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PCT Online Document Upload Service – User Guide for uploading
electronic documents to the International Bureau

IMPORTANT: Document formats permitted for online upload
• Only PDF documents can be uploaded via the service, with the exception of sequence listings

accompanying requests for supplementary international search which are also accepted as
.zip, .txt and .app files.

• It is recommended that PDF-text documents be uploaded, i.e., documents created in MS
Word (or other word processor) and then printed to PDF, so that the text can be processed by
the IB.

• The IB recommends the use of text string signatures on letters, e.g., "/ John Smith /" (i.e.,
there is no need to print correspondence in order to sign it and then rescan it for submission).

How to upload documents upload via the service
• Go to http://www.wipo.int/pctdb/en/ to access WIPO’s PATENTSCOPE® website and select

PCT Service Centre from the menu to access the Online Document Upload service.
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• Identify the international application for which you want to upload documents by entering the
international application number and the corresponding international filing date in the spaces
provided and in the suggested format.

• Note that you do not have to type a lengthy version of the IA number – a simple abbreviated
format is all that is required, e.g., “IB08724” (the system adds a slash in the appropriate place
as you type, e.g., IB08/724).

• Both the international application number and the corresponding international filing date must
match an already existing international application on file at the IB otherwise the system will
provide error feedback that no such international application can be found.

• Note that documents cannot be uploaded for any international application for which the RO/IB
or the IB has not already started processing. If you attempt to upload such documents, the
system will provide error feedback that the international application is not yet known at the IB.

• The fact that Form PCT/RO/105 has been issued (in the case of documents uploaded for
RO/IB) or Form PCT/IB/301 (in the case of documents uploaded for the IB) is a good
indication that it is now possible to upload subsequent documents online that would normally
have been subsequently sent by mail or fax.

• Enter a valid e-mail address to which the upload confirmation should be sent. In order to
reduce typing mistakes and resulting invalid e-mail addresses, it is necessary to type the
e-mail address twice (not possible to copy and paste) and they must be identical.

• Enter the “captcha” phrase displayed and select “Submit.”

• From the tree list, select the document type that you wish to upload for the international
application in question and select “Add document” (see below).
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• IMPORTANT: This service is not to be used for the initial filing of international applications
online, but is limited to the submission of post-filing documents that are normally addressed
to WIPO in its capacity as International Bureau or as PCT Receiving Office.
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• In the File Upload window (“Choose file”), select the document to be uploaded and confirm
with “Open.” The selected document is added to the list of documents for upload.

• Further documents can be selected for upload for the same international application by
repeating the previous step.

• It is possible to view the documents selected for upload and, if required, to delete a document

from the list by clicking on the remove icon: .

• Press the “Upload” button to complete the upload for this particular application.

• An e-mail confirmation listing the documents uploaded for this international application is sent
to the e-mail address indicated at the start of the transaction. Please note that it is not
possible to reply by e-mail directly to no.reply@wipo.int

• If you want to proceed with the upload of documents for a different international application,
select “Upload documents for another IA” and repeat the process.

• In order to obtain a listing of all uploads made during the current transaction, select “Upload
Transaction History.” It is possible to record the name of the person performing the upload or
a remark, if required, and the listing can also be printed.

• If you encounter any problems with the online document upload service, please use the
“Contact us” link to submit your questions. Under the Topic “Patents” please select “PCT
Service Centre” as Sub-topic. Please be sure to indicate the international application
number(s) and document type(s) concerned.


