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MULTI-DOC PDF 

PDF files that contain multiple documents must be separately indexed to be labeled properly in the 
USPTO Image File Wrapper. For example, a patent application PDF file may contain a specification, 
claims, abstract, and drawings that should be listed as separate documents in the IFW. Enter the page 
ranges for each section so that the documents are properly displayed in the IFW. Amendments should 
be separated as well. 

At this point you can either, add additional sections of documents by clicking ‘Add Document, additional 
documents by clicking ‘Add File or ‘Upload & Validate’ these documents. 

REMEMBER! For new submissions, there must be at least one attachment other than the EFS-Web 
generated fee sheet. 

TIP! You are limited to 60 documents per submission at 25MB per file.  (or 60 lines if multi-doc 
included)_ 

WARNING! If you file a new submission and do not include a PDF file with a document description of 
“specification”, it could result in a delay in processing of your submission.  

CALCULATE FEES 
Fees are dynamically generated based on the values entered by the user. 
• Indicate the business size (large or small entity) 
• Select all applicable fees 

NOTE! You may submit your application without generating fees at this time by clicking the 
‘Confirm/Submit’ link or the ‘Continue’ button, remembering that extra fees may be incurred. 
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Click ‘Calculate’ to see fees and ‘Continue’ to proceed to the next section. 

WARNING! If you click ‘Cancel’ on any screen during this process a message will inform you that you 
are about to delete your entered information, and ask if you really want to cancel.  Upon clicking OK, you 
will be returned to the login screen. 

SUBMIT APPLICATION 
Confirm and Submit marks the last time before submission that the user will be able to: 
• Review and confirm or edit application data 
• Edit fees associated with the application and 
• Remove or edit the documents associated with the application 

If you have elected to submit without generating fees on the Calculate Fees screen, your submit 
application screen will appear with a ‘Total Fees Due of $0. 
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CONGRATULATIONS (with EFS-Web generated fee sheet) 
Once you have successfully submitted your application, you will be provided with this screen. 
Congratulations screen providing you with:  

• Your Application Number 
• Your Confirmation Number associated with your Application Number 
• EFS ID 

You will also have the opportunity to either pay your fees at this time or indicate that you would like to 
pay them later and acknowledge that additional charges may be incurred. 

TIP! Your confirmation number is tied to your application. This pair of numbers decreases the 
mismatching of submissions with their existing applications. This pair of numbers is required for 
submitting documents and/or fees to existing applications. 
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E-mail Receipt Info 
eFilers are able to launch their e-mail programs by clicking the “Email Receipt Info” link to send 
information about Acknowledgement Receipts and Pre-Acknowledgement Receipts.  eFilers must specify 
and include email address(es) for each recipient. 

PAY FEES 

Fees may be paid to USPTO via one of three means: 
• By charging the filer’s USPTO Deposit Account 
• By charging their Credit Card 
• Or via an Electronic Funds Transfer 

Once you have selected your payment type, click ‘Start online payment process”. 
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USPTO Deposit Account 
• Enter Deposit Account Number 
• Enter Deposit Account Access Code 
• Click "Choose an Authorized User for this Deposit Account" 
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Choose an authorized user of the Deposit Account from the drop-down menu. 
• Click "Yes" to certify you have the right to use the account. 
• Check if any Additional Fees required 
• Click "Yes - charge deposit account now" 

Credit Card Payment 
Filing fees may be charged to a VISA, MasterCard, American Express, or Discover by providing and 
confirming credit card and billing formation. 
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Electronic Funds Transfer 
Enter your User ID and Password. If you do not have a user ID and password, click ‘please create a 
USPTO EFT account now’. 

ACKNOWLEDGEMENT RECEIPT 
The Acknowledgement Receipt provides you with the time (Eastern Time) and date your submission was 

received as well as displaying your bibliographic information and attached files. 

The Acknowledgement Receipt screen also allows you to do any of the following: 

• E-mail Receipt Info 
• Print Receipt 
• Save Receipt 
• File Another Application 
• File an Assignment of Ownership 
• Pay Maintenance Fees 
• Access Private PAIR 
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TRAINING 
Training Guides are provided on the USPTO EFS-Web page. Self-paced Computer Based Training is 
available 24 x 7 in various file formats, including Windows Media, Real Media, PowerPoint and PDF files. 

United States Patent and Trademark Office     https://sportal.uspto.gov/efs-web 
16 


