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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, your company’'s Security Officer and/or
Authorised Person can create additional user accounts for new users for your 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 a Listing Related Matter user in order to use the
functions described under this manual.

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

For Authorised Person, Administrator, Security Officer and DI user, please refer to User
Manual for Authorised Person, Administrator, Security Officer and DI users for further
details.
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1.2 User Menu for Listing Related Matters

The main menu is sub-divided into the following categories:

Listing Related Matters
Main Manu

EEIC =

Profile Admin

Submisgion for
bl Listing Related
Matter

| —

Listing Related
- Matter
Submission Log

| —
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1.3 Site Conventions

Before Login

., . Font Size A EN
HKEX Fondor e-Submission System

E 3'5 x E Fﬁ The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
14/05/2019 10:50

System Message

User ID

User Password

One-Time Passcode (OTP)

Enter the Passcode from your token

Login

Login with SMS Password
Forgot User ID

Forgot User Password
Registration
Content Frame |
Left Panel |
Footer Links
After Login
n Font Sliw &
HKEX e-Submission System
BlERE Tha Tisch Eachings of Fing Kasg Lisied
iAWl pwrad wubedbary of Fomp K ong Enchungan s Tusring Lirvied|
[Hiome Doctment Submission  Downioad Dooumend Teepizle Adein Main Menu BT

Vislcome Tai Limn Cha | 2002

System Message

Content Frame

Cadck Fel [Lising)  Chuick Rled [Publics
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Header
HKEX ) . .
. =azmn _ Clickable link to Home Page of the HKEX website.

Font Size A

— 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.

. i — 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.

Pl Sisk A

HKEX e-Submission System

BREEM

P Bt Enituirnge i Hong Haaryg Listnd

(A, whally swned wbaliiey of Hong Kong Eschangan snd Uisaring Limded)

r R L A e .
VésicOma Tl ktan Chan | 20082019 1538

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

HKEX e-Submission System

BERERA P et Entbarngn i Hevng Mimy Limaeal
i, bty <rverepd pasbaliiary of Hong Mong Excbangan s Deuring Lisssd|

Font Size

Wiscome T Man Chan | 20052015 1528

Company Profile Page

Compary Detals
Compary Cooe | A—

Comgary Yyt
oy M B T
Crawpaarsy biara Chinsal

Corroeiny Yotats

A [Cras]

e Pt Mg g

iy P | ek b Action Button

The following conventions will be used in this manual:

Menu Item

e In bold, e.g. Listing Related Matter Document

Page

e Inbold, italic, e.g. Company Profile

Field

e Initalic, e.g. Company Website

Action Button

e In capital letters, e.g. MY PROFILE

i Lo nes

Field

Version 1.1
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2 Login to e-Submission System

You must login the ESS for submission or 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.

HKEX e-Submission System e

EEXREM

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

14/05/2019 12:23
User ID

User Password

One-Time Passcode (OTF)

Entar the Passcade from your loken
Lagin

Login with SMS Passward

Fargol User ID

Fargot User Password

Repistration

Terms & Gonditions Site Map Gentact Us Privacy Polley

Figure 2.1 ESS Main Page
2.1 First-time login to ESS
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.

L FontSize . A
HKEX e-Submission System
ERXBH The Stock Exchange af Hong Kong Limited
R ————
1110472019 1431 * Denoies mandatory fields 7 Help
User ID
P

* User Registered Email Address

* New Password

* Confirm New Password
Token Policy String  Reauest Example >>
* Activation Code Exampla >

* One-Time Password  Request Example >>

Actieate || Cancel

Terms & Condfions ~ SlteMap  ContactUs  Privacy Pokcy

Figure 2.2 User Activation page
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2. 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).

5. Launch your MobilePASS in your mobile device.

6. Create a software token on your MobilePASS.

Google Play™ App Store

Click ; @ on the top Click “+” on the right menu bar.

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

Figure 2.3 MobilePASS Application Menu

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

f
@ o St bl F 12:22PM o -

Create New Token

Figure 2.4 MobilePASS — Create New Token
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8.

On your MobilePASS, tap "Manual Enroliment" (“Auto Enroliment” is not applicable
to ESS).

Token Enroliment

Select a method for enrolling
his token

Manual Enroliment

Auto Enrollment
Delete Token

Cancel

@afehlet

Figure 2.5 MobilePASS - Token Enrollment

9.

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

e-Submission System

The Stack Exchange of Hong Kong Limited

A whally-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
* Danotes mandatory flakds

User ID
Manual Enrollment

? Halp
88BBEFPRMS

Token Policy String

‘ * User Ragistorod Emall Address

I you do not have a Token Policy String,

* New Password
simply press ‘Conlinue' or 'Done’. -

‘ Cancel

| Continue |

* Confirm New Password

Token Policy String  Request Bample s>
12 3456 7 890

* Activation Code

) s & @

* One-Time Password  Hequest Example >

Activate || Cancal

Figure 2.6 MobilePASS - Token Policy String

Version 1.1
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An Activation Code will be displayed on MobilePASS screen. Enter the Activation

10.
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
Al SMC HK ITE 4:21 PM The Stock Exchangs of Hong Kong Limited
—‘ . * Denotes mandatory flalds ? Holp
User ID
Manual Enrollment 88088PPAMS
Activation Code r :‘::LT“\::T:T e
CVM7S-S4YAT- * New Password
WO7DX-IBAG6
Cancel | Continue confim New Paswaord
e Token Policy String  Requast Example >>
* One-Time Password  Fequest Bxamp
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 Stock Exchange of Hang Kong Limited
A ialy-svned subaldiany &f Hong Kong Exchanges snd Classing Limasd)

* Danabis mandatary filds
User ID

¥ ] AARBAEPTIS

S

* Usor Registored Email Address

HKEX: Your One-Time
Fasswold 107 user activatian is prrmaint e com

BB aliel uniid THOZAD
* Mow Passward

* Confirm New Passwond

Token Policy String  Request

Ore-Tirna Password  Rlaguest

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

12. Click ACTIVATE.

Version 1.1 Page 11



e-Submission System User Manual

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.

. . Fant Size A
HKEX e-Submission System
Tha Steck Exchange of Heng Keng Lmited
A wholly-samved subsidary of Hong Kong Exchanges and Clearing Limeted)

You have successtully activated your user 10,
You will be System B srciras o

chek HERE dieectly.

Figure 2.9 Successful activation screen

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

CVM7S-S4YAT-
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.

HKEX e-Submission System

ERXBHA The Stock Eschangs of Hang Kang Linded

m ot

_ AW i

User Password

\4 A One-Tiwe Passcade {OTP)

Froter tha Passonda from yor foken

Login

Torma & Conditions __ Gite Mop __ Contact Us _ Privacy Pollcy

Figure 2.11 One-Time Passcode generated from MobilePASS
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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.

1 2 3
o P Culetn Token
-
E:S;;afel\let - @.mm@ C%"“”‘“
— ——— —_—
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 2 3
G pesct
st Toben
f\;s;\k-uﬂ {‘;J %ﬂmm
— —_——

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

1.

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

. " Font Size A
HKEX e-Submission System
ERERR The Bich Exchangs of Hang Kang Limited

A Wty - STl SUBBMIGTY <f Hofr) Kong ELhenges i Claanfeg Lismited

1406201012223 User IO
nar

Usar Password

Ora-Timse Passcads (OTP)

Entir tha Pasacads from yoor token

Legin

:\;‘%\T-ﬁ-l

Terms & Concitions  Site Map  ContactUs  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
6.2.2 “Changing 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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2. 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.

. . Fant Size
HKE X e-Submission System
LR N The Steck Exchange of Hong Kong Limited

A whelly ewned subsidiary of Heng Keng Exshanges and Clearing Limited)
g e et T g e

THE E-SUBMISSION USER ACKNOWLEDGES THAT ANY USE OF Ot RELLANGE UGN ANY PART OF THE E-SUBMISSION
SYSTEM EHALL BE AT ITE SOLE RSk

0 08 UEEd 0T SUDMISEION

HIEX (101 500 AN 0 DENAF 07 SEHK) 1R58MS T ADE0UTE 117 3 1S S0 QISCTNON. 10 VAN TS 18NS 300 CONGRONS in an way =
If you want to read the Terms and Conditions currently in force, please click HERE .

[

Figure 2.15 Disclaimer Statement

3. User Home page will be displayed.

L. Font Size A EN
HKEX e-Submission System
EERBHM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home Document Submissian Download Document Template Admin Logout

Welcome USER LRM | 26/07/2019 0843

cation) - Exended  Quick Ref (Listing)  User Manual (Publication)  User Manual (Listing)

Prvacy Policy

Figure 2.16 Listing Related Matters - User Home Page
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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.

. R Font Size A EMN
HKEX e-Submission System
EEXEHM The Stack Exchange of Hong Kang Limitad
[A whally-owned subsidiary of Hang Kong Exchanges and Clearing Limited)
14052019 12:23

User ID

User Password

One-Time Passcode (OTF)

Erter the Passcode rem your token
Login

Login with SMS Password

Forgol User ID

Forgot User Password

Registration

Tarms & Conditions Sits Map Contact Us Privacy Policy

Figure 2.17 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.

Font Size A EM
HKEX e-Submission System
g ‘E i a Fﬁ The Stock Exchange of Hong Kang Limited
{ veholly-ovmed subsidisry of Hong Kong Exchanges and Glaaring Limited)
14/05/2019 12:25 Login with SMS Password

* Denates mandatory flalds

* User ID
* Usar Password

* Enter the characters in the image

4

Refresh Image

Submit Cancel

Terms & Conditions ~ SkeMap  ContactUs  Privacy Policy

Figure 2.18 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.
HKE X e-Submission System fuds hoa R e
EHERM The Stock Prchangs of Hong ong Limbed
Plaasa arter tha Gne-Tims Paasward sant to your mobils phons (st 4
Figure 2.19 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.
Version 1.1 Page 17
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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.

HKEX e-Submission System rotSe A A A EN

FREBFM

The Steck Exchange of Hang Kong Limitsd
[A wholly-ovmed subsidiary of Hong Kong Exchanges and Glearing Limitsd)

14/05/2018 12:23
User ID

User Password

One-Time Passeade (OTP)

Enter the Passcode from your token
Lagin

Login with SME Password

Forgot Liser 1D
Forgot User Password

Ragistration

Terms & Caonditions ~ SteMap ~ ContactUs  Privacy Policy

Figure 2.20 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.

KE%X e-Submission System e e

#x Ffi The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
02/04/201910:23
Forgot User ID

" Denotes mandatory fields

"User Given Name & Family Name
“"User Registered Email Address
"Company Code

“Enter the characters in the image

m Refiesn

Submit  Cancel

onditions  SiteMap  ContactUs  Privacy Policy

Figure 2.21 Forgot User ID page
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3. An email will be sent to the registered email address listing all User IDs matched
with the information provided in step 3 above.

e-Submission System - Forgot User ID

ERPY EEREPLY A 3 FORNAD
eds sender mark as read
Tue 571472019 12:55 7
Insa

Dear Sir/Madam,

You requested to recover your User ID(s) for the e-Submission System. Below please find your registered User ID(s):

- B8833AADM2
= 83838PSUBMIT

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.

The Stock Exchange of Hong Kong Limited
14-05-2019

(Note: This is an automatically generated email. Please do not reply directly to this email.)
i
SEERPOSTRTEXZSGNASEY, LTFRENEEEFES

« BA8ABAADM2
+ BBBEBPSUBMIT

IEE |, GRS T S TAATIR ERIEISIRANT (852) 2840 3450 RS CEARAS MOl MRAL

BEWAZRAERLE
14-05-2019

T HETRBARENEY  SODEEES, )

Figure 2.22 Forgot User ID — System generated email
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2.5 Forgot User Password

1. If you have forgotten your User Password, you may click Forgot User Password at
the Main page.

) R Fant Size A EM
E e-Submission System

Tha Stock Exchange of Hong Keng Limited
A wholty-owned subaldisry of Hong Keng Exchanges snd Clearing Limited)

HEEXRM
14/05/2019 12:23 User ID

User Password

One-Time Passcode [OTP)

Enter the Passcods from your oken
Logln

Login with SMS Password

Forgan User |0

Forgat User Password

Registration

Terma & Conditions ~ SteMsp  GContactUs  Privacy Palicy

Figure 2.23 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.

l:- . e-Submission System Fomt Size A

The Stack Exchange of Hang Keng Limited
[A whelly-owned subsidiary ¢f Heng Heng Exchanges and Clearing Limited)

Forgot User Password
* Denotes mandatory fields

“User ID
"User Registered Email Address

“Enter the characters in the image

Submit Cancel

Figure 2.24 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.

a-Subrmission System = Forgot Password &

Mark

T adiuatd;

Dear SirfMadam,

Mo requeited b recovdr veur password to dcdess the ¢-Submission Switem. Please reset password by dlicking the link Below:

The link will expire after 22/01/2015 at 11:11:04 (HK Time), If you have not reset your password befare the expiry of this link. you will need to make the request again

ontact our hotline at
Limited

Woan have any
The Stack Exchany
22-01-201%

{This 15 an autormatically generated &

2 2840 3460, To 855151 U3 In IMProving our service 1o yeu, telephone calls may be recorded.

nail, please DO NOT reply to thus emal)
[ 8

FEREREM S FIRHRESOES. REUTRSEREE

S AT RS BB M2 2/01/2019 111 MR 0. MFFRAERNARETSE, FRESEDER.

MEEEREM, BEETETRENEFHMBEET 2 RARE (852) 2040 2460, ANMANBARREES, GBS TSTESES.

FHAMELEAAMLE

22-01-201%
(LT hEENBELNRT, BNERLIMN
Figure 2.25 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.

HKEX e-Submission System Fontame oA

Thes Stk Exchasnge of Hing Heng Limited
TR wiivolly owerved subrsidiary of o Kor Exchanges sl Choariog Limitedy

Reset Password
Denotes manaatony feids

“Usario

“Naw Password

“Ra-type Haw Password

Figure 2.26 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 password will be expired after 30 minutes.
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3 Document Submission
Next ( Submit
< Ebmr}’ of = Uploading File(s) e Confirm Confirm | Acknowledgement
ubmission < Submission
Details Edit )~ Previous N
OK
A 4

User Home Page
— -

Please follow the steps set out below to submit a document.

3.1 Entry of Submission Details

1. Select Submission for Listing Related Matter under Document Submission from

Main Menu.
. . Font Size A A A EN &
HKEX e-Submission System
E ='§ i E Fﬁ The Stock Exchange of Hong Kong Limited

(A wholl d y of Hong Kong Exch and Clearing Limited)

Home Document Submission Download Document Template ‘Admin
‘Submission for Listing Related Matter
Listing Related Matter Submission Log

Submission for Listing

Related Matter

Figure 3.1 Submission for Listing Related Matter Menu

2. The Listing Related Matter Document Submission page will be displayed.

Font Size A A EN %
HKE X e-Submission System
LEES 2 Tha Siock Exthange of Hong Koag Limtied
A wholly owned subsidiary of Hong Kong Exchanges and Clearng Limsted|

Welcome USER LRM | 250772019 08:55

Listing Related Matter Document Subrmission

Case Type * New Case | Non-Case ) Existing Gase Number

Sutyect Company Code

A Nt LMoo Tor Main Board Ixauer LGx0o for GEM Boand 1xaoer ANoonr fof Man Bodd rew appacant. and AGOOO Tof GEM Boand new appilcant

Lo

Figure 3.2 Listing Related Matter Document Submission page
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Select Case Type. If case type is Existing Case Number (for documents with a case
number assigned), enter the Existing Case Number. If case type is New Case / Non-

Case (for documents without a case number assigned), enter the Subject Company
Code.

. . FontSze ~ A A EN
HKE X e-Submission System
ERERM The $1ock Exchasgs of Hong Keag Limied
] Koag ©
‘Wedcome USER LRM | 250772019 08.55

Listing Related Matter Document Submission
Case Type New Case | Non-Case L Emmgc-u Number
Subject Comparry Code:

A Nobe: LMoo for Main Boaed Issuer, LGoooo for GEM Board Issuer, Abboooo: lor Main Board new applicant, and AG:xoooo: for GEM Board new applicant
Meat

Figure 3.3 Document Submission for Existing Case

L Font Size A A EN
HKE X e-Submission System
LR ER D] Tha Stock Exchangs of Hosg Kong Limited
(L] of Hong and Clearng Limsied)
o’ ol p =]
mmUSFEIQM“’ﬁﬂT.?OIBBSES

Listing Related Matter Document Submission

Case Type ® New Case | Non-Case Existing Case Numbar
Subject Company Code LMt 5

A Mote: Lbooo: for Main Board tssuer, LG:cooo tor GEM Board Issuer, AMioooot for Main Baand new applicant, and AGiooos: for GEM Boaed new agpicant
Next

Figure 3.4 Document Submission for New Case / Non-Case

4, Click NEXT.
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3.2 Uploading File(s)

1. Click CHOOSE FILES to select the files to upload. Then click OPEN. After your file
has been successfully uploaded, the filename will be displayed under “List of File(s)

Uploaded”.
HKEX e-Submission System R A4
GBRERA The Stock Exchangs of Hong Koag Linited

1A wholly-owned subsidiary of Hong Kong Exchanges and Chearing Limiled)

Welcome USER LRM | 250772019 06:55

Listing Related Matter Document Submission
Case Type New Case / Non-Case * Existing Case Number 12345-123-123
Subject Company Coge ABE Company

Edit

* Fila(s) Upload Browse. .

Submi

L] Recehve Submission Confirmation Email

Figure 3.5 Listing Related Matter Document Submission —File(s) Upload

@vv | L. v WMNOA3ZSE ~ DATA (D) - Upload - m I Search Upload m

Organize »  Mew Folder =~ i @

& Downloads ;I Marne | Date modified | Type
15| Recert Places

|#| C101.pdf 4[3(2019 11:27 AM FDF File

4 Libraries |# E101.pdf 4/3/2019 11:27 AM PDF File

@ Dacuments
J? Music

[&=] Pictures
E Wideos

M whoAZESS
& o5
.« DATA(D:)
L dxe (11192, 168,86,

= | | i
File name: | x| fairFies =l
Open I Cancel |

4
Figure 3.6 Listing Related Matter Document Submission -Choose files to upload

NOTE:
e You can select multiple files for uploading.
e You can refer to Appendix A for specifications of files to be uploaded.
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The uploaded files will be validated and scanned for virus. If there is any error
found during the file upload, the corresponding error message will be displayed
next to the problematical file.

oy Font Size A EN
HKE X e-Submission System
LEES The Stack Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Logout.

Mome  Dacmen Submission  Download Documsrt Template  Adimin
Welcome USER LRM | 25/07/2019 08:55

Listing Related Matter Document Submission
Case Type New Case / Non-Case * Existing Case Number 12345-123-123

Subject Company Code ABC Company

Edit

* File(s} Upioad Browse...
ctile. bt X Invalid file type o missing file extension. The acceptable file lypes include: " pdf”, " ", ", cgnv”, " gir", " Jpg". " jpeg”, " jp2", " bmg”, " fax"

" NMI", " RO, " GOCK", "X, " PPS”, " pPL’. ".VS", ".CSV", ".00C", "Wall", "I, " WPS", " WPE", ".Wpd", " WDF", "XISX" Or " ppix"

Submit

[ Receive Submission Confirmation Email

Figure 3.7 Listing Related Matter Document Submission - Error message for
upload file

2. Select the Document Type for the uploaded file. Enter the Remark if necessary.
HKEX e-Submission System SRE e SO
LE & 0. The Biock [nchangs of Hoag Kong Limited
Listing Related Matter Document Submission
case Type MNew Case | Non-Case = Existing Case Number 12345123123
P _—
g v
Figure 3.8 Listing Related Matter Document Submission — List of File(s) Pending for
Submission
3. Repeat steps 1 and 2 until all files are uploaded.
4. If you wish to receive submission confirmation email after document submission,
click the checkbox of Receive Submission Confirmation Email.
5. Click SUBMIT.
NOTE:
e For each uploaded file, you can preview the content or remove it if it is not the file that

you want to submit. To preview the file content, click on the filename. The file will be
opened with relevant application (e.g. Adobe). To remove the file, click Remove next

to the file.
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3.3 Confirm Submission

1. Review Submission Information. Click CONFIRM.
Pl ¢ A (L7

b st G
Home Do benils s4ar e

[T

Listing Related Matter Document Submission
Canes Typa s Coae ! Worr-Daes

ey t-£ie it
Fadpncy Commpaiiy Covle FreTaT

B Typa
Do ity e’ Urmiwd gy Forvmd

Pacaryn Sudwrsngan Cordrraior, Ll

w

Figure 3.9 Listing Related Matter Document Submission — Confirm Submission

3.4  Acknowledgement

1.

If the document has been submitted successfully, an acknowledgement page will be
displayed.

e-Submission System o et e

v T Mas (o | 1 DORTOTE 10 A

Listing Ralated Matter Document Submission - Acknowledgement
Cmn Ty Y Cama / Rion Camar - iy i Borb R ———
[ WP S—— s

[¥ X -

Dpcsarart Typa
Cmecimration ard Urcarisiing Tores

Pacwvn Db sbecr Cortyrance Drad
-1

Figure 3.10 Listing Related Matter Document Submission —Acknowledgement

Click OK to return to the User Home page.
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4 View Document Submission Log

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

. . Font Size A A EN
HKEX e-Submission System
GREZWE Tha S10ek Enchasge of Heng Kong Limiea

A of Hong Kong £ mied)

Listing Related Matter
Submission Log

Figure 4.1 Listing Related Matter Submission Log Menu

2. The Document Submission Log page will be displayed. The submission records
cover details of submissions by the login user in the last 365 days. It is listed in
descending order by submission date/time.

HHEEX e-Submission System eSSl

aER=EN oot it Eaaluirg o My Bang Lisslied.
oy e L

Wloora Sl Man Chan | 5087018 11X

Document Submisgion Log
St Cioavguisrey Cons it W,
Sememenaioe D From To
A ]
[
==
Sukgact ST By Soberenad By Chats. Tirms
Caaraess Vg ooy s resy [Pt PITEEVE § TR e dreanan
Enndiryy {oissap 00T BELT T REKIR ARETIE LA« T Pl | oLy e st v gLty Frrrem B0 BEY T E-
wEn (11 Ry b g, e
Forvar " W Lusnsss LMEaERS XS Oema R LA FCAN CFupblepty-r 0T 0T 1 DIOO0A. pelt TLDRCTR AN 5
(11 AN Chencilniy-a 0 B007 1EODOA. ol
Foaras M Caoen LRERass LRSS X (e A | AL e Appiowfor_Sutrraserlocurrard F] TOLGNE 1RO A
L
horar ! Neor-Cnms (R L - X e L AN Checidnty-Sopporing Docurment oo TUO0TE 15d1 50
151
oial Wumber of Mttt - 4 .

Figure 4.2 View Document Submission Log

3. To perform a submission search, specify the following criteria and click RETRIEVE.
. Subject Company Code;
. Case Number; and/or
. Submission Date Range.

4, Click HOME on the Main Menu to return to the User Home page.
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5 Download Document Template

1. Choose Download Document Template from Main Menu.

Font Size A N
HKEX e-Submission System
LB S ¥ The Sasck Exciutoge of Hoag Kong Linited
A whodly. ind Clearng | maed)
v B —I ) Domnied T e Logeut

Wikcome UISER LM | 280752019 08 55

Download Document Templates

Flease select 3 ransaction calegary o The document lempiles 1o be downiaded

Calale BobBear Conbiacts Rgoring T

Setect

Figure 5.1 Download Document Template Menu

2. Select Transaction Category (refer to Appendix B for list of Transaction Categories)
and click SELECT.

L Font Size A A EN
HKEX e-Submission System
BERERA The Steck Exchange of Hong Kees Limited

A witeily cramied Subrsidiany of Hong Kong Fechanges and Clearing Limited)

Welcome LISER LRM | 29072019 08.55

Download Document Templates

000
1

Minor Trnsacsoes - AGL

Moy o rvolving Miws: Fisease and TA

Mrw L 1)

odtatie Tansachon & Conmcind Transachn

HotSabie Transacion & Conecing TRRsCHon AGL

Figure 5.2 Download Document Template — Select Transaction Category
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3.

A list of templates in ascending order of template name will be displayed.

Font Size A A EN
HKEX e-Submission System
‘ " g s H‘ Tha Stock Exchangs of Hong Kang Limited
A wivolly -owned subsidiary of Hong Kong Exchanges and Clearing Liméned)

Welcome USER LRM | 20772019 08 55

Download Document Templates

P skt 4 Iransaction calegory Sar e documen! lEmplales b be downkae)
Caphtal Restruchueng Cagialsation w
)

Dooument Templae for: Gapital Restrucuring/Capitalisation

Mot Althe fie ink, right click and sslect "Save Tamst As* to download the socument lamplate.

of Securilies

nangs of SubstRmion of Securtes

Figure 5.3 Download Document Template — Template List

Click the template to download. The Download Complete dialog box appears. Click
SAVE to save the file to the desired location. Alternatively, click OPEN to open the
file with the relevant applications (e.g. Microsoft Word/Excel).

Click HOME on the Main Menu to return to the User Home page.
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6 Profile Administration

View Company My Profile .| Update User Change User Password Change User
Detail g Profile g Password

6.1  View Your Company’s Profile

1. Select Profile Admin under Admin from Main Menu.

Font Size A A A EN
HKEX e-Submission System
E@ZHEM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Home  Document Submission  Download Document Template  Asmin
Welcome USER LRM | 1871172019 1533

Profile Admin

Figure 6.1 Profile Admin menu

2. The Company Details page will be displayed.

. . Font Size A El
HKE X e-Submission System
"'E!m The Stock Exchangs of Hong Hong Limied
“» L mitnd}

Welcome USSER LRM | 2607/2019 09013

Company Profile

Company Details

Company Code 12305 Company Type T —
Comgany Name (Engish) ABC Company
Company Name (Chinese) ABC 2

Company Websiie

Address (Englsh) c Address 1 Aadress (Chinese)

Compary Address 2

Frobis | My Prtie | [lack io Home

Figure 6.2 Company Details page

3. You can update your own user profile by clicking MY PROFILE. Refer to the Section
6.2 “Maintaining User Profile”.

4, Click BACK TO HOME to return to the User Home page
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6.2 Maintaining User Profile

6.2.1 View and Update User Profile

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. The fields: Salutation, Position, Phone No.,
Mobile No. and Email can be amended as required. Others fields are displayed for
reference only. Click SAVE after you have finished editing.

I:|‘ gEa X e-Submission System
User Praofile - Edit
[l
Figure 6.3 User Profile page

4. A message will be displayed in the Message area to inform you that your profile has
been updated successfully.

5. Click HOME on the Main Menu to return to the User Home page.
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6.2.2 Changing User Password

It is recommended to change your user password periodically. To change your password,
please follow the steps set out below:

1 Select Profile 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. Enter your Current Password,
a New Password and Retype New Password. Click SAVE.

HKE e-Submission System _—
]

1
BEEF Tt T Eons Bt 581 e B L]

b ey s smasmiary. o Sy Bng T srurges. s Cmarg o sl

Figure 6.4 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. A message will be displayed informing you that your password has been changed
successfully.

6. Click HOME on the Main Menu to return to the User Home page
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7 Exit the System

It is recommended that you logout the system if you finish your session or are about to
leave your PC unattended. Please note that the submission that are partially completed
will be lost when you logout the system.

To exit the ESS:
1. Select Logout from Main Menu.

HKEX e-Submission System

ERREBH The S1o<k Exchange of Homa Kong Listed

[A whiolty. owned subsidiary cof Hong Kong Frchanges and Clsaring Limsted)

Wekcome USER LRM | 250772019 0913

Figure 7.1 Logout menu

2. The ESS Main page will be displayed.

3. Close the browser window.
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Appendix A - File Specifications

The file specifications for Listing Related Matter document submission should follow the following:
1. The filename should not exceed 200 characters and should contain English character only.
2. The file size should not exceed 40MB.
3. The file must be in the following formats:-
.PDF, .TIFF, .TIF, .CGM, .GIF, .JPG, .JPEG, .JP2, .BMP, .FAX, .HTML, .HTM, .DOCX, .XLS,

.PPS, .PPT, .VSD, .CSV, .DOC, .\WDB, .RTF, .WP5, WP6, WPD, WPF, XLSX and .PPTX.
For example: “file.ext” will be rejected for uploading.
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Appendix B - Transaction Category

The following table lists the Transaction Categories for all Download Document Templates:

Transaction Category Code | Transaction Category Description
CR Capital Restructuring/Capitalisation
DD DDD Transactions
MT Minor Transactions
NR Minor Transactions Involving News Release and TA
NT Notifiable Transaction & Connected Transaction
Sl Subsequent Issue of Securities
™ Takeovers and Mergers
IT Internal Transactions
DR Derivative Warrants Reporting
PA Participant Admission
ER Equity Linked Instruments Reporting
ITA Internal Transactions - ACU
MTA Minor Transactions - ACU
NLA New Listing - ACU
NTA Notifiable Transaction & Connected Transaction - ACU
CBR Callable Bull/Bear Contracts Reporting
ETF Exchange Traded Funds Reporting
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