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1. The Annex to this document contains a copy of a presentation on the tutorials for the following
different user roles of the web-based Test Guidelines template to be made by the Office of the Union at the
Technical Working Party (TWP) sessions in 2016:

e Leading Expert drafting tutorial
¢ Interested Expert comments tutorial
e Leading Expert checking tutorial

2. The tutorials contained in the Annex will be updated according to the comments and questions
received during the drafting of Test Guidelines for the TWPs at their sessions in 2016 and the presentations
at the TWPs in 2016.

3. The tutorials are available under the following link:
http://upov.int/export/sites/upov/tgp/en/tg_template tutorial complete.pdf, as well as in the web-based TG

Template under the link “Tutorials”:
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TG Dashboard
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[Annex follows]


http://upov.int/export/sites/upov/tgp/en/tg_template_tutorial_complete.pdf

TWF/47/17

ANNEX

TG Template

First Step Tutorials

1. Preparation of LE Draft
2. |[E Comments

3. LE Checking

TG Template

First Step Tutorial
1. Preparation of LE Draft

Login
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Dashboard
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Dashboard-Interested Experts (IE)

International Union for
the Protection of New Varieties of Plants

Interested Expert (IE)
Office Code
Tanvir Hossain  Australia, AU Active
Alberto
Ballesteros Argentina, AR Active
Elizabeth
Prentice- Canada, CA Active
Hudson
Radmila V|
S Czech Republic, CZ Active

Dashboard-Current Status
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TG Dashboard
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Commen Name UPOV Codefs] | Version Liadfing Expert (LE)
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Dashboard-All deadlines

International Union for

the Protection of New Varieties of Piants

Deadlines

TG Status | Status Start Date Status End Date

LE Draft [29Fen. 2016 | [tapc 2016 |

L3 [2As.2016 | [3 A0 2016 |

LE |

Checking [0 Ap 2016 | [27May, 2016 |
|
|

Close

Dashboard-All deadlines

* Deadlines are set according to document TGP/7
and as set out in the TWP reports
* In the web-based TG Template the statuses change

automatically on the relevant dates and TGs can’t be
edited afterwards

2.25.3 Requirements for draft Test Guidelines to be considered by the Technical Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairperson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Parties is as follows:

Action Latest date
before the TWP session
Circulation of Subgroup draft by Leading Expert: 14 weeks
Comments to be received from Subgroup: 10 weeks
Sending of draft o the Office by the Leading Expert. 6 weeks
Posting of draft on the website by the Office 4 weeks

Dashboard-Edit

—
By OREWL  Tonsat ) B

Access TG for
drafting
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Dashboard- First access to TG

TG Dashboard

Acke TG Permission for use of material which is SUbect to third party rights x

In the case of text, photograghs, illustrations or other material that are subject
t@ third party rights, [ have obtained the necessary permissian of the third
party. I Nave not Included n the Test GUIGEINS any Matenal where such

permission is required but has not been obtaine
Brey HoR ¥ e 26 view em

cancel
Erpp— A ¥ SR s view werspami

Acknowledge that you have obtained permission for use of
text, photographs, illustrations or other material that could be
subject to third party rights.

Edit TG- Action Buttons

Higeci 1) - LE DRAFT
-0

)

PO Codef} HORDE 1 Read-only data coming from GENIE database

[ [erpe—

T
Y 5= M @@ E Q| Beo|Bles xR R

i k€1 ks E| e -|[fma |7 Aasocisied Dacuments (42}

Use Rich Text Editor like Word .
Preview relevant

chapter in HTML format

sae  Rmet e Nen
Save data entered on screen  Empty all fields in the screen Save data entered on screen

and move to next tab

Edit TG-Continue Sentence/ Add
Paragraph

1. Subject of these Test Guidelines

il Continue standard wording sentence

LT Mors than one species (GNI)
Mo bt st g R gl vegetable sl
el s Yo @ Mo
s Reel | Prew Ned
Add an additional paragraph (a separate Consult
paragraph number will be assigned) Guidance Notes

in TGP/7
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Edit TG- Add/Remove Paragraph

1. Subject of these Test Guidelines

Thesa Tast Gukdobnas. appl 1o ol varlios of Hordku wuigara L
ot Ssolas

Remove previously added paragraph

@B @ G| w o mEEE0 K Beow BT US KL
A n e s s E][om | |7

Use Rich Text Editor like Word

o or et o

b, e, cegeeabie. et
) e ® Mo

Sme  Resel  Predew  Nent

Edit TG- Drop down menus

Inbermational Unice for
ihe ew

1. Subject of these Test Guidelines

Thass T

088 305 Yo M RS OF HORT ugans L

‘Add Paragragh

Mght b necsassey 1
o NG e

P ————
Inthe cae,

s ™
amamental
vegetabic

Select existing option or add
new option

Edit TG-SW and ASW

dert growing cycien
rton ot shoks b L gt

o e, (A5
B T naspansont cyies he o of s separte pasings
Th s st grown e sl b i s s o s s, plariogs
T Sepancare.tycea B 8 g pning

a3 paragrapn

st o i Select appropriate options:

R e S———___ the corresponding ASW will
[t be displayed on screen and

m::;m“wmwmm \included in the TG.

Note: SW is not displayed on screens but is included in HTML Preview and exported
Word document.




TWF/47/17
Annex, page 6

Edit TG- Search characteristics

Search for characteristic name or state

@/ of expression of adopted TGs
- = M% Access
relevant TG

If appropriate,
select
a characteristic

 —

Click on Import characteristics

Edit TG- Imported characteristics

Name, state of expression
e and notes are imported

<llelicle

Mshort V| e
Mmaduim 9]

Vel 7

Myery i v

A e

Enter Characteristics

Edit TG: Add characteristics from
scratch

Before creating characteristics, create master list
of example varieties

A s Name

Enles Characteristics
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Edit TG- Example Varieties

Add example varieties
one by one

Create Example Varieties Master List x

Y

Alaric Edit / Remove

Chandor Edit / Remove

Goldor Edit / Remove

Ok

Edit /Remove example variety :
reflects changes throughout
characteristics using this
example variety

Edit TG: Add characteristics from
scratch

Type name and format, if

appropriate Type state of expression and
select notes

A Characioristics

States of Expression
(G 1020

Ecle Charachosts Hams

Erter Characiesistics.

Add more state(s) of expression Click to select example

variety(ies) from
master list

Uncheck to remove state of expression

Edit TG: Add characteristics from
scratch

Tick if characteristic has an asterisk (*)  Tick if characteristic is a grouping characteristic

Click to add characteristic to TQ 5

AJIEd Characteristics

Create

Varieties Master List

. .
N P — Exnrvpl Vrietes . . &
=4 (G 19,20) CH 7 (6N 13) | S7P | Exgr !
@ o
ot Coamacoczcs Name £l [Nonrw] Ao Ecarge vartes Q

Erter Charactersiks Select type of expression and method(s) of
observation (mandatory)

Enter completed
characteristic to list of
characteristics

Select type of plot and add growth stages, if appropriate
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Edit TG: List of characteristics

.................. Access list of grouping chars. or

View all characteristics ©xplanations covering sm :
1 covering several chars~

o 25.27) T
¢ = - s T - )

Add/edit ®
explanations

@ v = “ m
® - - " . m

Raster Expranation Lavals

\Order explanations covering several
characteristics alphabetically

Edit TG: List of characteristics

ExpressioniMotes | Exsmple Varistios | *

o

H
8

click on characteristic name In arder fo edit characteristic

View/Edit grouping characteristics

¥ (= - M Em= o Ew=8rvsa~L

e Add grouping text
B (e.g. color groups), if

appropriate

3= o mam = a|x E=a]s v

] o 7

Gee 3= - *sm=n|[% ww=ervsax L
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Edit TG: Add/Edit explanations
covering individual characteristics

* Use Internet Explorer

* Generally, with Rich Text Editor you can
format like a Word document

ol | 1~ B=Q 8 Source.
X\ L | == 1)% E = Styes - || Fomat -|[

add numbering Insert table text alignment
upload image

paste copied text

Edit TG: Add/Edit explanations
covering individual characteristics
* In order to create your explanations, you can

copy and paste text and illustrations from a
Word document

* lllustrations can also be uploaded as follows:

& & @ |- I~ M= Q| @Swuce | B I U S %, x| L
= [ | = = =/ syes [ Foma -|[ 2

click here to upload image

Edit TG: Add/Edit explanations
covering individual characteristics

* If an explanation consists of text and
illustrations, copy and paste the text and
illustration(s) separately.

* lllustrations in tables from existing tables

— copy and paste row with images from Word into
the Rich Text Editor

— add a row below (right mouse click in the table,
select rows, then insert row below)
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Edit TG: Add/Edit explanations
covering individual characteristics

? TG Admin InterfaceTG Admin Interface - Internet Explorer T

XD EHEE % =-mams o |f]esw BIUS:

2

= = | K = s - || Fomat -

Edit TG: Add/Edit explanations
covering individual characteristics

* Link illustrations to states of expression

— Put your cursor in the blank cell below each
illustration and select the relevant state of
expression by clicking on “Add state of expression”

@ @ @ g-|m - mlam= o] Bsow BIUSXOX>TI
= .

Edit TG: Add/Edit explanations
covering individual characteristics

¢ [llustrations with tables created in Rich Text
Editor

TG Admin InterfaceTG Admin Interface - Internet Explorer - -

1. Click on the table button
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Edit TG: Add/Edit explanations
covering several characteristics

Repeat steps 1 to 3 for as many labels as necessary for a characteristic

‘‘‘‘‘‘‘ “—> 1. Select label

RN PR CEE T N LT
-------- Fora - 3

2. Add explanation to Rich Text
Editor

Adtos bcaten

3. Click to add
label to
characteristic

T View summary for labels added for characteristic

Edit TG-Tab Chapter 8

* If your TG contains a Chapter 8.3 (e.g. growth
stages, example variety synonyms,
information on grouping types, etc.)

Edit TG- Literature

* Enter literature references in the Rich Text
Edito

9. Literature
Literstrs References
@ @ @ - 5 - "~ = 0|l R | B Ssoure Literature
BIUSRXx| L= 99 Kk & A M| Syks -|| Fomat |
baay

i be presented as follow:
flication]. [Town. City / R

(Literature shou urname 1], [niials 1] [Sumame 2], infials 2] elc
Yaar]: [Tite]. [Pu | lop. m1 o n2 or x pp] )

Save Reset Preview Next
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Edit TG- Technical Questions

Lo T T o T T o (R - T [

10. Technical Questionnaire View example

Does this T0 also apartof 8

1. Subject of the T :
Default according to coverage of TG and
GENIE database

\ Add other information reugired in TQ

(e.g. Species)
Add more sets for botanical and common name and

other information

Edit TG- Technical Questions

Adapt standard breeding scheme in Rich Text Editor, if necessary

ring
¥ |- ™ EEEQ ¥ BSsws B/I U &= x I ;= % 1" E & A8
?

Waslety resulting from: ~
4

controlled crass

{piease state parent vanieties)

4

Edit TG- Technical Questions

Select appropriate options with regard to method of observation

4.2 Method of propagating the variety

Information on method of propagating the variety

& Seet-propagated varaties
Selfpolination
Cross-polination
Hybrid

Apomicti Varity

Non-apomictic variety

oooooo

Other

@ Vegetaivel-propagated vareties
tuber
cutings

in vitro propagation

oooo

Other

m} Other
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Edit TG- Technical Questions

Select Yes if the TQ requires the production scheme for hybrid varieties

Doss this TQ require productan scheme for hybrid varieties? * ® vee L No

Information on method of propay

B ®E .|| - ™ LM E QX | Bsarce

#)9 k& 8 B|[syes | Fomat -|[?

B I US X x L

I e case of hybisd vanieties, Ihe produslion Scheme for the hybid Soukl be provided on a segarate shest. TS SNould provice details of all
he parent ines required for propagating the Mybiid € g.

Singhe Hybrid
( 1o

female parent male parent

Adapt standard production scheme for hybrid varieties
in Rich Text Editor, if necessary

Edit TG- Technical Questions

Displays characteristics for which “Add to TQ 5” was checked in the .
Characteristics tab Edlt{/delete data
copied from

characteristic

5. 7Q Characteristics

Ewers Goucher

oot

semupognt

Add states of expression,

example varieties and

notes (e.g. to complete e
condensed scale with 5

complete scale)

None v| Add

Edit TG- Technical Questions

Complete TQ 6 to TQ 9

6. Similar varieties and differences from these varieties Similar varieties (GN 33)

Characeristc for which there s |
a diference:

Eqmsscnotsntarvaioy; |

Expresionof candat vrety. |

7. Additional Information which may help in the examination of the variety Variety use (GN 34)

‘Should a representative color image of the variety accompany the TQ? *

Add Paragraph

9. Information on plant material

‘Should information on testing for the presence of virus or other pathogens be provided?*

Add Paragraph

Save Reset Preview Next
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Edit TG- Annex

* If your TG contains an Annex, please enter the

information in the Rich Text Editor

biepond that providod in Chapters 1 10 10 of the Test Gudalines:

mMaomsal®

% Y B R AS

Annex

Ploasa erfor additional mformation

@& @ - |-
Styen Fomat - || 7

Review TG

Click on the Review tab in order to e
Word document of a TG

xport the

Word Export

* For a clean view of the exported Wo
document, deactivate the show/hid

Rddns

View  Developer

References  Maiings  Revew

R W "

Acrobat
B )\ AaBOCeD AsBbCcD AABBCCL AaBit

1 Caption

I
| show/Hide 1 (Ctr-0

rd
e button:

Emghasis  THeadngl THead

graph marks and other

=]

Deactivate the Show/Hide button

ormatting symbols.
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Submit

* After having finalized your draft, click on Submit:

Clicking on “Submit” means that your draft Test Guidelines will be transferred to the UPOV Office
and you will no longer be able to make changes.

Submit

* If you do not submit the draft TG, they will be
submitted automatically on the deadline date
according to the TWP, and you will not be able to
edit the draft Test Guidelines after this date.

TG Template

First Step Tutorial
2. [E Comments

Login
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Dashboard-Current Status

inrested

s an -~ o
Lesng Expen ey MBI | S M nas | L39UpIG |1 Comeseens | acson

Poaia RO Toatamey F iad Dt

Check Period

Dashboard-All deadlines

International Union for
the Protection of New Varieties of Plants

Deadlines

TG Status | Status Start Date Status End Date

LE Draft [emar 2006 | [21mar 2016 |
i [22mar. 2016 | [15Apr. 2016 |
L [16Apr. 2016 | [omay. 2016 |

Dashboard-All deadlines

* Deadlines are set according to document TGP/7 and
as set out in the TWP reports

* In the web-based TG Template the statuses change
automatically on the relevant dates and TGs can’t be
edited afterwards

2.25.3 Requirements for draft Test Guidelines to be considered by the Technical Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairperson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Parties is as follows:

Action Latest date
before the TWP session
Circulation of Subgroup draft by Leading Expert: 14 weeks
Comments to be received from Subgroup: 10 weeks
Sending of draft to the Office by the Leading Expert: 6 weeks
Posting of draft on the website by the Office: 4 weeks
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Dashboard-View all IE Comments

TG Dashboard

Lot upaatss | € Commants

s a :
€ Cammares

[ FTCHPENN  ToaapY F iad Dot R Ve 210 06 e
=t

Access list of all comments made by all IEs

List of IE comments

Select preferred order of View compiled list of all Export list of IE comments
|IE comments comments made by all IEs according to order of
comments selected

Interested Expert (IE) Comments.
' it Ondo oy Chapter Wame) ) v by IE Hame

Chapter Name

Comments Datail Update Date

Material . Matesiais Required Chris Bamaby suggest 15 plants 28 Jun, 2015 D5 48

Assessment . Urifarmity Takaryuki Mikusi Ceald you indicate criteria of ursdormity for hybrid variesies? 03 Jul, 2015 0725

1 suggest the inclusion of Plant growth habit{Char 17" rather
Charactenstcs - | Plant grovih habd Jung Naem Suh than "Plant heighi{Chas 2)° 1o Grouping charactenisiics, as 03 ul, 2015 0821
plant height will sepend heaviy on emvranmental conditions

Characteristcs - 16, Flower Chris Bamaby Gonsider fewer states. There is difficully in separating 3,45, 26 Jun, 2015 0455

Ase the depih of the snuses between the carolla lobes ta be
Inchuded i this assessment? If nof, i may be better to efther

Characienstes - 19. Flower 08 of incrsons of mamgin Mhel Comier indicats Iat Ihe depth of (he snuses should Not be sssessed 02 i, 2015 19.46
in an explanaion or change s characieriste from a flewer o
a comola lobe charactersiic

Dashboard-Edit

TG Dashboard

Comman Nasme o cooa wrsica Lasting Expant U ums = Comesats | acson
commen N e w |w acing Expart ) | IS - € s | acse

€ Cammares
[ FTCHPENN  ToaapY F iad Dot R Ve
=t

Access for making IE comments
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won | Assessments | Crarscterisscs | Gnapwrs | Lierstwe | Teownicas Questonnare | annex

Adding IE Comments

BIUGSx»>

maEEsQ &
EEETLIE

Below each section,

l— Throughout all screens, see
the data entered by the LE
(not editable for IEs)

throughout all screens, make
your comments in the Rich
Text Editor fields

* Use Internet Explorer

format like a Word document

paste copied text

Add IE comments-Rich Text Editors

* Generally, with Rich Text Editor you can

BB E G- = ~ HE 0|8 Bsue
B I US x\x L == E MW\E E = 5 Syes - || Format ?
\ add numbering insert table text alignment
upload image
format text

provide illustrations

— In order to add illustrations, you can

?

[ M= Q

click here to upload image

Add IE comments-Rich Text Editors

* |n the Rich Text Editors, |Es can now also

paste text and illustrations from a Word document
— lllustrations can also be uploaded as follows:

2| [Bsowe|[B I U & x x| I

copy and
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Adding IE Comments-Characteristics tab

View and make comments on individual characteristics

View and make comments on explanations covering several and
individual characteristics

Examination
7. Table of Characreristics
List of Charactenstics.

Exampl Varieties

Cp—r—

oy [
PR e A 1 Gou 90w a1 Comeers.
Pesv oo
oy e
3 St e @ % o S O e 1 Cormerts
na? S
- s 1 60U
- K s o P
4 Leatienen WD W Y Conmat
na St

Adding IE Comments-Characteristics tab

View and make comments on grouping characteristics

View and make comments on all explanations
covering several characteristics

7. Table of Characreristics
List of Charactenstics.

[ ———
couern

mdivicual

Characleristic

Exampl Varieties

Pt gomaty BN % o v C - e
o
sy gt
PR s 150 0o E porS—
e BEy o011
s
Shost-lengih et ¢ @ o ¥ ¥ oo s Commens
g7
st UMVAMA 1 50U
. Leat ngm e e v a4 v T 0 Comments
engi? Ot

Review TG

Subject | Material | Examination | Assessments | Characteristics | Chapters | Literature | Technical Questionnaire Review | Submit

Click on the Review tab in order to export the
Word document of a TG
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Word Export

* For a clean view of the exported Word
document, deactivate the show/hide button:

“ Home = Dsert  Pagelayout  References  Malings  Review  View  Developer  Adddns  Acobat

91, AaBbCeD AaBhOch AABBCCL AsBbt

Teapton  Emphasis  THeadmgl T Head

y 4
] Show/Hide 1 (Ctr-0

y paragraph marks and cther

Deactivate the Show/Hide button M dden formatting symbols.

Submit

* After having made your comments, click on
Submit:

Clicking on “Submit” means that your draft Test Guidelines will be transferred to the UPOV Office
and you will no longer be able to make changes.

Submit

* If you do not submit the draft TG, they will be
submitted automatically on the deadline date
according to the TWP, and you will not be able to
make comments on the draft Test Guidelines
after this date.

IE Comments—LE Reply

* LEs can now reply on IE comments during the LE
checking period, when the LEs finalizes his draft after
the IE comment period and before submission to the
Office

* The list of IE comments can be accessed by IEs also
after the IE comment period in order to check
whether replies on IE comments were made by the

LE via the dashboard
TG Dashboard




TWF/47/17
Annex, page 21

IE Comments—LE Reply

View LE replies in IE comment list on screen and in exported Word document

Interested Expert (IE) Comments.

 Dutaut Ons —"

Update Date

Subject

TG Template

First Step Tutorial
3. LE Checking

Login
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Dashboard-Current Status

isestea | s an -~ o
Lesng Expen ey MBI | S M nas | L39UpIG |1 Comeseens | acson

E Checking)
(14 Mar, 2016)- ,,,,,
30 Apr, 2016)

Poaia RO Toatamey F iad Dt

Check Period

Dashboard-All deadlines

International Union for
the Protection of New Varieties of Plants:
TG Status | Status Start Date Status End Date

LE Draft [emar 2006 | [21mar 2016 |
i [22mar. 2016 | [15Apr. 2016 |
L [16Apr. 2016 | [omay. 2016 |

Deadlines

Dashboard-All deadlines

* Deadlines are set according to document TGP/7 and
as set out in the TWP reports

* In the web-based TG Template the statuses change
automatically on the relevant dates and TGs can’t be
edited afterwards

2.25.3 Requirements for draft Test Guidelines to be considered by the Technical Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairperson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Parties is as follows:

Action Latest date
before the TWP session
Circulation of Subgroup draft by Leading Expert: 14 weeks
Comments to be received from Subgroup: 10 weeks
Sending of draft to the Office by the Leading Expert: 6 weeks
Posting of draft on the website by the Office: 4 weeks
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Dashboard-View all IE Comments

Intematiral Union for
e Protecton of New Vaietis of Plants

TG Dashboard

varsion

Expen gy |1

LE Checking
[ FETCH PETUN w3 g eree Dot (14 Mar, 2016 - s, 28 215 e
oe) 30 Apr, 2016)

Access list of all comments made by all IEs

List of IE comments

Select preferred order of View compiled list of all Export list of IE comments
|IE comments comments made by all IEs according to order of
comments selected

I

Interested Expert (IE|,Comments.

[Formt et crprans G

Comments Detail

Luis Saiaices Test comment Subject 1Nar, 2016 1213

LE REPLY

LE Repy Subject &R

Test comment Matenial Requred

Peter Button / Regly 14 Mar, 20161224

|Es can now also upload illustrations

Examination - Test Desian Luis Sataices. Test comment Test Design Repty 14 Mar, 20161213

List of IE comments-LE reply
During the LE checking period, LEs can reply to IE comments

See the LE reply directly below the relevant comment

 Dofault Order (b Chapter Name) Order by IE Name

Interested Expert (IE) Comments \

Luis Salaices Jest comment Subject

Ean 14 Mar, 2016 1229

Test comment Materiai Required

Material i3l Supphed Peter Bution Regly 14 Mar, 2016 1224

Luis Salaices Test comment Test Design Reply 14 Mar, 2016 1213
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LE checking period-Edit TG

* During the LE checking period you can work
on your draft as during the LE drafting period

Access TG for editing

TG Dashboard

- et | En

LE Checking
(14 Mar, 2016 - View
30 Apr, 2016)

......

LE checking period-Edit TG

* For guidance on editing TGs, please consult
the LE drafting tutorial by clicking on the link
below:

LE drafting tutorial

Review TG

Click on the Review tab in order to export the
Word document of a TG
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Word Export

* For a clean view of the exported Word
document, deactivate the show/hide button:

v Developer  Addins  Aoobat

[l Home  msert  Pagelaent  References  Mailngs  Reden
el TR AN A S 91, AaBbCeD AaBhOch AABBCCL AsBbt
& -F - | ucaption  Emghasis  THeadingl 1Head

y 4
7f 1 | Show/Hide 1 (-0

o)
Deactivate the Show/Hide button

Submit

» After having finalized the TG, click on Submit:

Chapter8 | Literature

Subject | Material | Examination

Clicking on “Submit” means that your draft Test Guidelines will be transferred to the UPOV Office

* If you do not submit the draft TG, they will be
submitted automatically on the deadline date

according to the TWP report, and you will not be
able to work on the draft Test Guidelines after

this date.

[End of Annex and of document]



