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1 Introduction
1.1 User Identification

Your company is required to register for access to the system. If your registration is
successful, HKEX will create your Company Profile on the system. HKEX will also create
user accounts for your company’'s Authorised Person, Administrator, Security Officer,
Disclosure of Interests (“DI”) user and up to 8 Publication Related Matter and up to 8
Listing Related Matter users. After registration, Security Officer and/or Authorised Person
can create additional user accounts for new users of the company, if required.

The URL of the e-Submission System (ESS) is https://www1.eSubmission.hkex.com.hk. A
user account includes a User ID, a User Password and a One-Time Passcode generated
from security token that are required to login to the system.

A login user should be defined as an Authorised Person, Administrator, Security Officer,
DI user in order to use the functions as set out in the respective sections in this manual.

For Publication Related Matter users, please refer to User Manual for Publication Related
Matters for further details.

For Listing Related Matter users, please refer to User Manual for Listing Related Matters
for further details.

Version 1.1 Page 4
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1.2 User Types

The following table lists the user role of Authorised Person, Administrator, Security Officer
and DI user in ESS.

User Type Role
Authorised An Authorised Person is a person at a company who is the HKEX'’s
Person (Primary | primary contact for subsequent administrative matters.
Authorised .

Authorised Person can:
Person and/or o . . ) .

- maintain user profile list, including create/delete user
Secondary _ b _ i q
Authorised accounts, appro.ve user cregnon .y Security Officer an

change of Administrator/Security Officer;

Person) )

- approve to revoke of user’s security token;

- appointment of agents; and

- appointment of approvers.
Administrator An Administrator is the person at a company who maintains the

company’s details on the ESS.

Administrator can:

- update the company’s profile;

- maintain the company’s “Related Stock Code List” (applicable
for Main/GEM board and Exchange Traded Products issuers);

- submit the request to HKEX for change of Authorised Person;

- maintain submission template (applicable for Structured
Product issuers);

- view the submission log of Listing Related Matter ; and

- view the submission log of Publication Related Matter.

Security Officer The Security Officer is the person who controls the access rights
and manages the assigned token of the other users of his/her
company.

Security Officer can:
- unlock all user accounts (except own account);

- update the user profile of Publication Related Matter users,
Listing Related Matter users and DI users;

- disable login the Publication Related Matter users and Listing
Related Matter users (i.e. due to resignation);

- submit request to Authorised Person to create user account;

- submit request to Authorised Person to revoke user’s security
token; and

- assign a security token to a user.

DI user (only DI User is a person at a company who has been delegated the right
applicable to to receive an email notification and access (i.e. viewing or
Listed Issuers) downloading) the complete set of DI notices and related documents

when a DI notice concerning his/her company is received through
the DION System.
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1.3 Site Conventions

Before Login

Font Size A EN
HKEX Head e-Submission System
GERSH eader

The Steck Exchange of Hong Kong Limited

1A wholly d subsidiary of Hong Kong and Clearing Limited)

22/05/2019 12:03

System Message

User ID

User Pazsword

Cne-Time Passcode (OTP)

Enter the Passcode from your token

Legin Content Frame

ogin with SMS Password

t User ID

Forgot User Password

Registration

Left Panel

Footer Links

Terms & Conditlons She Map Contact Us Privacy Policy

After Login

Font Size A EN
HKEX e-Submission System
GExEM

The Steck Exchange of Hong Kong Limited
1A wholly d subsidiary of Hong Kong and Clearing Limited)

' iy Main Menu o
Walcoma Tal Man Chan | 22/05/2019 12:06

System Message

Content Frame

Quick Ref (Listing) Quick Ref (Publication) User Manual (Listing) User Manual (Publication) User Manual (Admin / Security Officer / DI user) Terms & Conditions Site Map

Contact Uis Privacy Policy
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Header

HKEX ) _ _
. =azmn _ Clickable link to Home Page of the HKEX website.

. Femtsize & 4 % _ Font size selection icon (i.e. Small/Normal/Large) to select the displayed font
size of the Left Panel and the Content Frame of the ESS website. The font size of the button
will remain intact even if the font size is changed. Normal font size is selected by default.

EN @ = o . . . .
. . Language selection icon (i.e. English and Traditional Chinese) to select the

displayed language.
Left Panel
. Display the system date/time and general information.
Content Frame
Before login,

. Display the login page content and links to Login with SMS Password, Forgot User ID, Forgot
User Password and Registration.

After login, the Content Frame will extend to the Left Panel for display the Function page content.

J Display the Login User Name and the system date/ time at the top left.

HKEX e-Submission System o s
HEEXEM

The Stock Exchange of Hong Kang Limited
[# wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

‘Welcome Tai Man Chan | 21/05/201% 13:00

System Message Area

. Error message is displayed on red message area.
. Information message is displayed on green message area.

Main Menu
. A drop-down menu will be displayed when placing the cursor over the menu item.
Footer Links

. Link to general information for user’s reference.
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1.4 Document Conventions

EI‘K EX e-Submission System

(A wholl d subsidiary of Hong Kong
Home  Admin
Welcome Tai Man Chan | 11/04/2019 14:15
Company Profile | Page
Company Details
Company Code Fyo— Company Type
Company Name (English) XYZ Group Ltd,
Company Name (Chinese)
Company Website
Address (English) Gentral, Hong Kong Address (Chinese)
English Address line 2
English Address line 3
English Address line 4
Fax No.

Fax No.

Amend Company Profils  UserList | My Profils | Back to Home Action Button

The following conventions will be used in this manual:
Menu Item

e In bold, e.g. Admin

Page

e Inbold, italic, e.g. Company Profile

Field

¢ Initalic, e.g. Company Webite

Action Button

e In capital letters, e.g. MY PROFILE

The Stock Exchange of Hong Kong Limited

and Clearing Limited)

Main Board |ssuer

Field

Chinese Address line 1

Chinese Address line 2

Chinese Address line 3

Chinese Address line 4

Font Size A EN

Version 1.1
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2 Login to e-Submission System

You must login the ESS for profile maintenance. Open the web browser and enter the web
address: https://www1.esubmission.hkex.com.hk. The ESS Main page (i.e. the login page)

will be displayed.

Font Size A EN
HKEX e-Submission System
GRERM The Stock Exchange of Mong Kong Limited
(A whally-cwned subsidiary of Hong Kong Exchanges and Clearing Limited)
21/05/2019 13:05 User D

User Password

©One-Time Passcode (OTP)

Enter the Passcode from your token

Terms & Conditions Site Map Contact Us Privacy Policy

Figure 2.1 ESS Main Page

2.1  First-time login to e-Submission System

You need to setup your security token on your first-time login to the ESS. Download the
software token application “SafeNet MobilePASS” on your mobile device from App Store

or Google Play™ before your first-time login.

2.1.1 User Activation via Software Token (MobilePASS)

1. At the login page, input your User ID. User Activation page will be displayed.

HKEX e-Submission System e
ERERM

thange of Hosg Kang Limned

f Homg Kong Exchanges amd Clearing Limited|

052018 1241

* User Reqistersd Emal Address

* Herw Passwor o

Confirm New Paseword
Token Policy String  Fequest

* Activation Code

Torma & Condtions  SdeMap  ContactUs  Privacy Policy.

Figure 2.2 User Activation page
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Fill in your Registered Email Address.

3. To setup your password, type in a new password in New Password and re-enter the
new password in Confirm New Password.

NOTE:
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 (see step 9 below).
Launch your MobilePASS in your mobile device.

6. Create a software token on your MobilePASS.

Google Play™ App Store

Click [ e top Click “+” on the right menu bar.

right corner and choose “Create
Token” from menu bar.

@ Aop Store il T 12:21PM

@afeNet foreC

Figure 2.3 MobilePASS Application Menu

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

8 o Store b = 12322 PM @ .

Create New Token

New Token Name

Figure 2.4 MobilePASS — Create New Token
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8. On your MobilePASS, tap "Manual Enrollment”. (“Auto Enrollment” is not applicable

to ESS)

@ pp Store wil T 12:23PM o G -

Token Enroliment

Select a method for enrolling
this token.

Manual Enroliment

Auto Enroliment
Delete Token

Cancel

@a{eNec : :

Figure 2.5 MobilePASS - Token Enrollment

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

e-Submission System
The Smek Exchnge of Hang Kong Limitsd
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
* Denotes mandatory fialds

2 Halp
User ID
Manual Enroliment 8888BPPAMS
Token Policy String
* User Ragistered Email Address
If you do not have a Token Policy String, New Password
simply press ‘Gantinua' o ‘Done’.
" o saritv, o ool ot & e e r b 3 5 e a1 charatrs
[ Cancel 1 ‘ Continue_| + Conirm New Password
Token Policy String  Request Example >>
1 2345.678.90 [
() s @ " * Activation Gode Example >
* One-Time Password | fequest Exarmple >>

Activate || Cancel

Figure 2.6 MobilePASS - Token Policy String
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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
il SMC HK LTE 4:21PM " The Stock Exchange of Hong Kong Limited
4 (A wholly-owned subsidiary of Hong Kong Exchanges and Glearing Limitsd)

/
Back |

* Denotes mandatory fields 2 Help
user ID
Manual Enrollment 88B38PPAMS

Activation Code

CVM7S-S4YA7-
WO7DX-IBAG6

Cancel } [ Continue Confirm New Password

Use the Activation Code to activate the taken on

your device. Press ‘Continue' anly after Token Policy String | Request Example ==
successful activation.
il » Activati Lods Eia @ >
SafeNet. | cunirs - sonr Ep— - aace |
COMPANY
Example >>

* One-Time Password  Request

Actvate  Ganoal

Figure 2.7 MobilePASS — Activation Code

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

email. Input One-Time Password.

e-Submission System
The Siock Exchange of Hang Kong Limited
A wholly-cwned submidiary of Hong Kong Exchanges and Clearing Limited)

* Denates mandatary fekis

TFaL User i
i) ARREEPIING
d FRegh oil Adidrne:
HKEX: Your One-Time e =
Pa 00 USOr activation i Eemes i R £

[TEETEE JHalid until 30340

Enquiries N20E46] * Kow Password

* Confirm New Password
Token Policy String  Request

TETB4Z30

# Acthation Code Exarmple »>

[ One-Tiene Passward  Floquest

Figure 2.8 One-Time Password sent via SMS to registered mobile
phone number

12. Click ACTIVATE.
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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.

Font Sirs o

HKEX e-Submission System

L B 3-8 3.

Tha Stock Exchangs of Hang Kong Limstes

A wholly-cwna-8 sUbMIGIAry of Wong Kong Exchangas and Clearing Linfted]
DROE20E 1224
Wiots e ai ARy i Dwdlind i coind 10

Vo will be redh o - B Syviaem i 5 sacands o
click HERL dirscity.

Figure 2.9 Successful activation screen

14. Tap “Continue” on MobilePASS screen to generate the One-Time Passcode.

darvaal Erroaiment

Actevation Coda

CVM7S-SAYAT-
WOTDX-IBAGE

Figure 2.10 MobilePASS — Generate the One-Time Passcode

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

Font Size A EN

HKEX e-Submission System

ER=EBH

The Stack Exchange of Hong Kerg Linited
[A wholly-cwned subsidiary of Heng Kong Exchanges and Clearing Limited)

2210572019 12:12 User ID

User Password

Nﬂ-'ﬁmc Passcode (OTP)

Enter the Passcode from your token

Terms & Conditions ~ SteMap  ComtactUs  Privacy Policy

Figure 2.11 One-Time Passcode generated from MobilePASS

Version 1.1 Page 13
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NOTE:

. 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.

. If your assigned token has been revoked previously (e.g. change of mobile device),
your Security Officer has to assign a new token to you. You have to repeat the
steps above to re-activate your user account.

. If you have tapped “Continue” on MobilePASS screen accidentally such that you
could not enter the Token Policy String in step 9 or Activation Code in step 10
above, you need to remove the token from your MobilePASS application and
restart the user activation from step 1 again. You can follow the steps below to
remove a token.

- Tap & on the token screen;

- Then, tap “Delete Token”(“Deactivate Token” is not applicable to ESS);

- Tap “Delete” to confirm, your token will be removed from your MobilePASS. A
deleted token cannot be used again.

(@ ico 510w w0 ¥ 1224FN LRl (@ e 2 ¥ A - -
- P
P — -
S —
L
G Dsssvae oken e
@, @ A
(Syrerser SafeNet Eproraat

Figure 2.12 MobilePASS — Delete a token

. If you need to change the token name of your assigned token, you can follow the
steps below.

- Tap & on the token screen;

- Then, tap “Change Token Name”;
- Enter a new token name and tap “Continue”.
- Your token will be displayed with the new token name.

1 cm— 2 e— 3
_ = =--
: (=

G Dasctivate Token

@ Deiete Token

- (&) >
(Sphoties E @;mmn

Figure 2.13 MobilePASS — Change Token Name
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2.2 Logging into the ESS

On ESS Main page, enter your User ID, Password and One-Time Passcode (OTP)
generated from the assigned security token and then click LOGIN.

A

Font Size
HKEX e-Submission System t
' YEIL

The Stock Exchange of Hong Keng Limited
A whelly-cwnec subsidiary of Hong Kong Exchanges and Clearing Limited)
22005/2019 12:23

User ID

User Password

One-Time Passcode (OTP)

Temns & Conditions  SBeMap  ConfactUs  Privacy Policy

Figure 2.14 ESS Main Page

NOTE:

User Password is case sensitive.

If an incorrect User Password and/or OTP generated from the security token was
entered 5 consecutive times, your user account will be locked until it is unlocked by
your company’s security officer. A locked account cannot be used.

If the date when you last changed your password is more than 90 days ago, the
system will require you to change your user password immediately. You will not be
able to use any function on the ESS until your password is changed (refer to Section
3.3 “Change Your Own User Password”).

If you leave the ESS idle for 30 minutes, you will be logged out automatically for
security reason.

Multiple logins are not allowed.

If you have forgotten your User ID, you can click Forgot User ID to retrieve your login
ID (refer to Section 2.4 “Forgot User ID”).

If you have forgotten your User Password, you can click Forgot User Password to
reset your password (refer to Section 2.5 “Forgot User Password”).

If you cannot retrieve One-Time Passcode (OTP) from your assigned security token,
you can click Login with SMS Password which serves as a back-up channel for you
to access the ESS (refer to Section 2.3 “Login with SMS Password”).

Version 1.1
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A Disclaimer page will be displayed. Read the disclaimer statement carefully. Then
click ACCEPT AND CONTINUE to accept the terms and conditions to proceed or
click EXIT to go back to Main page.

HKEX e-Submission System fomitm 24 A]&

ERRAM The Slock [zchange of Hosg Kong Limited
1 wholly-cwsed subsidiary of iong Kosg Exchanges and Clearing Limited)

Submission S Disclak . Seclaimts [Disclaimes Sement)
¥OU ACKNOWLEDGE THAT ANY USE OF OR RELIANCE UPON ANY PART OF THE E.SUBMISSION 5YSTEM SHALL BE AT YOUR SOLE
RISK.

You furthar scknowledas that usa of the +-Submission Syatem i provided oa an *AS 15, AS AVAILABLE” basis and withoul warv sty of condition
of any kind, whether sxpressed o imphed HKEX, s subsifaries, associated companies and afillates from time 1 ime, and the respective

direcions, offcens employees. agents, and other representatives of HKEX or sny companies aforementioned (collectively. the “Relevant Parties”)
‘assume no responsitibty of amy Kind for any use of e ¢-Submission System

By logyi contining 1o Suteminsion System and'or registeri 10 act on the ivak '8 behalf 10 subemit
and post PubBcation Information, he e-Submission User is fully respon Scation of ol 10 HKEX
¢ SEHK thrzugh the a-Submission System FKEX, SEHK and all ethar Rulvant Parties shal not ba Babls o rasponsibls (whathar in fort. contract
or ofrwise) for any claim for any losses or damages of any kind (whether dire<t or indirect) whaticever and howsoever arising from the use of
rellance upon and inabdly 1o use the e-Submission System, o any related systom of soltware, inchuding sy mishandiing. omisskn, ron-delvery.
daly. naghoant or unsumhoeitnd Use of e o-Subemistion System of of the o-Submiasizn User's rgistarsd user ID(s). user paasword(s). Security
Codde(s) and Security Device(s)

You ol tha a-5: 3 hall only ba for . and any 3 o
that are unlawful, ctncene, delamatory. o infrings any rights of any third party b tme Use of the
e o rabivast Toms it ot bikow] rom time 35 Bma bn forow sd subject 1o this Disclaimar
Statement. Once you. on behall of the ¢-Submission User has lgged onto the e-Submission System, you and the - Submission User wil be
dewmed 10 have read and sccepled ths Disclaimer Statement and rebvant Terme and Conditions. MIKEX {lor s andior on behall of SENK) wl
N A s T, I e "
It you want to read the Terms and Conditions currently in force, please click HERE .

Acoogt and Contnve | Eit

Figure 2.15 Disclaimer Statement

User Home will be displayed.

Font Size A EN
HKEX e-Submission System
i RBA The Stock Exchange of Hong Kong Limited
Ukt ooy o Hong o Emene et G Lot
Home  Admin Logout
Walcome Tai Man Chan | 11/04/2019 14:14

Quick Fef (Listing)  Quick Ref (Publication) ~ User Manual {Listing)  User Manual (Publication)  User Manual {Admin / Security Officer / Dl user)  Terms & Condiitions  Site Map

ContactUs  Privacy Policy

Figure 2.16 User Home Page — Authorised Person / Security Officer / DI User

H KE x e'submiSSiOn System Font Size A EN

TEXBM The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Kong Exchanges and Glearing Limitac)

Homes  Listing Ralated Mattsr Document  Downioad Document Templete  Admin Logout
Welcome Tai Man Chan | 11/04/2019 12:39

Quick Ref (Listing) ~ Quick Ref (Publication) ~ User Manual {Listing)  User Manual (Publication)  User Manual {Admin / Secwity Officer / Dl user)  Terms & Conditions  Site Map

Contact Us Privacy Policy

Figure 2.17 User Home Page - Administrator
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2.3 Login with SMS Password

Login with SMS Password is a back-up channel for users to access the ESS when user
cannot retrieve OTP from the assigned security token. User can click Login With SMS
Password at the Main page to request a One-Time Password by providing User ID and
Password. The One-Time Password will be sent through SMS to user’s registered mobile

number.
To login the ESS with SMS Password,

1. Click Login with SMS Password at the Main page.

Font Size A EN
HKEX e-Submission System
ERXBM The Stock Exchange of Mong Kong Limited
{4 whally-cwned subsidiary of Hong Kong Exchanges and Clearing Limited)
21/05/2019 13:05 User D

User Password

©One-Time Passcode (OTP)

Enter the Passcode from your token

Terms & Conditions Site Map Contact Us Privacy Policy

Figure 2.18 ESS Main Page

2. The Login with SMS Password page will be displayed. Enter your User ID, User
Password and the characters in the image. Click SUBMIT.

HKE X e-Submission System e

GRZRM The Stock Exchange of Hong Kong Limited
(A whally-swned subsidiary of Hong Kong Exchanges and Clearing Limited)

21/05/2019 13:10 Login with SMS Password

* Denotes mandatory fields

“ User 1D
* User Password

* Enter the characters in the image

m

Refresh Image

Submit Cancel

Terms & Conditions ~ SteMap  ContactUs  Privacy Policy

Figure 2.19 Login with SMS Password Page
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3. A One-Time Password will be sent to your registered mobile phone number via SMS.
Input One-Time Password and click LOGIN.

HKEX e-Submission System FEESRY
rET Ty i

3 s Giaasing Lisitea)
B0 1138

Login with SM3 Password

Daates mancietry sty

Fleass anter the Cne-Time Fassword sent 1o your mobile phone (1sel 4
digits “0T6E).

* One-Tima Password

Login  Cancal

Piaase chei HERE If you S0 not fcks T CIne-Tene Saspers or ¥ the
D= Time PRsSw0r Nas sxpred

Tares & Conditiors SteMap  ConlaciUs  Privacy Policy

Figure 2.20 Login with SMS Password page

4, A Disclaimer page will be displayed. Read the disclaimer statement carefully. Then
click ACCEPT AND CONTINUE to accept the terms and conditions to proceed or
click EXIT to go back to Main page.
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2.4  Forgot User ID

1. If you have forgotten your User ID, you may click Forgot User ID at the Main page.
HKE X e-Submission System R
GBRXBH

The Stock Exchange of Hong Keng Limited
[A whally-owned subsidiary of Hoag Kong Exchanges and Clearing Limited)

21/05/2019 13:.05 User ID

User Password

One-Time Passcode [OTP)

Enter the Passcode from your token

Terms & Condtions  SteMap  ContactUs  Privacy Policy

Figure 2.21 ESS Main page

2. The Forgot User ID page will be displayed. Fill in your User Name (User Given
Name & Family Name), Registered Email Address, Company Code, the characters
in the image and click SUBMIT.

H KE x e'SmeiSSiOn SyStem Font Size A EN

BRRAM The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Keng Exchanges and Clearing Limited)
03042019 10:23
Forgot User ID

* Denotes mandatory fields
“User Given Name & Family Name
*User Registered Email Address

“Company Code

“Enter the characters in the image

m Refresh

Map Contact Us Privacy Policy

Figure 2.22 Forgot User ID page

Version 1.1 Page 19



e-Submission System User Manual

An email will be sent to the registered email address listing all User IDs matched
with the information provided in step 2 above.

e-Submission System - Forgot User ID

eds sender mark as unread

Dear Sir/Madam,
You requested to recover your Uiser ITs) for the e-Submission System. Below please find your registered User ID(sk

* BREEEAADMZ
= B3EREPSUBMIT

T you have any queries, please call our hotline on (852) 2840 3460 during the operational hours of the e-Submission System or the case officer of the Listing Department.

The Steck Exchange of Hong Kong Limited
14-05-201%

(Mote: This is an automatically generated email. Please do not reply directly to this email)
B
PEFEERT RAERANAEER. L FRYNSEREERE

« BEEERAADMZ
* BBEEEPSUBMIT

WHETE , SAAC T BTN FIRISIRRNG (852) 2840 3460 AN FASEEARATE WO TIZBREA,

RS ERAERAS)
14-05-2019

RE B LR RERERY | R EWI R, )

Figure 2.23 Forgot User ID — System generated email
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2.5 Forgot User Password

' ' / ve forgott S a word, you may click Forgot User Password at
Main page.
: e-Submission System Fomtdte A A A |EM
SRXBAH

The Stock Exchange of Heng Kong Limited
& whally-cwned subsidiary of Hong Kong Exchanges and Clearing Limited)

21/05/2019 13:05 User ID

User Password

©One-Time Passcode (OTP)

Enter the Passcode from your token

Login

Terms & Conditions Site Map Contact Us Privacy Policy

Figure 2.24 ESS Main page

2. The Forgot User Password page will be displayed. Fill in your User ID, Registered
Email Address, the characters in the image and click SUBMIT.

HKEX e-Submission System o
@ %A

The Stock Exchange of Hong Kong Limited
A wivelly-owned subsidiary of Hong Keng Bxehanges and Clearing Limited)

Forgot User Password
" De & aldis

“Uger Registered Email Address

“‘Enter the characters in the image

el

Figure 2.25 Forgot User Password page
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3. An email contains the URL to reset your password will be sent to your registered
email address. Click the URL in the email.

e-Submission System — Forgot Password BT R R4E - SREEE
x “ o ey
Mack -
To: edianti
Dear Sir/Madam,

You requested 1o re our padtword o access the e-Submission System. Please reset password by clicking the link Below:

The lirk will expire after 22, 04 {HK Timelk If you have ot reset your password Before the e this link, you will need te make the request again,

o youl, tefephone calls may be reconded,

Should you have any enqui our notling at +352 2840 3460, Te assist & inimproving o
The Stock Exchange of Hong Kong Limited

22-01-2019

{Thes is an automatically generated email, please £0 NOT reply 1o this emal)

W

GREENEAR USRS Fi8 . BRIELL T A MR

REEMETRTSETE-

bt WAERILERH

Figure 2.26 Forgot User Password — System generated email

4, The Reset Password page will be displayed. To reset your user password, input
your User ID, New Password and Re-type New Password. Click SUBMIT.

- - Font Size A
HKE e-Submission System
LEET I i Sech ExChamge f Hong Kang Linea
AR bl ] & il

19 1433
Reset Password

“User ID

“Naw Passwerd

“Re-type New Password

Figure 2.27 Forgot User Password — Reset Password

5. After your User Password has been reset successfully, an acknowledgement page
will be displayed.

NOTE:
. 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). It shall not be
the same as any of the last 5 passwords (including your Current Password).

. The URL to reset the User Password will be expired after 30 minutes.
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3 Common Admin Functions

This section covers the common Admin functions which are applicable to Authorised
Person, Administrator, Security Officer and DI user. For functions which are specific to
certain user type, please refer to the corresponding Profile Admin section below.

3.1 View Your Company’s Profile

1. Select Profile Admin under Admin from Main Menu.

Font Size A EN

HKEX e-Submission System
EYYIL

Tha Stock Exchange of Hang Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home  Admin

Profile Admin

Changa of Administrator or Security Officer
Appointment of Agents.

Appointment of Approvers

Profile Admin

Quick Ref (Listing) Quick Ref (Publication) User Manual {Listing) User Manual (Publication) User Manual {Admin / Security Cfficer / DI user) Terms & Conditions Site Map

Contact Us Privacy Policy

Figure 3.1 Profile Admin menu

2. The Company Details page will be displayed.

HKEX

LS4 0]

pomum oA

Company Profile

Company Details

ay Pt | s
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3.2 View and Update Your Own User Profile

Select Profile Admin from Admin under Main Menu.
At Company Details page, click MY PROFILE.

The User Profile page will be displayed. The fields: Salutation, Position, Phone No,
Mobile No., Email (Corresponding Address and Access to DI Data are applicable to
Authorised Person only) can be amended as required. Other fields are displayed for
reference only. Click SAVE after you have finished editing.

User Profile - Edit
* Denotes mandatory fiekds
User Details

User Type AdmrEStrale

o $8686ADM
*Resigned Yox " Ho

Family Name (English) Chan Given Mame (English) Tai Man

“Salutation - V *Paosition Fre—

*Phane No S1ZHEST
“Mobie MO Country  Arca Code (if any) + Mobile No
Code

“Email

*Token Selection

Bave Change Uses Password Canced

Figure 3.3 User Profile page of Authorised Person

If your profile has been updated successfully, an acknowledgment message will be
displayed.

Select HOME in the Main Menu on the top of the page to return to the User Home
page.

Version 1.1
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3.3 Change Your Own User Password

1. Select Profile Admin under Admin from Main Menu.
2. At Company Details page, click MY PROFILE.
3. The User Profile page will be displayed. Click CHANGE USER PASSWORD.

4. The Change User Password page will be displayed. Input your Current Password.
Type in a New Password and re-enter the New Password. Click SAVE.

HKE X e-Submission System FortSzs A A A|H
EREXERH

The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Welcome Tai Man Chan | 11/04/2019 14:16
Change User Password
* MANDATORY FIELDS

* Current Password

* New Password

* Re-type New Password

Figure 3.4 Change User Password page

NOTE:

. 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). It shall not
be the same as any of the last 5 passwords (including your Current Password).
User Password is not allowed to change again within 24 hours.

5. If your password has been changed successfully, an acknowledgement message
will be displayed.

6. Select HOME in the Main Menu on the top of the page to return to the User Home
page.
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4 For Authorised Person

This section only covers functions unique to the Authorised Person.

4.1 User Menu for Authorised Person

The Authorised Person user menu is subdivided into the following categories:

Authorised Person User Menu

e [ = =

Change of Administrator
or Security Officer

—[ Appointment of Agents
—[Appointment of Approvers]

. . Font Size A EN
HKEX e-Submission System
L YELL Tom Senck Exchnge o Haog Ko ik
{A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home  Admin Logout

Welcome Tai Man Ghan | 11/04/2019 14:14

Quick Ref [Listing)  Quick Ref (Publication) ~ User Manual (Listing)  User Manual (Publication)  User Manual {Admin / Security Officer / Dl user) ~ Terms & Conclitons  Site Map

ContactUs  Privacy Policy

Figure 4.1 Authorised Person User Menu
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4.2 Profile Admin

Under Profile Admin, you can create or delete a Publication Related Matter user, a Listing
Related Matter user or a DI user of the company and approve the user creation initiated by
Security Officer.

4.2.1 Create aUser

1. Select Profile Admin from Admin under Main Menu.

L FonlSize A A BN
HKEX e-Submission System
Bl 2R Tha Stoek Exchangs of Hosg Keng Limhsd

[ Homg. Limned

Profile Admin

Figure 4.2 Authorised Person User Menu

2. At Company Details page, click USER LIST.

) Font Size A A | EN )
HKEX e-Submission System
sRZRM The Steck Exchange of Hong Kong Limited
(A wholly-owmed subsidiary of Hong Kong Exchanges and Clearing Limited)
Homé Document Subamtssion Download Documant Teeplate Addrmin Logout
Welcome Admantstrator | 29112019 18,06
Company Profile
Company Details
Company Code [ Company Type Dt Socuntios Insuns
Company Name (Englisn) T Company Limited
Company Name (Chingse)
Company Websile
Address (English) VAR, Address (Chinese) (T ]
One intematonal Financial Centre, BEIETL
1 Harbour View Streat m-mios
Central HK Lme
Fax No. NiA
T ey T
Figure 4.3 Company Profile page
3. The User Profile List page will be displayed. Click NEW.
= FonBizea » A A BN ¥
HKEX e-Submission System
BEREZRM Tive Btock Exchange of Hong Kong Limited
P whally ] v King Exchange Limiacy
‘Welcoma Tal Man Cran | 100472088 14:18
‘Company Details
Campany Coda - Company Trpe Wi flaant e
Company Nama e —
Usar Profile List
User IO User Kame &
User 1D Utser Fidl Name Ulser Types Sante Access to DI Dats Lscioes
BEESZAADM Cran Tai Man Agminastrator Azt o No
BESALSLIMAAT Chan Tai kan Linting Pesated Matars Uiser Active No N
BEESAPAFPROV Cran Tai Man Publicartion Rolated Matters Usar « Appeover Inactve Ho Ko
BEBAPELANT Chan Tai kan Publcation Fislated hattars User - Submittar iractive Ho W
BEEEESEOR Cran Tal Man ‘Soourty Offoer Active Mo No
BRESANPAR Chan Tai kan Primary Authorised Person Active Yo N
Totnl Numbar of Recoeds - & o .

Figure 4.4 User Profile List page
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4, A blank User Profile page will be displayed. Select the User Type. Enter the new
user's details, including User Name, Contact Information etc. After you have
inputted the User Name, the User ID of the new user will be displayed immediately
in the User ID field. You should note the new User ID. Click ADD.

. . Font Size A
HKEX e-Submission System N
EERBH The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home  Admin Logout

Welcome Security Officer | 31/10/2019 13:05

Company Code LM88888 Company Type Debt Securities Issuers

Company Name XYZ Group Ltd.

User Profile - New

* Denotes mandatory fields

User Details
“User Type Publication Related Matters User - Appro
“User Name ' CHAN UserID T444ZPCHAN
Resigned Yes No
*Family Name (English) Family Name (English) “Given Name (English) Given Name
“Salutation Please Select ~ “Position Position
*Phone No. Phone No
*Mobile No. Country  Area Code (if any) + Mobile

Code No.

852 91234567

“Email Email

" The User Name will form part of the User ID and only accept 2-6 alpha-numeric characters.

2 Mobile No. will be used to receive One-Time Password via SMS. For overseas mobile number, please enter the country code and area code (if any). E.g. 86 for China, 853 for Macau.
Personal data collected through the e-Submission System will not be used for direct marketing purposes. By clicking on Add, | confirm that the individual(s) whose personal data is
disclosed in the use of this application consent to the processing of their personal data in accordance with the HKEX Privacy Policy.

o]

Figure 4.5 User Profile page

5. If the user has been created successfully, an acknowledgement message will be
displayed.

HKEX e-Submission System mHs TR

L 3 0] The finch Enchangs of faeg Kong Limsd
& whoiy - s tsictiary of Wong Kisng Exchangss mnd Clasring Limitsd

Welcome Tai Man Cran | 11042010 14:18

st 10 SE52SLLAMS s ersatedd succasstuly,

Figure 4.6 Create User — Acknowledgement message
6. Click BACK TO HOME to return to the User Home page.

NOTE:

. Once the user account has been created successfully, the new user can
immediately setup his/her token at the first-time login to the ESS (refer to “First-time
Login to e-Submission System” on relevant user manual for user activation
procedure).
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4.2.2 Delete a User
1. Select Profile Admin from Admin under Main Menu.
2. At Company Details page, click USER LIST.

3. The User Profile List page will be displayed. You may enter User ID and/ or User
Name and click SEARCH to search for a specific user. Select the user to delete by
checking the appropriate selection box and click USER DETAILS.

Font Size A EN
HKEX e-Submission System
TEXEHM 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 | 11/04/2019 14:18
Company Details
Gompany Gode Liisesss Company Type Main Board Issuer
Company Name XYZ Group Lid.
User Profile List
User ID User Name Search
User ID User Full Name User Type Status Access to DI Data Locked
J B88888AADM Chan Tai Man Administrator Active No No
| 8888DDI Chan Tai Man DI User Active Yes No
© 888BBLLAM2 Chan Tai Man Listing Related Matters User Pending Approval No No
| 88888LSUBMIT Chan Tai Man Listing Related Matters User Active No No
| 88888PAPPROV Chan Tai Man Publication Related Matters User - Approver Inactive No No
) 88888PSUBMIT Chan Tai Man Publication Related Matters User - Submitter Inactive No No
| 88888SSOR Chan Tai Man Security Officer Active No No
| 8888GXPAP Chan Tai Man Primary Authorised Person Active Yes No
Total Number of Records : 8 - | < .

e Seck o Hams

Figure 4.7 User Profile List page

4, The User Profile page will be displayed. View and confirm the user profile to be
deleted, then click DELETE.

Fom bize

HKEX e-Submission System

ko per warg | DRISTID 1038

Company Looe seasiss Corpary Tige

g e

User Profile - Edit

et e it

Usar Catails

e hae (Emghy

Figure 4.8 User Profile page
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5. The Confirmation dialog box will be prompted. Click CONFIRM.

Confirmation

Are you sure to delete this record?

Figure 4.9 Delete User - Confirmation

6. If the user account has been deleted successfully, an acknowledgement message
will be displayed. The security token of the deleted user will be revoked at the same
time.

KE e-Submission System A
GEEXBM

The Stack Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home  Admin Logout
Welcome Tai Man Chan | 11/04/2019 14:23

B88888LLAM3 has been deleted successfully.

Company Code LmsBB88 Company Type Main Board lssuer
Company Name XVZ Group Lid.
User Profile List
User ID User Name Saarch
User ID User Full Name User Type Status Access to DI Data Locked
[ B88BBAADM Chan Tai Man Administrator Active No No
28888DDI Chan Tai Man DI User Active Yes No
88886LLRAM2 Chan Tai Man Listing Related Matters User Panding Approval No No
88868LSUBMIT Chan Tai Man Listing Related Matters User Active No No
[ 888BSPAPPROV Chan Tal Man Publication Related Matters User - Approver Active No No
88888PSUBMIT Chan Tai Man Publication Related Matters User - Submitter Active No No
88886880R Chan Tai Man Security Officer Active Mo No
8BBBEXPAP Chan Tai Man Primary Authorised Person Active Yes. No
Total Number of Records : 8 | < o | o

New  UserDetsils | Backto Home

Figure 4.10 Delete User — Acknowledgement

7. Click BACK TO HOME to return to the User Home page.
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4.2.3 Approve User Creation by Security Officer

1. Select Profile Admin from Admin under Main Menu.
2. At Company Details page, click USER LIST.

3. The User Profile List page will be displayed. The status of new user created by
Security Officer is marked “Pending Approval” in red. Select the user by clicking the
selection box and click USER DETAILS.

KE e-Submission System s RS

The Stock Exchange of Hong Kong Limited
{A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tal Man Chan | 11/04/2019 14:18

Company Details
Gompany Gode LMasasa Company Type Main Board lssuer

Company Name 02 Group Lt

User Profile List

User ID User Name g
User ID User Full Name User Type Status Access to DI Data Locked
BBBBBAADM Chan Tal Man Administratar Active No No
| 8888sDOIN Chan Tal Man Dl User Active Yes No
| 8BBEBLLAMZ2 Chan Tal Man Listing Related Matters User Pending Approval No No
| 888BBLSUBMIT Chan Tal Man Listing Related Matters User Active No No
8BBBEPAPPROV. Ghan Tal Man Publication Related Matters User - Approvar Inactive No No
| 888BBPSUBMIT Chan Tal Man Publication Related Matters User - Submitter Inactive No No
| 8B8BESSOR Chan Tal Man Security Officer Active No No
888BEXPAP Chan Tal Man Primary Authorised Person Active Yes No
Total Number of Records : 8 e - %

Newm Sichniege

Figure 4.11 User Profile List page

4. The User Profile page will be displayed. Review the new user profile and click
APPROVE.

L. FontSize 4 A EN
HKEX e-Submission System
g }g ﬁ g Fﬁ 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 14:27

Company Code weacen Gompany Type Main Board lssuer

Cempany Name XYZ Group Ltd

User Profile - Edit
* Denotes mandatory fields
User Details

User Type Listing Related Matters User

User D B38BBLLAMZ

“Resigned Yes “Ne

Family Name (English) & Given Name (English) ol
“Salutation Mr 4+ ‘Position LAM User
“Phone No. 22221111

M a2 srer

“Email taiman@xyz.com

“Token Selection

Softwars Token

lelyo. will be used to receive One-Time Password via SMS.

Rejeot | Delete | Ganoel

Figure 4.12 User Profile page
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5.

If the approval has been successful, an acknowledgement message will be
displayed.

L Font Size A EN
HKE X e-Submission System
FERBHM The Stock Exchanga of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kang Exchanges and Clearing Limited)
Home  Admin Logout
Welcome Tai Man Chan | 11/04/2019 14:27
User account 88888LLRM2 has been created successfully.
Company Code LieBsss Company Type Main Board Issuer
Company Name XYZ Group Lid
User Profile List
User ID User Name Search
User ID User Full Name User Type Status Access to DI Data Locked
88888AADM Chan Tai Man Administrator Active No No
88883D0I1 Chan Tai Man DI User Active Yes No
88888LLAM2 Chan Tai Man Listing Related Matters User Inactive No No
888asLsUBMIT Chan Tai Man Listing Related Matters User Active No No
88888PAPPROV Chan Tai Man Publication Related Matters User - Approver Active Ne No
8888BPSUBMIT Chan Tai Man Publication Related Matters User - Submitter Active No No
88888SSOR Chan Tai Man Security Officer Active No Ne
BBBBEXPAP Chan Tai Man Primary Authorised Person Active Yes No
Total Number of Records : 8 w | < > | >

New  UserDetals  Back to Home

Figure 4.13 Approve User Creation by Security Officer — Acknowledgement

Alternatively, should you find the user detail need to amend, click REJECT. If the
request has been rejected, an acknowledgement message will be displayed.
Security Officer has to submit a new request for user creation.

Click BACK TO HOME to return to the User Home page.

NOTE:

Once the user account has been created successfully, the new user can
immediately setup his/her token at the first-time login to the ESS (refer to “First-time
Login to e-Submission System” on relevant user manual for user activation
procedure).
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4.3 Change of Administrator or Security Officer

1. Select Change of Administrator or Security Officer under Admin from Main
Menu.
HKEX e-Submission System i il
SRR Tha Soek Exshangs f Heag Keng Limhad
(A whoity-owned sutrsidiary of Hosg Hong Exchenges and Clesrng Limfied)
Change of Administrator or
Security Officer
Figure 4.14 Change of Administrator or Security Officer menu
2. The Change of Admistrator or Security Officer page will be displayed. Select
Request For as “Change Administrator” or “Change Security Officer” as appropriate.
HKEX e-Submission System IS SRR
'ilkam The Stock Ezchange of Hong Kong Limited
1A whaily. aihanges Chearng Limited|
Hamp Adein Logaut
Welcome Primary AP | 250772019 0924
User Profile - Change of Administrator or Security Officer
* Denotes mandatory hields.
Company Details
Campasty Code: LM12345 Company Type Dt Secumes tesuirs
Company Name ABC Company
User Details
Request For [—— w
*Lizer Mame ! USER NAME User 1D
“Famiy Name (English) [ “Given Name (Englan) P ——
*Salulation Piogse Saisdl w “Posilion
*Phone Mo
“Mobie Mo, ¥ Counlry Codge A Cooe (1 ary) + Mobie No
“Email -
" The User Name will form parn of ihe Uiser 1D and only acoep! 3-6 ajpha
2 Mol Mo will be wsed fo recenve One. Time Password via SME For oversess mobie mumber, please enfer the counlry code and ares code (f any) g 08 for Ghina, 853 for
Macau
e I gt theough the 2. System wil not b usad for direct marketing purpeses. By eficking on Conlim, | confem 1hat (he indnidualis) whoss parsonal
data is dsclosed in e use of this applcation consent b the processing of eir personal data in accondance with the HKEX Privacy Policy
Confemn  Cancel
Figure 4.15 Change of Administrator or Security Officer page
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Enter the user profile of the new Administrator or new Security Officer, including

3.
User Name, Contact Information etc. After you have inputted the User Name, the
User ID of the new user will be displayed immediately in the User ID field. You
should note the new User ID. Click CONFIRM.
User Details
Request For e Lty -
“User pame ' GHAN User Il 123455CHAN
*Family Name {I'n_ni =hy *Given Name crngnsn.\
“Salutation Flas Soloct w “Position
“Fhone No
“Mobile No. ¥ Country Code Area Code (if any) + Mobile Mo
*Email
! The Uséer Name will form part of the User 1D and iy ac & alpha-Numenc characters.
2 pabie No. will be used [o receive Onoe-Time Pazswo SMS. For overseas mobile number, please enler the country code and area code (i any), E.g 86 for China, 853 for
Macau.
Personal data collected tnro-;-;n 1he e-Submission 3}5‘9!‘-“ will not be usad 1or direct markel:ng purposes By chck‘-ng on Confirm, | confirm that the -nd-wduah‘s] whose personal
data is disclosed in the use of this application consent to the proc BSSINg of their personal data in accordance with the HKEX Privacy Policy
Figure 4.16 Request for Change of Administrator/ Security Officer
4, The Confirmation dialog box will be prompted. Click CONFIRM to confirm the
change.
Confirmation

Are you sure to submit?

Confirm Cancel

Figure 4.17 Change of Administrator or Security Officer page — Confirmation box

If the Administrator or Security Officer has been changed successfully, an

5.
acknowledgement message will be displayed. The assigned token of original
Administrator or Security Officer will be revoked at the same time.
HKEX e-Submission System s AR
EEXEAM The Stock Exchange of Hong Kang Limited
Welcome Tai Man Chan | 11/04/2019 14:29
Saved successfully.
Figure 4.18 Change of Administrator — Acknowledgement
6. Select HOME in the Main Menu to return to the User Home page.
NOTE:
° The new Administrator or Security Officer can immediately setup his/her assigned

token at the first-time login to the ESS (refer to Section 2.1 “First-time Login to e-

Submission System”).
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4.4  Appointment of Agents

Authorised Person of a listed issuer can appoint its representing agents to submit and/or
approve documents on their behalf. You can also set criteria to control the submissions to
be made by its appointed agents, either by the number of submissions or a time range or
both.

Authorised Person of an agent can view the list of assignments made by your clients (i.e.
listed issuers) on the Appointment of Agents page.

The appointment is listed in the ascending order of status and its start time on the
Appointment of Agents page.

1. Select Appointment of Agents under Admin from Main Menu.

HKEX e-Submission System e

SRIBA Tha Sk Exchange of Hoss Kerg Limhed

L3 Hong. and Chearng Limited)

Appointment of Agents

Figure 4.19 Appointment of Agents menu

2. The Appointment of Agents page for listed issuers will be displayed with the list of
appointed agents, including the status and details of the respective appointments.

FontSize =2 A A EN

HKE X e-Submission System
BBEBXERHE The Stack Exchangs of Hong Hong Limined
(A wheity-owned wubsidiary of Hong Kong Exchanges and Clearing Limited)
Home  Aomn Loget

Welcoma Tai Man Chan | 1204/2019 10:51

Appointment of Agents

Compary Code Company Name Start Tirme End Tima Mo, of Submissions Status Appointmant Type
AGESEEa ABC Agent Ltd 110472010 00 00 11042019 23:50 2 Expired Submisson & Approval
Total Number of Records - 1 -

Create Bact 1o Home

Figure 4.20 Appointment of Agents page (Listed Issuers)

3. The Appointment of Agents page for agents will be displayed with the list of their
representing listed issuers, including the status and details of the respective
appointments.

FontSize » A A EN

HKE X e-Submission System
ERERHN Tr Stack Exchangs of Hong Kang Limited
(A wholly-ownsed subsidiary of Heng Kong Excharges and Cleasing Limited)
Home Adrmin Logont
Welcome Tal Man Chan | 21/05:2019 12:85
Appointment of Agents

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

Lmesgss 06/05/2019 00:00 15/05/2019 23:59 Active Submission & Approval

Total Number of Records : 1 -

Back to Home:

Figure 4.21 Appointment of Agents page (Agents)
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4.4.1 Appoint an Agent

Version 1.1

*Appointmenl Criteria
“Appoiniment Type

Click CREATE at Appointment of Agents page. The relevant input boxes will be
displayed.

HKEX

e-Submission System
EBXBF The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

FontSize A A A EN ¥

Homa  Admin Logout
Welcome Tai Man Chan | 11/04/2018 16:01
Appointment of Agents

Company Cade Campany Name Start Time End Time No. of Submissions

Status Appeintment Type

Total Number of Records : 0
Edit Delete | Backto Home

“Denotes mandatory fields

*Company Code COMPANY CODE

*Company Name Gompany Nams

*Appaintment Criteria Plaase Select

*Appaintment Type Please Select

Gonfirm

Figure 4.22 Appointment of Agents page — Create new appointment

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.

HKEX

Font Size A oA A EN
e-Submission System
' 'R g Fﬂ The Stock Frchange of Hong Kong Linited
(A wholly -owned idiary of H ind Chearing Limited)
Homo  jAdmin Logent
Weilcome Primary AP | 08/01/2020 16:36

Appointment of Agents

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

Tolal Numbees of Records . 0

Edf | Coae | Dolete B2k Io Home

*Denoles mandatory fields

*Company Code FANY
*Company Name e

I'aBc Agent Limited

| ABCD Financial Printer
| Pigase Select

Cantim

Figure 4.23 Appointment of Agents page — Search Company
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3. Select one of the Appointment Criteria to 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.

. . Font Size A EN
HKEX e-Submission System
§
GEXBM The Stock Exchange of Hong Kong Limited
(A wholly-owned i of Hong Kong and Clearing Limited)

Home  Admin Logout
‘Welcome Primary AP | 06/01/2020 17:02
Appointment of Agents

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

Total Number of Records - 0

Edit Create Delete Back to Home

“Denotes mandatory fields

=Company Code OTAGENT

“Company Name ABC Financial Printers

“Appointment Criteria
No. of Submissions only

Time Range only

Time Range & No. of Submissions

=Appointment Type

Confirm

Figure 4.24 Appointment of Agents page — Select Appointment Criteria

4. Depending on selected Appointment Criteria, input the appointment Start Time / End
Time and/or No. of Submissions.

5. Assign the Appointment Type to determine 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.

L. Font Size A EN
HKEX e-Submission System
P
TEXEM The Stock Exchange of Hong Kong Limited
{A wholly-owned subsidiary of Hong Kong d Clearing Limited)
Home Admin Logout

Welcome Primary AP | 06/01/2020 17:02
Appointment of Agents

List of Appointed Agents:

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

Total Number of Records - 0

Edt | Create  Delete | Backto Home
“Denotes mandatory fields
“Company Code OTAGENT
“Company Name ABC Financial Printers
“Appointment Criteria Time Range & No. of Submissions ~
*Start Time 06/01/2020 00-00 “End Time

06/01/2020 23:59

“No. of Submissions 2

“Appointment Type
Appraval only
Confirm Submission only
Submission & Approval

Figure 4.25 Appointment of Agents page — Assign Appointment Type

Version 1.1 Page 37



e-Submission System User Manual

6. Click CONFIRM.

7. If the appointment has been created successfully, an acknowledgement message
will be displayed. You may continue to appoint more agents by repeating the above
steps or click BACK TO HOME to return to the User Home page.

L. Font Size A EN
HKE X e-Submission System
SBRXBM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tai Man Ghan | 11/04/2018 16:01
Updated successfully.
Appointment of Agents
 Listof Appointed Agents |
Company Code Company Name Start Time End Time No. of Submissions Status Appointment Type
AG88888 ABC Agent Ltd 11/04/2019 00:00 11/04/2019 23:59 2 Active Submission & Approval
Total Number of Records : 1 < | - n s ] o

Create  Delate | Back to Homa

Figure 4.26 Appointment of Agents page — Acknowledgement

NOTE:

. Agent can submit/ approve the submission on behalf of the listed issuer only if the
appointment status is “Active”.

. The Appointment Status will become “Expired” if its preset time range (i.e. End Time)
has expired or the No. of Submission become zero.

. Expired appointment will remain on the list for 30 days for record purpose.

. The count of the No. of Submission of the Agent’s appointment will be deducted by
one in the following situation (including Submission for Publication and Correction of
headline categories of a published document):-

- A submission is approved by the subject agent (either submitted by the issuer
or other authorising agents); or
- A submission is submitted by the subject agent and approved by the issuer.
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4.4.2 Edit an Appointment

Authorised Person of a listed issuer can edit the active appointment. If the appointment of

the agent has been expired, you have to create a new appointment for that agent (refer to
Section 4.4.1 for detalils).

1. Select the appointment you wish to edit by checking the appropriate selection box
and click EDIT at Appointment of Agents page.

HKE X e-Submission System
LT ELL

The Biock Eachasge of Hemg Kang Limitsd

Font Sles A A EN

[A wholfy-owned suonsdiany of Hong Wong Erchanges and Clearing Limitea)

Warlcome Tai hian Chan | 12042016 1130

Appointment of Agents
Company Code Company Name Start Time End Time Mo, of Submissions Status Appoitment Type

@ AGORoED ARC Agent Lt 12/04/2010 D00 1210412018 2350 2 Actve Subminsion & Approval
AGIBSEE ABC Agent Lt 11042010 0000 110472010 23,50 2 Expirest Subimiysan & Appraval

Taitad Murmiter of Rocords 3

ok i Dot | Back o Woma

Figure 4.27 Appointment of Agents page — Select appointment for editing

Update the Appointment Criteria, Appointment Type, Start Time / End Time and No.
of Submissions, where appropriate. Click CONFIRM.

HKEX

e-Submission System
IYEIL

Fant Sire A EN

The Bissth Exchangs of Hung Keng Limises

{4 whaity-owned subaidiary of Harg Hong Exchanges and Clearing Limasd|

Wekams Tal Man Ghan | 12042019 1130

Appeintment of Agents

Company Code Company Name Start Time End Time No, of Submissions Etatus Appaintment Type
@  AGESEAS ABC Agond Lid 12047010 00 00 120472010 23 56 2 Active Subemssion & Approval
ACEAESE ABG Agent Lin 11/04:2018 00.00 D400 2350 2 Expurag Subenission & Approval

Total Musmbar of Reconds 2

Conae . Back 1o Home

 Nome

“Appositrant Crilera

“Start Teme

*End Time

Figure 4.28 Appointment of Agents page — Edit appointment

If the appointment has been updated successfully, an acknowledgement message
will be displayed. Click BACK TO HOME to return to the User Home page.

. Font Sixe A A BN
KE e-Submission System
LR L A B b e W L
" subsidiary of Cloaring Limited)

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

Updated successfully.

Appointment of Agents
Gompany Gode Gompany Name start Time

End Time No. of Submissions Status.

11/04/2019 23:59 3

Appointment Type
AGEEBES ABC Agent Ltd 11/04/2019 00:00

Active Submission & Approval
Total Number of Records : 1

Edii | Crate  Daleta | Backto Home

Figure 4.29 Appointment of Agents page — Acknowledgement message

Version 1.1 Page 39



e-Submission System User Manual

4.4.3 Delete an Appointment

Authorised Person of a listed issuer can discontinue the appointment of your authorised
agent by deleting its appointment. After the appointment has been deleted successfully,
the agent is no longer able to represent the issuer to submit or approve any submission.

1. Select the appointment you wish to delete by checking the appropriate selection box
and click DELETE at Appointment of Agents page.

. . Font Size A EN
HKE X e-Submission System
L LELL 1h S B i R L
i ity ey of Harg Yo hanges s g L
Home  Admin Logout
Welcoma Tai Man Chan | 12/04/2019 11:36
Appointment of Agents
Company Code Company Name Start Time End Time No. of Submissions Status Appointment Type
¥ AGBS8BS ABC Agent Ltd. 12/04/2019 00.00 12/04/2019 23:59 2 Active ‘Submission & Approval
AGBB88S ABC Agent Lid 11/04/2019 00.00 11/04/2019 23:59 2 Expired Submission & Approval
Total Number of Records : 2 -

Edit Back to Home
Figure 4.30 Appointment of Agents page — Select appointment for deletion

2. The Confirmation dialog box will be prompted. Click CONFIRM to delete.

Confirmation

Are you sure to delete this record?

Figure 4.31 Appointment of Agents — Delete confirmation

3. If the appointment has been deleted successfully, an acknowledgement message
will be displayed. Click BACK TO HOME to return to the User Home page.

L. Font Size A EN
HKEX e-Submission System
EEXBM The Stock Exchange of Hong Kong Limited
{A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home  Admin Logout
Welcarme Tai Man Chan | 11/04/2018 16:01
Updated successfully.
Appointment of Agents
Company Code Campany Name Start Time End Time No. of Submissions Status  Appointment Type
AG8B838 ABC Agent Ltd. 11/04/2019 00:00 11/04/2019 23:59 2 Active Submission & Approval
Total Number of Records : 1 < | < N
Edit Create Delate Back to Home

Figure 4.32 Appointment of Agents page — Acknowledgement message
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4.5 Appointment of Approvers

Authorised Person of listed issuers and agents can exercise control over the approval of
document submissions of each approver according to its own internal control procedures
of your company by enabling the Appointment of Approvers function. You can set criteria
to control approvals to be made by your appointed approvers, either by the number of
approvals or a time range or both.

The default setting is disabled (meaning that every approver can approve document

submissions without restrictions). Authorised Person should practically consider to decide

“Enable” or “Disable” this function according to its own internal control procedure. If this
function has been enabled, there would be a need to maintain the appointment list on a
continuing basis.

45.1 Enable Appointment of Approvers function

To enable this function:

1.

Select Appointment of Approvers under Admin from Main Menu.

HKEX e-Submission System e AR
GRERHM

T Stock Fxchange of Hog Kong Lemied

A whaolly owned subsidiary of Hong Kong Cxchanges and Clearing Limited|

Appointment of Approvers

Figure 4.33 Appointment of Approvers menu

The Appointment of Approvers page will be displayed. It is set to be Disabled by
default. Click the ENABLE radio option button to enable appointment of approvers.

HKEX e-Submission System T
'ETY Tt b ML
A whe =]

‘Woicome Tai Man Char | 21062013 11.46

Appointment of Approvars
Netes

By cicking “Enbba” - ALhorsed Pecsont Can sopcdly I 0 DIV DT I MM AUTOEF Gf Suemizsions MY SIS ASErTAM i 1S Cwe EOmpany B ISR Submissions

By cicking 'Disable”~ N # i AEECrals by I Aggreiv £ 28 own company
The defact suttiog is oot 43 ‘Disacly

Appoirtment of Appravers Enabis * Dinalble

Figure 4.34 Appointment of Approvers page
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3. The Confirmation dialog box will be prompted. Click CONFIRM to enable.
Confirmation
Are you sure to enable the "Appointment of
Approvers"?
Figure 4.35 Enable the Appointment of Approvers — Confirmation

4, After the Appointment of Approvers function has been enabled, you need to
appoint at least one approver to ensure a smooth submission process. For detalil,
refer to Section 4.5.2 to appoint an approver.

NOTE:

. After the Appointment of Approvers function has been enabled, only the approver
with “Active” appointment can approve submission for publication, correction of
headline categories of a published document and submission for AP/PHIP.

. Email notification will be sent to Authorised Person and/or Approver of Publication
Related Matter user reminding the expiry of the appointment according to the
following scenarios:

- Emalil notification will be sent to Authorised Person(s) and appointed approver
on the 7 business days before the appointment will expire; and
AR AR LSRG T IERED (W0 e, SED RS (SN, RO IS (Rl RS A7 aRg
Figure 4.36 Expiration of Approver appointments(reminder)
Version 1.1 Page 42



e-Submission System User Manual

- Emalil notification will be sent to Authorised Person(s) and appointed approver
on the expiration day of the appointment; and

HEEX's e-Submission System - Expiration of Approver appointrents (Today)

s PR
”'\ eds sender ki imad
At s + Gt more avpe

Dear Sur/Meadam,

Please note that the following appomtmentis) will be expired todsy (21-05-2019)

fuses 10 Juser ful NameJapproval Perio |

[z88zzpApPROV|Chan, Tai Man [71/05/2019 00:00:00 10 21/05/2019 23:59:00]

After expiry of the appointment, the related Approvers will no lenger be allawed to app fr purpose. To ensure a smooth submission process, please

immediately review nd update the dppointment list through the “Admin” function of the e-Submission System. For detailed instructions, please refer to the “User Marual for Authorised Person” which can be
accessed through the hyperlink at the botiom of the e-Submission website.

1t you have any gueries, pleass call our hotline on (852) 2840 3460 dunng the hours of the e-Subs System or the case officer of the Listing Department.
Hang Keng Exchanges and Clearing Limited

21-05-2019

[Nate: This & an sutomatically generated email Please do not reply directly to this email)

.

SEEW , W EECe i RN P S 05200 9.

A [MEER  [mesm ]
B&SSFADPRD\J]CMH. Tai Mand21,05/2018 00:00:00% 2 1/05,/2019 33:54

. RERRT 7. AR CSAMTRERGN (W) N, SERERRAASH. IERSIeN (RN

ey i

& A

) . BERTSARTRE R TS T
SO, SR T RIRARR s AR (852) 2840 3460 TR R R N MR ENRA,
DR RN AR

5-2019
T RMRERRERY | RDENRE, )

Figure 4.37 Expiration of Approver appointments(today)

- Email notification will be sent to Authorised Person(s) on the next business day
when all appointments of the company have expired.

HEKEX's e-Submission System - Expiration of Approver appointments

& rsn
57 eds mar as read
irL"‘
Acticn Hems + Get mare apps

Dear SirMadam,

Please note that ALL appointment(s) had been expired on 21-05-2019. That means all your Approvers are not allowed to approve submission of documents for
publication purpose.

Please iately update the app: list through the “Admin® function of the e-Submission System. For detailed instructions, please refer to the “User Manual for
Authorized Parsan” which can be accessed through the hypaerdink st the bottom of the &-Submission website.

If you have any queries, please call our hotline on (B52) 2840 3460 during the operational hours of the e-Submissi

System or the case officer of the Listing Department.
Hong Kong Exchanges and Clearing Limited

22-05-2019

{Note: This is an automatically generated email. Please do not reply directly to this email )

e

BRER | BOFRREHEAREEINIE TR 21-05-2019 . DETAELEABEREIDER T ALINEE,

SR CEERTEERGN (W) e, SRDEFREEASE, HEEGINeN (RERANAETER) | BEFRTRIART 20 RN AR T,
WA . AR T ISR ES IR (852) 2840 3460 HERRAR LR A MAEZIEEA,

LRt Ut ]

22-05-2019
(ISR RRORE S | SoEWEREE, )

Figure 4.38 Expiration of Approver appointments
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4.5.2 Appoint an Approver

be displayed.

e-Submission System

The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

RSN
Home Admin
‘Welcome Tai Man Chan | 11/04/2019 15:21

Appointment of Approvers
Notes:

By clicking "Enable” - Authorised Persons can specify a time period andfor & maximum number of submissions for each Approver in its own company to approve submissions.

By clicking "Disable” - No restrictions are impased on submission approvals by the Approvers in its own company.
The default setting is set as "Disable”,

Appointment of Approvers ®Enable

(Disable
User ID User Full Name Start Time End Time No. of Submissions

Total Number of Records : 0

Back to Home

~ Denotes mandatory fields

“Approver Please Select
“Appointment Criteria Please Select

Confirm

Figure 4.39 Appointment of Approvers page — Create new appointment

appointed.

3. Select Appointment Criteria to limit the appointment according to:-

- "Time Range Only" to pre-set time range; or

maximum number of submissions.

HKEX e-Submission System
GRERMm The Stock Exchange of Hong Kong Limited

[& wholly-owned subsiciary of Hong Kang Exchanges and Cleanng Limite)
Home Adean

Welcome Tes Man Chan | 12042019 1158

Appointment of Approvers

Notes

By eticking “Enable” - Authcrised Persons civ specty o lime poviod andior i maximum rumber of sobmissions for each Approver in 45 own conpany 1o aparove submissions

By ciicking "Disabie” = No fostnetions aro impossd on submission approvals By the Approwss in s own company
The defaul sefting is set as “Disable™

Appointment of Approvers

* Enable Desable
User 1D User Full Name Start Time End Time No. of Submissions
B3E83PAPPROV Chan Tai Man 11/04/2016 00:00 11042019 23.59 1

Total Nurnber of Ricords © 1 g -

Creme | Deiele  Back o Mome

| Appoivimant Detals |
* Denotes mandatory fekds
“Agpravar

*Appoiniment Critaria

*Start Tamo *End Time
*No. of Submissions

Confim

Figure 4.40 Appointment of Approvers page — Appointment Details

Click CREATE at Appointment of Approvers page. The relevant input boxes will

Font Size A EN

Status

All Approvers will be listed in the pull-down menu. Select an Approver to be

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

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

Status

Expired

Version 1.1
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4. Depending on selected Appointment Criteria, input the appointment Start Time / End
Time and/or No. of Submissions. Click CONFIRM.

5. After the appointment has been created successfully, an acknowledgement
message will be displayed.

HKEX e-Submission System BEHSES GRRSSIERS

SR\ The Stack Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Welcome Tai Man Chan | 11/04/2019 15:21

Updated successfully.

Appointment of Approvers
Notes:

By clicking "Enable” - Authorised Persans can specify a time period and/or & maximum number of submissions for each Approver in its own company 1o 8pprove submissions.
By clicking “Disabla" - No restrictions are imposed on submission approvals by the Approvers in its own company:
The default setting is set as *Disabie”.

Appointment of Approvers #Enable Disable

User ID User Full Name Start Time End Time No. of Submissions Status

BABBBPAPPROV Chan Tal Man 11/04/2019 00:00 11/04/2019 23:59 2 Activa

Total Number of Records : 1 -

Create | Del Back to Hemea

Figure 4.41 Appointment of Approvers page — Acknowledgement

6. Click CREATE to appoint more approvers or click BACK TO HOME to return to the
User Home page.

NOTE:

. The count of the No. of Submission in the appointment will be deducted by one on
the following situation:-
- Approved submission for publication; or
- Approved submission for correction of headline categories; or
- Approved submission for AP/PHIP (applicable for agent only).

. The Appointment Status will become “Expired” if its preset time range (i.e. End Time)
has expired or the No. of Submission become zero. After expiry of the
appointment, the related Approvers will no longer be allowed to approve
submission of documents for publication purpose.

. Expired appointment will remain on the list for 30 days for record purpose.

. To ensure a smooth submission process, an up-to-date appointment list should be
maintained on a continuing basis.

. Authorised Person should consider its own operational needs and internal control
procedures when presetting the Appointment Criteria.
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45.3 Edit an Appointment

You can only edit the active appointment. If the appointment has been expired, you have
to create a new appointment for that approver (refer to Section 4.5.2 for details).

1. Select the appointment you wish to edit by checking the appropriate selection box
and click EDIT at Appointment of Approvers page.
HKEX e-Submission System SRR L Aees
ERERM Thve Bovck Evcharage o8 Hormg K i
 whally-cumed mebeidiary of Hong Kang Exchanges snd Clesring Limied)
Weicome Tal Man Chan | 11042008 1821
Appointment of Approvers
Mores:
By cheking “Erabie” - Authamsed Persons can spactly & Sme porfod anaior 8 masimun numsber of Sutviissions for sach ADEYOVEr in 2 own COMBany 0 AEHew SLBMIsEonNS.
By clicking “Tasatie” - Ne or approvils By (e AQGrovers: in iy onwn company.
The default seifing is sef as "Disatée”.
Appointment of Approvers. * Enabis Dinatia
(L
Usar ID Usar Full Narme Start Time End Tima No. of Subimissians Status
= BABBAPAPPRONV Chan Tai Man 11/04/2019 0000 11042019 2350 z Active
Total Nurmbar of iscords : 1 P - -
E Crastw Dabiste Bk 10 Home
Figure 4.42 Appointment of Approvers page — List of appointments
2. Update the Appointment Criteria, Start Time / End Time and No. of Submissions,
where appropriate. Then, click CONFIRM.
HKEX e-Submission System r— PR
EERXSM The Stock Exchange of Hong Kong Limited
A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home Admin Logaut
Welcome Tai Man Chan | 11/04/2019 15:21
Appointment of Approvers
Notes:
By clicking “Enable” - Authorised Persons can specily a time period and/or a maximum number of submissions for each Approver in its own company to approve submissions.
By clicking “Disable” — No restrictions are imposed on submission apgrovals by the Approvers in its own company.
The default setting /s set as "Disable”,
Appointment of Approvers * Enable Disable
User ID User Full Name Start Time End Time No. of Submissions Status
4 888BEPAPPROV Chan Tai Man 11/04/2019 00:00 11/04/2019 23:59 2 Active
Total Number of Records : 1 = K-‘ s
P anbtes manditory s
“Approver BB8BBPAPPAOV Chan Tai Man
*Appointment Criteria Time Range & No. of Submissions
"Start Time 11/04/2018 00:00 "End Tima 1170472019 23:59
*No. of Submissions 2
Figure 4.43 Appointment of Approvers page — Edit appointment
3. If the appointment has been updated successfully, an acknowledgement message
will be displayed. Click BACK TO HOME to return to the User Home page.
Fowed Jude A i
HKEX e-Submission System
EREEN Tha Bisart Eassaragn of oy Koy Livstad
N ety il ity i Hing Wb Eaitoirgent el = ] Ll
[ - ]
W L bl G | B UL BRI
Wi woommidly
Figure 4.44 Appointment of Approvers page — Acknowledgement message
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45.4 Delete an Appointment

You can discontinue the appointment of your approver by deleting his/her appointment.
After the appointment has been deleted successfully, the approver is no longer able to
approve any submission.

1. Select the appointment you wish to delete by checking the appropriate selection box
and click DELETE at Appointment of Approvers page.

. . Font Size A EN

HKEX e-Submission System

GHXRA The Stsck Exchangs of Mang Kong Limfied
W whhaliy-owned mutsaicdiary of Hong Kong Exchanges s Cnarng Limfec)

WWnicoma Tas han Ghan | 11/04/2018 16:21
Appointment of Approvers
Notea:
By clicking “Enadle” - Authonsed Persont can apecify & Sme parod andior o masmom number of submizeions for asch Appvover in s own company fo appvowe submissions.
By chcking “Disabie™ — No mErichons s imposed on subwmission approvals by e Angrovers in ity own company:

Tha default setting /s sof as “Disatde”.
Appointment of Approvers » Enstin Otuabia

Uik o opainied Aupeweecs |

Uaar ID Wit Full Mames Start Tires End Tiime Ho. af Submissians Statun

a BABAAPAPPRCY Cran Tal Man 11/04°2019 0000 110472019 23:50 2 ACtive
[ sseaarerR Chan Tal Man 11/04/2019 00500 1HOLTONG 2H5D 2 Active
Total Number of Records - 1 F -

N

Figure 4.45 Appointment of Approvers page — Appointment list

2. The Confirmation dialog box will be prompted. Click CONFIRM to delete the
appointment.

Confirmation

Are you sure to delete this record?

Figure 4.46 Appointment of Approvers — Delete confirmation

3. If the appointment has been deleted successfully, an acknowledgement message
will be displayed. Click BACK TO HOME to return to the User Home page.

|;| KE e-Submission System i

LES & The Saack Exchangs of eng Keng Limied

S y ng Kong o dmited)

Weicoma Tal Man Chan | 11/042018 15:21
Updatod succeastuby
Appointment of Approvers
Nods:
By elicking “Eratve” - Autharissd Parsons can sovcily & Hme pevied Andioe § Marmum numbir of slimesions for sach ABCROVer i T ouwn COMpany 1o IEnm submissin

By chicking “Disabie” - No meirictions ans imposed on submission anprovals by e Aporovers in its own company.

The detauit seifing is sef as Disabis

Appointment of ABPFOVSTS & Enable Disatin
Lt o dspii sopraen |
Usor 1D User Full Nama Start Time End Time Ho. of Submisslons Status
EABBIPAPPROY Chan Tal Man 11/04/2019 0600 1170472018 23:58 2 Active
Total Murier of Fecords : 1 . .

Figure 4.47 Appointment of Approvers page — Acknowledgement message
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4.6  Approve to Revoke a Security Token

When Security Officer revokes the assigned token of your company’s user, a dialog box
will be prompted for your approval:

Verification

* Name of Authorised Person O Chan Tai Man Chan Siu Man
User ID 28288XPAP

" User Password

" One-Time Passcode (OTP) Request One-Time Password

Figure 4.48 Approval of token revocation

1. Input your User Password and One-Time Passcode (OTP) generated from your
assigned token for approval. Click CONFIRM.

NOTE:

. You will only use the REQUEST ONE-TIME PASSWORD button as a back-up
channel when you cannot retrieve OTP from the assigned token. Enter your
User Password, then clicks REQUEST ONE-TIME PASSWORD button. An
OTP will be sent to your registered mobile number via SMS. Enter the OTP in
the One-Time Passcode field.

. For details of Security Officer to revoke an assigned security token, please refer
to Section 6.3 “Token Management”.
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5 For Administrator

This section only covers functions unique to the Administrator. For the procedures of
download document template, please refer to the Section 5 of User Manual for Listing
Related Matters.

51 User Menu for Administrator

The Administrator user menu is subdivided into the following categories:

Administrator User Menu
1 1 1 1 | 1
s
Document Download Submission
H - Document T te Admil t
ome Submission Ten':llplate Man?a;lglnfentﬂa min Logou
A
Listing Related

Matter Submission Profile Admi
Log min

Publication Change of

Submission Log — Agw
S
Yy
Related Stock

- Code

Maintenance

—_  /
NOTE:
(1) Applicable to Structured Product Issuers only.
= = Bt Birw A
HKEX e-Submission System -

ERRAN R e e s s Rt

e e ] P e Rt

Wicorrw te Was Chrare | TUDLRTO0M T

Cortmcl s Py Pl

Figure 5.1 Administrator User Menu
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52 Profile Admin

Under Profile Admin, you can maintain your company’s profile and view your company’s
user profile list.

5.2.1 Maintain Company’s Profile

1. Select Profile Admin under Admin from Main Menu.

. . FontSize 4 A A
HKEX e-Submission System -
EEXAM EN =

The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home

Document Submission Download Document Template

| 29/10/2015 18:02

Admin

Welcome Administrator Profile Admin
Change of Authorised Person

Related Stock Code List Maintenance

Profile Admin

Figure 5.2 Profile Admin menu

2. The Company Details page will be displayed. Click AMEND COMPANY PROFILE.

FontSize ~ A A EN =

HKEX e-Submission System

I

EEXBM The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Kong d Clearing Limited)

Home Document Submission Download Document Template Admin Logout
‘Welcome Administrator | 29/10/2019 18:06
Company Profile
Company Details
Company Code LM88888 Company Type Debt Securities Issuers

Company Name (English) XYZ Company Limited
Company Name (Chinese)

Company Website

Address (English) 10/F-12F, Address (Chinese) =2
One Intemational Financial Centre, EESRPL
1 Harbour View Street F—mioe
Central HK )

Fax No NiA

Amend Company Profile | UserList = My Profile = Back to Home

Figure 5.3 Company Details page
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3. The fields Company Name, Company Website, Address, and Fax No. can be
amended as required. Others are for reference only. Click SAVE after you have
finished updating your profile.

1 ‘ Font Size v A EN
HKEX e-Submission System
BRXBA The Slock Exchange of Hong Kong Limited
A wholly -owned subsidiary of Hong Kong Exchanges and Clearing Limited)

\'\'\_'Icumulrun 'd |2IU.'201918|1
Company Profile - Edit
* Denates mann:ﬂnr‘,‘ fiekds
Company Details
Company Code LMOaEIE Comgany Type Debt Secunties Issuers
* Company Name X¥Z Compary Limited ®
(Englisn)
Company Name (Chinese)
Company Website
* Address (Engish) E—— Address (Chinese) P

o Inbenatioal Financial Cenbe BEEREL

1 Harbow View Streel o ME104E

Central HK mfi
Fax No s
Parsonal data colected Mrough the e-Submission System will not be used for direct marketing purpases. By chcking on Save, | confirm that the individualis) whose personal data is
disclosed in the use of this consent to the p of their personal dala in accordance with the HKEX Privacy Policy.
cancel

Figure 5.4 Amend Company Profile

4, If the company profile has been updated successfully, an acknowledgement
message will be displayed.

5. Select HOME in the Main Menu to return to the User Home page.

Note:

e Under the Listing Rules, every listed issuer must have its own website for publication
of regulatory filings. Listed issuers should fill in the Company Website field with the
hyperlink which should direct investors to the regulatory filings, and not the home
page of its company's website. The Exchange uses this information to update a list
of company's website addresses on the HKEXnews website.
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5.2.2 View User Profile List
1. Select Profile Admin under Admin from Main Menu.
2. The Company Details page will be displayed.

3. Click USER LIST. The User Profile List page will be displayed.

HKEX i D
e-Submission System
sEEREN Fra an s o Ay B |
o by s w8 ey B [y § —

it T Mae Chiey | 1TRERESTE 1T

Coenpany Detnis

Comparsy Code 5 Camprey Fpa ]

Campary Hars VY it

User Profile List

L b Rl A

i 1D L Tl awne Limsr Typs Huras dccean i O Dats [FES
A AT [ ST THY Al e [~ e
L r g Char s Mo O At i b
ST BANT Char Te Mam Lrviry PMespted Waters Lhar At L] Ha
SRR, Char: T B Eonsify O Acive L L]
AT O, T W= Prorary duforasd Pamcr L) “Fiom L]
Tkl Harmbsr of Fcordn | 5 '

[ESTeT—

Figure 5.5 User Profile List page

4. You may enter User ID and/ or User Name and click SEARCH to search for a
specific user. Users who matched with the specified criteria will be listed.

5. Click BACK TO HOME to return to User Home page.
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5.3 Change of Authorised Person

Administrator can submit the request to HKEX for a change of Primary or Secondary
Authorised Person and add or remove the Secondary Authorised Person.

5.3.1 Change of Authorised Person or Add a Secondary Authorised Person

1. Select Change of Authorised Person under Admin from Main Menu.

HKEX e-Submission System Foridim 4 & A%
BB

The: Stock Exchange of Hong Kong Limited

1A whelly owned subsidiary of Hong Kong Exchanges and Cleanng Limited)

Home: Documant Submizssan Dovnicad Document Temglate Admin
Welcome Admantstrator | 29/10:2015 18.17 [Profile Admin
(Change of Authortsed Person
Rkt Stock Code List Mainlenamno:

Change of Authorised
Person

Figure 5.6 Change of Authorised Person menu

2. The Change of Authorised Person page will be displayed.

KE X e-Submission System ST R
#

3= | PR The Stock Exchangs of Hong Kong Limaed

A wholly.owned sishsidiary of Hong Kang Fxchanges and Claaring Limited)
Homs  Ootument Dubwssion  Deviosd Document Tempiats  Admin Logot
Welcome Adminstrated for PRI | 291002015 1818

User Profile - Change of Authorised Person

Company Detalls

Company Code LMTaddr Company Type Dt Secuntes lsuers
Comparry Name Irtormat Adminstrater for Deschaimer
Request For
Request For Pieane Salect A
User Details
s Type Vi Snknct ~
Liser Mame User 1D
*Famity Name (English) Famuty Mare (Enghsh} *Gijen Name (English)
“Salutation Piease Sulect w “Fosiion
“Bhone No
Cormespanding Address (If aiferent from Company Address)
Comespondence L p— Comespondence
Adress (Engiisn) Modess (Chnese)
“Mobie Mo # Country Area Code (if any) + Mobile No
Cooe
“Eman
“Access to D1 Data 7 “Wes He

" The User Name will farm part of ihe Liser 1D and only accept 2-6 Sipha-numenc chmacters

T Mobie No. Wil De used 10 receve One-Time Password via SMS. For oversens mobile number, prease enter the country code and anea code (I any). £.9. 86 for Chin, B53 far

Mascau.
* Access o view and downioad DVsciosune of infenests ("DI7) nolces Aled witn e Exchange an e to isted 73 aniy]
File(s) Upload At File{s)
File Description Uploaded File{s) List
Personal dala colected Bheough the e-Submission System will nol be used for difec! marketing puposes. By cicking on Subimit, | confim that the individial(s) whose personal data is
diaciossd in the use of this consant 1o the of their parsonal data In accordance with the HKEX Privacy Policy

Bubsmit Cancel

Figure 5.7 Change of Authorised Person page
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3. Select the Request For “Change of Primary Authorised Person” or “Change of
Secondary Authorised Person” or “Add Secondary Authorised Person” as
appropriate.

4. Enter the new Authorised Person’s details, including User Name, Contact
Information etc. The User ID of the new Authorised Person will be displayed after
you have inputted the User Name.

User Profile - Change of Authorised Person

Company Details
Company Code LM88888 Company Type Debt Securities Issuers
Company Name XYZ Company Limited

Request For
Request For Change of Primary Authorised Person v

User Details

User Type Primary Authorised Person v

“User Name ' CHAN User ID 88888XCHAN |

Figure 5.8 Change of Authorised Person — Change or Add Authorised Person

5. Click ADD FILES to upload the supporting document(s). Repeat until all file(s) are
uploaded. Enter the File Description for each uploaded file. You may upload up to 5
supporting files (in PDF, TIFF, JPG or DOCX format) (such as board resolutions).
The file size of each supporting file should not exceed 10MB.

6. Review the submission details. Click SUBMIT.

7. A Confirmation dialog box will be prompted. Click CONFIRM to submit the request.

Confirmation

Please review the information and click

Confirm to submit

Figure 5.9 Change of Authorised Person page — Confirmation

8. If the request has been submitted successfully, an acknowledgement message will
be displayed.
|:|HE“x e-Submission System Recs g
B -

P e F smega o g, g 1

A bty s ey o g § sy LS i ey 1 ——
T SR T T T T T

e il TE =3 - —

it e M, Gl | 1LZGTE 128

Figure 5.10 Change of Authorised Person — Acknowledgement

9. Select HOME in the Main Menu to return to the User Home page.
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NOTE:
o After successful submission, an email notification will be sent to the Administrator.

HKEX 2-Submission System - Change of Primary Authorised Person Request Acknowledgement

eds sender mark as read

Dear Sir/Madam,
This is te inform you that the following request has been received.

Company Name: ABC Company Limited
Request: Change of Primary Authorised Person

If you have any queries, please call our hotline on (852) 2840 3460 during the operational hours of the e-Submission System or the case officer of the Listing Department.
Hong Kong Exchanges and Clearing Limited

21-05-2019

(Mote: This is an automatically generated email. Please do not reply directly to this email )

BN -

HEMT | LTSRS

4EHE T ABC Company Limited
A A ST

SR |, AT R RAMRIFMBRAER (852) 2840 3460 WIME CHEROAN NORZHEA,
HEER RENAERAR

21-05-2019
(TSR ESOMEY | SNCMILRLE)

Figure 5.11 Sample Email - Change of Authorised Person Request Acknowledgement

. If the change of Authorised Person has been approved, an email notification will be
sent to the Administrator and the New Authorised Person. You may also find the
User ID of the new Authorised Person in the email notification. The previous
Authorised Person will be removed from the User Profile List. The new Authorised
Person can proceed to setup his/her security token on the first-time login to the ESS
(refer to Section 2.1 “First-time login to e-Submission System”).

HKEX e-Submission System - Request for Change of Primary Authorised Person has been processed

eds sender muark 3 read

Duear Sir/Madarm,

Thiz is to inform you that the following request has been processed,
Company Name: ABC Company Limited

Request: Change of Primary Authorised Person

User ID of New Authorised Person: 38383XPAP3

Mame of related Authorised Person: Chan Tai Man

If you have any queries, please call our hotline on (B52) 2840 3460 during the operational hours of the e-Submission Systern or the case officer of the Listing Department.

Hong Kong Exchanges and Clearing Limited
21-05-2019

(Mote: This is an automatically generated email. Please do not reply directly to this email)
B

HEIR T | R AR

B ABC Company Limited

i FHCEEEERA,

STEAHTE A LERISRRRE 88888XPAP3

SN 550 Chan Tai Man

WHEEGE , ELRT BRI FRRISIRANS (852) 2840 3460 DB FAAIAIRAT WA T EIEEA,

EERRANATIRGS)
21-05-2019
(RS RORREEY | EmIRES.)

Figure 5.12 Sample Email — Request for change of Authorised Person processed
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5.3.2 Remove Secondary Authorised Person
1. Select Change of Authorised Person under Admin from Main Menu.
2. The Change of Authorised Person page will be displayed.
3. Select the Request For “Remove Secondary Authorised Person”.

4, The details of the Secondary Authorised Person will be displayed for reference.
Click ADD FILES to upload the supporting document(s). Enter the File Description
for each uploaded file, such as board resolutions. Click SUBMIT.

HKEX ~ oSubmissionSystem ™=

SRERE

User Profile - Change of Authorised Person

Company Details

User Detalls.

......

ey Py

Figure 5.13 Change of Authorised Person page - Remove Secondary Athoised Person
5. A Confirmation dialog box will be prompted.

Confirmation

Please review the information and click
Confirm to submit.

Figure 5.14 Change of Authorised Person page - Confirmation

6. Click Confirm to submit the request.
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7. If the request has been submitted successfully, an acknowledgement message will
be displayed.

HKEX e-Submission System

SERER PP —
Ay e ey @ g 8 sy e e ey | ——

| o i m—— e ]

e T e R R T

wl tm S mprrfd WLE R

Figure 5.15 Change of Authorised Person — Acknowledgement
8. Select HOME in the Main Menu to return to the User Home page.

NOTE:
o After successful submission, an email notification will be sent to the Administrator.

HKEX ¢-Submission System - Remove Secondary Authorised Person Request Acknowledgerment

eds sender

Dear Sir/Madam,

Company Name: XYZ Group Ltd,
Request: Remove Secondary Authorised Person

If you have any queries, please call our hotline on (852) 2840 3460 during the operational hours of the e-Submission System or the case officer of the Listing Department.

Hong Kong Exchanges and Clearing Limited
07-05-2019
(Mate: This is an au

o email Please do nat reply directly 1o this omail)

e
SN T . LRI AR )

A EIER: XYZ Group Ltd.
TR FERRM TSRS,

SRS . SRS R R AR R R M ARAE (B52) 2840 3460 SERRER b IHEIF R M@,

R AR AR R
OF-05- 2019

Figure 5.16 Sample Email — Remove Secondary Authorised Person request
acknowledgement

. After the request for removal of the Secondary Authorised Person has been
approved, an email naotification will be sent to the Administrator. The User account of
the Secondary Authorised Person will be removed from the User Profile List.

HKEX g-Submission System - Request for removal of Secondary Authorised Person has been processed

eds sender

Drar Sir/Madam,

This is 1o inform you that the following request has been processed.
Company Name: X¥Z Group Ltd.

Request: Remove Secondary Authorised Person

MName of the related Authorised Person: Chan Siu Man

If you have any queries, please call our hotline on (852) 2840 3460 during the operational hours of the e-Submission System or the case officer of the Listing Department.

Hong Kong Exchanges and Clearing Limited
07-05-2019

(Mote: This is an automatically generated email. Please do not reply directly to this email)

i

EINSOM T . CUFEImS e

LrRIERE: XYE Group Ltd.

TR AR e A

BRI A ERE: Chan Siu Man

SRR . BYET IR B AR R e R R MR AR (852) 2840 3460 SUANES L TEEEM AP MRl BNER A,
W R ARLR

07-05-2019

(RS R R . )

Figure 5.17 Sample Email — Request for removal of Secondary Authorised Person
processed
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54 Maintain Related Stock Code

The “Related Stock Code List” is a list of stock codes maintained by listed issuers in ESS
for their related listed issuers and listed securities. It is used for validating the stock codes
entered into the “Stock Code of Related Issuer(s)” field in each submission. For the
avoidance of doubt, the “Related Stock Code List” will not be applicable to debt issuers
and structured product issuers.

To maintain the related stock code list:

1. Select Related Stock Code List Maintenance under Admin from Main Menu.

HKEX e-Submission System FonkBa: AL | L)

GRERM

The Stock Exchange of Hong Kong Limited
{4 wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Homé Document Submission Dewniload Document Tamplate ~Admin
Welcome Admingstrator | 2901062015 18,34

Related Stock Code
List Maintenance

Figure 5.18 Related Stock Code List Maintenance menu

2. The Related Stock Code Maintenance page will be displayed. The related stock
code list will be displayed in the list in ascending order of stock code.

% I ra i A A (L}
HKE e-Submission System
TETL e i il iyt
8 ey s sy o cny & sy Sy ey | —

et T M Ll | 1 OLTRTR 1A

Relabed Stock Code Maimenancs

ey o p— sinasey T

e

Figure 5.19 Related Stock Code Maintenance page
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5.4.1 Add a Related Stock Code

1. Click ADD at the Related Stock Code Maintenance page. The Related Stock Code
input box will be displayed.
H E ¥ & ot Bgw & A L]
sEaRER - n&mw
Related Stock Code Maintenance
Cawgarey G |- Cawruirsy Trim bimr Foam
(=] e
'o:-aonm-r:h
m; oo )
Figure 5.20 Related Stock Code List Maintenance menu
2. Enter the Stock Code and its stock short name will be displayed for reference. Click
SAVE.
3.

If the related stock code has been added successfully, an acknowledgement
message will be displayed.

HKEX o-Submission System

Pt i aetmrog o Py S |
e R L e e

Yiphixnve Tl MR ST | TLASTE TR

Bl Seicrad by

Related Stock Code Maintenance

ety o

QT Gt Triok TR —
Coergarey hurs T

Bt

[ daek Sade & Forma b

1 L) ML Corvgary

s

Figure 5.21 Related Stock Code List Maintenance - Acknowledgement

4, Click BACK TO HOME to return to the User Home page.

NOTE:

If the related stock code is not a valid stock code, an error message will be displayed.

HKE e-Submission System L
FEARES g e I
A iy e iy o g 8 g Lttt Py

ekt T M Ol | D UBLIETR DAY

4 Fuaind el Tas Cadm

Figure 5.22 Related Stock Code List Maintenance - Error
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5.4.2 Remove a Related Stock Code

1. At the Related Stock Code Maintenance page, click REMOVE next to the stock
code you wish to remove.
HKEX - i ——
EEREN . h&mw
Feisted Stock Code Mantenance
[} Ak Bl [rey™
Figure 5.23 Related Stock Code List Maintenance - Remove a related stock
2. A Confirmation dialog box will be prompted. Click CONFIRM to remove.
Confirmation
Are you sure to delete this record?
Figure 5.24 Related Stock Code List Maintenance - Confirmation
3.

If the related stock code has been deleted successfully, an acknowledgement
message will be displayed.

HKE X e-Submission System R o

sEEREN L L.

A ey s ey o g § g g [y | —

o i M, Chaes | 11002570 1247

B LIRSy

Related Stock Code Mainenance

A s Ra

Figure 5.25 Related Stock Code List Maintenance - Acknowledgement

4. Click BACK TO HOME to return to the User Home page.
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55 Document Submission

Administrator can view the submission log of both Listing Related Matter and Publication
Related Matter of the company.

5.5.1 View Listing Related Matter Submission Log

The Administrator can view the submission log in the last 365 days submitted by:-

. users of your company, regardless of whether they have been submitted on behalf of
your own company or other companies; and

. users of other companies on behalf of your company.

To view the Listing Related Matter Submission Log:

1. Select Listing Related Matter Submission Log under Document Submission
from Main Menu.

Font Size A EN

HKEX e-Submission System
EEBREBH

The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home Document Submission Download Document Template Admin

WiZldul  Lisiing Related Maiter Submission Log £
Publication Submission Log

Listing Related Matter
Submission Log

Figure 5.26 Listing Related Matter Submission Log Menu

2. The Document Submission Log page will be displayed. You can use different criteria
(by Subject Company Code, Case Number and Submission Date Range) to filter the
document submission log and click RETRIEVE. Search results matched with the
criteria will be listed in descending order by submission date/time.

Font Size A A  EN

HKEX e-Submission System
'TEIL

The Siock Exchange of Hong Kong Limited
1A whoily gwned subsidisty of Hong Kong Exchanges and Cloaring Limiled)

Welcome Administrator | 3111072019 12.30

Document Submission Log

Subject Company Code Caze No.
Submission Date From Te
NH20M0 AN
Hetrive
Labriwan Histery.
Ccazs Type Subjsct Company Submitted By (Company) Submitted By (Perzon) Uploaded Documents Data/Time Submitted

Total Number of Reconds - 0

Figure 5.27 View Document Submission Log

3. Select HOME in the Main Menu to return to the User Home page.
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5.5.2 View Publication Submission Log

An Administrator can view the submission history of Publication Related Matter, including
the submission which is:-

. submitted/approved by the company user; or

. submitted/approved by the authorised agent on behalf of your company.

To view the Publication Submission Log:

1. Select Publication Submission Log under Document Submission from Main
Menu.

HKEX e-Submission System B

EEXBAFAM

The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home Document Submission Admin

Download Document Template
LLEeel] Listing Related Matter Submission Log &
Publication Submission Log

Publication Submission Log

Figure 5.28 Publication Submission Log Menu

2. The Publication Submission Log for the last 7 days will be listed by default. You can
use different criteria (Submission Type, Submission Number, Stock Code of Issuer,
Case Number, Tier 1 Headline and Last Modified Date Range) to filter the document
submission log and then click SEARCH. Search results matched with the criteria will
be listed in descending order by submission date/time, and then by ascending order
of status will be listed.

t'l_ E e-Submission System o e

REN S ——
S ——

| o bt t—— - ]
Submission History

Sctmsicn Troa

Bt Riurvibee B

Siack Coxe of I s b
e b ey b e ] S e Ba vy b A
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it kit Elapts Frs EEABAY YY) ey L]
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Sto=n Comacion  Apprared PRepsoied
Cta [ —— Crmpims o e Pinkaied
e F T 1 Hasdine of Hewlns  Hasdiera Hetaedfna Comecton of
Cope [ - [ Dot Tioms ApprreresiMapan  AppreredPapned Caneganss Coegeriey Coiugeries Duin  Hasaiing
s Ty urbe Bisfhe  SubedSed Dubedid By D Tiss By Dt Tima Dy Tima Estagrarary iy
mEEEN (R (-1 Ajiwiivdal  11ELPEH BRRSPTUAAT LG0T 18 R TR

Shuierrerin TS0 TE041T L1531 ]

Tt BnT
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Figure 5.29 View Publication Submission Log

3. Select HOME in the Main Menu to return to the User Home page.
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5.6 Submission Template Management (applicable to
Structured Products issuers only)

Administrator of Structured Product Issuers can create up to 12 submission templates.

To view the list of submission templates:
1. Select Submission Template Management from Main Menu.

HKEX e-Submission System R
aEaEER o B 0 g o By B g

e e e R s L

Submission Template
Management

Figure 5.30 Submission Template Management menu

2. The Submission Template Management page will be displayed. The Issuer Name
template is listed at the top of the template list; other submission templates are
listed in ascending order of the template name.

& Frrd Bgm a (7]
HKE e-Submission System
sEERER P fmcn Fitmgn o g B+ s
8 iy s iy o} g 5 g Fots S st ey
| e e i el s s s i e ]

VEsCoTw T Mirt Oy | 2U020TS 1227

Submession Templale Managemant
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I e PLTIE HEa

St TR RE IO AT O

bk P i o .

TSI R - S

Figure 5.31 Submission Template Management page
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5.6.1 Edit Issuer Name

The Issuer Name is used for auto-generated titles in Publication Related Matter
submission, refer to Section 5.1 of User Manual for Publication Related Matters for further
details. To edit the Issuer Name template:

1. On the Submission Template Management page, select the template name is
“Issuer Name”. Click EDIT.

HKEX e-Submission System S8 v
ERREN P e F smega o g, g 1
e | i e im ]

VEsToTe T Wi Chan | 21022018 1227
Submission Template Management

Taerpd o e Lt Upacians Dl T

- T Nae DA 1501 &4

v g e

Sl M oF Mt 3 .
Figure 5.32 Submission Template Management page — Select Issuer Name

2. The Issuer Name Template page will be displayed. Update the English Issuer
Name and Chinese Issuer Name where appropriate. Click SAVE.

HKE X e-Submission System R
EaEEN 1 e Fshangn oy R |
e s b M e |

vewoore T Wit Chairt | ZUO82078 0227
Submission Templsie Mansgemant - lssutr Namas

Tl —mtohator, Faos
[EEST S

T ]

Figure 5.33 Issuer Name Template page — Edit Issuer Name

NOTE:

. Update in the English and Chinese Issuer Name will not update the company
name in the company profile.

3. If the Issuer Name template has been updated successfully, an acknowledgement
message will be displayed on page will be displayed.

HKE X e-Submission System e

e e el LR R
B et s by o g B g S et | ——

Vo T LA Crae | 2100208 02

PRE P Y

Figure 5.34 Submission Template Management page — Acknowledgement

4, Click OK to return to User Home page.
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5.6.2 Create a Submission Template

1. At the Submission Template Management page, click NEW. A blank submission

template will be displayed. Fill in the submission details, including the Template
Name, Contact Information, Headline Categories, Title(s) etc. Click SAVE.

HKEX

R e-Submission System

L T

8 ks mm iy o ry sy s S ey +
Vewsore T biin Chan | 20052CE L2327

Submizssan Template Managomant - Croate | Edit Templale

Fpnd figw a

e
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% e ey I T R S T 0 [ A T PR

Figure 5.35 Submission Template Management page — Create Template

2.

If the submission template has been created successfully, an acknowledgement
page will be displayed.

e-Submission System

P s i stmngn o Py By |
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Figure 5.36 Submission Template Management page — Acknowledgement

5. Click OK to return to Submission Template Management page.
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5.6.3 Edit a Submission Template

1. At the Submission Template Management page, select the template you wish to
edit by checking the appropriate selection box. Click EDIT.

ykEx e-Submission System o
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Figure 5.37 Submission Template Management page — Template selection

2. The Submission Template Management — Edit Template page will be displayed.
Update the details of the submission template where appropriate. Click SAVE.
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Figure 5.38 Submission Template Management page — Edit Template

3. If the submission template has been updated successfully, an acknowledgement
page will be displayed.

4, Click OK to return to Submission Template Management page.
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5.6.4 Delete a Submission Template

1. At the Submission Template Management page, select the template (except the
Issuer Name template) you wish to delete by checking the appropriate selection box.

Click DELETE.
HKE Submi 1 .
FaRER . u&m_ﬁs—“

[ St e Gt e s M et o e ]

ViscoTm T Wiiry Chary | 20082078 1227

Submission Termplate Management

Tan e e RE Lmar ipatine Dute Toss

Figure 5.39 Submission Template Management page — Template selection

2. A Confirmation dialog box will be prompted. Click CONFIRM to delete.

Confirmation

Do you want to continue?

Figure 5.40 Submission Template Management page — Delete Template

3. If the submission template has been deleted successfully, an acknowledgement
message will be displayed.
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Figure 5.41 Submission Template Management page — Acknowledgement

4, Select HOME in the Main Menu to return to the User Home page.
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6 For Security Officer

This section only covers functions unique to the Security Officer.

6.1  User Menu for Security Officer

The Security Officer user menu is classified into the following categories:

Security Officer User Menu

! |
Home Admin Logout
Profile Admin
Token
Management
H KE x e'SmeiSSion System Font Size A EN

EEXBHM

The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Glearing Limitad)

Welcome Tai Man Chan | 11/04/2019 14:14

Quick Ref (Listing) Quick Ref (Publication) User Manual (Listing) User Manual (Publication) User Manual (Admin / Security Officer / DI user) Terms & Conditions Site Map

Contact Us  Privacy Policy

Figure 6.1 Security Officer User Menu
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6.2 Profile Admin

Under Profile Admin, you can perform the following user profile administrative function:-

. submit the request to your Authorised Person for creation of a Publication Related
Matter user, Listing Related Matter user or a DI user; and

. amend the user profiles of Publication Related Matter/ Listing Related Matter users/ DI
user; and

. unlock other user accounts except own account; and

. disable / enable the login of the Publication Related Matter/ Listing Related Matter
user.

6.2.1 Request User Creation

To create a Publication Related Matter user, Listing Related Matter user or a DI user:

1. Select Profile Admin from Admin under Main Menu.

HKE X e-Submission System Rt A A A
EEXBH The Stock Fachange of Hong Keng Limited
{4 whally-owned subsidiary of Hong Kong Fachanges and Clearing Limited)
Wn: l:“mm— 11072018 12.50 —
Token Managemant
Figure 6.2 Security Officer User Menu
2. At Company Details page, click USER LIST.

HKE X e-Submission System el

GRXRM The S1ock Exchangs of Hong Kong Limited
(A whcdly owned subsidiary of Hong Kor Exchanges and Clearing Limited)

Homa  Admin Logeut
Welcome Secwily Officer | 311002019 12.51

Company Profile

Company Details

Company Code LMBEEEE Company Type Debt Securites issuars
Company Name (English) X¥Z Group Ltd,

Company Name (Chiness)

Company Website

Address (English) NETIF Address (Chinese) -
One Infierrabonsl Financial Cene ELES T
1 Hambour View Strost w0l

Cantral HK
Fax No A

a Company Frofie wy Protio | Rack 1o Hema

Figure 6.3 Company Profile page
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3. The User Profile List page will be displayed. Click NEW.

HKEX e-Submission System i

ERZERMA e Stnck Exedasge of Hong Kang Limied
A whet, ot Husee Koo Sy

‘Weicoma Tal Man Chan | 19047018 1418

Company Detalls

‘Compary Godn Limssas Company Type [y -

Compary Hame XA Creas L

User Profile List

User T Utseer Name =
User ID User Fudl Name Umer Type Biaiua Acoesa bo D Dabs Loszlosd
BEESSAACA Can Toi bt Aot Active No No
BREELSLIBAAT Can Thi ban Listing Fslated Matiam Lisar Active Ho Mo
BBSSEPAFPROV Chan Tai Man Pubbcation Aalated Matiors Usel « Appeover Iractive No No
BEEEPELUAMT Can Tai Man Publiation Retated Mattens Liser - Suboitter Irective L M
BBESESEOR Cran Tai kean Soourity OMoer Active No No
BRESICPAR Chan Tai ban Prirmery Authorised Person Active em He

Total Murmber of Recosds - B .

IEI S —

Figure 6.4 User Profile List page

4. A blank User Profile page will be displayed. Select the User Type. Enter the new
user’s details, including User Name, Contact Information etc. After you have
inputted the User Name, the User ID of the new user will be displayed immediately
in the User ID field. You should note the new User ID. Click ADD.

. . Fontsize ~» A A
HKEX e-Submission System .
EBXEBHM o

The Stock Exchange of Hong Kong Limited
{A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home  Admin Logout
Welcome Security Officer | 31/10/2019 13:05

Company Code LM88888 Company Type Debt Securities Issuers

Company Name XYZ Group Ltd.

User Profile - New

* Denotes mandatory fields

User Details
“User Type Publication Related Matters User - Appro' &
*User Name ! CHAN UseriD T444ZPCHAN
Resigned Yes *No
“Family Name (English) Family Name (English) “Given Name (English) Given Name
*Salutation Please Select ~ “Position Position
“Phane No Phone No.
“Mobile No. * Country  Area Code (if any) + Mobile

Code No.

52 91234567

*Email Email

" The User Name will form part of the User ID and only accept 2-6 alpha-numeric characters.

2 Mobile No. will be used to receive One-Time Password via SMS. For overseas mobile number, please enter the country code and area code (If any). E.g. 86 for China, 853 for Macau.
Personal data collected through the e-Submission System will not be used for direct marketing purposes. By clicking on Add, | confirm that the individual(s) whose personal data is
disclosed in the use of this application consent to the processing of their personal data in accordance with the HKEX Privacy Policy.

-
Figure 6.5 User Profile page
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If the request for user creation has been submitted, an acknowledgement message
will be displayed. A new user is created with status “Pending Approval” marked in

red in the User Profile List.

HKEX e-Submission System

EERXBM The Stock Exchangs of Hong Kong Limited

{A wholly-ewned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home  Admin
Waelcome Tei Man Chan | 15/04/2019 1739

User ID 888381 LRM3 has created and is pending approval from your Authorised Person.

Company Code LMB8858 Company Type

Company Name X¥2Z Group Lid

User Profile List

User ID User Name
User ID User Full Name User Type
888B88AADM2 Chan Ta Man Administrator
8688860DDI1 Chan Tal Man DI User
88888LLRM1 Chan Tai Man Listing Related Matters User
BBBSBLLRMZ Chan Tai Man Listing Related Maiters User
B88686LLRM3 Chan Tai Man Listing Related Matters User
BBBSEPAPPROV Chan Tal Man Publication Related Matters User - Approver
88888PSUBMIT Chan Tai Man Publication Related Matters User - Submitter
B6888SSOR1 Chan Tai Man Security Officar
B88B8XPAP Chan Tai Man Primary Authorised Person
BBBBBXSAP Chan Siu Man Secondary Authorised Person

Total Number of Records : 10 .

New - Back to Home

Figure 6.6 Create User - Acknowledgement

NOTE:

Main Board Issuer

Search

Status
Active

Inactive

Active

Active

Pending Approval
Active

Active

Active

Active

Active

Font Size A EN
Logout
Access to DI Data Locked
No No
Yes No
Na No
No No
No No
No No
No No
No No
Yes No
No No

. The new user account creation is not completed yet. The Authorised Person of
your company has to approve the user creation by the security officer (refer to

Section 4.2.3 “Approve User Creation by Security Officer”).

Click BACK TO HOME to return to the User Home page.
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6.2.2 Amend Users’ Profile

To amend the user profile of a Publication Related Matter user, Listing Related Matter user

or a Dl user:
1. Select Profile Admin from Admin under Main Menu.
2. At Company Details page, click USER LIST.
3. The User Profile List page will be displayed. Select the record you wish to amend
by checking the appropriate selection box and click USER DETAILS.
Fanl Biza A
HKEX e-Submission System
BRERMN Y T ———
1A oy Owred sutnsiany of Mong Kong Licanges s Cwervg Lmvied
| o ]
Welooeras Tl Man Chan | 11045049 14:18
Comparny Details
Compary Code Luses Cormpany Tpe Wt B s
Comparny hama YT Gy Ll
User Profile List
Uner D1 W Harma Saarch
U 1D Usaer Full Nama User Type Seatn Apcen o (M Data Locked
L O T M AaSTErE Activa Mo Mo
BAEAE GLIBNAT Chan Tt Liaes Lanrg Redoned Mamens Usar Actve B Mo
EABRBRAPTRONY Can T liaey Putdeaton Fulatad blamens User - Aopiover et B ]
BT Chan Tal bias Pratshcation alated Mamers Lser - Subriier [ P o
BARARRSON Chan Tai W Security Offcer Actvn Mo %o
L Chan T Wan Primary Autraorised Pemson Actve es o
Tolal Musrber of Ricorsi 8 -
i Pk ip Home.
Figure 6.7 User Profile List page
4, The User Profile page will be displayed. Make the necessary amendment for the
user - Salutation, Position, Phone No or Email. Other user details including User
Type, User ID, Family Name and Given Name, Mobile No., and Access to DI are not
editable. Click save after you have finished amending the user profile.
User Profile - Edit
* Denates mandatory fields
User Details
Usef Type Publication Fielabed Maiiers Uset - Agprover
et B EBESEPABC
“Resgned Yes Wi
Family Name (English) Chan Eiven Kame (English) Tai Man
“Salutation ™ w “Position Assodite
“Fhone Mo, 14887 ®
“Mchile No ' Country  Area Code (if any) + Mobile No.
Code
oo
“Token Setection Softwary Token
" Mabie Mo, will be wsed fo receive One-Time Passwond via SMS. For overseas mobile number, please enfer the coundry code and anea code (if any). £ g B8 for Ching, B33 for Maci
Persanal data collected trough the e-Submission Sysbem will not be used for direct markeding purposes. By clicking on Save, | confinm that the individual{s) whose personal data is disclosed in the use of
Hhis application consent o the processing of their personal data in accordance wilh the HKEX Privacy Policy
Figure 6.8 User Profile page
5. If the user profile has been updated successfully, an acknowledgement message
will be displayed.
6. Click BACK TO HOME to return to the User Home page.
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6.2.3 Unlock a User

The user account will be locked when the user enters an invalid User Password and/or
OTP generated by security token for 5 consecutive times. The user cannot login the
system until the Security Officer unlocks the account.

To unlock a user:

1. Select Profile Admin from Admin under Main Menu.

2. At Company Details page, click USER list.

3. The User Profile List page will be displayed. The user's Locked status is
displayed as “Yes”. Select the locked user by checking the appropriate selection
box and click UNLOCK.

HKEX e-Submission System e

TETL i S g 4 g P LI
Dk Ay i ALy OF Mo oA ETSREAE 300 ST Laetid]

Cimgany Lo e Corngary Typs

(R ] Lbebd Hrv

L 1D Wuar Fiotl Mama Unar Typa Stass Asceus 1o DI Dats Locked
PORAPRITRR -'u...- T B F'.c-.'.i.n-l.\n.nﬂ-' Mahars s - ApgaTres JL: Ve (T Y
BSAERPSI BT Putier aiven Petaned Llaneny e - Sieemnes LYRT ) L Mo
BRSSO S un iy M Ao tmw L=
Ak Chan T Man Py Authcr s Porsn Mtom Yo Mo
PO SAF Cham Sy Man Secondary Authoneed Penwon Ainm o No
Tobal Murnber' of Mstdethy @ .
Figure 6.9 User Profile List page
4, If the user has been unlocked successfully, an acknowledgment message will be

displayed. The user’s Locked status is displayed as “No”.
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Figure 6.10 Unlock User - Acknowledgement

5. Click BACK TO HOME to return to User Home page.

Version 1.1 Page 73



e-Submission System User Manual

6.2.4 Disable/Enable a User Login

If a user resigns from the company, his/her account should be set to “resigned”. When the
“Resign” flag is marked ‘Yes’, a user’s login will be disabled. This function can also be used
to temporarily suspend a user from submitting documents through the ESS. If you have
resumed the access of that user, you have changed the “Resign” flag to “No” such that
s/he can login to ESS with the original assigned token.

The Security Officer can disable/enable the access to ESS of a Publication Related Matter
user and Listing Related Matter user. To disable a user:

1.
2.

4,

Select Profile Admin from Admin under Main Menu.
At Company Details page, click USER LIST.

The User Profile List page will be displayed. Select the record you wish to
terminate by checking the appropriate selection box and click USER DETAILS.

-
HKEX e-Submission Systerm
TET L T it i ¢ ey g Loneme

4 Sraay Sahes LUMESLE B Hia RS BRI 3AS Euarkg Lanabn)

Company Dotalls

Wsar Profile List

rm [omen]
Figure 6.11 User Profile List page

The User Profile page will be displayed. Change the radio button of Resigned from
“No” to “Yes” and click SAVE.

HKEX e-Submission System
" L T ———p—

Figure 6.12 User Profile page

If the user profile has been updated successfully, an acknowledgement message
will be displayed.

Click back to home to return to the User Home page.
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6.3 Token Management
Users’ tokens are managed by their company’s Security Officer. Security Officer can
revoke a user’s token (to be approved by Authorised Person) and assign a new token to a
user.
6.3.1 Change/Loss of Mobile Device
If your company’s user reported his/her mobile device (containing the software token) has
been changed, lost or stolen, you should immediately revoke his/her token (to be approved
by Authorised Person) to prevent unauthorized access.
1. Select Token Management under Admin from Main Menu.
HKEX e-Submission System et
GHERM The Stock Exchange of Hong Kong Linited
(A whaolty-cwned subsidiary of Hong Kong Exchanges and Cleasing Limited)
Weicome JEELLUTETS T 1102019 145656
Token Management
Figure 6.13 Token Management menu
2. The Token Management page will be displayed. A list of users in ascending order
of User ID. Select the user who reported change/loss of mobile device by checking
the appropriate selection box. Click REVOKE TOKEN.
HKE e-Submission System B S
EmRERM The Siock Exchangs of Hong Kang Limitsd
Token Management
— e e e
Tatnl Bt of Rucords 3 .
Figure 6.14 Token Management page — Select a user’s token
3. A dialog box will be prompted for approval by Authorised Person. Authorised Person
should enter the User Password and One-Time Passcode to confirm.
Verification
© Name of Authorised Person Chan Tal Man Chan Siu Man
Userin 88888XPAP
* User Password
* One-Time Passcode (OTP) Request One-Time Password
GCancel
Figure 6.15 Token Management page — Revoke Token Approval
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NOTE:
i If there is more than one Authorised Person in your company, select an
Authorised Person by clicking the radio button.

. If the token to be revoked is belonged to the Authorised Person, s/he enter the
User Password, then clicks REQUEST ONE-TIME PASSWORD button. An
OTP will be sent to his/her registered mobile number via SMS. Enter the OTP
in the One-Time Passcode to revoke the token.

4. If the token has been revoked successfully, an acknowledgement message will be
displayed. The token status is now changed to “Revoked”.

Font Sire A A EN
HKE e-Submission System
EMERMA The Simck Excmangs of Heng Kong Limhed
1A whaily-cwned subuidiary of Hong Koeg Exchanges aad Clearing Lisitedy
o Lo,
‘Wekioma Tal Man Chan | 21052019 1605
Token Management
User D & User Full Haw Hariware Taken Serial No. Tohan Status Tolwn Ty
BBEEEAADVE Chan Tai Man Acteatec Softwace Token
HI0DN Chan Tal Man Avsynec Software Token
Chan Tal Man iy ed Fardears Toven
& Cnon Tad Man REves00 Software Token
Chan Tai Man Astivates Softenrs Tokan
Chan Tal Man Activatec Softwars Token
Chan Ta Man Acthaated Softwars Token
EBREENPARY Chan Tal Man Assignec ‘Software Token
Total Surrber of Records - .
e Token . e | s

Figure 6.16 Token Management page — Revoke Token Acknowledgement

5. If the user has been equipped with a new mobile device, you can assign a new
token to the user. Select the user by checking the appropriate selection box and
click ASSIGN TOKEN. A Token Assignment Detail dialog box will be prompted.

Faons Sire e EN
HKE e-Submission System
EMERMA The Simck Excmangs of Heng Kong Limhed
1A whaily-cwned subuidiary of Hong Koeg Exchanges aad Clearing Lisitedy
o st Lagon
‘Wekioma Tal Man Chan | 21052019 1605
Token Management
User D & User Full Haw Hariware Taken Serial No. Tohan Status Tolwn Ty
BBEEEAADVE Chan Tai Man Acteatec Softwace Token
HI0DN Chan Tal Man Avsynec Software Token
LI Chan Tel Man Juiged Fardears Toven
& Cnon Tad Man REves00 Software Token
Chan Tai Man Astivates Softenrs Tokan
Chan Tal Man Activatec Softwars Token
Chan Ta Man Acthaated Softwars Token
EBREENPARY Chan Tal Man Assignec ‘Software Token
Total Surrber of Records - .
e Token . e | s

Figure 6.17 Token Management page — Select User to assign Software Token
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6. Review the assignment detail and click Confirm.

Token Assignment Detail

User ID 38888LLRM2

User Full Name Chan Tai Man

Figure 6.18 Token Assignment Detail dialog box

7. If the token has been assigned successfully, an acknowledgement message will be
displayed. The token status is now changed to “Assigned”. New token User is
requried to re-activate his/her user account (refer to the section “First-time login to
e-Submission System” of respective user manual for details).

Fanl Size A
HKE X e-Submission System
LE B L The Stock Exchange of Hong Kong Limited
(& whotty d ¥ of Hong Kong and Clearing Limited)
‘Welcome Tai Man Chan | 1610412018 15:20
Saved successhully
Token Management
Token Assignment st
User ID & User Full Name Hardware Token Serial No Token Status Token Type
BE8388AADM2 Chan Tai Man Actvated Softwere Toker
BE8880DI Chan Tal Man Actvated Software Token
BEEABLLRM1 Chan Tai Man ARLA1266 Asgigned Hardware Token
BESBELLRMZ Chan Tai Man Asgigned Software Token
SE308PAPPRON Chan Tai Man Activated Software Token
9838EPEUBMIT Chan Tai Man Actvated Softeare Toker
B£888530R1 Chan Tai Man Actvated Software Token
BEZBEXPAP Chan Tai Man Actvated Software Taken
BEZREXSAP Chan Siu Man Actvated Softeare Token
Tetal Number of Rezords © § -

Cance

Figure 6.19 Token Management page — Assign Token Acknowledgement

8. Select HOME in the Main Menu to return to the User Home page.

NOTE:

. To Revoke a user’s token, please refer to step 2 to step 4.
. To Assign a new tokent to a user, please refer to step 5 to step 7.

. Once the token has been revoked, user is required to re-activate his/her user account
and set-up a new token in his/her mobile device. If user is using a same mobile
device, the original token should be deleted. If user is equipped with a hew mobile
device, it is also recommended to uninstall the mobile app Safenet MobilePASS from
his/her old mobile device.
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V4 For DI User

DI User has been delegated the right to receive an email notification and access (i.e.
viewing or downloading) the complete set of DI notices and related documents when a DI
notice concerning his/her company is submitted through the DION System. There are only
user maintenance functions for DI user in ESS.

7.1 User Menu for DI User

The DI user menu is classified into the following categories:

DI User Menu

Home Admin Logout

§HKE e-Submission System P B

& 3% B The Stack Exchange of Hang Kang Limited
{4 whally-owned subsidiary of Hong Kong Exchanges and Glearing Limited)

Welcome Tai Man Chan | 11/04/2018 14:14

Quick Ref (Listing)  Quick Ref (Publication)  User Manual {Listing)  User Manusl (Publication)  User Manusl (Admin / Security Officer /Dl user)  Terma & Gonditions  Site Map

Contact Us FPrivacy Policy

Figure 7.1 Security Officer User Menu

NOTE:
. For the Admin function of DI user, refer to Section 3 “Common Admin Functions

above.
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8 Exit the System

It is recommended that you logout the system if you finish your session or are about to
leave your computer unattended. The function that is partially completed will be lost when
you logout the system. You should therefore complete the function before logging out of
the system.

To exit the ESS:

1. Select LOGOUT in the Main Menu on the top of the page.

L. Font Size A EN
HKEX e-Submission System
BEXAM The Stock Exchange of Hong Kong Limited
{A whally-owned subsidiary of Hang Kang Exchanges and Clearing Limited)
Home  Admin Lagaut

Welcame Tai Man Chan | 11/04/2078 14:14 |/

Quick Ref [Listing) Quick Ref (Publication) User Manual {Listing} User Manual (Publication} User Manual (Admin / Security Officer / DI user) Terms & Conditions Site Map

CantactUs  Privacy Palicy

Figure 8.1 Logout menu
2. The ESS Main page will be displayed.

3. Close the browser window.
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