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1. Introduction 

This feature guide will explain you the essentials of MyEPO Portfolio representative area, a service 

which allows you to manage your personal details as registered on the list of professional 

representatives before the EPO (name, nationality, place of business / employment) and further 

contact details (phone, fax, email, website) as well as their publication in the searchable database 

on the website of the EPO directly online.  

 

MyEPO Portfolio is a secure, web-based online platform that provides an advanced approach to 

working with the EPO on your requests. 
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2. Representative area 

 Professional representative’s activities under MyEPO 

The representative area in MyEPO Portfolio currently allows you as a professional representative 

registered on the list of professional representatives before the EPO: 

• To request changes to your representative profile. A request is created and submitted to the 

EPO, and you can download your request as a PDF form for your records after submission. 

Communications relating to your request will be sent to the Mailbox, if activated, or to your 

registered postal address. 

• To request your deletion from the list of professional representatives before the EPO.  

 

 How to submit a Change Request 

You can change any of the following details: last name, first name, nationality, language, address, 

phone number, fax number, email address, website and settings relating to their publication in the 

searchable database on the EPO website. You can indicate a preferred date of effect of the change: 

as soon as possible or as from a specific future date. The preferred date of change cannot be 

guaranteed. The actual date of registration may thus deviate from the date you have indicated due 

to e.g., EPO holidays. All changes to your entry details on the list of professional representatives 

(name, nationality, place of business or employment) are published in the EPO Official Journal.  
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1. Data protection statement,  

2. Representative ID number  

3. Date of entry on the list of 

representatives before the EPO  

4. Name (with an edit button) 

5. Nationality (with an edit button) 

6. Preferred language1 (with an edit 

button) 

 

Figure 1: Request for changes. Smart form, part 1 

 

 

 

 
1 “Preferred Language” means that all correspondence relating to your request will be written in that language. 
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7. Address (with an edit button) 

8. Phone number (with an edit 

button) 

9. Fax number (with an edit button) 

10. Email address (with an edit 

button) 

11. Website (with an edit button) 

12. Publication of entry details in OJ 

(without edit button) 

 

Figure 2: Request for changes, part 2 
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13. Publication of personal data and 

postal address in EPO searchable 

database 

14. Telecommunication details and 

their publication in the searchable 

database on the EPO website (with an 

edit button) 

15. Date of change 

16. Request deletion from the list 

17. “Request changes” submission 

button 

 

 

Figure 3: Request for changes, part 3 



 

 

MyEPO Portfolio feature guide: Representative Area v1.0 8 

If you only request a change to one of the following details: “Preferred Language, Phone number, 

Fax number, Email address, Website, Publication of your data in the EPO searchable database on 

the EPO website,” the corresponding change will be automatically approved, and your representative 

profile will immediately be updated. Any change to the searchable database on the EPO website will 

be included in the next update. The database is updated twice a month. 

 

Figure 4: Change preferred language 

 

 

Figure 5: Change telecommunication details 
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Figure 6: Change data protection preferences 
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Figure 7: Automatically accepted changes displayed in your profile 
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If you request a change to your name and/or nationality, you will be required to upload the 

corresponding evidence documents, namely a copy of your valid passport or national identity card 

in a PDF format. 

 

Figure 8: Corresponding evidence documents uploaded 
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A change of address does not require any evidence. 

 

Figure 9: Change address 

 

Your change request concerning either of the above will be submitted for approval. A message will 

appear at the top of the page informing that “Your request was submitted on dd.mm.yyyy. We are 

processing it.” After submission, your request form will be available for download. 

 

Figure 10: Message informing that EPO is processing your request 
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The requested changes will be highlighted in orange. 

 

 
Figure 11: Changes requested 
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When your change request is approved, your representative profile will be updated accordingly, and 

a confirmation letter will be sent to your activated Mailbox or to your registered postal address. 

 

Figure 12: Mailbox 
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In case a deficiency was raised, an according message will appear at the top of the page. You will 

then have the option to either “Remedy Deficiency” or to "Withdraw request.” The deficiency report 

can be downloaded. 

 

Figure 13: Deficiency raised in a request for changes 

 

 

All communications related to your request will be sent to your activated Mailbox or to your registered 

postal address and any action due in relation to your request will be pending in MyEPO Portfolio – 

Actions relating to the representative area. 

 

Figure 14: Pending action 
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 How to submit a Deletion Request? 

You can request your deletion from the list of professional representatives and indicate a preferred 

date of effect: as soon as possible or as from a specific future date. The preferred date of deletion 

cannot be guaranteed. The actual date of registration may thus deviate from the date you have 

indicated due to e.g., EPO holidays.  

1. Information on 

concurrent termination of 

epi membership 

2. Legal reference  

3. Date of deletion 

4. Personal contact details 

(Personal address: 

Company / organisation, 

Additional details, Street, 

City / province / postcode, 

Country, Personal email, 

Personal phone number) 

5. “Signed by” field 

6. Important note 

7. Cancel button 

8. Save and Review button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 15: Request for deletion 
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You can indicate contact details deviating from the registered details allowing the EPO to contact 

you in relation to your deletion request. In case the Mailbox is still activated, a confirmation of your 

deletion will be sent to that Mailbox and, in addition, to your indicated deviating personal postal 

address.  

Your request to be deleted from the list of professional representatives will be submitted for approval. 

After submitting your request, a message will appear at the top of the page informing that “Your 

request to be deleted was submitted on (date). We are processing it.”  After submission, your request 

form will be available for download. 

 

Figure 16: Request for deletion submitted 

 

When your deletion request has been approved, you will be deleted from the list of professional 

representatives. Your representative area tab will disappear from the MyEPO Portfolio toolbar.
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 Deficiencies in your request 

In case a deficiency was raised in relation to your deletion request, an according message will appear 

at the top of the page. You will then have the option to “Remedy Deficiency” or to "Withdraw request.” 

The deficiency report can be downloaded. 

All communications related to your request will 

be sent to your activated Mailbox or to your 

registered postal address and your personal 

postal address, if indicated. Pending actions to 

remedy a deficiency will appear in MyEPO 

Portfolio – Actions relating to the representative 

area.  

 

Figure 17: Deficiency in a request for deletion 

 

All communications related to your request will 

be sent to your activated Mailbox and  and the 

pending messages related your request will 

appear in MyEPO Portfolio – Actions relating to 

the representative area. 

 

Figure 18: Mailbox 

 

Figure 19: Remedy deficiency action 
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If you select “Withdraw request,” the following message will appear at the top of the page: “Withdraw 

your request? This action can’t be undone.” You will then have the option to “Cancel” or to “Yes, 

withdraw.” 

 

Figure 20: Withdraw request for deletion 
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3. How to get support and more information 

Learn more about MyEPO Portfolio on our website. 

Have Questions? 

Below you can find a link to the frequently asked questions. For further questions, please contact 

our customer services team! 

--> See answers to frequently asked questions 

--> Contact our customer services team 

 

https://epo.org/

