ ƻŦ ǘƘŜ 
ǘǊŀŘŜ ƳŀǊƪ ŀǇǇƭƛŎŀǝƻƴ 

!ŘŘ tǊƛƻǊƛǘȅ ŘŜǘŀƛƭǎ ƛŦ ŀǇǇƭƛŎŀōƭŜ ό¢Ƙƛǎ ƛǎ ǿƘŜƴ 
ǘƘŜ ǘǊŀŘŜ ƳŀǊƪ ǿŀǎ ƭƻŘƎŜŘ ƛƴ ŀƴƻǘƘŜǊ ŎƻǳƴǘǊȅ 
ōŜƛƴƎ ǇŀǊǘ ƻŦ ǘƘŜ tŀǊƛǎ /ƻƴǾŜƴǝƻƴύ 
 

!ŘŘ ǎǳǇǇƻǊǝƴƎ ŘƻŎǳƳŜƴǘ 
ǿƘŜǊŜ ƴŜŎŜǎǎŀǊȅΦ 
 



To attach a document, Click on the Choose File button; select the location of the document. 

 
CƛƎǳǊŜ фΥ [ƻŎŀǝƻƴ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ōŜ ŀǧŀŎƘŜŘ 

 

Note that the user can only attach pdf documents. 

 

When clicking on ñAttachò the user will be requested to define the metadata1 for the document, see 

image blow.  

 
CƛƎǳǊŜ млΥ !ǧŀŎƘŜŘ ŘƻŎǳƳŜƴǘ ŘŜŬƴƛǝƻƴ 

When selecting from the drop down menu (General Power of Attorney, Affidavit, Priority 

documents or certificate, other necessary supporting documents), more than one document can be 

attached. To attach another document; choose the file and Attach again. The list will be expanded 

with the attached documents. 

                                                           
1 Metadata defines the documents and can be considered as the properties of the document 



 
CƛƎǳǊŜ ммΥ !ǧŀŎƘƛƴƎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ŘƻŎǳƳŜƴǘ 

 

 

Always click on ñSaveò where applicable when done completing the fields, including 

mandatory fields as well. 

 

During the capture process users will be able to save their application for later submission. It is noted 

that a few basic fields are needed in order to successfully save an application. 

¶ Client Reference 

¶ Applicant Details 

¶ Address for Service 

¶ Nature of application 

¶ International Classification 

¶ Goods and Services 

¶ Mark representation 

Upon clicking on óSaveô a message will appear indicating to the user that the information in the 

application has been saved, though the user is alerted that only one application will be saved at a 

specific time.  

 

Figure 12: Saved message 

− Preview button 

Before completing the filing process the user has the option to preview the TM1 draft confirmation 

by selecting the preview button. 

 



 

CƛƎǳǊŜ моΥ ¢aм ŘǊŀƊ ŎƻƴŬǊƳŀǝƻƴ 

 

− The Reset button works by resetting the information on the page that the user is currently on. 

− To exit the application, Click on the Exit button. The user will be taken back to the homepage. 

After clicking on Submit, the Terms & Conditions Page will appear. The amount of the trade mark 

application will also be displayed. 



 

Figure 14: Terms and Conditions page 

Click on “I agree” and “Yes” to submit the trade mark application. 

  



A list of submitted trade mark renewals will be displayed in a table format. The user will be able to 

view the submitted trade mark renewals.  

 

CƛƎǳǊŜ мрΥ [ƛǎǘ ƻŦ ǎǳōƳƛǧŜŘ ¢ǊŀŘŜ aŀǊƪ ŀǇǇƭƛŎŀǝƻƴǎ 

 
 

  

The Status is explained in table 

on the right. 

 

 

 

 

 

 

 

Status Status Description 

Received Application has been 

submitted not yet processed. 

Permanent Error An error occurred during 

submission of the application, 

and the application must be 

re-submitted. 

Processed The application was 

processed and an application 

number was allocated 


