Customer Details Quick Start Guide

Private PAIR 7.0
Search by Customer Number

I. To search for applications by customer number, navigate to the Select New Case screen. 
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Scroll down to the Search by Customer Number section

1. Choose View Customer Number Details
2. Choose ADDIN _sg_C1A35797_DFC0_48D5_9C15_6830C6D37B0B @@@ VariableType=input:VariableName=SubmitBtn:@SegmentLength@=81: the desired Customer Number from the drop down list Select Customer Number

3. Click on the Search tab

II. In the Customer Details section you can view Customer Number information such as: Correspondence Address, Correspondence e-Mail, Telephone Numbers, Fax Numbers and Associated Individuals. 
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1. If you would like to change any of the information displayed on the Customer Details screen, click the "Customer Number Change Request" button.  

III. The Edit Customer Details screen appears, which only pertains to your United States customer number details information.
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1. In this section you will choose the type of notification you would like to receive. Either a United States Postal Mail outgoing correspondence notification or an e-mail outgoing correspondence notification
.

2. This section of the page allows you to make any changes in Individuals Name, Address, City, State, Zip, Country, Telephone, e-Mail and Fax.

3. By checking the box next to an associated practitioner you may delete any practitioner from your customer number.

4. This section allows you to add practitioner's numbers to associate to your customer number.

5. Enter the Point of Contact name, telephone number, and e-mail address of the practitioner requesting the changes.

6. This section will allow you to put the point of contact for changes made.  To review changes press “Preview Changes.”

IV. The Customer Number-Review corrections prior to submission screen will appear allowing you to view the changes that were made to the United States application customer number details.
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V.  After reviewing the changes you have made to your customer number the Data Changes For Customer Number screen will appear. 

1. On this screen, if you see that the changes you made are incorrect you may click the "Edit Changes" button.

2. If all the necessary customer number changes have been made and properly reviewed, you click on the "Transmit Request to USPTO," to trasmit the data.

VI. Once you click on the "Transmit Request to USPTO," your edits/changes are sent to the USPTO and you will receive a Customer Number- Corrections Accepted acknowledgement page, with a date and time stamp.
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� You will receive one email notification for each Customer Number that has outgoing correspondence available in Private PAIR. The email will be sent when the correspondence is available. In most cases, you will be able to access the correspondence immediately in Private PAIR. There may be times when you receive an email on Saturday or Sunday, and the correspondence will not be available until Monday morning. In this case, the start of the response period will be on Monday.  
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