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Abstract 

The ICANEPO project aims to develop an application for the management of court cases of the 

European Payment Order by judicial authorities. Throughout the development of the application, 

the project has created supporting training material, targeted towards both the users and the 

future maintainers and developers of this application.  

This document describes the training resources available (software, manuals etc) as well as a brief 

training concept that could utilise them in the future. 
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1. Training Resources 

1.1. ICANEPO User Manual 

The core element behind the training resources created during the project is the ICANEPO User 

Manual. Rather than following a standard user manual approach, this document has been 

intentionally structured in a format that presents a “user flow” (or “user story”), similar to the 

design principles followed during the development of the application. 

In this way, the user manual can also serve as training material, as it explains, step-by-step, how 

to use the ICANEPO application in a standard scenario where the court receives a Form A and 

replies with relevant forms. As is the case with the ICANEPO core, the manual covers all of the 

basic aspects of the regulation, i.e. the standard workflow involved in exchanging standardised 

forms via e-CODEX. Since some aspects of the user flow may differ across member states, the 

following things should be taken into account: 

• The way that this manual is used in training is left up to the implementing authority, since 

roles may differ (the manual uses an abstract role assignment of User1, User2 etc). 

• In the case of national extensions of ICANEPO that handle specific procedures, the manual 

should be adapted accordingly. 

Some screenshots of the ICANEPO User Manual can be found below, while the full version of the 

manual is also included in this deliverable as ANNEX A: ICANEPO User Manual. 

 

Figure 1: Screenshots of the ICANEPO Manual (available in the Appendix) 
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1.2. ICANEPO module for the e-CODEX Auto-responder 

1.2.1. The e-CODEX Auto-responder 

The e-CODEX Auto-responder is a software which was created by project partner AUTH and has 

been used successfully in similar, e-CODEX-based EU projects and trainings. It was first developed 

as a companion to the e-CODEX Central Testing Platform (also developed by AUTH and now 

operated by eu-LISA) to create testing and training environments where the receiving authority 

(“played” by the Auto-responder) not only receives, processes and validates e-CODEX messages, 

but also automatically replies to them using basic business rules. This setup can fully emulate the 

workflows of a specific e-CODEX use case, such as EPO. 

 

Figure 2: Visual representation of a possible use-case for the e-CODEX Auto-responder. 

As can be seen in the figure above, the e-CODEX Auto-responder can, in the proper setup, also be 

used for real-time self-paced training, where a user sends a message through an e-CODEX 

compliant Case Management System (e.g. ICANEPO) towards a full e-CODEX infrastructure that 

automatically replies to the form(s) received. The e-CODEX Auto-responder also features an 

interface to emulate the reception of forms, as a user can request that a form is sent to them 

using a simple, password or keycloak-controlled interface (shown in the figure below). 

 

Figure 3: The e-CODEX Auto-responder (user view – requesting a message). 
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1.2.2. ICANEPO module 

During the development of the ICANEPO project, the project partners collaborated on designing, 

developing and deploying an (ICAN)EPO-specific module for sending and receiving test forms 

automatically, using the e-CODEX Auto-responder. This module was not only helpful for testing 

the full e-CODEX workflow of the application but also sets the stage for the subsequent possible 

use of the module for training purposes.  

More specifically, the ICANEPO module includes the following pre-defined, standardised EPO 

forms that can be received by a court handling EPO cases: 

• Form A (Initial) 

• Form A (Reply) 

• Form C2 (Reply)  

An example of using the ICANEPO module of the e-CODEX Auto-responder to request a Form can 

be seen in the figure below: 

 

Figure 4: Requesting an EPO message through the ICANEPO module of the e-CODEX Auto-

responder 

Additionally, the ICANEPO module includes a set of basic business rules to reply to incoming forms 

(i.e. forms that can be sent out by the court) based on the content of specific EPO fields (e.g. the 

name of a claimant or the ID of a case). These can lead to the following actions: 

• Reply with Form B 

• Reply with Form C 

• Reply with Form D 

• Reply with Form G 

1.2.3. Sample Content  

All e-CODEX messages produced by the module were accompanied by their respective e-CODEX-

compliant XMLs, based on example forms (samples) that were previously created and maintained 

by AUTH on the e-CODEX Central Testing Platform. Due to its complexity, PDF generation is not 
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handled by the e-CODEX Auto-responder, but all resulting XMLs include the original information 

(e.g. case ID, persons/court involved etc.) to create an as-realistic-as-possible environment.  

1.2.4. Testing environment 

To facilitate exchanging test messages for project purposes, a full e-CODEX test infrastructure was 

setup in AUTH premises. This setup included: 

1) A full e-CODEX node (Gateway / Connector) that was connected to the ICANEPO application 

(“XX” node)  

2) A full e-CODEX node (Gateway / Connector / Connector-client) that hosted a copy of the e-

CODEX Auto-responder with the ICANEPO module installed. (“ZZ” node) 

For the duration of testing, both nodes were connected using custom p-Modes, based on the 

official EPO p-Modes by eu-LISA. This setup created a functional testing environment where real 

e-CODEX messages were exchanged between the ICANEPO application and the Auto-Responder. 

This testing environment will be maintained by AUTH on a shut-down (paused) state after the 

end of the project and, thus, can be reactivated on demand.   
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2. Training Concept 

Based on the above available resources, this section of the document presents a training 

concept that can utilise them towards training. 

2.1. Scope of Training 

The scope of an ICANEPO training concept is limited to training users on how to use the EPO flows 

in an environment where ICANEPO is installed (a Court), and not on how the European Payment 

Order procedure works. The envisioned goal is for users to get hands-on experience with 

ICANEPO, which includes both business processes, logic, operational and legal aspects, as well as 

the technical implementation (User interface) and specific use of the ICANEPO environment.  

2.2. Training Exercises 

The following sections present a series of simple training exercises that can be used in the context 

of ICANEPO. All of these exercises can also be performed by triggering automatic incoming Form 

A messages from the e-CODEX Auto-Responder (presented in the previous section), as was done 

during the internal testing of the application. 

For the purposes of conformity, these exercises use a simplified version of the OASIS TAML 

guidelines on how to create test assertions, which follow a similar format to training exercises (in 

the context of requirement/goal).  

2.2.1. Incoming Form management 

Target: Interface familiarity – case handling 

Prerequisite: A Form A is received by the court  

Predicate: The form is assigned to a case and a user that will handle it 

In this training exercise, the trainee will learn how to handle an incoming Form A, by assigning a 

case number to it and then assigning a user to handle it.  

2.2.2. Reply with Form B & G 

Target: Interface familiarity – reply with EPO form 

Prerequisite: A Form A requires a reply with Form B (step 1) & Form G (step 2) 

Predicate: EPO Form B and EPO Form B are generated and sent back to the claimant by the 

court through ICANEPO 

 

In this two-step test, an incoming Form A receives a Form B reply. The court then awaits for a 

“corrected” (revised) form A response, after which it can issue Form G. 

https://docs.oasis-open.org/tag/guidelines/v1.0/cn02/guidelines-v1.0-cn02.pdf
https://docs.oasis-open.org/tag/guidelines/v1.0/cn02/guidelines-v1.0-cn02.pdf
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2.2.3. Reply with Form C & D 

Target: Interface familiarity – reply with EPO form 

Prerequisite: A Form A requires a reply with Form B (step 1) & Form G (step 2) 

Predicate: EPO Form C and EPO Form G are generated and sent back to the claimant by the 

court through ICANEPO 

 

In this training scenario, an incoming Form A is replied to with a Form C1. The claimant replies 

with Form C2 which leads to a rejection (Form D) by the court. 

2.2.4. Alternative versions for Form training 

Exercises 2.2.2 & 2.2.3 are grouped together in order to train users in as many forms as possible 

using the same workflow. An alternative is to break down (or expand) the forms in separate 

exercises as follows, while also testing other aspects of the workflow such as the case where the 

time limit is not respected or a statement of opposition1: 

• Form A → Form G 

• Form A → Statement of opposition 

• Form A → Form D 

• Form A → Form B → Form A → Form G 

• Form A → Form B → Form A → Statement of Opposition 

• Form A → Form B → Form A → Form D (unfounded) 

• Form A → Form B → Form D (time limit not respected) 

• Form A → Form B → Form A → Form C1 → Form C2 → Form G 

• Form A → Form B → Form A → Form C1 → Form C2 → Statement of Opposition 

• Form A → Form B → Form A → Form C1 → Form C2 (Refuse) → Form D 

• Form A → Form B → Form A → Form C1 → Form D (time limit not respected) 

2.3. Making a case for a “Train-the-trainer” approach 

Judicial IT systems such as ICANEPO, require a degree of specialized knowledge and consistent 

updates. When considering the training needs of such a system, a train-the-trainer approach can 

be highly effective due to its ability to create a sustainable and scalable model for education and 

skill development.  

By training key personnel—judges, court administrators, or legal educators—who can then pass 

on their expertise to their colleagues, the approach ensures that training is not only widespread 

 
1 It should be noted that the way these aspects are handled can vary according to national implementation, 
hence why they are not initially included in the training exercises 
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but also adaptable to local needs (and possible ICANEPO national extensions).  This peer-driven 

model not only enhances the credibility of the training but also helps build a network of experts 

who can provide ongoing support, share best practices, and tackle challenges collectively.  

The details on how to create a “train-the-trainer” approach are out of scope of this document and 

would also vary greatly according to national procedures. However, the exercises presented 

above can be used as a template.  
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Introduction 

This manual explains how to use the International Core of the ICANEPO application step by step, 

by means of presenting a simple user flow. It covers the main steps, starting from a user’s task 

list where a new Form A has arrived and ending with the process of issuing a Form E. Each 

section includes detailed screenshots and descriptions to assist in understanding how to 

complete each task. 

This manual does not intend to provide a complete description of ICANEPO functionalities or 

how the European Payment Order should be handled by a court, but rather to walk the user 

through what can be considered the “standard” EPO workflow (i.e. from Form A to Form E). 

Once a user understands how to handle such a workflow, they are able to apply the same 

functionalities to the subsidiary workflows with all other EPO Forms, which are included in the 

Annex for reference. 

User Flow 

This user flow requires that a claimant has already sent an EPO Form A electronically (e.g. via 

the European Electronic Access Point) to the competent court which hosts the ICANEPO 

application. As such, in this scenario: 

• The ICANEPO application has received the Form A and has automatically created a new 

task which is -not yet- assigned to a person/organisational entity or an existing case. 

• For the authority handling the EPO case, it is first necessary to assign the task to a 

person/organisational entity, create a new task and a new case and then decide upon any 

follow-up action. 

In the following user flow, there are three different types of actors, which can be typically found 

at a court competent for EPO. The relevant actors and their responsibilities, however, might 

differ from member state to member state. Also, there might be combinations of user roles 

within one person.  

For the purpose of this document, the actors are abstractly titled as User 1, User 2 and User 3 

with the following competencies: 

• User 1 is competent for incoming messages at an authority and assigning them to the next 

user. Typically, it is some kind of registration office, but it could also be e.g. a court clerk 

of a department dedicated to processing incoming messages. 

• User 2 is competent for managing the case data including the documents of the case and 

sending messages. Typically, it is a court clerk at a department competent for EPO. 

• User 3 is competent for making decisions in the case, such as the forms to be created and 

sent. Typically, it is a court officer or judge at a court competent for EPO. 

 

Note: the following user flow is an abstract and simple example of how a flow from Form A to 

Form E might work using the ICANEPO International Core. The details of the flow might be 

different in each Member State. 
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User 1: Display list of tasks & Show/Edit Task 
 

User 1: The first step is to open the task list with all available tasks, including the newly created task with the received Form A (Reminder: this task 

was automatically created by ICANEPO upon the reception of a new incoming Form A). The case number is yet unassigned as no case has yet been 

created for the new incoming Form A. 

 

In order to work with the task, User 1 needs to open the task either by clicking on the task or by using the “Actions” menu at the right side of each 

task. By clicking on the three “…” the Actions menu opens and by choosing “Edit” the task will open in editing mode. 
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User 1: Assign task (to another person/organizational entity) 
 

User 1: In the editing mode of the task, User 1 now can assign the task with the new incoming Form A either to a competent person or to a 

competent organisational entity, such as a department. This is done by selecting the appropriate value in the drop-down field “Assignee”. If 

necessary, User 1 can already assign a due date for this task by choosing a date in the field “Due date”. By clicking on the button “Update task” in 

the lower right corner of the task panel the application saves the changed data.  
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User 2: Display list of tasks & "Create New Case" 
 

User 2: As part of their daily routine, User 2 checks their task list. User 2 now needs to open the new task and create a new case with the data, 

which comes along with the task. After opening the task, User 2 clicks on the button “Create new case” in the upper middle section of the task 

panel. 

 

Note: the button “Create new case” is only available when a task is not yet assigned to a case. 
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The application will then open the case management, create a new case and display the case data – populated automatically from the incoming 

Form A. User 2 needs to assign a case number, the competent authority for the case and the competent department for the case. By clicking on 

“Create case” the application will save the case data updated by User 2. 
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User 2: View/Edit New Case  
 

User 2: If necessary, User 2 can also edit the data, especially the party data, in this view. The party data can be edited at this stage or at a later 

stage of the case. 

- For editing an existing party, User 2 clicks on the three “…” at the right side of each party and choses “Edit”. 

- For adding a new party, User 2 clicks on the button “Add +” at the upper right corner of the “Parties” section. 
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In both cases the party panel will open on the right side of the screen, where User 2 can edit all party data. A click on “Save” in the lower right 

corner of the party panel will save the changes made to the (new) party. 
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User 2: Create new task (Forward case to User 3) 
 

User 2: The final step for User 2 at this stage is to send the case to the deciding user (User 3). To do so, User 2 needs to create a new task by 

clicking on the button “Create new task” in the upper right corner of the screen.  

User 2 edits the task data as required and assigns User 3 in the field “Assignee”. By clicking on the button “Create task” in the lower right corner of 

the task panel the system will create the task with the assigned User 3. 
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User 3: Display list of tasks & go to case 
 

User 3: The deciding User 3 will check new incoming tasks as part of their daily routine and make a first decision upon the new case. User 3 

therefore opens the task list where new tasks, created previously by User 2, would be displayed. By clicking on one of the tasks, User 3  can 

navigate to the case using the appropriate button on the panel that opens . 

 

  

 

User 3: Open case / Display case 
 

User 3: in the Case management interface, User 3 can first read the case data before 

continuing with examining the Form A. 
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User 3: Open Form A / Display Form A 
 

User 3: To open Form A (and all other documents of a case) User 3 switches to the “Digital Dossier” by clicking on the menu bar at the upper 

middle section of the screen. After selecting Form A in the left section “Official documents”, the application will display the PDF of Form A in the 

middle section “Preview”. User 3 examines Form A and makes a first decision. 
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User 3: Create internal note (Issue court fees) 
 

User 3: The first decision is to issue court fees for the case. User 3 creates an “Internal note” by clicking on the button “Create new note” in the 

upper right corner of the screen. In the “description” of the internal note User 3 orders to issue court fees for the case. By clicking on “Complete & 

File” the application creates the internal note and adds it to the list of official documents. 

 

Note: court fees themselves are not handled within the core of ICANEPO. A court fee module might be developed nationally and connected with 

ICANEPO.  
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User 3: Create new task (Issue court fees) 
 

User 3: After creating the order to issue court fees, User 3 still needs to inform User 2 – who will execute the order – about the new task. 

Therefore, User 3 creates a new task by clicking on the button “Create new task” in the upper right section of the screen. In the task, User 3 orders 

User 2 to execute the new order to issue court fees and assigns User 2 to the task. A click on the button “Create task” will create the task with 

User 2 as the assignee. 
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User 3: Create internal note (Draft Form E) 
 

User 3: Additionally, in this scenario, User 3 may want to already order the issuance of Form E.  

 

Note: it depends on national regulations whether the court needs to wait until court fees have been paid before processing with the case or if the 

court can immediately continue with the case. This example assumes that the court can already proceed with the case. 

 

As shown in previous screens, User 3 creates an “Internal note” by clicking on the button “Create new note” in the upper right corner of the 

screen. In the “Description” of the internal note User 3 orders to issue Form E for the case. If necessary, User 3 can add additional information 

how to issue Form E in the field “Description”. By clicking on “Complete & File” in the lower right corner of the panel the application creates the 

internal note and adds it to the list of official documents. 
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User 3: Create new task (Draft Form E) 
 

User 3: After creating the order to issue Form E, User 3 still needs to inform User 2 – who will execute the order – about the new task. Therefore, 

User 3 creates a new task by clicking on the button “Create new task” in the upper right section of the screen. In the task, User 3 orders User 2 to 

execute the new order to issue Form E and assigns User 2 to the task. A click on the button “Create task” will create the task with User 2 as the 

assignee. 
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User 2: Display list of tasks & go to case 
 

User 2: As part of their routine, User 2 checks for new tasks in the task list. User 2 recognizes the new tasks to draft Form E and proceeds by 

opening the corresponding case. 
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User 2: Create Form E 
 

User 2: In the case management of the case, User 2 opens the Form Editor by clicking on the “Form Editor” tab in the upper middle section of the 

screen. By clicking on the button “Create new form” in the right middle section of the screen, the application offers the list of available EPO forms. 

User 2 choses “Form E – European Payment Order”.  

 



 
 
 

 

D3.1 - Training Material.docx  Page 36 

Funded by the 

European Union. 

 

 

In the middle section of the screen a Form E will open, already pre-filled with case data. 
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Note: the “1. Court” data and the “2. 

Parties and representatives” data cannot 

be changed here. Party data needs to be 

changed in the “Case” tab of the case 

management. 

 

Note: all sections – such as “1. Court”, “2. 

Parties and representatives”, etc. – can be 

collapsed in the user interface. Click on the 

arrow at the upper right corner of each 

section to collapse or expand the section. 

This way the user can collapse sections 

which are not relevant for editing. 
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During the editing of the data fields of Form E, User 2 can save the form as a draft by clicking on the button at the bottom “Save as” → “Draft”. 

This will save the editing done so far and the draft of Form E will show up in the left section of the screen “Drafts”. Editing of drafts can be 

continued at a later stage. 

 

 

 

After completing the editing of all relevant data fields of Form E, User 2 finalizes the document by clicking on the “Finalize” button at the bottom. 

This will convert the data of the form into an official document, which is displayed in the “Digital Dossier”. 
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User 2: Create new task (User 3 to sign Form E) 
 

User 2: Before sending the Form E, the resulting document needs to be signed by User 3. User 2 therefore creates a new task by clicking on the 

button “Create new task”. In the new task User 2 asks in the title and/or description of the task for the signing of Form E. In this case, User 2 adds 

the reference to Form E in the section “Related files” by adding the relation to the relevant document. After assigning the task to User 3, the task 

can be created by clicking on the button in the lower right corner of the task panel, as in previous steps. 
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 User 3: Display list of tasks & go to case 
 

User 3: As part of their routine, User 3 checks for new tasks in the task list. User 3 recognizes the new task to sign Form E and proceeds by opening 

the corresponding case. 
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User 3: Open/Display & Sign Form E 
 

User 3: To sign an official document User 3 needs to download the document, sign it outside ICANEPO and re-upload the signed version of Form E. 

To do this, User 3 navigates to the “Digital Dossier” of the case, selects the document to be signed by selecting it in the left section “Official 

documents” and clicks on the three “…” at the right side of each document. In the menu that pops up, User 3 selects “Download” to download the 

document as a PDF locally. 
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The signing itself is then done outside ICANEPO with a national electronic signature service. To re-upload the signed document, User 3 clicks on 

the button “Upload file” in the upper part of the section “Official documents” and then follows the “Document(s) upload” dialogue to upload the 

signed document.  

 

 

 

 

Note: a national extension can be implemented to integrate a national electronic signature service in ICANEPO to avoid the download-sign-upload-

procedure outside ICANEPO. 

 

User 3: Create new task (Issue Form E) 
 

User 3: After signing the document, User 3 creates a task for User 2 to issue the document to certain recipients. As in the previous steps, User 3 

clicks on the button “Create new task” in the upper right section of the screen. In the task panel, User 3 adds the information in the description 
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such as to which recipient(s) the document shall be issued and – if relevant – which documents to attach to the message. User 3 assigns User 2 to 

the task and sends the task. 
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User 2: Display list of tasks & go to case 
 

User 2: as part of the routine User 2 checks for new tasks in the task list. User 2 recognizes the new tasks to issue Form E and proceeds by opening 

the corresponding case. 
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User 2: Issue Form E 
 

User 2: in the Digital Dossier, User 2 selects the signed Form E in the left section “Official documents”, clicks on the three “…” at the right side of 

the selected document and choses “Issue”. 
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In the new “issue” panel on the right side of the screen, User 2 completes the data for the issuing of Form E according to the information provided 

by User 3 in the previous step. 

- In the field “Cover letter” the court may provide accompanying information regarding the documents to be issued – if necessary.  

- In the section “Choose recipients” User 2 selects the recipient and the type of delivery chanel by selecting the appropriate address to send 

the message to (e.g. postal address, e-mail, e-CODEX address). 

- In the section “Attachments” User 2 may add other official documents of the case to the message. If a new document is required it must be 

uploaded first to the case. 

To create the message with all relevant documents, the User must click on the “Finalize & Send” button in the lower right corner.  
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• For postal delivery it is necessary to print and send the documents locally.  

 Note: a national, central postal delivery service might be integrated by means of a national extension. 

• For e-mail the application will create an e-mail message with the relevant documents. 

• For e-CODEX the application will create and send the e-CODEX message to the recipient. 

 

This last step concludes the basic user flow through the ICANEPO application. To create other EPO forms, you can follow the steps accordingly (see 

Annex). 
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ANNEX B: Editable ICANEPO Forms 
The following screenshots display all EPO forms which are available for editing in ICANEPO. All 

forms are prefilled with available case data – mostly the court and party data. As described in 

the previous sections of this document, court and party data cannot be edited directly in the 

forms. Other case data, which is reused in the forms, is prefilled into the forms and can be 

adapted, if necessary.  

 

Form A 
Form A is issued by a claimant and not a court and as such it is not necessary for the court to edit 

Form A. However, if a Form A is sent to a court as a paper form it is necessary to digitalise the 

data on the paper form to subsequently create a case with the structured Form A data. 
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Form B 
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Form C 
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Form D 
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Form E 
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Form G 

 

 

 


