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16 Submisson Management

NOTE: Submissions that have not been approved after a certain period will be automatically removed
from the system. Theretention period is set to 60 daysinitially and may be changed without prior notice.

1.6.1 Changing Submission

Please follow the steps set out below to amend the rejected submission details or to
amend the submission that is pending for approval:

1. Select Change Submission from the drop down menu of SUBMISSION
MANAGEMENT in the MAIN MENU Bar:

Figure 1.98 T e iroms DacaTyest Sabsmsses fysbem - Mmool Inbemst Bl _imiE
B Ear e Fpessd [od pelp

Change

Submission Menu e-Submission System

The Stock Exchange of Hong Hong Limited
U, s By v ey 2 8 ] o B s aen R g U el
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Welcome ,Bill Lee

Welcome to the e-Submission System

The Change Submission Page appears:
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NOTE: You should also enter the corresponding submission password to retrieve
vetted or unvetted general submission.

2. Enter the Submission No and Submission password (for vetted or unvetted
general submission only) and click RETRIEVE. The Corresponding

submission details page of that submissionwill be displayed:

Figure 1100 T Brcirome Danrmies suE=isias b - =ersel istemet Feplarer
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Submission
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Details Page e-Submission System
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Tha Stock Exchange of Hong Hong Limited

o ] e bt P o L R Kb i amd EM g Lt

1 e

Share Buyback Form
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Arrcncanend Calagary - | Arremcanan Tpps

Lordact Peraon [Rerer Chan
"Condaot He TEFFTE)

3. User can either save the submission for later approval or amendment or
proceed to the authorization page to let approver to make approve right after
the submitter amended the submission details. You may refer to the
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corresponding sections according to the types of submission being amended.

NOTE: Submitter can only retrieve the submission(s) that is (are) submitted by
him. Users other than the submitter can not retrieve submission for amendment
through the Change submission function.

1.6.2 Approving Submission

Please follow the steps set out below to approve submission that is pending for
approval:
1. Select Approve Submission from the drop down menu of SUBMISSION
MANAGEMENT inthe MAIN MENU Bar:

Figure 1.101 it iram Deouries: vatmssser dysbom - Micrasalt inbeset Balor

Approve
Submission Menu

Welcome Farry Feug

Welcome ,Fanny Yeung

Woelcome to the e-Submission System

The Approve Submission Page appears:
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e-Submission System
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NOTE: You should also enter the corresponding submission password to retrieve
vetted or unvetted general submission.

2. Enter the Submission No and Submission password only for vetted or
unvetted general submission) and click RETRIEVE The submission

authorization page of that submission will be displayed:
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Figure 1.103

Submission
Authorization
Page

DOWNLOAD
VETTED | unverrep | MONTHLY | SUBMISSION DOC PROFILE ADMIN | LOGOUT
RETURN | MANAGEMENT [ [ BOC

General Submission - Vetted
- Authorisation

Please review the following information, then enter Approver's ID and Password:

T MANDATORY FIELDS

Submission Company Code/MName
Submitted by

Date/Time submitted

Company Code

Transaction Type

Case Mumber

Categary

The type(s) of file(s) to be submitted

Contact Person
Contact No.

Related Company Names

[ English Text
[7 Chinese Text

I~ English Word/POF/Excel
™ Chinese Ward/PDF/Excel

Docurnent Type Subject Matter

“Wetted Published .
Chinese

Announcements

“etted Published English

Announcements 4

Filename

CT_doc.txt Pre—viewl
ET_doc txt Pre_viewl

Wy hereby submit the above document(s) for publication on the HKEx/GEM website, as the case may be

The document(s) were cleared by a Listing division ofiicer of the Exchange.

——

* Approver 1D

* Approver Password

Approve |

——

Reject |

3. Enter the Approver ID and Approver Password and click APPROVE to
approve the submission or click REJECT to reject the submission. If
APPROVE isclicked, al buttons at the bottom will be disabled. You will
be redirected to a loading page which means the system is processing your
request. Once your request has been processed, the Submission Details

Page will be displayed. Y ou should take note of the Submission Number for

future reference.

Version 2.1

Pege 112




e-Submission System User Manual

Figure 1.104

Processing Page

Figure 1.105

Submission
Authorization
Page
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e-Submission System

The Stock Exchange of Hang Kong Limited

b et g e bt e ) g Bt p st e L dd o Lty

Geniral Submisshon - Vetted

Your reguaest is being processed,
pleas e wail...

T T

—— METTER MIOMTHLY 5
I YETTED LUMVETTED

General Submission - Vetted

Your submission has been approved | Please record the Submission ho far future reference.

Submizsion Details

Sunmilted By MEES
Spmiowed By i i

Stalus !

DrateTime subenitied |- 2 I:
DiateiTime approved |- ¥ F
Submission Mo, |H

Camparry Cods

Transaction Typs

I
I
Case Mumber I
Calegory I

Thee 1 ypee(s) of fiteis) 10 be submitled :

¥ Engligh Texl I Engligh WordPOF Excel

F Chingsa Text I Chingss Word P DFE=cal

Cartact Person
LB T

Related Company Mamas

Duacumsen Tygps
wiztted Publizhed
Arnouncements

Wetted Published
Arenuncamants

I
Suitect Malter

Chingsa

Engleh

oK

Filename

CT_doi t21

ET_doe.tel

NOTE: For the details of summary page, you may refer to the corresponding

sections according to the types of submission being approved.

NOTE: When you have approved a submission, the status displayed in the
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submission summary page will be "Approved" which is different from the
submission summary page when making submission rejection.

4. If REJECT isclicked, all buttons at the bottom will be disabled. You will

be redirected to a loading page which means the system is processing your
request. Once your request has been processed, the reject submission
summary page of that submission will be displayed:

Figure 1.106 T Br o Danumesst SutsTisiias Sywtem - Haresstt et aores

Processing Page

Tha Stock Exchange of Hang Komg Limitad
O ety 3 PR B B 1 0] Wb B Al B 1 e L )

General Submisshon - Vetted

¥ our requast i3 being processed,
please wail..
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Figure 1.107

Submission
Authorization
Page

o | o erme | DOWRLOAD
verTen | unvermen | MONTULY | SUBMISSION (i PROFILE ADMIN | LOGOUT
t MAMAGEMEMT TEMPLATE

General Submission - Vetted

Your submission has been rejected |

Submizsion Details

DrateTime subenitied | | Susmilted By
DateiTime rejected |- B Regected By 1
Submission Mo | Stalus |

Comparry Code

Case Mumber

I
Transaction Typs ]
|
I

Category

Treg 1ypep{s] of ) fn ba submithed ; F Engish Tesl I English Ward FOFExel

FF Chinesa Text [ Chiness Word P DFExcal

Canfact Person !

Cailact Mo I

Relatad Company Mamas |

Cagument Type Supect Malter Filenams
Wetted Published
Arnouncemenis
Wetted Published
Araauncements

Chingse CT_doc.txl

Englzh ET_doe.txl

oK

NOTE: For the details of summary page, you may refer to the corresponding
sections according to the types of submission being approved.

NOTE: When you have rejected a submission, the status displayed in the submission
summary page will be "Rejected" which is different from the submission summary
page when making submission approval.

1.6.3 Viewing Submission History List

To view the Submission History List,

1. Select View Subnission History from the drop down menu of
SUBMISSION MANAGEMENT inthe MAIN MENU Bar:
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Figure 1.108 ) ifrrirans Doouries: vatmsser, dpsbom - Micrasalk inbesat Balsnr
Bl pAr e Fpostss  oah  pep

View Submission

e-Submission System

History Menu
The Stock Exchange of Hang Hong Limited
(8, ey By b 9l By 04 g B o S e O i Ll el
Welcome Bill Lee
Woelcome to the e-Submission System
The Submission History List appears:
Figure 1109 T Breciroee Darmies: SuiEsisias Sy b - =icrosel istemet Feplarer
Submission

Higtory List Page
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Submission History
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The list is sorted by ascending Company Name, and then descending
submission date/time, status, category and case ho
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1.1.3.1 Searchingfor Submission

The search function on the left panel allows you to filter the submissions by:
company code
approval date range
submission status
submission category
case number for vetted announcement/documents
submission number

To Perform a Submission Search:
You may specify any combination of the above criteria to perform key
search or leave al criteria blank/unselected to view all the submissions
relating to the login user.

NOTE:
- Thesearch fields are case insensitive
Company Code is enabled only if user's company is allowed to represent
othersor al companies
Submissions relating to the login user are:
the submission submitted by user either rejected or pending for
approval
all approved submissions which belong to the user's company
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1.6 Downloading Document Template

Figure 1.110

Download
Document
TemplateMenu

Figure 1.111

Web Publication
Download
Template

Please follow the steps set out below to download Document Templ ate:

1. Select DOWNLOAD DOC TEMPLATE from the main menu.

J Evrirams lsvemont Ssbmison frviem - Haoesit tomst Exparer P
Bl [r Yes Fpurial [k e -

E .
fﬁiéi“ W e-Submission System

The Stock Exchange of Hong Keng Limited

8 s ol b wevmrred 1 by v gy Hovm g Bovsbo s vl = i i g Ll

PRORTHLY
I HETRER m SR LT

Walcome Bill Les

: PO ILC KOMEM | LDRILT

Welcome to the e-Submission System

The Web Publication Download Template Page will be displayed:

P T =
Be D% Yem Ppwem Ish per [ |
oot " [~ Lk i, il B Al - L

m— S e T DAL | 0 T eensdeece e ﬂ 'JW

‘EE i“ . e-Submission System

The ck E ichamgs of Hodd) Fondg Limeted
e a inst

Web Publication Download Templale

GEM hnwet Swalwed 17 11 Awvawsre o Frae ks - id e
Gl Bawe: ften dard 1711 Aores cormank P e (Eniah - W varm s
lain bwged S 33w wpwarmed Forn i ms - $or

[LETRCTRIEC LIS LB F T Bor RICTERE LT o] B 2 )
Btk Pty Fam
Bigralhin Pt Form
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Figure 1.112

Save Target As

Figure 1.113

Browsing Location
for Download

There are afew alternatives to download afile,

(A) At thefilelink, right click and select SAVE TARGET AS...

T o

aebed v om0 0 A Dt gl @Mel B G G e G R TS
ke v LU 801§ el 1000 e

FHRERRK
FIKE. e-Submission System

ge of Hong Hang Lnsited

| wrmen | uswermen

Web Publization Download Template

A—— g y ) - o i
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sk Sl ki 397 S st Fory (Chire s’ - W’ o Tk dos

ki o], SAarcld F07 s wgwn] Fos Eraboly - Wasd

] O L0

Save in: I@Test j = &5 ER-

1 TestingDocumentTemplateLoc TestingForALongDocPath
] TestReports

) audit_Erail

B9 Downloadfromietscapez

I-_E. Jun 13 screen

I-_E. JunlZ screen

L-_E. MayZ_screen

| R esulkAnnouncement (Chinese) test
] shareBuyBack (Chinese) test

h_E. testingdocdownload

] vettedoezo

File name: I j Save

Save as bpe: IMicrosofl “wiard Docurnent ﬂ Cancel

It

Specify the file name and desired folder. Click SAVE. After the file is downloaded
successfully, the Download Complete dialog box appears. The file will be stored in

the selected | ocation.
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Figure 1.114

Download
Complete

Figure 1.115

Download Files
with File Menu

Download complete o im] 5|

b
= D ownload Complete

Saved:
a.doc from pdc

Downloaded: 925 KB in1 sec
Diownload to: [:4GloriatHE.. Atestingdocdownload. doc
Transfer rate: 925 KB/Sec

I" Close this dialog box when download completes

Open Open Eolder | Cloze I

Click CLOSE and return to the User Home Page.

(B) Click on thefilelink,

A new window will be opened to display the file content automatically:

1 Sdeman i - e el S eeed bl =l
BB e RO TR -
bk x = - DS ek i e 3 - DSR2

e [ e O v b e, ER

A R R

e-Submission System
WY HKE e

Exchange of Hamy Koy Limited

e i
Chm— 3 i B a e S
* | P 1 PSRRI LR TR S

FRITTR T TR T

i |

5 RVHREE E R AR e SR R
EiREY LR TR
& TERE. TR REnELET
ARRUNE 1710 FERTIE — R L

IR IR

"

EnARREEEC G - AEERES R R

Use the SAVEAS under the FILE MENU to save thefile to the desired |ocation.
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1.6 Viewing Your Company’ sProfile

To view your company’ s profile details,

1. Click PROFILE ADMIN in the MAIN MENU, the My Company Details
Page will be displayed.

Figure 1116 T rctross DeouTient yebeewwon fpsbom - FMicrosoit (nkeesst Bl =l

My Company

Details e-Submission System

The Stack Exchange of Hong Handg Limited

15, b by e b By <4 e oot p b bt e KA g L el
FEONTHLY | SUSMISSION . o o
lm % FHEFILE AGAHH
Walcome
= My Company Datails
Camgany Code f Camjeny Tipa

Company Detats

L) |

Chnaee Hare |

Wik Bde |

Contact Datajls

2. After you have finished viewing the company profile, continue by selecting
your next action in the Menu Bar at the top.
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1.6 Maintaining Your Account Profile

1.6.1 Viewing and Changing Your Profile

1. Select PROFILE ADMIN in the MAIN MENU. The My Company Details
Page will be displayed.

2. Click MY PROFILE button in My Company Details Page. The Company
User Detail Page will be displayed:

Figure 1.117 T UFTtrams Lscumies: yasmEsSTn e - irasalk inbesst Galene el
Fl pd Y Fposed  [osh  pep

Company User

Details e-Submission System

The Stock Exchange of Hong Hong Limited

S, s e I iy o 8 g i sl gt 0 OOl L el

I YETTED LRVETTED :L'::;;'E'::; oo PROFILE ADMIN | LOGOUT

L g Coda ] Cormgany Ty

Wt lcomme Bl Lasd

Ervguany B I

Company User Detalls

* Umsr [FrEsass oF * Uner Type
aom o e et o = Apd horiby Typa F Fagprezent WY conpany * Cpmratian Type & Listing Plabsbust Malier
| Al far Publicaman Eelsing T Faxpreneni OTHER companes @ Wb Fubicaion Pelmed kiata
e * Hengn i Yer @ b
- i P
* Family Marrm ™ * Opan Here 200
* Sohaahiae |'\'l 1'I * Pegiian [
* B herss [1z2ams7n * Fan [arezaza
“Eniad [EdEs kb 2. ai

3. Your account profilewill be displayed: User ID, User Type, Authority Type,
Operation Type and Resign Status are for your reference only. Your
personal profile; Family Name, Given Name, Salutation, Position, Phone,
fax and Email can be amended. Y ou can make changes as required. After
you have finished editing, dick SAVE. A dialog box will appear to ask for
confirmation. Click OK.

NOTE: Click CANCEL to go back to the Company UserDetails Page where you can
continue your amendment.

4. After the amendment is saved, an acknowledgement message will appear.
Click ok and return to the Company User Details Page with the latest
information.
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1.6.2 Reset Your Login Password

It isrecommended to change your password periodically. To change your password,

1. Select PROFILE ADMIN in the MAIN MENU. The My Company Details
Page will be displayed.

2. Click MY PROFILE button on the My Company Details Page. The Company
User Profile Page will be displayed.

3. Click RESET PASSWORD. The Reset Login Password Page will be
displayed:

Figure 1.118 | §itizcmons Deamn: Sinmmson Syt
e k. Mow  Foeoficoe Toos  Hop

Reset Login FRERRK

Password ci HEE:

e-Submission System

Thi Stock Exahange of Hong Mang Limited

I8, Rt pemrvad b B Fom g Fica g B a3 drvd R Lins bl

= = o, O LD
I MONTHLY | SLBMESSICN | FOMHLBAD
BETIST S ANAGEE NT TEMPLLTE

Uger e | =3 e |

Resat Login Password

* Yo Logyin P i
Hew Fasswond

* Rl yma Pbiwr P iiciewni 1l

4. Enter you Current Login Password, New Password and Retype New
Password and click SAVE

NOTE: Your New Password cannot be the same as any of the 3 latest passwords
used before.

5. Click ok in the dialog box to confirm the update.

NOTE: Clicking CANCEL will return to the Reset Login Password Page.

After the password is updated successfully, an acknowledgement message will be
displayed. Click oK to go back to the Company Profile Page.
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1.6 Exit the System

Figure 1.119

Main Menu

It isrecommended that you logout the system when you leave your PC unattended or
when you have finished the session.

1. Select LOGOUT inthe MAIN MENU.

NOTE: If you are submitting announcements or forms, you should complete the
submission (ie obtaining the Submission Confirmation with a Submission Number

assigned); else the unsubnitted datawill be lost.

[ e irams Dacamien: Sebemsser fpsbem - Mot [nhesst i

Bl B Yeu Fpmesc [k tep

U8 b B e 8 8y 04 8 oeeg ot B bt 13 008 e L el
eoerren | PEIRTHLY | SLIBMISSION
]m [ BN HENTT

My Company Details

Walcome B4l

Camary Cods Campany Typs
Company Detais

LES Y |
Chimagg Mirig | r

winb S [
Contact Details
Farrdy Hane Ghan Hime

LailwEs

The e-Submission Main Page will be displayed:
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) ifrrirans Doouries: vatmsser, dpsbom - Micrasalk inbesat Balsnr

Figure 1.120

e-Submission Main

e-Submission System
Page

The Stock Exchange of Hang Hong Limited

18, o et a0 8 ey 20 8 g bt el b 01w CH B L8 )

Welcome to the e-Submission System

2. Closethe browser window.
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