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Step 1: Navigate to the Trademark filing options 

Select Filings > Trademark from the menu after logging into the online account.  You will see tiles for filing the 

following: 

 Trademark Registration 

 Trademark Assignment 

 Trademark Renewal 

 Trademark Amendment 

 Trademark Cancellation 

 

Click on the Trademark filing type that you would like to file.  This will open the filing flows for that type.  The system 

will guide you through the necessary screens to collect the information needed to complete your filing.  Each filing 

flow is different, depending on the filing type. Below, you will see an example of a Trademark Registration.   

Click on the Trademark Registration tile. 

 

Step 2: Enter Registrant Information 

The system displays the first page of the Trademark Registration filing flow.   

Click on Add Registrant. 
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This will open the Add Registrant form.  Fill in the information for the registrant of the Trademark. 

Click on Save Registrant. 

 

 

Doing this will add the registrant to the grid.  Here, you can edit or delete the information as needed. 

Click on the Next button. 
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Step 3: Enter the Trademark Information 
 
The Trademark Information page will open.  This screen has several sections: 
 
Trademark Information: Choose whether you are registering a Name/Phrase or a Logo/Image using the 
radio buttons.  Each selection will open fields that apply to that selection. 

 

Requires image upload 
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Use of Mark Rule: Enter the date that the Trademark was first used. 

 
 
Class code(s) in which goods fall: Select at least one Class Code from the drop-down list and then 
enter information about the specific goods or services represented by the mark.  
To search class codes please visit the United States Patent and Trademark Office website https://idm-
tmng.uspto.gov/id-master-list-public.html  

 
 
Click on the Next button. 
 

Step 4: Enter Contact Information 

The Contact Information screen will open.  Enter the contact information for this filing. This information is optional. 

Click on the Next button. 

 

 

  

https://idm-tmng.uspto.gov/id-master-list-public.html
https://idm-tmng.uspto.gov/id-master-list-public.html
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Step 5: Review your entries and print your application form. 

 
The system displays the Review page of the Trademark Registration.  On this screen, you will have an 
opportunity to review the entered information for accuracy You can click the edit button in each section 
to make corrections or click on the Back button. 
 
Trademark Registrations require a notarization of the signature on the application form.  Using the 
information that you entered, the system will produce a standardized form that you will print.   
 
Click on the Download/Print button. 
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Step 6: Print your application form. 
 
Your application form will be generated in a new window.  Print this form and close the window to return 
to the application process. 
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Step 7: Save the partially finished application in the system. 
 
Click on Save to Unfinished Filings to save this record while you get the application form notarized. This 
will return you to the main dashboard. 
 
Step 8: Have the application form notarized.  
 
Bring the application form to the Notary Public.  Sign the application form in front of them and have them 
notarize it in the section provided. 
 

 

 

Step 9: Upload the Notarized Application Form 

Once the form has been notarized, return to your online dashboard and upload the full form that has 
been notarized. 
 
Click the Unfinished Filings tile. 
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Step 10: Select the record you would like to complete filing. 
 
The Unfinished Filings queue contains all filings that you have started and not finished using your account 
in the last 14 days.  
 
Locate the Trademark Registration that you would like to complete filing. 
 
Click on the Process button for that record. 
 

 
 
 
Step 11: Upload Notarized Form 
 
The review screen of your unfinished filing will be displayed. 
 
Note: You can still edit the filing at this point, if necessary, but please note that if you make any changes 
you will need to print a new application form and get that form notarized and discard the one that you 
have already printed. 
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Click on the Upload Notarized Form button. 
This will open the Upload Notarized Form screen. 
 
Scan the notarized form and then upload it on this screen. 
 

 

 

Step 12: Add to the Shopping Cart 
 
Click on the Add to Cart button to add this Trademark Registration to the Shopping Cart. 
 

Trademark Resubmissions 

Step 1: Navigate to the Submission History 

Select the filing you want to resubmit by clicking on the resubmit icon (you may have to choose from several) 

 

Once you click on the icon it will take you to the beginning of the filing and let you change or review what you have 
 filled out. Once you have navigated all the screens it will bring you back to the review screen.  
Note: if you make changes in any of the screens those need to be corrected on your paper copy before uploading  
or you can print and get the newest form notarized to upload. 
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Then you will again need to either print to get notarized or if you fixed up original printed form to match any changes 

made you can scan and upload form now.  

  

Once uploaded click Resubmit. 

   

 

Trademark Certified and Uncertified Copy Requests  

  

Step 1: Navigate to the Trademark Copy Requests options.  

Select Filings > Trademark from the menu after logging into the online account.  Then, select Trademark Copy and 

Certificate Requests from the tiles.  
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Select either Copies of filed Trademark documents or Certified copies of filed Trademark documents using the 

radio buttons.  For the following example, we will choose Certified copies of filed Trademark documents.  

 

 

 

 Step 2: Locate the Trademark record.  

The system will display the Search for Trademark screen.  To find the Trademark that you want certified copies for, 

use the radio buttons to choose the search criteria.  You may choose Trademark Number, Trademark Description or 

Trademark Registrant.  

Click on the Search button.  
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Trademark records that match your search criteria will appear in the search results grid.   

Select the record that you want using the radio buttons.  

Click on the Next button.  

   

Step 3: Review your selections.  

  

The system displays the Review page of the Certified copies of filed Trademark documents request.  On this 

screen, you will have an opportunity to review the Trademark record that you selected for accuracy.    

  

Click on the Add to Cart button to add this Certified copies of filed Trademark documents request to your 

shopping cart.  
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Trademark Certificate Request  

 Step 1: Navigate to the Trademark Certificate Request option.  

Select Filings > Trademark from the menu after logging into the online account.  Then, select Trademark Copy and 

Certificate Requests from the tiles.  

   

Select Trademark Certificate using the radio buttons.    
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 Step 2: Locate the Trademark record.  

The system will display the Search for Trademark screen.  To find the Trademark that you want certified copies for, 

use the radio buttons to choose the search criteria.  You may choose Trademark Number, Trademark Description or 

Trademark Registrant.  

Click on the Search button.  

  

Trademark records that match your search criteria will appear in the search results grid.   

Select the record that you want using the radio buttons.  

Click on the Next button.  

  

Step 3: Review your selections.  
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The system displays the Review page of the Trademark Certificate request.  On this screen, you will have an 

opportunity to review the Trademark record that you selected for accuracy.    

  

Click on the Add to Cart button to add this Trademark Certificate request to your shopping cart.  

 


