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1. Introduction 

A shared area feature will allow users and the EPO to upload and edit documents together in real 

time, allowing direct interaction between users and the EPO.  

This feature is designed to achieve more efficient and higher quality results in consultations*.  

The documents uploaded to the shared area, as well as any documents jointly edited there, will not 

be considered as having been filed with the EPO or notified by the EPO. Any submissions will have 

to be filed using other means. More information related to the practical and legal framework which 

will govern this new feature will be published in due course.  

(* For further information on consultations, see Guidelines B-XI, 8 and C-VII, 2.) 

 

2. Access to the shared area for applications 

When a user is given access to the shared area by the owner of the portfolio, they will be able to 

see the shared area on the application workbench for the applications they have been granted 

access to within MyEPO Portfolio. 

3. Working with documents in the shared area 

Users with access to the shared area will see a new element on the side bar of the application 

workbench for the relevant applications. 

This shared area is a private repository of draft documents that can be collaboratively edited by all 

external users with delegated access to the application, by the examining division and by the 

formalities officer. 

Both examiners and external users can upload documents to the shared area. The upload can take 

place before a consultation takes place. Documents must be in DOCX format. All users with 

access to the patent application via MyEPO Portfolio can access the documents uploaded to the 

shared area. 

The shared area is not part of the application, nor are the documents uploaded to the shared area 

part of the application dossier.  
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The document list shows the date the file was added, file name and who added it. You can sort the 

document list by Date added in ascending/descending order, and select single or multiple 

documents for deletion. Selecting the file name will open the document in a new tab, where the 

document can be amended using an online text editor. 

 Uploading documents 

There are two ways to select documents for upload: by selecting the Choose button which opens a 

File Explorer window (where users can select the files to be uploaded), or by dragging and 

dropping files into the area marked below: 

 

Once you have chosen the documents for upload, select Upload (1). At this stage, you can also 

remove all the documents selected for upload by selecting Clear list (2). You can also remove 

individual documents for upload by selecting X (3). See the following screenshot: 

Users should not select blank Microsoft Word documents (.docx files) for upload. Other file types 

can be uploaded, but do not support collaborative editing. 
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 Working with documents 

When you select a document, a new browser tab opens, with the relevant document uploaded into 

an editor. Those familiar with online collaborative text editors will see that the shared area editor is 

similar. The basic features of collaborative editing of the text editor are presented in this section. 

3.2.1 Autosave 

You can edit the document and comment on specific sections. All changes made are constantly 

autosaved and the text “All changes saved” appears at the bottom of the editor. 

 

3.2.2 Collaborative editing 

A cursor in a different colour appears at the text position where another user is editing. The other 

user’s name is visible: 

  

3.2.3 Track and trace 

Users can activate the track and trace feature to keep track of what changes are being made to the 

original text. Once active, the changes to the text are underlined and appear in one colour per 

user. The name of the user who made the change appears together with the time stamp of the 

change. All users can accept or reject the changes. The accepted changes become part of the text 

while the rejected ones are removed. Users can also review the tracked changes one by one and 

navigate to each of them using the review menu or via the Collaboration tab buttons: 

 

 



 

MyEPO Portfolio feature guide: shared area 5 

3.2.4 Comments 

Users can add comments about the text which will be visible to everyone with access to the 

document, including EPO staff. The name of the commentator and a time stamp appears in the 

comment. Comments can be replied to, edited, deleted, or noted as resolved, e.g. once an 

agreement on a certain action has been reached.  

Comments can be added to by right-clicking or from the Collaboration tab, and selecting Add 

Comment. 

 

Comments and available actions appear as follows: 

 

 

Users can navigate to the different comments using the comments menu and by selecting the text 

of each comment.  
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3.2.5 Chat 

Users can use the chat function when collaboratively editing the document. There is one options 

for navigating to the chat menu, as seen below: 

 

 


