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UPOV PRISMA
User Guide for PVP offices

1 About this guide

This guide is intended for PVP Office users of UPOV PRISMA and is divided into three parts:
Part 1 — WIPO ACCOUNTS: explains how to create and manage online user accounts;

Part 2 — UPOV PRISMA - Assigning and Managing Access Rights;

Part 3 — UPOV PRISMA- Overview of Features and Functionalities.

2 Acronyms

IRN International Reference Number

CPVO Community Plant Variety Office of the European Union
PBR Plant Breeder’s Rights

PVP Plant Variety Protection

NLI National Listing

3 Overview

UPOQV PRISMA is a tool to transfer application data from breeders to the PVP offices? of participating
UPOV members.

The list of participating UPOV members and crops and species covered is available on-line:
http://www.upov.int/upovprisma/en/index.html.

Navigation languages can be selected in the header.

The supported browsers for WIPO Accounts and UPOV PRISMA are:

¢ Mozilla Firefox
¢ Internet Explorer
e Google Chrome

In order to use UPOV PRISMA, the user should:

1. Create a WIPO Account (84)
2. Request a role assignment (85.3)

Two roles are identified:

e PVP Office Administrator has the ability to set up PVP Office preferences, to assign PVP
Officer(s) and to request payment if applicable. The role of PVP Office Administrator is assigned
by the UPOV PRISMA Admin.

e PVP Officer has the ability to access submitted application data and to request payment if
applicable.

1 PVP Office is the term used in this document for the authority responsible for granting plant
breeders’ rights
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View | Request payment Role Assignment

PVP Office X X PVP Officer
Admin

PVP Officer X X

3. Complete their user profile (85.2)
4. Access the home page (85.1)

From the Home page, depending on their role, the user can navigate through the different pages
as described below:

Request

Payment
(85.5)

If Role
assigned
(85.3)

Create a WIPO
account (84)

User Profile Home Page
(85.2) (85.1)

No

Unknown User

View (85.6)

4  WIPO Accounts

The World Intellectual Property Organization (WIPQ) assists UPQV in financial and administrative
matters (see document UPOV/INF/8).

The WIPO Accounts portal enables users to create and manage their WIPO user account, which is
required in order to access UPOV PRISMA.

| Note: Please note that the same e-mail address cannot be used with more than one user account.

4.1 Create an account

To create a user account:

1. Open the browser and enter the URL: https://www3.wipo.int/upovprisma

UPOV

SR ek s pEa i st m—
WIPO
ACCOUNTS

Sign in Why create a WIPO Account?
. Uizing [ust ong ussr name and password, you £an 3c0ess
Usetrime 1 1
o

your profiles far any of the following sendces

Password

Fetrieve usemame

2. Click on “Create account”. The “Create an account” screen is displayed.
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Note: All fields marked with *' are mandatory and must be completed. For the purpose of UPOV
PRISMA and in order to facilitate collaboration with your colleagues (of the same PVP Office), you must
provide Company/Organization information.

‘WIPO ACCOUNTS

Create an account

Cstalsbelow 1 order o regleer o an e user acoet
v are marssory

mmmmmmm

o gsswors -

verncaton-

3. Enter a Username of your choice. The username must contain at least four characters.

Note: If the Username you have entered already exists for another WIPO account user, the message
‘Username is already in use’ will be displayed. Please create a different Username that does not yet
exist in the system.

4. Enter the e-mail address to which you want UPOV PRISMA notifications to be sent in the ‘E-mail’
field and confirm it by typing it again in the ‘Confirm e-mail’ field.

Note: Itis important to type your e-mail address correctly, since, in order to validate the creation of your
user account, an e-mail will be sent from ‘noreply@wipo.int’ containing a web link that you will need to
click on to validate your account. Please check your spam/junk filters if you do not receive the e-mail in
your mailbox.

5. Enter a password of your choice in the ‘Password’ field and confirm it in the ‘Confirm Password’
field.

Note: The password must be at least eight characters long and must contain at least one numerical
character. When choosing your password, please bear in mind that the password field in the login
screen is case sensitive.

6. Enter the verification characters that appear in the text box in the Characters field below.
7. Once all required fields have been completed click on ‘Create account’.

8. The ‘Validate user account’ screen is displayed.

WIPO ACCOUNTS

ik hs Bt st bt ernail acidiess you provided, Fluase ek yuur e-masil ke bt information
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9. In order to validate the creation of your user account, an e-mail will be instantly sent from
‘noreply@wipo.int’ containing a web link. This e-mail will be sent to the e-mail address provided
during the account creation process; therefore it is important to indicate a valid e-mail address. The
account will be validated once you have clicked on the URL.

UPOV

Dear PVP Office OFFICE
Please visit the following link in order to confirm your WIPO account:

https://www3 . wipo.int/wipoaccounts/en/upov/public/validate. xhtml?key=yhm2k2xjwL EPpYMQ7Rd89SjJADLA5JtsJQdnZvFYu58lo8ACnzjSnXwphvINfOWX .

Best regards
WIPO Accounts

10. Click the link in the e-mail to validate the creation of your user account.

WIPO ACCOUNTS

Confirm user account

WIPO online services

My profile

' The creation of your user account has been confimed successtuly!

REGISTRATION
Create an account
Request confirmation code
Reset password

Forgotten usemame

11. Your account has now been activated.

12. Enter your username and password. The following screen indicates that you are correctly
authenticated but you are not authorized to access UPOV PRISMA.

Unknown user

Step 1: Request User authorization

ich role i St ApPropriate for you?

drades. authorsed sgratory, o breeder admn)
T comeanyceganGation | see el

ABENT - you. 0 your conpany, are

g 0N behail of breeders. e by

e in parts of Mt appicaton o conpletng the appiication on thei benat

I You. OF YOUT COMEany, fegistered 30 AGENT ADMINSTRATOR in L9

1T

o M YES. Y0U MUSE TOGSES! VO ACTUESSAIoT 10 ASSN YOU & SPECING roie | authonzed sonatory, Co-aaent)
» 0. please Prepat & SCaRMEC Copy Of an oCial Sned kler ITOM your cOMpany/ceganaation | see ]

Step 2:

13. In order to be authorized to access the UPOV PRISMA, you need to communicate your username
to:

e Your PVP Office admin or,

e UPOV PRISMA admin: please complete the contact form in order to request access as a PVP
Office Admin. You need to attach a signed document from an appropriate person within your
PVP Office.
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Upload your authorization letter

Usemame | oy POFFIGE
el /P OFFICE ADMIN] .

Authenticated authorization
Upload your authorization lefter

\2?

(drafter, authorize

14. Once you receive a confirmation message from the UPOV PRISMA, access the UPOV PRISMA.
The home page will be displayed.

4.2 Forgotten username
If you have forgotten your username:

1. Click on the ‘Forgotten username?’ link

i e o ok S Sl b _

WIPO
ACCOUNTS

Deutsch  Cngln  Espaiol  Francas

Sign in Why create a WIPO Account?

Using justone user name and passwars, you £an 3c0ess

Usamame | i your prefies for any of ihe following serdces:

Passworg | | DI
IR0t YOUr CasEMETT . » UPOY Biulo Database
sign in

2. You will be redirected to the ‘Forgotten username’ screen

WIPO ACCOUNTS

Forgotten username

It ynu have fargomes yeur usemame, pleass enter the &-mal nddreas ndicated i yeur ACeount penfie in the fiekd Belewy VDU W FECERE your usernane fy &-mal

wal* I

\etification * Type B characiers duplaped bekw,

EIO sker

L=

Characters |

i Hesend usemams

3. Enter your e-mail address in the corresponding field, making sure to type the e-mail address
correctly.

4. Enter the ‘Verification’ characters in the text box displayed below the characters.

5. Click ‘Resend Username’. An e-mail will be sent to you with your username.

4.3 Recovery of a forgotten password

If you have forgotten your password you can recover it by clicking on ‘Forgotten password?’
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Sign in Why create a WIPO Account?
Lhsing just one user Name and DASIWONd, you Can access
Username [ your profiies dar any of e fokswing aeriees
Firnslrmn srrama? 7 Elactronic Auobcation Fort
Password |
Sgnn

1. Enter your Username, e-mail address and the verification characters in the corresponding fields.

WIPO ACCOUNTS

Reset password

11 y0U have Forgotien your DASSWOrD, DRASE £0%er yOUT LSSrnAME below 10 reCeNe RATUCONS by e-mad how 1o reset your passwond

- T
Charactess. | |

| raaet passwora)

2. Click on ‘Reset Password.’
WIPO ACCOUNTS

Reset password

v the irstrucicns v Ly wemail Fou pmaewond,

3. An automatic e-mail from noreply@wipo.int is instantly sent to the e-mail address indicated in your
account profile containing web link that will allow you to reset your password.

UPOV

WIPO Accounts - Reset password
Dear PVYP OFFICE
Pleasze visit the following link in order to reset a new password for your WIPO user account:

https:/fwebaccess. wipo. int/wipoaccounts’en/upovpublic/confirmUserP assword. jsf Pkey=
BUYvgF lhmo3kwSckOQbVvEShagdHKugP .

Best regards
WIPO Accounts

4. Click the link in the e-mail to go to the Reset password screen.
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WIPO ACCOUNTS

Reset password

WIPO online services

My profile Please enter your new password.

REGISTRATICN semams PVP_OFFICE2
Password *

Create an account Avalid password must meet all of the following conditions:
X @ password must contain at least 1 numerical character
Request confirmation code @ password must be at least 8 characters long

Reset password () show password

Forgotten usemname Confirm password * ‘

5. Type and confirm the new password and click on ‘Reset password'.

6. A message is displayed to confirm that the password has been reset successfully.

WIPO ACCOUNTS

Reset password

WIPQ online services
My profile
e ¥ Vour password has been resst successfullyl
REGISTRATION
Create an account
Request confirmation code

Reset password

Forgotten usemame

pE——
[ e |
.
[ o |
[
[ |
[ |

5 UPOV PRISMA - Overview of Features and Functionalities

Now, you've created your WIPO Account (84) and your administrator has assigned to you the
adequate role (85.3). You can now access the UPOV PRISMA.

5.1 Home Page
5.1.1 Header

UPGV PRISMA & ESRPVFOfce Profls & Manage userrols € p.p oo o | T 10 Ot SITICE e m‘} W Logout

The header includes:

o
: UPOV PRISMA logo, click on it to load the Home page from any page of
UPOV PRISMA;

2 & Edit PVP Office Profile

: edit your profile;

& Manage user rcle | .
: manage general roles;

0 PVP office procedure

: this button takes you to the UPOV website where you can find all the
information about UPOV PRISMA, including PVP office procedures;

5. . specifies the username you are using for logging in ;
6. : here you can select navigation language;

7. -: exit UPOV PRISMA;

Contact us|
8. : Use this function to write questions directly to UPOV PRISMA team.

5.1.2 Dashboard

The PVP officer/ PVP Office Admin is able to view the list of the application data submitted to the PVP
office of the logged user.
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UPQOV Dashboard

The following information is displayed and could not be modified:

1.

oukwnN

N

8.

9.

International Reference Number (IRN): Identifier assigned by the UPOV PRISMA
system. It follows WIPO ST.13 standard for application numbers. It identifies a variety.
When a same variety is submitted for different authorities, all corresponding application
data will be assigned the same IRN. However, the IRN is unique per PVP office. It means
for the same PVP office it is not possible to get more than one application data assigned
with the same IRN;

Application data for: PBR or National Listing;

Modified On: Date when the application data is updated;

Date of Submission: Date when the application is submitted ;

Crop: The crop to which the candidate variety belongs;

Proposed Variety Denomination: The denomination proposed by the breeder to identify
the candidate variety;

Breeder’s Variety Reference: This reference is provided by the breeder if required by
the PVP office. In this case, it is included in the application data transferred to the PVP
office. If provided, the variety breeder’s reference should match the submitter's own
reference;

Status: After submission, the default status is “Submitted”. Once the PVP office
acknowledge receipt of the application data, it turns into “Received”.

Payment effective date: the date when the payment is received by UPVO Office

10. Owner: The owner who has started the application data;
11. Action: there are two possible actions:

a. Acknowledge receipt: the first time you receive an application, you need to
acknowledge receipt.

UPOQOV Dashboard

After you click on the button in the last column, an email is sent to the submitter, with a copy to your

PVP office;
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UPOV PRISMA -

Dear Madarm/Sir,

Please be informed that the following application has been received:

= XU 30201800000150

Eest Regards,
LUPOV PRISMA Team

b. Ask for revision: this action is available only after you acknowledge receipt.

e Leran ot
s snsne B L L

RO it Dsivof Sbmisalon Ciop Froposed Varisty Danominatian Ervoters Varint Fisoronce St saymact et date Chinae actiom
— v - freves s n - [ - T
. v s, s Jroestiarg iy - s - [
s o el b i At " ias iy
Pty Pty yocs . S B ra— vt - s s

EXEE]
¥
i

Rttnt
Rt

After you click on the button, the following form will be displayed:
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Write your request and click on “Continue”. The message will show up to verify if you want to ask for
revision.

equest by authority for additional i
necessary, please orovide your commenl  Gonfirm Dialog

[B I Uiz =|® =

o Are you sure you to ask for revision

Requast by authority for additig

When you select “OK”, an email will be sent to the owner of the application, with a copy to your PVP
office.
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UPQV PRISMA -

W
Wy

Dear Madam/Sir,

Please be notified that SWITZERLAND requested to revise / provide additional information as following:

Request by authority for additional information concerning application: test

You are invited to access your dashboard in order to edit your application data.
Eest Regards,
UPQV PRISMA Team

5.1.2.1 Search

It is possible to search by International Reference Number (IRN), Proposed Variety Denomination and
Breeder's Variety reference. For that:

1. Enter the text in the box above the column.

2. Click “Enter” and the results are displayed.

Infernatiznat Rederence i Applcaton dat Modied On Dt of Sabmisalon  Crop optaed Sttan paymem eflecive date Dwniat Actien
1, M 00sss P o A Mo arury suncemnmon e oz - doanc tay B
Par L EAT Lackoea nabn L Gutonnas " e Lpranr “anmieeiza et

5.1.2.2 Filter
It is possible to filter by Application data for, Crop, Status and Owner. For that:

Click on the arrow above the column you wish to filter and the list of available values will be displayed
in the drop down list.

Application data for

You can filter the applications that are either PBR or National Listing.

Crop
O ¢ )| .
[ ayment eactive date e : -

Tnimriaisnal Fuloewnce Ni_ Ajglcaion dst Modfied On Dte of Subsmission T2 psad Vit Blinedar's

wouza [ d Abeia R B TEST CHuSER GUCES
L] RN ta Aosl - e
Fsoaen e o CUUME SIVISL pay deeoraton et

il a

digdgs
EEEEEZ
|

ez ] O Giycine max (L Mers. ADEAIVARSTTY TEST WTH T Sopstean Y
E aicen [T L
s L B pesal

Foas
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Note: In the drop down menu you can only see the crops for which applications have been submitted
for.

Status
This column is only displayed if the PVP Office is using the UPOV PRISMA payment gateway to
collect its PVP office application fee(s).

Owner

You can filter by the owner of the application.

5.1.2.3 Sort
It is possible to sort by all the columns in the dashboard (except action column)
1. Click on the column name (Date of Submission)

2. The dashboard is sorted in ascendant order

§igggig

3. Click again on the column name (Date of Submission).

4. The dashboard is sorted in descending order

| ! | | | | | | |
i Acala R I TEST CHUSER CUDES " s s
L

5.1.3 PVP Officer Screen

. . R t pay i
1. If you are a “PVP Officer”, you can click on +/ Request paymen in order to request payment for

submitted application data (85.5). This functionality is only available for PVP Offices authorizing
the UPOV office to collect their PVP office application fee(s) on their behalf.

2. In the dashboard, you can click on the IRN number of the application in order to view the
submitted application (85.6)

5.1.4 PVP Office Admin Screen

If you are a “PVP Office Admin”, you can click on one the following buttons:

1. . allows to assign PVP officer and PVP Office admin roles (85.3)

R t payment . " .
2. ' Request paymen : allows to request payment for submitted application data (85.5). This

functionality is only available for PVP Offices authorizing the UPOV office to collect their PVP
office application fee(s) on their behalf.

3. : allows to review PVP office profile (85.2)

4. In the dashboard, you can click on the IRN number of the application in order to view the
submitted application (85.6)

5.2 Edit PVP Office Profile

1. The first time you access the UPOV PRISMA, the PVP Office admin should complete their PVP
Office preferences. As a PVP office admin, you can review your profile. To do so, click on “Edit PVP
Office Profile” button on the top of the page.
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Welcome PVP Office OFFICE B
& Manage userrole | € rvr ofice procedure S @ M) & Logout

PVP Office Profile

POV member o
Tim Zoia Aecapted Lasgusgeln) *

PeaMTs2 v Engasn, French, Gesman, tatan a
o e yom greder 80 recenee Applcation DetaT ©
O mait 0 ip e mciudng XML
i GOCUMENnts and
O Email
Attachments
O System 1o system
communizaton @ ror
=]
T
g ™
—

The following fields should be entered or are mandatory:

e UPOV member: Itis a read-only field set by the UPOV PRISMA admin.

e Time Zone: This will be used as a basis to define the date the application data is
transferred/made available to the PVP Office. It should be the date in the time zone of the
PVP Office

e Accepted Language(s): the language(s) accepted for the answers;

Note: Only the entered values will be proposed to the applicant in the Settings page when starting a
new application.

e How do you prefer to receive application data?

o Mail: The applicant is responsible for printing the application data and sending it to
the office. You will not be notified by e-mail if you choose this option.

0 E-mail : Your e-mail address linked to your WIPO account will be used to send the
application data each time the applicant submits his application data.

0 System to System communication: if you have already developed a client interface
which is able to call the UPOV PRISMA Export web service and process the received
information, select this option. You will not be notified by e-mail if you choose this
option.

e In which format do you prefer to receive application data? This information is used to
define which documents will be attached to the notification e-mail sent in case you choose E-
mail in the question above.

0 Zip file including XML documents and attachments

o PDF

o Both

e PVP Office Disclaimer

2. Click on “Save”.

5.3 Manage user roles

If you are PVP Office Admin, you can assign roles. In order to assign roles, click on “User Role
Management” button at the top of the screen.

The list of existing authorized users is displayed. It is restricted to the PVP officers of the same
organization.

5.3.1 Add a new user

1. If you would like to add a new user to the system, click on “Add User” button.
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UPGV PRISMA & EdiFVF OfficeProfile & Manageuserrole @ rveonceproese | oo OO @

Usemame Fitst Narme. LagtName. Role Action

TSCHARLEND Eva Tachartand VP OFFICER
ADLER Manvela Beand PV OFFICER
FVROFFICE VR Offce OFFIEE VR OFFICE ADMIN

LA

u
Ii j C X Concel )
Firat Npms ! Bxtlon
v Tschatang PV OFIICER
Manpela Brang PVR OFNCER
Eie e e VR DEUICE ALWAN

3. User details are displayed. Select the role you would like to assign: PVP Office Admin or PVP
Officer.

4. Click on "Save” button.

5.3.2 Update User Role
In order to update user role, click on “Update User Role” link.

UPGVPRISMA - & ESRPVPOfce Profie & Manage userrole | v oms s | "0E0M0 SPOR20EE (G e

Usemame Fitst Narme. LagtName. Role

TSCHARLEND Eva Tachartand VP OFFICER

ADLER Manvela Brand VP OFFICER .
FVROFFICE VR Offce OFFIEE VR OFFICE ADMIN Upelale Uses ek

User details are displayed. Select the role ¥ou would like to assign: PVP Office Admin or PVP Officer.
Update User Role

Usemame PVPOFFICE
First Mame PVP Office
Last Name OFFICE
‘Company UPOV
Authority CH

I SSMPVP OFFICER . I

| «” Save || ¥ Cancel ‘

5.3.3 Inactivate User

If a user no longer needs to access the system, the PVP Office admin can inactivate their access. For
that,
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1. Click on “Update User Role” link
2. Choose “Inactive” in the list of available roles

' Update User Role

Usemame PVPOFFICE
First Name PVP Office
Last Name OFFICE
Company UPOV
Autherity CH

L NACTIVE .

" Save 3 cancel

5.4 Helpdesk

Use the Helpdesk function to write questions directly to UPOV PRISMA team. Click on the envelope
icon in the right top corner to open the form.

* Message

If a member of the UPOV PRISMA team is online, you can ask your question in the live chat. If the
UPOV PRISMA team is offline, you can fill in the form with you nhame, email address and your question
and click on “Submit” button. The email will be sent to the UPOV PRISMA team. You will receive the
reply by email.

5.5 Request Payment

This functionality is only available when the PVP Office requests UPOV PRISMA to collect the
application fees on its behalf (see terms of use available at:
https://www.upov.int/upovprisma/en/termsuse.html). In this case, the payment for UPOV PRISMA fees
and PVP Office fees is requested at the time of application data submission. Once received, the PVP
Office fees will be redistributed to the PVP Office upon their request.

In order to request a payment for an application data, the corresponding payment should be received
by UPOV PRISMA. In this case, a checkbox is displayed next to the International Reference Number
in the dashboard:

UPOV Dashboard

o & e o = . & .
Modfied On + Ciop Proposed Vanety Denominaticn  Seneder's Vanety Reference Stabas

FER amtezs : Tricum sestm L hoat stant Sutmated
FER 2vams < Main domestca Bokh. PROPOSED DENOUINATION NZAFFLE. WZAPPLE Sutmtied
s prene 0t Poat TEST HEW ZEALAND RESE St

e 2 Roal Testecoee Sutensted
L preey vordon R oSN RNz Stentint
ur a0 preT [pp— Lttt - uz Lot - b Dot Sutenten
FER T somaon : " Propasst denomeaton Bivaser Forwrance Sutmated

FER ORTHT 0806 Lactuca movaL DENOMINATION NZ Sutenited
D 10854 FBR T gy Soiaum uberosem L TEST CREDTCARD REFERENCE NI POTATO Submtted
on o 2016 Lt Lactuca matva L Inthice I siars o 1T arane Suteratd

YEY EEEFEEEF I
i £
3
£
i
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1. Check one or multiple rows and click on “Request Payment”.

UPQV Dashboard

Intesnasonal Raterenc, Dt of

s APpRCAON . Modfied On sl Crip Proposed Variely Denomination  Broedor's Vanely Referercs  Status payment stiocsve date  Chamer

1 W FRR Ll e TTRANTE Tricam sastvum L Rt it Sebmied MA Rt AN
e suaim0e 2320 Yo, Nz AP Sutmrer " Haeed Mahour
e 23002018 prevee Raal TEST NEW ZLALAND ROSE Setmres " Ha Mansus
L4 ] Lvarane awaaen Rl TEST CC 0CC dvomnes MA T My
FER 0T MRS Rota L ROBE NZ Roce - K2 ‘Bubmines A Erika Giaching
FER NHT018 2022018 Lachuca satva L LETTUCE « MZ Lutiuce - Mew Zeatand ‘Bubmines MA Erika Giaching
o Wz o020 SN NIRRT LY peaporad dansensien Rroacat Aetursace Samres I someaviay
L 190017 15087014 Lactcs tabva L DENOMMATION K2 Sctrrates 2000204 Wrancus Beeren
n wwargnr e e TEST CREGITEARD REFRENCE NZ POTATD. Strmres e Ha e
FER OMINTE 08120018 Laciuca satva L lettecn NI arane Ietice K2 anare ‘Submited 20122018 Arlane BESSE

< 1 .I-;l > »
2. In the dashboard, the Payment status is updated to “Requested”. In principle, after a few days, the
request is processed and the payment status is updated to “Processed”.

3. Check box option and “Request payment” button disappear, if you don't have any other payments
to request. A notification email is sent to the finance department, including a payment request
reference. This reference will be used by UPQV for the bank transfer. The finance department will
request the payment.

"y
@ A
i 1

Dear Madam/Sir,

NEW ZEALAND has requested the following payments:

International Reference Number Amount Currency
XU 30201700016654 500 NZD

Best Regards,
UPOV PRISMA Team

5.6 View PDF

If you wish to see the PDF document of the application, click on the IRN number in the Dashboard.
UPOV Dashboard

Interriaticnal Relerance by Agpbcation dat Modiied On. Duin of Submission  Crop Proposed Vasiaty Desominaton Eevadur's Varisty Roferenca
L] T Abaka R B TEST O USER GRADES.
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