Step-by-Step Guide for User Migration (Guide)

This Guide provides the detailed steps in preparing for the major migration tasks as set out below. ESS users

are required to complete these tasks before migrating ESS user accounts to the enhanced e-Submission

System (ESS):

1.

2
3
4,
5

Input mobile number and provide an up-to-date email address;
User accounts activation;

Review submission role of Publication Related Matter users;
Appointment of agents (if applicable); and

Readiness Confirmation.

Under the current ESS (https://www.esubmission.hkex.com.hk)

1.

Input your mobile number and provide an up-to-date email address

Before user migration, all ESS users have to input their mobile numbers and provide their up-to-date

email addresses in the current ESS user profiles. This is mandatory in order to receive a one-time

password via the registered mobile phone numbers and/or email addresses for the activation of user

accounts under the enhanced ESS (refer to User Activation via Software Token (MobilePASS) — step 11

of section 2 below).

Authorised Person should ensure all your ESS users have updated their mobile numbers and email

addresses before migration. To view your entire user profile list in the current ESS, login by Security

Officer and click “User Profile List” on the Company Profile page.

View entire user profile
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https://www.esubmission.hkex.com.hk/

Update the Mobile Number and the Email Address

1. Login to the current ESS with your User ID and User Password. (Mobile number can only be

updated by the account owner).
2. Select Profile Admin in the Main Menu. The Company Details page is displayed.
3.  Click My Profile button in the Company Details page. The User Details page is displayed.

- e-Submission System
EBXSH
The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
—
SUBMISSION FOR DOWNLOAD DOC
Company Code LM00388 Company Type Listed Companies (Main Board)
Company Name Hong Kong Exchanges and Clearing L
User Details
* MANDATORY FIELDS
* User ID 00388PTEST = * User Type E-user
* Authority Type ¥ Represent OWN company * Operation Type Listing Related Matter
Represent OTHER companies ® Web Publication Related Matter
EAQ for Publication Related Access to DI Data Yes ® No
S * Resigned Yes ®No
* Family Name Smith * Given Name John
* Salutation Mr v * Position OFFICER
* Phone 2840 3460 * Fax 2523 1254
Country code  Area Code (if any) + Mobile No_ ' .
Mobile No_ 852 - 112345678 MOblle Number
[ Email JohnSmith@hkex.com.hk —» Email Address
Save Change User Password

4.  Update your mobile number in “Mobile No.”. If your number is not a Hong Kong mobile number,
please input the Country Code in the first input box and Area Code (if any) together with the mobile
number in the second input box. Please note that no leading zero (“0”), hyphen (“-“) or space is
required in the Mobile No.

5. Review the user particulars in your user profile and update where necessary (including an up-to-date

email address).
6. Click Save.

Under the enhanced ESS (https://wwwl.esubmission.hkex.com.hk)

2. User Account Activation

Authorised Person has to review and define the submission role of its Publication Related Matter users
(refer to section 3 below) BEFORE his/her Publication Related Matter users activate their user accounts.
All ESS users should complete the activation before the specified date set out in the User Migration

Schedule.

A Download the mobile app SafeNet MobilePASS on your mobile device from App Store or
Google Play™ before your first-time login.



https://www1.esubmission.hkex.com.hk/

User Activation via Software Token (MobilePASS)

1. Go to the enhanced ESS login page (https://www1.esubmission.hkex.com.hk), input your User ID.

User Activation page will be displayed.
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Fill in your Registered Email Address.

3. Setup your password, type in a new password and re-enter the new password. User password is
case-sensitive. It must be 8 to 15 characters long with a combination of letters (both upper & lower
case) and number (0-9).

4. Click REQUEST. The Token Policy String will be displayed on User Activation page.

Launch your MobilePASS in your mobile device.

Create a software token on your MobilePASS.

Google Play™ App Store

Click @ on the top right corner Click “+” on the right menu bar.
and choose “Create Token” from menu bar.

@afehl@t

7. On your MobilePASS, input your New Token Name and tap "Activate".

Mo soe w e wazem -

@lfeNet
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8.  On your MobilePASS, tap "Manual Enrollment". (“Auto Enrollment” is not applicable to ESS)

Auto Enroliment

Delete Token

Cancel

@afeNet

9. Input the Token Policy String (generated in step 4) to the MobilePASS and tap “Continue”.

e-Submission System
e Stook Exchange of Hoog Kang Linted
1A whb-owr utsigary of Hong Kong Exchanges and learing Linoc
- Danctes mandatory ods 2o
User 1D
Manual Enroliment ey

Token Policy String . I
r * User Registered Email Address.

t have a Token Policy String,
s Continue’or Done™ N\l -

Continue * Confirm New Password

Token Policy String  Request

12345678890

.0 s &@ " * Activation Code Example >

* One-Time Password  Rsquest

Actvate || Cancel

10. An Activation Code will be displayed on MobilePASS screen. Enter the Activation Code on User
Activation page. DO NOT tap “Continue” on MobilePASS screen until you have activated your

account successfully (see step 14 below).

e-Submission System
The Stock Exchange of Hong Kong Limited
« Hong Kong

indatory fields

Manual Enroliment

Activation Code

CVM7S-S4YA7-
WO7DX-IBAG6 [ I

* Confirm New Password

Continue

Token Policy String  Request




11. Click REQUEST on User Activation page. A One-Time Password will be sent to your registered
mobile phone number via SMS and to your registered email address via email. Input One-Time
Password.

e-Submission System

The Stock Exchange of Hong Kong Limited
(A whoty-cwned subsidiary of Hong Kong Exchanges and Clearing Limited)

* Denotes mandatory fields.
User ID

sasmEPRS
* User Registered Email Address.

* New Password

* Contirm New Password

Token Policy String  Request

75784230

* One-Time Password  Floquest

HKEX e-Submission System - User Activation

12. Click ACTIVATE.
13. If your user account has been activated successfully, the acknowledgement page will be displayed.
You will be redirected to User Main page after 5 seconds.

I;IKE)C e-Submission System fonesize Ajen

L b The Stock Exchangs of Hong Keng Limited

(A wholly-owned subsidiary of Hong Kong Exchanges and Claaring Limited)
02/06/2019 12:24
You have successfully activated your user ID.

You will 5 seconds or
click HERE diroctly.

Terms & Conditions  SiteMap  ContactUs  Privacy

Manual Enroliment

CVM7S-S4YA7-
WO7DX-IBAG6




15. Login to ESS by inputting your User ID, User Password and One-Time Passcode generated from
your MobilePASS.

HKEX e-Submission System e ot

LR e The Siodk Exchanse of Hang Keng Limied
A whaly-cwried subskiary of Hong Kong Exchanges snd Clearing Lisitad

-

Usar Password

\Otm-'un' Passcode [OTF)

Enter tha Passcode from yoor token

Login

16. Your ESS account activation has been completed

Note:

* One-Time Passcode generated from MobilePASS will be used for login to ESS, please DO NOT
delete your activated token in the MobilePASS or remove the MobilePASS application from your
device.

* Following the steps above, you can set up multiple tokens (up to 10 user accounts) within a single

MobilePASS application if you have different roles in the ESS.

Review the submission role of Publication Related Matter users

Authorised Person (including listed issuers and agents) has to review and set the submission role of its
Publication Related Matter users (i.e. to define submitter/approver roles) before the specified date set out
in the User Migration Schedule. The one off selection of user rights to submit or approve would apply to
all future submissions under the enhanced ESS. Publication Related Matters can only activate their
ESS accounts after their roles have been defined by their Authorised Person via the Role Setting

function as set out below.



Role Setting:
1. Login by Authorised Person.

2. Select Profile Admin from Admin under Main Menu. On Company Profile page, click User List.

_ —— .
HKEX e-Submission System
LE 3 N Thee Stock Exchange of Mong Kong Limited
A whoily-owned subssdiary of Hong Kang Exchanges and Clearing Limited)
= = ogas

‘Weicome GIVEN AP1 FAMILY AP1 | 01062019 1231

Company Profile

Company Details
Company Cooe oTAGENY
Company Name (English)
Gompany Name (Chinese)

Company Type Agent
AGENT MIGRATION

AGENT AT

‘Company Websie W AGENT.com

English Address 1
English Address 2

e Dl

3. The Publication Related Matter User — Role Settings page will be displayed. Click the radio button

Address (English) Address (Chinese)

Fax No.

to define the submission role. Each company should have at least one Submitter and one
Approver.

Fontsize A A A N
HKE X e-Submission System
LR L The Siock Exchange of Hong Kong Limited
(A wholly owned subssdiary of Hong Kong Exchanges and Clearing Limited)
Home Adimin Logaut

Wielcome GIVEN AP1 FAMILY AP1 | D1/06:2019 12,34
‘Company Details

Company Code OTACEM]
Company Name AGENT MIGRATION

Company Type Agent

Publication Related Matter User - Role Settings

User ID User Full Name Publication Related Matters User
AGENUPOL FAMILY P01 GIVEN FO1 Osetruitior  Clpprover
AGENUPGZ FAMILY P02 GIVEN P02 subminer  Opprover
AGENUROZ FAMILY PO1 GIVEN P03 e Cpprerer
AGENUPDG FAMILY P02 GIVEN po4 submimer  Ctpprover

Save Cancel

4.  After you have set the role of each user, click Save. You may re-define the submission role by

clicking Role Settings before that user account has been activated.

FomtSize + A A EN
HKEX e-Submission System
ﬁ 5. * n m The S10ck Exchange of Hong Kong Limited
1A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home  Admin Logeut
Welcome GIVEN AP1 FAMILY AP1 | 01052013 12:31

Saved successiully.
‘Company Details
Comgpany Code OTABENU Compary Type Agent
Company Name AGENT MIGRATION

User ID User Full Name User Type Status Locked

O AGENUADM FAMILY ADM GIVEN ADM Administrator Inactive No
O AGENUFHY FAMILY PO1 GIVEN F1 Fublication Retated Matters Uiser - Submitier Inactive Mo
O AGENUPOZ FAMILY P02 GIVEN P02 Fublication Related Matters Liser - Approver Inactive No
O AGENUPOZ FAMILY P03 GIVEN P03 Publication Retated Matters User - Submitter Inactive Ha
] AGENUPO4 FAMILY P04 GIVEN PO4 Fublication Related Matters Liser - Approver Inactive No
O AGENUSOR FAMILY SOR GIVEN SOR Security Officer Inactive Mo
O AGENUXAP1 FAMILY AP1 GIVEN AP1 Frimary Authorised Person Actve No

Tl U Records - 5

Roke Settings | sk s Home

The Role Setting has been completed.



Appointment of Agents (for listed issuers only) if applicable

Authorised Person of a listed issuer can create a record to allow the designated agent(s) submit and/or

approve documents on your behalf after your company is migrated to the enhanced ESS. You may follow
the steps listed below to appoint an agent.

Appointment of Agents:

1.
2.

Login by Authorised Person.

Select Appointment of Agents from Admin on the Main Menu. At the Appointment of Agents page,

click Create.
HKEX
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Home  Admin.
Weicome Tai Man Chan | 11/04/2019 16:01

Appointment of Agents

Company Code Company Name

Total Number of Records : 0
T [

*Denotes mandatory fields
*Company Code

*Company Name Na
“Appointment Criteria Pleasa Selact
“Appointment Type Ploase Select

Genfirm

L. Font Size A EN
e-Submission System
The Stock Exchange of Hong Kong Limited
“" - Hong Limitee)
Logout
Start Time End Time No. of Submissions Status Appointment Type

Enter Company Code to search for the agent. The Company Name of the agent will be displayed.

Alternatively, enter the Company Name to search for the agent. Company Name of the matched

agents will be listed for selection.

Authorised Person can limit the appointment according to:-

- "No. of Submissions Only" to pre-set the maximum number of submissions; or
- "Time Range Only" to pre-set time range; or

- "Time Range and No. of Submissions" to pre-set both time range and the maximum number

of submissions.
HKEX

BEXBM
Home  Admin
Welcome Tai Man Chan | 11/04/2019 16:01

Appointment of Agents

‘Company Code Company Name

Total Number of Records : 0
Edt  Create  Delete  Backto Home

“Denotes mandatory fields
*Company Code AGEEBEE

*Company Name ABCG Agent Lta
*Appointment Criteria
*Start Time

*No. of Submissions 2

*Appointment Type

11/04/2019 00:00

Submission & Approval

. Font Size A EN
e-Submission System
The Stock Exchange of Hong Kong Limited
(A whelly of Hong Kong Clearing Limited)
Logout
Start Time End Time No. of Submissions Status Appointment Type

Time Range & No. of Submissions

“End Time 11/04/2018 23:59

Confirm



5. Authorised Person assigns the role of the agent by selecting:-
- “Approval Only” to allow an agent to approve submissions on your behalf; or
- “Submission Only” to allow an agent to make submissions on your behalf; or
- “Submission & Approval” to allow an agent to make and approve submissions on your behalf.

HKEX e-Submission System i
EEBXBH

The Stock Exchange of Hong Kong Limited

(& wholly iary of Hong Kong Exchi Clearing Limited)
Home  Admin
Welcome Tai Man Chan | 11/04/2018 16:01

Appointment of Agents

Company Code Company Name Start Time End Time No. of Submissions Status Appointment Type

Total Number of Records : 0
Edit | Create | Delst= | BacktoHome

*Denotes mandatory fields

*Company Code AGEsE88

“Company Name ABC Agent Ltd.

“Appointment Criteria Time Range & No. of Submissions

“Start Time 11/04/2019 00:00 “End Time: 11/04/2018 23:50

“No. of Submissions 2

“Appointment Type [ submission & Approval

Confirm

6. Click Confirm. If the appointment has been created successfully, an acknowledgement message will
be displayed.

L. Font Size A EN
HKE X e-Submission System
TRXEM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home Admin Logout
Welcome Tai Man Chan | 11/04/2018 16:01
Updated successfully.
Appointment of Agents
Company Code Company Name Start Time End Time No. of Submissions Status Appointment Type
O AGBBEsS. ABC Agent Ltd. 11/04/2019 00:00 11/04/2019 23:59 2 Active Submission & Approval
Total Number of Records : 1 <« | < - > | s>
Edit Create Delete Back to Home

7. Your appointed agent has been set. The Authorised Person of your authoised agent can view this

appointment record via the same user function.



5.

Readiness Confirmation

Authorised Person should have completed the following items in the migration checklist and return the

confirmation of readiness before the specified date set out in the User Migration Schedule.

To download the Readiness Confirmation Form, please click HERE.

Migration Checklist:

‘£ Completed ALL ESS users’ account activation (refer to section 2 above)

By selecting Profile Admin from Admin under Main Menu, you can view all users’ status.

HKEX e-Submission System Fottas . A

FERERN Thee Sacech K mihange ofl Hong Miv Lmibd

LA by srmraped yatrudapy o Homg B B nfumgey gred Ui g Lrstedd)

Company Details

Reviewed the submission role of Publication Related Matter users (refer to section 3
above)

N

Completed appointment of agents, if applicable (refer to section 4 above)

NN

Completed and returned the Readiness Confirmation Form
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https://www2.hkexnews.hk/-/media/HKEXnews/Homepage/Listed-Company-Publications/Enhanced-ESS/Template-for-Readiness-Confirmation.docx
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