Step-by-Step Guide on How to Use the Registration Tool

Step1: Go to www.esubmission.hkex.com.hk
· click on About Registration
· download the Registration Tool to your local PC drive (by highlighting the Registration Tool using your mouse and right-clicking your mouse to Save Target As to your local PC drive) (N.B.: Do not double-click on the Registration Tool. If you do, none of the information which you subsequently input can be saved.)
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The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Welcome to the e-Submission System

New “Mobile No.” Field in User Profile (effective from 18 March 2019)
You may add your mobile phone number by clicking “My Profile” button on the Company Details page.

e

Change of address

If you need to submit documents for (i) company registration, (i) change of Authorised Person and (iii) publication of large-
size documents, please send to the following new address from 27 October 2018:-

Primary Market Information
Listing Department

11/F, Two Exchange Square
8 Connaught Place

Central, Hong Kong

.

The publication windows for issuers’ announcements are as follows:

- On a normal business day:

- 06:00 to 08:30

-12:00 to 12:30

-16:30 to 23:00

On the eves of Christmas, New Year and Lunar New Year when there is no afternoon session:




Step 2: Open the Registration Tool that has been downloaded onto your local PC drive
· make sure your Excel security level is set to Medium before you open the Registration Tool (to reset your security level, open an Excel document, go to Tools  ( Macro ( Security, then change the Security Level to Medium) 

· click Enable Macro to open the Registration Tool  
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Step 3: Open the Input ESS Applicant Profile (by double-clicking on Input ESS Applicant Profile)
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Step 4: Input details into the relevant blank fields 
· save when complete (N.B.: In the case of a new listing applicant which has not yet been assigned a stock code, the Stock Code field should be left blank.)
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Step 5: Open the User Profile List
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Step 6: Click on New to open a blank form (N.B.: A new blank form is to be used for each user.  For the different user types, please refer to step 7.)
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Step 7: Select the applicable User Type for the person whose details are to be input
· save the form each time it has been completed for one user

· repeat Step 6 and Step 7 until you have completed all relevant information for 1 Administrator, 1 Security Officer, Listing-Related Matter Users (maximum of 8 users) , Publication-Related Matter Users (mandatory, minimum of 2 users, maximum of 8 users), DI Users (only applicable to Listed Issuers)
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Step 8: Print Registration Information 

· print Registration Information after completing the Input ESS Applicant Profile and User Profile List (N.B.: A hard copy of the registration forms will be automatically printed out from your default local printer.)
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Step 9: Generate Soft Copy of Registration Information 
· generate a soft copy of the registration information by clicking Generate Softcopy of Registration Information (N.B.: A soft copy of the registration information as it appears on the hard copy of the printed registration forms in Step 8 will be automatically saved to a file in your D drive.  You can use the Browse function to save the registration information to a local drive other than D. After generation, PLEASE DO NOT open the generated csv file)

· copy the file from your D drive or other local drive onto a diskette or CD for submission to HKEX 
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