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1. INTRODUCTION 

 

1.1. Purpose 

The purpose of this document is to give a step by step guide on how  e-filing users will be using 

IP Online Portal to access the electronic filing system for trade mark renewals and restorations. 

The time periods and applicable fees are calculated as per the time line below.  

 

Figure 5: Trade Mark Renewal Time Line  

1.2. Trade mark renewal process 

1.2.1 Automating the trade mark renewal lodging process 
 

With the introduction of the e-filing for trade marks renewals users will be using the IP Online 

portal to access the submissions platform. The renewal lodging process is reflected in detail 

below. 

1.2.1.1 Accessing Renewal E-Filing  
 

To access the renewal menu, the user will access IP Online via the following link: 

http://iponline.cipc.co.za. 

The IP Online portal home page will open as per the screenshot below. The user will be able 

to lodge a renewal/restoration by clicking the ‘Renew’ menu as highlighted on the screen 

below. 

http://iponline.cipc.co.za/
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The user will be required to login to IP Online in order to lodge a renewal. The user will click 

on Client Zone in order to login and the screen below will open in order or them to login. 

 

 

Figure 2: IP Online Login Page 

The user will be able to navigate to renew a registration via the trade marks menu and the 

‘renew search page’ will open.  

 

Renew 
Menu 

Figure 1: IP Online landing page 
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Figure 3: Trade Marks Renewal Menu 

Upon clicking the ‘Renew Trade Mark’ menu the user will open the e-Filing information page 

and then a proceed button to continue to the ‘Renewal Search Page’ 
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Figure 4: E-Filing Information page 

 

The user will be able to search for registration due for renewal. The user should click on the 

‘Search’ button and the trade mark registration information will appear below the search box. 

The business rule for the trade mark registration search to be successful is that the trade mark 

status should be “registered” and the renewal date should be within the first 6 months prior to 

the date of expiry, for a standard renewal. 
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See the screenshot below. 

1.2.1.2 Standard Renewal Lodgment 

 
Figure 5: Renewal trade mark search 

 

The user clicks the ‘Renew Button’ and the user will be able to preview and verify the 

registration information. 

 

Trade Mark 
Registration 
Information 

Search Button 

Renew Button 



 9 

  
Figure 6: Trade mark registration preview page 

 

If the user is not the address for service as recorded in the Register, the user is required to 

supply the “General Power of Attorney” number or provide the “Power of Attorney” document 

as an attachment. 

When clicking the ‘Choose File’ button the system will open the Windows browser in order 

for the user to choose the document which they wish to attach. 

 

The information provided for 
the proprietor and the address 
for service is automatically 
extracted and populated from 
the Register 

 

Enter the GPA number 

Add the ‘Power of Attorney’ 
as an attachment 
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Figure 7: Windows Browser 

 

After  browsing and selecting the document that should be attached, the user then needs to 

specify the type of document that was attached as per the drop-down screen below. 

 
Figure 8: Specify type of attachment 

 

The user will be able to attach a TM2 for Change of Name as well as a TM6 for Assignment 

as part of the renewal lodgement. The processing of the TM2/TM6 will still follow a manual 

process and the Trade Mark Renewal Section will receive this application with a notification/ 

comment flag advising them of the attached document. The attached TM2 or TM6 will be 

printed to be processed manually by the Trade Mark Maintenance Section. 
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Before submitting the application for renewal the user needs to validate the information 

provided in the preview. The options of validation is either to select ‘Yes’ that all the 

information is correct, or ‘No’ where the information is not correct. If the user selects “no” 

they are required to provide comments and supporting documents; such applications will then 

revert to a separate query queue for the Renewals Section to review. 

 

 
Figure 9: Validation 

 

Upon selecting ‘Submit’ the user will be required to agree to the ‘CIPC IP e-Services Terms 

and Conditions’ reflected in the screenshot below. The user will be provided with the 

estimated cost of the application for renewal,and proceed with the process. 

 

  
Figure 10: Submit Renewal 

 

Agree to T&C 

Estimated Cost 

Yes 
Button 
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To continue the user should click “Yes”. Upon clicking the “Yes” button the renewal will be 

submitted and the user will receive a confirmation email to confirm that the renewal was 

submitted. 

 
Figure 11: Confirmation Email 

A subsequent email will be send to the client upon processing of the standard and late 

renewal with the TM5 Certificate as well as the payment receipt. 

 

Figure 12: Processing email 
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Figure 13: TM5 Renewal Certificate 
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Figure 14: Payment Receipt 
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1.2.1.3 Late Renewal 

 

 
Figure 16: Renewal trade mark search 

 

The lodgment of a late renewal will follow the same process as the standard renewal. The 

business rule is that: the trade mark status will reflect as ‘unpaid’ from the 1st day after the 

date of expiry, up until 7 months after the date of expiry.  

 

Trade Mark 
Registration 
Information 

Search Button 

Renew Button 
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 The preview for a late renewal will follow the same process as with the standard renewal. 

 
Figure 17: Renewal preview page 

 
Upon selecting ‘Submit’ the user will be required to agree to  the ‘CIPC IP e-Services Terms 

and Conditions’. The user will be provided with the estimated cost of the lodgement, which 

is the standard renewal plus an additional penalty fee. 

 

The information provided for 
the proprietor and the address 
for service is automatically 
extracted and populated from 
the Register 

 

Enter the GPA number 

Add the ‘Power of 
Attorney’ or other 
supporting documents 

Validation of 
information 
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Figure 18: E-Filing Terms and Conditions 

 

Upon clicking the ‘Yes’ button the renewal will be lodged and the user will receive a 

confirmation email to confirm that the late renewal was submitted. 

 
Figure 19: Late renewal confirmation email 

 

Agree to T&C 

Estimated 
Cost 

Yes 
Button 

R308 
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A subsequent email will be send to the client upon processing of the late renewal with the 

TM5 Certificate as well as the payment receipt. 

 

Figure 20: Processing email 
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Figure 21: TM5 Renewal Certificate 

 

 

 

 

 

 

 



 20 

 
Figure 22: Payment Receipt 

 

 

1.2.2 Automating the restoration process 
 

The electronic restoration process should comply with the Trade Marks Act and Regulations. 

It should not allow the processing of any restoration without all the mandatory documentation 

attached (“Special Search Report”, “Statement of Case”/ “Affidavit”).  

 

The validation of the restoration will trigger a workflow process that allows the restoration to 

effectively move from one section to another until it is granted. The following is the 

recommended statuses for a restoration application: 
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 Restoration applied; 

 Restoration approved; 

 Restoration advertised; and  

 Restoration opposed. 

 

In very rare circumstances can a restoration be refused. 

 

1.2.2.1 Restoration Search  

 
Figure 23: Restoration search page 

 

As per the explanation under “a)  Accessing Renewal e-Filing”, the user will access restoration 

by clicking on ‘Renew’, the ‘renew/restoration search page’ will open. The user will be able 

to search for the trade mark registration that needs to be restored. The user clicks on the 

‘Search’ button and the trade mark registration information will appear below the search box. 

The business rule for the trade mark restoration search to be a success is: that the current 

trade mark status should be “removed”, this means that the renewal date has passed, and 

no renewal or late renewal was filed within 7 months from the expiry date, as per the renewal 

timeline. 

 

The user should click the ‘Restore Button’ and the user will be able to preview and verify the 

information for the trade mark that needs to be restored before submitting the restoration 

 

Restoration 
Information 

Search Button 

Restore Button 
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Figure 24: Late renewal preview page 

 

Where the user is not the recorded address for service, the user is required to supply the 

‘General Power of Attorney’ number or provide the ‘Power of Attorney’ as an attachment. 

Other documents required to be lodged with the restoration are. “Special Search Report” 

and a “Statement of Case”/ “Affidavit”. These documents can be submitted by clicking the 

‘Choose File’ button, the system will open the Windows browser in order for the user to 

choose the pdf document which they wish to attach. 

 

The information provided for 
the applicant and the address 
for service is automatically 
extracted and populated from 
the Register 

 

Enter the GPA number 

The information provided for 
the proprietor and the address 
for service is automatically 
extracted and populated from 
the Register 

 

Enter the GPA number Add the ‘Power of 
Attorney’ as an 
attachment 
As well as all 
mandatory documents 
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Figure 25: Windows Browser 

 

After browsing and selecting the document that they wish to attach, the user should specify 

the type of document that is attached as per the screen below. 

 
Figure 26: Specify type of attachment 

  

This action needs to be repeated for each document that the user is required to attached. 

Validating of whether the correct mandatory document has been attached will be determined 

by the type of document that the user specified. 

 
Before submitting the renewal lodgement the user needs to validate the information provided 

in the preview. The options of validation is either to select ‘Yes’ that all the information is 
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correct, or ‘No’ where the information is not correct. If the user selects “No” they are required 

to provide comments and supporing documents; such applications will then revert to a 

separate query queu for the Renewals Section to review. 

 
Figure 27: Validation 

 

Upon selecting ‘Submit’ the user will be required to agree to the ‘CIPC IP e-Services Terms 

and Conditions’. Users will be provided with the estimated cost of the application for 

restoration.  

 

 
Figure 28: Restoration Terms and Conditions page 

  

Agree to T&C 

Estimated 
Cost 

Yes 
Button 
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Upon clicking the ‘Yes’ button the restoration will be lodged and the user will receive a 

confirmation email to confirm that the restoration was submitted. 

 
Figure 29: Restoration Confirmation email 

Subsequent emails will be send to the client upon processing, approving, advertising and 

granting the restoration. See the examples of these emails and supporting documents below. 

 

Figure 30: Processing email 

From: noreply@cipc.co.za 

Sent:16 November 2017 11:00 AM 

To: swalter@sword-sa.com 

Subject: Message from CIPC CUBA Server  

 

Dear valued client,  

 

Please note that your application for restoration of trade mark registration 2007/00004 

was received. The client reference number for the submission is WEB12348. 

 

Note that this is an automated email response, DO NOT reply to this message as it is 

sent from and unattended mailbox. 

 

CIPC E- Filing Administration 
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Figure 31: Payment Receipt 

 

The restoration will only be considered to be lodged if all the supporting documents required 

are attached (‘Special Search Report’, ‘Affidavit’ & ‘Power of Attorney’). Throughout the 

restoration workflow, the client will be updated after each change. 
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Figure 32: Restoration Rejected 
 

 
Figure 33: Restoration Approved 
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Figure 34: Notice of Restoration of Lapsed Trade Mark 
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Figure 35: Restoration Advertised 

 

Figure 36: Restoration Granted 
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Figure 37: TM5 Renewal Certificate 

 

 

 

 

 

 

 

 


