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1. Introduction

This guide will provide Trademark Agents an overview of the necessary steps to edit a trademark
record in the Trademark Clearinghouse.

A trademark record is only editable in three specific situations:

e After a trademark record was submitted, but not yet ordered (payed for);

e After the status of a trademark record has been set to “incorrect” by the Trademark
Clearinghouse;

e Incase the Agent purchases an extra correction. More information can be found in section
2.3 of this document.
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2. How to edit a trademark record when signed in _as a

Trademark Agent

2.1. Edit a trademark record before ordering

To edit a trademark record before ordering, the Trademark Agent can click on the trademark
record directly in the “Order Overview” as shown in the image below:

MARKS SERVICES CASES

Please note that your mark record has not yet been submitted to the verification

ORDER

queue, please review your order by clicking on review - on the 'Review Order' page Example Record
click the ‘Submit all’ button. Review order details |

Mark overview

After clicking on the trademark record, the Trademark Agent can then select the “Edit” button
and update all the necessary fields:

———
MARKS SERVICES CASES

Please note that your mark record has not yet been submitted to the verification

ORDER

queue, please review your order by clicking on review - on the 'Review Order' page [Examgd e REGoLd
click the ‘Submit all’ button. Review order details )
Example Record ——

View How To submit a mark record video
TOTAL: 11

NAME OF THE MARK: Example Record

Mark TYpe Registered Trademark SEARCHED: None

status ORDER | “I FILTERED: Any status

SORTED:

Note: Changing the name of the trademark included in the trademark record will delete previous
labels and generate new ones.

After updating the specific fields, the Trademark Agent must mark the box next to the declaration
(A) certifying that all the information provided in the fields is complete and accurate. The
Trademark Agent clicks on “Update without submitting” (B) to save the changes and submit for
re-verification.

Tradermark, Holder, the [Trademard Holder/Trademark sgent] ghous
ahandoned, or has been the subject of wecessful oppasition, imalidetion, cancellation, or rectification proceedings
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2.2. Edit a trademark record with status “Incorrect”

To edit a trademark record for which the status is set to “incorrect” by the Trademark
Clearinghouse, the Trademark Agent must click on the trademark record in the “Mark Overview”:

—
MARKS
Mark overview m

M4 1ltoloflrows MW [10 ¥[[1 ¥|| Disable Pager View How To submit a mark record video
m TOTAL: 1 of 12

Example Record 7 2017-03-24 Holder HLTERED: INCORRECT

M4 1to1of1rows »o (W) [10 V|1 ¥ SORTED: Date of last change

After clicking on the trademark record, the Trademark Agent can select the “Edit” button and
edit all the fields.

MARKS SERVICES CASES
Example Record )
View How To submit a mark record video
NAME OF THE MaRK* Example Record TOTAL: 12
mark Type: Registered Trademark SEARCHED: None

FILTERED: Any status

o “
D l SORTED:

SORT

Note: Changing the name of the trademark included in the trademark record will delete previous

labels and generate new ones.

After correcting the fields (which are incorrect), the Trademark Agent must mark the checkbox
(A) to certify that all the information provided in the fields is complete and correct. Then, the
Trademark Agent clicks on “Finalize and submit” (B) to save the changes and submit for re-

verification.

(O [mwademark Holder/Trademark agent] hereby certifies that the information submitted to the Clearinghouse is, to the best of
[Trademark Holder/Trademark agent] knowledge, complete and accurate, that the trademarks s=t forth in this submission are currently in
us= in the manner set forth iin the accompanying specimen, in connection with the class of goods or services specified when this submission
was made to the Clearinghouse; that this information is not being presented for any improper purpose; and that if, at any time, the
information contained in this submission is mo longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse

A within a reasonable time of that information which is na longer acourate, and to the extent necessary, provide that additional information
neceszary for the submizsion to be accurate. Furthermore, if any Clearinghouse-verified mark subsequently becomes abandoned by the B

Trademark Holder, the [Trademark Holder Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been

abandoned, or has been the subject of successful opposition, invalidation, cancellation, or rectification proceedings. /
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After clicking on the “Finalize and submit” button, a message will pop up asking to confirm the
submission. Click on “OK” to confirm the submission?.

acchx.trademark-clearinghouse.com says

Are you sure you want to re-submit your trademark record for
verification? Please note that once re-submitted, you can no longer
make adjustments to the submittad information.

Before final confirmation, please make sure that all the information submitted is correct. In
case you have any questions, do not hesitate to reach out to our customer support. Once
confirmed, the trademark record will be validated again by the Trademark Clearinghouse.

2.3. Edit a trademark record with a status set on “invalid” (extra correction)?

In order to give Trademark Agents an additional opportunity to correct the information of their
“invalid” trademark records, the Trademark Clearinghouse allows to purchase an extra
correction.

To edit a trademark record which status has been set to “invalid” by the Trademark
Clearinghouse, the Trademark Agent must click on the trademark record in the “Mark Overview”:

——
MARKS SERVICES CASES

Mark overview

< |[1to4of4roms w oo [0 v|[i¥ \stablei-’ager‘

View How To submit a mark record video

—__-— EA 4-‘:
SEARCHED: None
Iy =

Test Mark Two

FILTERED: Any status

Test Mark Three CompanyName Two SORIED:
SORT
Test Mark One CompanyName ) i )
|Lateststatuschange V| Soit )
Example Recorrection
Trademark FILTER BY STATUS

i e P RS

1 By clicking on “Cancel”, you will cancel the operation.
2 Note that this extra correction will be charged 75 USD directly from the Trademark Agent’s account and is
available only for “invalid” trademark records that have not expired in the TMCH.
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After clicking on the trademark record, the Trademark Agent can select the “Additional
Correction” button below the status field.

MARKS

| SERVICES CASES

Example Recorrection Trademark

NAME OF THE MARK"

MARK TYPE*

Example Recorrection Trademark

Registered Trademark

—=
INVALID

sTatus® |

Additional correction

| @

HANDLE

00043315566108871556610887-1

)]

comment 2019-04-30T07:58:41Z [50.1] Please note that you have
not selected the Nice classes stated in the trademark certificate. Please correct
this. 2019-04-30T08:01:29Z [100.1] In accordance with our verification, the
registration date provided does not match the registration date on the trademark
certificate. Please correct the registration date provided. 2019-04-30T08:10:00Z

Once selected, a pop up message will appear as shown below.

Whe will be using
59971000

My accaunt
Legout )

MARKS

Example

acchx.trademark-clearinghouse.com says

Are you sure you want to buy an extra correction ? By clicking "OK', your
account balance will be deducted with the amount of $75. Afterwards
you will be able to correct the Trademark's info and submit 1 time for
validation. Restrictions: Please note that this action will not allow you to
change both the mark name and mark registration number. Only one of
these two fields can be changed since the extra correction is only
available for previously submitted Trademarks. Additionally, this action
cannot be used to renew the mark. Expiration dates remain unchanged

by this action.

View How To submit 3 mark record video
TOTAL: 4

SEARCHED: None

FILTERED: Any status
SORTED:

V| Sont )
FILTER BY STATUS
(&) ® ew
Q W Corrected
(W) ™ Verified

-

-
e
B mark recard video

Cancel

tatus
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Please read this message carefully and click on “OK” if you wish to confirm3. Note that clicking on
the “OK” button will trigger a deduction of 75 USD from the Trademark Agent’s account, which
covers the fees of the extra correction.

Once confirmed, the status of the selected trademark record will go from “invalid” to
“incorrect” to let you edit the related trademark information.

WARKS
Example Recorrection Trademark mj

View How To submit a mark record video
TOTAL: 4

nane of THE mark® Example Recorrection Trademark

SEARCHED: None

£0: Any status

» SORTED:

Submit for re-verification
recorazcT serore 2019-05-23 08:45:01 UTC
#anoe 00043315566108871556610887-1 +

comment 2019-04-30T07:58:41Z [50.1] Please note that you have

not selected the Nice classes stated in the trademark certificate. Please correct
thic 70110 NA INTAR:N1:2707 TANN 11 ln ~rrar Aanrcn uith Aor varifisatian tha

The Trademark Agent needs to select the “Edit” button and can then edit all the fields.

Lateststatuscnange ¥ |  Sort

MARKS SERVICES CASES

Sy s— o st ]
MARK TYPE* | Registered Trademark ¥
View How To submit a mark record video
REGISTRATION HUMBER® 1234 s
REGISTRATION DATE* [2015-11-11 0 SEARCHED: None
FILTERED: Any status
APPLICATION NUMBER
SORTED:
APPLICATION DATE (7]
SORT
JURISDICTION® | United States of America hd o

Latest status change v Sort
EXPIRATION DATE e

Please note that the agent is not allowed to change both the mark name and mark registration
number. Only one of these two fields can be changed since the extra correction is only available
for previously submitted trademarks. Please make sure at least one of both fields remains
unchanged; otherwise, the update of your trademark record will not be accepted.

Note: Changing the name of the trademark included in the trademark record will delete previous
labels and generate new ones.

3 By clicking on “Cancel”, you will cancel the operation.
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After correcting the applicable fields, the Trademark Agent must mark the checkbox (A) to certify
that all the information provided in the fields is complete and accurate. The Trademark Agent

clicks on “Finalize and submit” (B) to save the changes and submit for re-verification.

(0 [wrademark Holder/Trademark agent] hersby certifies that the information submitted to the Clearinghouse is, to the best of
[Trademark Holder Trademark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in
u=2 in the manner set forth in the accompanying specimen, in connection with the class of goods or services specified when this submission
was made to the Clearinghouse; that this information is not being presented for any improper purpose; and that if, at any time, the
information contained in this submission is mo longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse
within a reasonable time of that information which is no longer acourate, and to the extent necessary, provide that additional information
necessary for the submission to be accurate. Furthermore, if any Clearinghouse-verified mark subsequently becomes abandoned by the
Trademark Holder, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has b=en
abandoned, or has been the subject of successful opposition, invalidation, cancellation, or rectification proceedings.

After clicking on the “Finalize and submit” button, a message will pop up asking to confirm the
re-submission. Click on “OK” to confirm the submission®*.

acchx.trademark-clearinghouse.com says

Are you sure you want to re-submit your trademark record for
verification? Please note that once re-submitted, you can no longer
make adjustments to the submittad information.

Cancel

Before final confirmation, please make sure that all the information submitted is correct. In
case you have any questions, do not hesitate to reach out to our customer support. Once
confirmed, the trademark record will go back to the normal verification flow.

4 By clicking on “Cancel”, you will cancel the operation.
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