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1 Introduction
1.1 Userldentification

Your company is required to register for access to the system. If your registration is
successful, HKEXwill create your Company Profile on the system. HKEXwill 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.
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1.2 UserTypes

The following table lists the user role of Authorised Person, Administrator, Security Officer

and Dl userin ESS.

User Type Role

Authorised An Authorised Person is a person at a company who is the HKEXs
Person (Primary | primary contact for subsequent administrative matters.

Authorised )

Person and/or Authorised Person can:

Secondary - maintain user profile list, including create/delete user accounts,
Authorised approve user creation by Security Officer and change of
Person) Administrator/Security Officer;

- approve to revoke of user’'s security token;

- appointment of agents for Publication Related Matters;
- appointment of approvers; and

- appointment of agents for Listing Related Matters

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 HKEXfor change of Authorised Person;

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

- view the submission log of Listing Related Matter ;

- view the submission log of Publication Related Matter; and

- view e-Form submission log.

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 Dl 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
applicable to
Listed Issuers)

DI User is a person at a company who 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 received through the
DION System.

Version 2.2

Page 5



e-Submission System User Manual

1.3 Site Conventions

Before Login

. ) Font Size A EN
HKEX Header e-Submission System
EEXBFM

The Stoek Exchange of Hong Kong Limited

18 whall-aumad e1s

ary of Hang Kang Fxrhangas and Clazring | imitad)

22/05/2019 12:03
System Message

User ID

User Password

One-Time Passcode (OTP)

Enter the Passcode from your token

Login Content Frame

Login with SMS Password
Forgot User ID
Forgot User Password

Registration

Left Panel

Footer Links

Terms & Conditions Site Map Contact Us Privacy Policy

After Login

HKEX e-Submission System Fomsiss & A A

EEBXBMA The Stock Exchange of Hong Kong Limited

(A wholly d iary of Hong Kong ges and Clearing Limited)
Main Menu m

Welcome Tai 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 Us Privacy Policy
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Header

HKEX , _ ,
. saznr — Clickable link to Home Page of the HKEXwebsite.

. fomtsze © 4 © _ Font size selectionicon (i.e. Small/Normal/Large)to selectthe 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.

. 2l * _ 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.

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

R R Font Size A EN
HKE X e-Submission System
EBXBM

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

Welcome Tai Man Chan | 21/05/2019 13:00

System Message

. Error message is displayed in the red message box.
. Warning message is displayed in the yellow message box.
. System Information is displayedin the green message box.

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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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
EEXBFA

The Stock Exchange of Hong Kong Limited
(A wholly-owned 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

Login with SMS Password

Forgot User ID

Forgot User Password

Registration

Terms & Conditions Site Map Contact Us Privacy Policy

21 First-timeloginto 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.

211 User Activation and Token set-up (MobilePASS+)

1.

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

Font Size A EN
HKEX e-Submission System
ERXBH + Stosk Exchange of Mang Kong Limites

The sto

* User Registered Email Address

New Password

“ Confirm New Password

One-Time Password  Request

Terms & Conditions ~ SlteMap  ContactUs  Privacy Policy

Fill in your Registered Email Address.

Set up your User Password, enter a new password and re-enter the new password.
The User password is case-sensitive. It must be 8 to 15 characters long with a
combination of letters (both upper & lower case) and numbers (0-9).

Version 2.2
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4, Click REQUEST. A One-Time Password will be sent to your registered mobile phone

number via SMS.

Font Size A EN
HKEX e-Submission System
EERERM The $ieck Exchange of Heng Keng Limited

(A whaty-onad subsidiary of Hang Korg Exchanges and Claaring Lisitsd])
Denotes mardatony fields

* User Registered Email Address

“ New Password

* Confirm New Password

B hs‘wm et

Teqms & Conditions  Sie Map

CortactUs  Privacy Poiicy

5. Input the One-Time Password. Then, click NEXT.

., Font Size A EN
HKEX e-Submission System
ERXEM The Stock Exchange of Heng Keng Limited
{8 by e ity of Hong Kerg Ehangesand Clerag i

i e Denotes mandatory fields

= User Registered Email Address

HKEX: Your Ona-Time

Pagewart for user actation s % Hove Fasciiong
WEE7ED . Valid until 200271

6.

Enquiries: 2840 3450

* Confirm New Password

- One-Time Password  Request Exa

Ters & Condiions  SileMap  ConfaciUs  Privacy Poiicy

6. Asystem generated QR code will be displayed. Launch the mobile app “MobilePASS+”
in your mobile device.

HKEX e-Submission System Fontsize A A A EN
TELL

Tha Stock Exchangs of Hang Kong Lmed

.m0 SuBSICary Of HORD Kang EXCAANgES 300 Claoring Linses)

Launch the mobile app "SafeNet MobliPASS+” In yeur mablle Sevice and sean the GR
Cods below.

MobilePass+

The QR Code will expire afier 2010212071 3t 12:33 (HK Time). You will then be redirected to
the e-Submission System automatically to restart the user activation.

One-Time Fasseode (OTF)

Example >

Enilar ihe Passcoda fom your token

szt | | cancs

s SfeMap ContactUs  Prvacy Poly

Version 2.2
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7. Tap “Activate” or “+” to create a new security token in your MobilePASS+.

Google Play App Store

MobilePASS+

Get Started

8. Scan the QR Code with your MobilePASS+. (Note: The QR Code will expire after 10 minutes
Once the QR hasbeen expired, youwill be automatically redirected to the homepage to restart the process
of User Activation.)

9. The token setup starts automatically. Follow the instructions on the screen, tap “Start”
and “Continue”. When you’ve successfully set up your token, you will see a
confirmation message. Tap “Done” to get a One-Time Password (OTP).
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10. Input the One-Time Passcode (OTP) generated from your token. Then click
ACTIVATE to complete the user activation.

11.  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.

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

Notes:

. The screen displays and the images of the SafeNet MobilePASS+ are for reference
and illustration purposes only.

. 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
abowe to re-activate your user account.

. Following the steps abowe, you can set up multiple tokens within a single
MobilePASS+ application if you hawve different roles in the ESS. For easy

identification, you may tap® to update the Display Name of each token.
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2.2 Loggingintothe ESS

1.

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

HKEX e-Submission System
ERXBM The Stock Exchange of Hong Kong Limited
(A ol ubsiir of Hon Kong Exchanges s Clesing L)

user D
156 606

User Password

One-Time Passcode (OTP)

Frequenly Asked Questions  Terms and Condiions _ Contact Us __ Privacy Policy

Notes:

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 yourlogin
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).

Deviation of time setting of your mobile device may result in OTP verification error. In
this case, you should click the link “HERE” in the error message. System will ask you
to input your User Passwords and the two consecutive OTPs to reset your securty
token. After you have successfully reset your security token, a successful message
will be displayed.

Version 2.2
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Fontsize A A A En
HKE X e-Submission System

L ELL The stock Exchange of Hana Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

- Authentication failed. Please click HERE to reset your
token.

User ID
44444103

user Password

©ne-Time Passcode (OTF)

Enter the Passcode from your token
Loyin
Login with SMS Password

Forgot User ID

Forgot User Passwora

HK e-Submission System . -
=

The Stock Exchange of Hong Kong Limited

(A wholly-owned subsidiary of Hong Keng Exchanges and Clearing Limited)
* Denotes mandatory fields
User ID

1a1aaL03

user Passwerd

- One-Time Passcode (OTP)

Enter the Passcode rom your token

Enter he next Passeode rom your loken

Gonfim || Cancal

2. 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.

L. Font Size A EN
HKEX e-Submission System
EEBXBFM

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

e-Submission System Disclaimer Statement Liability and warranty disclaimer (‘Disclaimer Statement’)

'YOU ACKNOWLEDGE THAT ANY USE OF OR RELIANCE UPON ANY PART OF THE E-SUBMISSION SYSTEM SHALL BE AT YOUR SOLE
RISK.

You further acknowledge that use of the e-Submission System is provided on an “AS IS, AS AVAILABLE" basis and without warranty or condition
of any kind, whether expressed or implied. HKEX, its subsidiaries, associated companies and affiates from time to time, and the respective
directors, officers, employees, agents, and other representatives of HKEX or any companies aforementioned (collectively, the “Relevant Parties")

assume no responsibility of any kind for any use of the e-Submission System.

By logging onto, continuing to use the e-Submission System and/or registering a representative to act on the e-Submission User's behalf to submit
and post Publication Information, the e-Submission User is fully responsible for all information, communication or other material provided to HKEX
or SEHK through the e-Submission System. HKEX, SEHK and all other Relevant Parties shall not be liable or responsible (whether in tort, contract
or otherwise) for any claim for any losses or damages of any kind (whether direct or indirect) whatsoever and howsoever arising from the Use of,

reliance upon and inabiliy to use the e-Submission System, or any related system or software, including any mishandling, omission, non-delivery,

delay, negligent or use of the e-Submission System or of the e-Submission User's registered user ID(s), user password(s), Security
Codefs) and Security Device(s).

You acknowledge that use of the e-Submission System shall only be for lawful purposes, and any information, communication or other materials
that are unlawful, obscene, defamatory, or infringe any intellectual property rights of any third party shall not be submitted at any time. Use of the.
-Submission System is governed by relevant Terms and Conditions (as set out below) from time to time in force and subject to this Disclaimer

Statement. Once you, on behalf of the e-Submission User has logged onto the e-Submission System, you and the e-Submission User will be

deemed to have read and accepted t

sclaimer Statement and relevant Terms and Conditions. HKEX (for itself and/or on behalf of SEHK) v

reserye the aheolite finht at ifs sale diseration tn vary these Terms and Condifinna in any way and at any fime By lnnninn onin andior confinying
If you want to read the Terms and Conditions currently in force, please click HERE .

Acceptand Continue | Exit
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3. User Home page will be displayed.

Font Size A EN
HKE 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 Ref (Listing)  Quick Ref (Publication) ~ User Manual {Listing)  User Manual (Publication)  User Manual {Admin / Security Officer / Dl user)  Terms & Condiitions  Site Map

ContactUs  Privacy Policy

User Home page for Authorised Person / Security Officer / DI User

HKE X e-Submission System FoutSize & A A [EN

FEXEM ‘The Stock Exchange of Hong Kong Limhed
{A wholly-owned subsidiary of Hong Kong Exchanges and Glearing Limited)

Home  Listing Relsted Matter Document  Dawnioad Document Templste  Admin Logaut
Welcome Tai Man Chan | 11/04/2018 12:39

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

ContactUs  Privacy Policy

User Home page for Administrator
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2.3 Loginwith 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” on the Main page.

Font Size A EN
HKEX e-Submission System
§ ;g § E Fﬁ The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
21/05/2019 13:05

UserID

User Password

One-Time Passcode (OTP)

Enter the Passcode from your token

Forgot User ID

Forgot User Password

Registration

Terms & Conditions Site Map Contact Us Privacy Policy

2. Enteryour User ID, User Password and the characters in the image. Click SUBMIT.

Font Size A EN
HKEX e-Submission System
§ ;g § E Fﬁ The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
21/05/2019 13:10

Login with SMS Password

* Denotes mandatory fields

* User ID
* User Password

* Enter the characters in the image

.

Refresh Image

Terms & Conditions Site Map Contact Us Privacy Policy
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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.

Font Size A

HKEX e-Submission System

TERXBMA The Stoek Exchange of Hang Keng Limited

(& subsidisry g Kong Clearing Limitad)

1110412018 11:36
Your request has been submitied successtully.

Login with SMS Password

Denctes mandatory fields

Flease enter the One-Time Password sent to your mobile phone (last 4
digits "0768"]

* One-Time Password

Cancel

/& the One-Time Password o If the

Please click HERE If you did net ret
One-Time Passwerd has expired.

Terms & Conditions ~ SteMap  Contact Us vacy Policy

4. 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.

. . Font Size A EN
HK e-Submission System
E

ited

i X 2 i The Stock Exchange of Hong Kong Li
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

ion System Disclai Liability and warranty disclaimer

THE E-SUBMISSION USER ACKNOWLEDGES THAT ANY USE OF OR RELIANCE UPON ANY PART OF THE E-SUBMISSION
SYSTEM SHALL BE AT ITS SOLE RISK.

The User further thatuse ofthe Systern is provided on an "AS IS, AS AVAILABLE" basis and
withoutwarranty of any kind, either express ar implied. HKEX, its subsidiaries, associated companies and affiiates from time to time, and the
directors, officers, employees, agents, and other representatives of HKEx or any companies aforementioned (collectively, the "Relevant
Parties”) assume no responsibility of any kind for any submission using or made throuah the e-Submission System

by 10g8INg ONto andior canuNUING To USe The e-5UBMISSIEN SYSiem andior prowding 1o a representaiive pASSWOIIS 1o be USed for SUbMISSIan
of Informatian, communication o oiner material pravided 1o HKEX ar the pUrpoSe o pBIICallaN on the WebsiTe, Ine e-SuBMISsion User is

Ully respoNSIDlE for &l INformation, communicaion or other Materal provided 1o HKEX or SEHKTTaUGN e &-Submission Systerm. HKEX,

SEHK and all other Relevant Parties shall NOLbe IIGDI OF respaNSIale GANEter IN 10, CONTTaCt o oinerwISe) Tar any clalm Tor any 10S5es or
damages oTany Kind wnetner direct ar Indirect) whalsoever and howsoever arising ram ihe Use of of rellance URON the e-Submission

System, or any relateq system of somware, InCIUding any MIShandiing, GrMISIon, nen-eiivery, delay, negligent or Unautnonsed use oftne e-
SubmISSion System orthe e-SUBMISSIoN USer's registered User ID(s), USSr pASSWON(S), PASSWOrIS 10 be Used Tar susmissian of

Information for publication anaor oiher e-SUBMISSIoN SyStem related passwOrds. The e-SuUbMISSIoN User acknowledges that 1tmay only use

e e-SUbMISSIon System for lawrul purpaSes. It shall net 3t any Ime SUBMIT any INarmation, communication o ainer materiais that are

uniawi, obscene, deramatory, oF INMINge any INteleciual PFOpENy NGNS o7 any NIF party. Acknewledgement orte Terms and Condrons

Use oTine e-Submission System I restricted 1o e-SuBMISSIN Users and Authorised Persons. Unautnorised use I Strictly proniniied. Use of

e e-5uBMISsIon System Is gavemed by the Terms and Condillans fram tme te Ime In farce. Onee ine e-SUbMISsion User has 1ogged anta

e e-SuBMISsIon System, ine e-SuBMIssion User will be deemed (o have read and accepted e Terms and Candiions currently In force.

HKE for llself andjor on benalf of SEHK) reserves e ansalute fgh, at is sole discrelon, to vary hese Terms and Conailians in any way <
If you want to read the Terms and Conditions currently in force, please click HERE .

Acceptand Continue |t
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24 ForgotUseriID

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

HKEX e-Submission System e

ws 2 EN
EEXEM The Stock Exchange of Hong Kong Limited

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

User D
User Passwerd

One-Time Passcode (OTP)

Enter the Passcode from your token

Login

Login with SMS Password

Forgot User Password

Registration

Frequently Asked Questions ~ Terms and Conditions ~ Contact Us  Privacy Policy

2. Fillinyour User Name (User Given Name & Family Name), Registered Email Address,
Company Code, the characters in the image and click SUBMIT.

HKEX e-Submission System e

EEXBF

The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
20/04/202110:34

Forgot User ID

* Denotes mandatory fields

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

“Enter the characters in the image

i‘ il Refresh

Submit Cancel

Frequently Asked Questions Terms and Conditions Contact Us Privacy Policy

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

eds_noreply
HKEX e-Submission System - Forgot User ID
To
Dear Sir/Madam,

You requested to recover your User ID(s) for the e-Submission System. Below please find your registered User ID(s):
88888P01

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 Division.
The Stock Exchange of Hong Kong Limited

15-04-2021

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

RS ¢

R EE T 23T AMA TR RS - LUT BRI SRt PRt

88885P01

HIFER - ERET 2ICAMENRI P EIEINS (852) 2840 2460 RS LRIAGE ST B -

EHEMSITEMRAIRLT
15-04-2021

(HEE: (LA BRSO Y - SRS - )
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2.5 ForgotUserPassword

1. If you have forgotten your user password, you may click “Forgot User Password” at
Main page.

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)

21/05/2019 13:05 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

Terms & Conditions Site Map Contact Us Privacy Policy

2. Fill in your User ID, Registered Email Address, the characters in the image and click
SUBMIT.

HKEX e-Submission System e AR A

EEXEM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
20/04/2021 10:44

Forgot User Password

* Denotes mandatory fields

“User ID

“User Registered Email Address

“Enter the characters in the image

m Refresh

Frequently Asked Questions Terms and Conditions Contact Us Privacy Policy
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3. An email contains the URL will be sent to your registered email address. Click the
URL in the email to reset your password. Ifthe URL is not clickable, try copying and
pasting it into the address bar of your web browser.

eds_nareply
HKEX e-Submission System - Forgot User Password
To

Dear Sir/Madam,

The link will expire after 15/04/2021 at 16:27:15 (HK Time). If you have not reset your password before the expiry of this link, you will need to make the request again.
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 Division.
The Stock Exchange of Hong Kong Limited

15-04-2021

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

SIS

EERETE BT ECAMAED - RELTIEEEN TS

hittps://www1.esubmission.hkex.com.hk:443/EDSE/main/resetPassword.xhtml

IHEEENFRIE RS 15/04/2021 16:27:15 TR - AR BRIRHIANETER - TR EF IR -
IS BN ET ST RN ITIRIE IS (852) 2840 3460 EME ETRIAET SATTHEA -
EEBEESRARAT

15-04-2021

(Y (EEMF EFHARMEST  RIERIEEE - )

4, Input your User ID, New Password and Re-type New Password. Then click SUBMIT.

HKE X e-Submission System Fortsze A A A | EN

EEXEHAM

The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
20/04/2021 10:44

Forgot User Password

* Denotes mandatory fields

“User D
“User Registered Email Address

“Enter the characters in the image

h Refresh
Cancel

Frequently Asked Questions Terms and Conditions Contact Us Privacy Policy

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

Notes:

e Userpassword 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).

e The URL to reset the password will be expired after 30 minutes.
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3 Common Administrative Functions

This section covers the common administrative functions under Profile Admin functions
which are applicable to Authorised Person, Administrator, Security Officer and DI user. For
functions which are specific to particular user type, please refer to the corresponding section
in this manual.

3.1 ViewYourCompany’s Profile

1. Select Profile Admin under Admin from Main Menu.

2. Your Company Profile will be displayed.

Font Size A

HKE X e-Submission System o

EEXBH The Stock Exchange of Hong Kong Limited

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

Welcome Siu Man Chan | 14/09/2021 15:46

Company Profile

Company Details

Company Code LM12345 Company Type Main Board |ssuers
Company Name ABG Gompany
(English)
Company Name ABG 23]
(Chinese)
Company Website
Address (English) English Address 1 Address (Chinese) Eavg ]
English Address 2 Pl 2
Fax No.
Amend Company Profile | User List My Profle | Back to Home

3.2 ViewandUpdate Your Own User Profile

Company My Profile Update User
Profile Profile

1. On the Company Profile page, click MY PROFILE.

2. Review and update as required. Click SAVE after you have finished editing.

User Profile - Edit

* Denotes mandatory fields

User Details

User Type Administrator

User ID 12345AADM

*“Resigned Yes No

Family Name (English) Gha Given Name (English) Siu Man
*Salutation Mrs ~ *Position Officer
“Phone No. 2222 111

“Mobile No. ' Country Area Code (if any) +

Code Mobile No.

852 91234567

“Email chanta

*“Token Selection Software Token

! 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 Save, | 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.

Save | Change User Password | Cancel
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3.3 Change YourOwn UserPassword

Company My Profile | update user | ChangeUserPassword [ change User
Profile " Profile "| Password

1. On your User Profile page, click CHANGE USER PASSWORD.

2. Input your Current Password and a New Password. Re-enter the New Password and
then click SAVE.

Change User Password

* MANDATORY FIELDS
* Current Password

* New Password

(User password is case-sensitive, a combination of letters (both upper & lower case) and number (0-

9) and between 8 and 15 characters.)

* Re-type New Password

Save Cancel

Notes:

. 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.

3. If your password has been changed successfully, an acknowledgement message wil
be displayed.
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4 For Authorised Person

This section only cowvers functions unique to the Authorised Person.

4.1 UserMenufor Authorised Person

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

Profile Admin

l::hange of Administrator or
Security Officer

Token Management

Appointment of Approvers

Appointment of Agents for
Publication Related Maters

Profile Admin

Appointment for Agents

for Listing Related Matters

4.2 Profile Admin

The Authorised Person of a Company is responsible to maintain his/her company’s user
accounts, including create or delete users. Through the Profile Admin function, you can
create or delete Publication Related Matter user, Listing Related Matter user or DI user of
the company and approve the user creation initiated by Security Officer.

1. Select Profile Admin from Admin.

2. The Company Profile page will be displayed. Click USER LIST.

e-Submission System

The Stock Exchange of Hong Kong Limited

FontSize A A A

EN %

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

Limited)

Download Template Admin

Welcome Siu Man Chan | 14/09/2021 15:46

Company Profile

Company Details

Company Code LM12345 Company Type
Company Name ABC Company

(English)

Company Name ABC 48]

(Chinese)

Company Website

Address (English) English Address 1 Address (Chinese)
English Address 2

English Address line 3

English Address line 4
Fax No. Fax No
Amend Company Profile | User List | [My Profile | Back ta Home

Main Board Issuers

ARl
¥tk
Chinesa Address line 3

Chinese Address line 4
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4.21 Create a User

1. On the User Profile List page, click NEW.

HKEx e'SmeiSSiOn System Font Size A

EBXSFM

m
&

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 | 14/09/2021 15:56
Company Details
Company Code LM12345 Company Type Main Board lssuers
Company Name ABC Company

User Profile List

User ID User Search
Name
User ID User Full Name User Type Status Access to DI Data Locked
— 12345AADM Chan Siu Man Administrator Active No No
12345P01 Chan Tai Man Publication Related Matters User - Submitter Inactive No No
Ll 12345PP01 Chan Tai Man Publication Related Matters User - Submitter Active No No
12345PP02 Chan Siu Man Publication Related Matters User - Approver Active No No
12345SSOR Lam Tai Man Security Officer Active No No
12345XAP1 Chan Tai Man Primary Authorised Person Active Yes No
12345XCHAN Chan Tal Man Secondary Authorised Person Active Yes No
Total Number of Records : 7 o | e - >

rDetalls  Back to Homa

2. Select the User Type and fill in the new user’s details. Click ADD.

User Profile - New
* Denotes mandatory fields

User Details

*User Type Please Select v

*User Name ' USER NAME User ID

Resigned Yes No

*Family Name Family Name (English! *Given Name (English) Given Name
(English)

*Salutation Please Select ~ *Position Position
*Phone No. Phone No.

*Mobile No. ? Country Area Code (if any) +

Code Mobile No.

852

*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.

Add | Cancel

3. If the user has been created successfully, an acknowledgement message will be
displayed. An email notification will be sent to the new user.

New user can immediately set up 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 aUser

1.

2.

On the User Profile List page, select the user to delete by checking the appropriate
selection box. Then click USER DETAILS.

Font Size A
HKE X e-Submission System .
BiEREM 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 | 14/09/2021 15:56
Company Details
Company Code LM12345 Company Type Main Board Issuers
Company Name ABC Company
User Profile List
User ID User Search
Name
UserID User Full Name User Type Status Access to DI Data Locked
 12345AADM Chan Siu Man Administrator Active No No
12345P01 Chan Tai Man Publication Related Matters User - Submitter Inactive No No
J 12345PP01 Chan Tai Man Publication Related Matters User - Submitter Active No No
) 12345PP02 Chan Siu Man Publication Related Matters User - Approver Active No No
) 12345SSOR Lam Tai Man Security Officer Active No No
[ 12345XAP1 Chan Tai Man Primary Authorised Person Active Yes No
1 12345XCHAN Chan Tai Man Secondary Authorised Person Active Yes No
Total Number of Records ; 7 « < > | >

Back to Home

Review the User Profile. Click DELETE if this is the user account you wish to delete.

- - Font Size A EN
HKE e-Submission System
& 8 xS The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limi
Home Admin Logout

Company Code LM12345 Company Type | pent securities Issuers

Company Name ABC Company

User Profile - Edit

= Denotes mandatory fields

User Details

User Type Publication Related Matters User - Submitter
User ID 12345P01
*Resigned Yes No
Family Name (English) Chan Given Name (English) Tai Man
~Salutation Ms ~ “Position Officer
“Phone No 91234567
“Mobile No. ' Country  Area Code (if any) + Mobile No.

Code

852 91234567

~Email

chantaiman@abc.com

~Token Selection Software Token

" Mobiie No. will be used to receive One-Time Password via SIMS. For overseas mobile number, please enter the country code and area code (if any).
E.g. 86 for China, 853 for Macau

Cancel

The Confirmation dialog box will be prompted. Click CONFIRM.

Confirmation

Are you sure to delete this record?

-

If the useraccount has been deleted successfully, an acknowledgement message will
be displayed.
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4.2.3 Approve User Creation Initiated by Security Officer

Authorised Person can create a new user (refer to Section 4.2.1) by your own or approve
the request initiated by your Company’s Security Officer. To approve the request for user
creation from your Security Officer, please follow the steps set out below:

1.

2.

On the User Profile List page, select the user (user status is “Pending Approval”) and
click USER DETAILS.

. Font Size A EN
HKE X e-Submission System
LR S The Stack Exchange of Hong Kang Limitad
(A wholly-owned subsidiary of Hong Kong Exchanges and Glearing Limited)

Welcome Tal Man Chan | 11/04/2019 14:18

Company Details

Campeny Goda LMas88s Company Type Wain Board lasuer

Company Name XYZ Group Ltd.

User Profile List

User ID User Name Caaih
User ID User Full Name User Type Status Access to DI Data Locked
BBEBBAADM Chan Tal Man Administrator Active No No
888880DI1 Chan Tal Man DI User Active “es No
86888LLAM2 Chan Tal Man Listing Related Matters User Pending Approval No No
88888LSUBMIT Chan Tal Man Listing Related Matters User Active No No
BBE8PAPPROV Chan Tal Man Publication Related Matters User - Approver Inactive No No
88888PSUBMIT Chan Tal Man Publication Related Matters User - Submitter Inactive No No
88B88SSOR Chan Tal Man Security Officer Active No No
88888XPAP Chan Tal Man Primary Authorised Person Active Ves No

Total Number of Records : 8 - - s

Review the user profile. Click APPROVE (or REJECT to reject the user creation).

A EN

HKE X e-Submission System s
&8RS H

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 14:27

Company Coda roees Gompany Type Main Board Issuer

Gompany Name XYZ Group Ltd

User Profile - Edit
* Denotes mandatory fields.

User Details

User Type Listing Related Mattars User

User 1D BBSBELLAMZ

*Resigned Yes Ne

Family Name (English) Chan Given Name (English) P—
“Salutation Mr 4 “Position LAM User
“Phone No. 222211114

*Mobi '

P04 L S— 852 91234567

“Email

taiman@yz.com

“Token Selection Softwars Token

' Mobile No. will be used to receive One-Time Password via SIS,

Approve  Reiect  Delete  Cancel

If the request has been approved or rejected successfully, an acknowledgement
message will be displayed. For rejected request, the Security Officer has to submita
new request for user creation.

An email notification will be sent to the new user. 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.
2. Select the request for “Change Administrator” or “Change Security Officer”.

Font Size A

HKEX e-Submission System
EERXAFM

The Stock Exchange of Hong Kong Limited

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

Welcome Tai Man Chan | 15/09/2021 11:43

User Profile - Change of Administrator or Security Officer

* Denotes mandatory fields
Company Details

Company Code LM12345 Company Type

Main Boar

Company Name

ABC Company

User Details

Request For

*User Name ' arity Off User ID

Change Administrator

3. Enter the user profile information and then click CONFIRM.

User Details
Request For Change Security Officer v
*User Name ' User ID
*Family Name *Given Name
(English) (English)
*Salutation Please Select v *Position
*Phone No.
*Mobile No. 2 Country Code Area Code (if any) + Mobile No.
*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 Confirm, | 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.

Confirm Cancel

4, The Confirmation dialog box will be prompted. Click CONFIRM to confirm the change.

e

Confirmation

Are you sure to submit?

5. If the Administrator or Security Officer has been changed successfully, an
acknowledgement message will be displayed.

An email notification will be sent to the new user. 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).
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44 TokenManagement

Users’ tokens are managed by their company’s Security Officer. If your company’s user
reported his/her mobile device (containing the software token) has been changed, lost or
stolen, your company’s Security Officer should immediately revoke that user's token to
prevent unauthorized access. Your company’s Security Officer will submit the request for
your approval.

To approve the request:
1. Select Token Management under Admin from Main Menu.

2. The Token Management page will be displayed. Select APPROVE and click CONFIRM.

Font Size A
HKE X e-Submission System o
EEXSM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tai Man Chan | 13/09/2021 15:10
Token Management
User DA User Full Name Token Status Request Approval Approval Status Approve Reject
12345AADM Chan Siu Man Activated
12345P01 Chan Tai Man Activated Revoke Token Pending Approval
12345PP01 Chan Tai Man Activated
12345PP02 Chan Siu Man Activated
12345SSOR Lam Tai Man Activated
12345XAP1 Chan Tai Man Activated
12345XCHAN Chan Tai Man Activated
Total Number of Records : 7 << < - > >

Cancel

3. If the request has been approved successfully, an acknowledgement message will be
displayed. Your Security Officer would require to assign a new token to the user when
he/she has been equipped with a new mobile device (refer to Section 6.3).

4.5 Appointmentof 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 critera
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.

System will notify the Authorised Person(s) and/or Approver through email, to remind the
expiry of the appointment according to the following scenarios:
- onthe 7 calendar days before the appointment will expire; and
- onthe expiration day of the appointment; and
- on the next calendar day (to Authorised Person(s) only) when all the
appointments of approvers have expired.
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To enable the Appointment of Approvers function:

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

2. The Appointment of Approvers page will be displayed. It is set to be “Disabled” by
default. To enable this function, select the ENABLE button and click CONFIRM in the
Confirmation dialog box.

Font Size A
HKEX e-Submission System .
EEX B 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 | 13/09/2021 15:12

Appointment of Approvers

Notes:

By clicking “Enable” — Authorised Persons can specify 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 approvals by the Approvers in its own company.
The default setting is set as “Disable’.

Appointment of OEnable @Dpisable
Approvers

3. After the Appointment of Approvers function has been enabled, you need to appoint
at least one approver to ensure a smooth submission process.

451 Appoint an Approver

1. Click CREATE at Appointment of Approvers page.

. Font Size A EN
HKE X e-Submission System
EEXEM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home Admin Logout

Welcome Secondary AP PMI2 | 29/04/2021 17:10

Appointment of Approvers

Notes:

By clicking “Enable” — Authorised Persons can specify a time period and/or a maximum number of SUbmIssIons for each ADPIover in its own company o approve Submissions.

By alicking “Disable” — No restrictions are imposed on submission oy the in its own company.

The default setting is set as “Disable”

Appeintment of Approvers @Enable Obisable
UserID User Full Name Start Time End Time No. of Submissions Status

Total NumbergfRecords - 0
Edit Delete | Backto Home

2. Select an approver from the Approwers list.

Appointment Details

* Denotes mandatory fields
*Approver Please Select v

* ; A Please Select
Appomtment Criteria 12346PP02 Chan Siu Man

12345P02 Chan Tai Man

Confirm
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3. Select 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.

= Denotes mandatory fields
“Approver Please Selec

“Appointment Criteria Ple:

Please
No. of Submissions only

Time Range only

Time Range & No. of Submissions

Confirm

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.

Notes:

. The count of the No. of Submissions in the appointment will be deducted by one on
the following situation:-

- Approved submission for publication; or

- Approved submission for correction of headline categories;

- Approved removal of Documents on Display’; or

- Approved submission for AP/PHIP (applicable for agent only).

. The Appointment Status will become “Expired” ifits End Time has expired or the No.
of Submission becomes 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.

' Submission underthe following headline categories:-
Documentson Display; or
Documentson Display (Debt Issuance Programmes); or

- Documentson Display (Debt Securities); or
- Documentson Display (Structured Products).
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45.2 Edit or Delete an Appointment

Authorised Person can edit or delete the active appointment. If the appointment has been
expired or deleted, that approver will not able to approve any submission for publication.

1. Select the appointed user, click EDIT to edit the appointment details or click DELETE
to delete the appointment.

g s Font Size A
HKE X e-Submission System -
ERXBM The Steck Exchange of Hong Keng Limited

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

Welcome Tal Man Chan | 13/09/2021 15:19

Appointment of Approvers

Notes:

By clicking "Enable” — Authonsed Persons can specify a time penod andfor @ maximum number of submissions for each Approver in ifs own company o
approve Submissions

By clicking “Disable” — No reslrictions are on sub approvals by the Approvers in ils own company.

The defaull setting is set as “Disable
Appointment of *Enanie

Approvers
List of Appainted Approvers

Disabie

User ID User Full Name Start Time End Time

No. of Submissions Status
12345PP02 Chan Siu Man 13/09/2021 00:00 30/09/2021 23:59 Active
12345PP02 ‘Chan Siu Man 11/08/2021 00:00 31/01/2022 23:59 Deleted

Total Number of Records : 2 < | 2
eal Back 1o Home

2. To update the appointment details, you may update the Appointment Criteria, Start
Time / End Time and No. of Submissions, where appropriate. Then click CONFIRM.

Appointment Details

* Denotes mandatory fields

*Approver 12345PP02 Chan Siu Man v

*Appointment Criteria Time Range only v

“Start Time 13/09/2021 00:00:00 “End Time 30108/2021 2359
Confirm

3. To delete the appointment, a Confirmation dialog box will be prompted. Click
CONFIRM to delete.

Confirmation

Are you sure to delete this record?

4, If the appointment has been updated or deleted successfully, an acknowledgement
message will be displayed.
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4.6 Appointmentof Agents for Publication Related Matters

Authorised Person of a listed issuer can appoint its representing agents to submit and/or
approve documents (including Announcement Forms, Return e-Forms and documents on
display) on its 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.

Upon appointment, Authorised Person of an agent can view assignment via this function.

1. Select Appointment of Agents for Publication Related Matters under Admin from
Main Menu.

2. Forlisted issuers, the Appointment of Agents for Publication Related Matters page wil
display a list of appointed agents, including the status and details of the respective
appointments.

. . Font Size A EN
HKEX e-Submission System
CRLESE R The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tai Man Chan | 15/09/2021 10:55
Appointment of Agents for Publication Related Matters
Company Code Company Name Start Time End Time No. of Submissions Status  Appointment Type
OTABCDE ABC Financial Agent 13/09/2021 00:00 13/09/2021 23:59 Expired Submission & Approval
Total Number of Records : 1 | < - .

Edit  Create  Delste  Backto Home

3. Foragents, the Appointment of Agents for Publication Related Matters page will display
a list of representing listed issuers, including the status and details of the respectiwe
appointments. You may print the full list of the representing issuers by clicking the
PRINT button on this page.

o Font Size A
HKEX e-Submission System N
FiEXEM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tai Man Chan | 13/09/2021 15:50
Appointment of Agents for Publication Related Matters
Company Code  Company Name Start Time End Time No. of Submissions Status  Appointment Type
LM12345 ABC Company 13/08/2021 00:00 13/09/2021 23:59 Active Submission & Approval
LM55558 AAA Listed Company 04/08/2021 00:00 31/08/2021 23:59 50 Expired Submission & Approval
LM00999 XYZ Company 10/08/2021 00:00  31/08/2021 23:59 Expired  Submission & Approval
Total Number of Records : 3 << | < >
BacktoHome  Print
Notes:

. Agent can submit/ approve the publication related matters on behalfof the listed issuer
only if the appointment status is “Active”.

. The Appointment Status will become “Expired” if the End Time has expired or the No.
of Submission becomes zero. The expired appointment will remain on the list for 30
days for record purpose.
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. The count for the No. of Submission of the Agent’s appointment will be deducted by
one in the following situations (including Submission for Publication, Correction of
headline categories of a published document and removal of submission related to
Documents on Display?):-

- 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.

. System will notify Authorised Person(s) of a listed issuer through email, to remind the
expiry of the appointment:-

- on the 7 calendar days before the appointment will expire; and
- on the expiration day of the appointment; and

- on the next calendar day when the appointments of the company have expired.

4.6.1 Appoint an Agent for Publication Related Matters

1. Click CREATE at the Appointment of Agents for Publication Related Matters page.

. . Font Size A
HKE X e-Submission System N
EEXEM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Welcome Secondary AP PMIZ | 29/04/2021 16:47

Appointment of Agents for Publication Related Matters

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

Total Nymber of Records - 0
Edit Delete Back to Home

2. Enter the Company Code or enter the Company Name to search for the agent.

Appointment Details.

*Denotes mandatory fields
*Company Code
“Company Name Print
*Appointment Criteria -
‘ AAA Printing
“Appointment Type BBB Printing Company

Confirm

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.

Appointment Details

*Denotes mandatory fields
*Company Code

*Company Name

*Appointment Criteria Please Select ~

*Appointment Type Please Select
i yP No. of Submissions only

Time Range only

Confirm Time Range & No. of Submissions

2 Refer to footnote 1.
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4, Depending on selected Appointment Criteria, input the appointment Start Time / End
Time and/or No. of Submissions.

Appointment Details

*Denotes mandatory fields
*Company Code

*Company Name

*Appointment Criteria Time Range only v

*Start Time 13/09/2021 00:00 *End Time 13/0912021 23:59
*Appointment Type Please Select v

Confirm

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 submit documents on your behalf; or
- “Submission & Approval” to allow an agent to submit and approve documents

on your behalf.

Appointment Details

“Denotes mandatory fields
*Company Code

*Company Name

*Appointment Criteria Time Range only v
*Start Time 13/09/2021 00:00 “End Time 13009/2021 25:58
“Appointment Type Please Select v

Confirm :

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

4.6.2 Edit or Delete an Appointment

Authorised Person of a listed issuer can edit or delete the active appointment. After the
appointment has been expired or deleted, that agent will not able to represent your company
for publication related matters.

1. Select the appointed agent, click EDIT to edit the appointment details or click DELETE
to delete the appointment.

. . Font Size A EN
HKEX e-Submission System
FERSHM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tai Man Chan | 15/09/2021 10:55
Appointment of Agents for Publication Related Matters
Company Code  Company Name Start Time End Time No. of Submissions  Status  Appointment Type
OTABCDE ABC Financial Agent 13/09/2021 00:00  13/09/2021 23:59 Expired  Submission & Approval
Total Number of Records : 1 « < - > >
Create  Delete  Back to Home
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2. To update the appointment details, you may amend the Appointment Criteria,
Appointment Type, Start Time/End Time and No. of Submissions, where appropriate.
Then click CONFIRM.

*Denotes mandatory fields

“Company Code OTABCDE

*Company Name ABC Financial Agent

*Appointment Criteria Time Range & No. of Submissions. v

*Start Time 15/09/2021 00:00:00 *End Time 30/09/2021 23:59
*No. of Submissions 3

*Appointment Type Submission & Approval v

Confirm

3. To delete the appointment, a Confirmation dialog box will be prompted. Click
CONFIRM to delete.

Confirmation

Are you sure to delete this record?

4, If the appointment has been updated or deleted successfully, an acknowledgement
message will be displayed.

4.7 Appointment of Agents for Listing Related Matters

Authorised Person of a listed issuer can appoint its representing agents to submit Listing
Related Matters e-Forms on its behalf. Upon appointment, Authorised Person of an agent
can view assignment via this function.

1. Select Appointment of Agentsfor Listing Related Matters under Admin from Main
Menu.

2. For listed issuers, the Appointment of Agents for Listing Related Matters page wiill
display a list of appointed agents, including the status and details of the respectiwe
appointments.

HKEX e-Submission System o :

el EN
EEXEAM The Stock Exchange of Hong Kong Limited

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

Welcome Tai Man Chan | 13/09/2021 15:40

Appointment of Agents for Listing Related Matters

Company Code Company Name Start Time End Time Status
OTABCAG ABC Agent Company 02/09/2021 00:00 30/09/2021 23:59 Active
Total Number of Records : 1 << < - >

Create = Delete  Back to Home
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3. For agents, the Appointment of Agents for Listing Related Matters page will display a
list of representing listed issuers, including the status and details of the respective
appointments. You may print the full list of the representing issuers by clicking the

PRINT button on this page.

HKE X e-Submission System

EBXBFH

The Stock Exchange of Hong Kong Limited

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

Home Admin

Welcome Tai Man Chan | 13/09/2021 15:53
Appointment of Agents for Listing Related Matters

Company Code  Company Name Start Time

End Time No. of Submissions
LM12345 ABC Company 13/09/2021 00:00  13/09/2021 23:59
LM55558 AAA Listed Company 04/08/2021 00:00  31/08/2021 23:59 50
LM00999 XYZ Company 10/08/2021 00:00  31/08/2021 23:59
Total Number of Records : 3 <« < - -

Back to Home | Print

Notes:

“Active”.

Status
Active

Expired
Expired

Font Size A

EN

Appointment Type
Submission & Approval
Submission & Approval

Submission & Approval

Agent can submit on behalf of the listed issuer only if the appointment status is

. The Appointment Status will become “Expired” ifits End Time has expired.
. Expired appointment will remain on the list for 30 days for record purpose.

471 Appoint an Agent for Listing Related Matters

1. Click CREATE at Appointment of Agents for Listing Related Matters page.

HKEX e-Submission System

ERXBA

The Stock Exchange of Hong Kong Limited

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

Home Admin

Appointment of Agents for Listing Related Matters

Company Code Company Name

Total Number of Records © 0

Edit Create Delete Back to Home

Font Size A

Start Time End Time

EN

Logout

Status

2. Enter the Company Code or the Company Name to search for the agent.

*Denotes mandatory fields

*Company Code COMPANY CODE

*Company Name ‘ Print

“Start Time AAA Printing House
Confirm BBB Print Company

21 23:59
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3.

4.

Input the appointment Start Time / End Time. Click CONFIRM.

Appointment Details
*Denotes mandatory fields
*Company Code OTABCAG
*Company Name ABC Agent Company
“Start Time 13109/2021 00:00 “End Time 13109/2021 23:59

Confirm

If the appointment has been created successfully, an acknowledgement message wil
be displayed.

4.7.2 Edit or Delete an Appointment

Authorised Person of a listed issuer can edit or delete the active appointment. If the
appointment has been expired or deleted, that agent will not able to represent your company
for e-Form submissions.

1.

Select the appointed agent, click EDIT to edit the appointment details or click DELETE
to delete the appointment

Font Size A

HKE X e-Submission System i
vl EN
TEXBA The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Appointment of Agents for Listing Related Matters
Company Code Company Name Start Time End Time Status
] oracent ABC Printing Company 01/04/2020 00:00 03/04/2020 23:59 Active

Total Number of Records © 1

Create Delete Back to Home

To update the appointment details, you may amend the End Time. Then click
CONFIRM.

Appointment Details
*Denotes mandatory fields
*Company Code OTABCAG
*Company Name ABC Agent Company
*Start Time 02/09/2021 00:00:00 *End Time 30/09/2021 23:59

Confirm

To delete the appointment, a Confirmation dialog box will be prompted. Click
CONFIRM to delete.

Confirmation

Are you sure to delete this record?

If the appointment has been updated or deleted successfully, an acknowledgement
message will be displayed.
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5 For Administrator

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

5.1 UserMenufor Administrator

The Administrator's user menu is subdivided into the following categories:

Submission
Template

Dow nload

Management! Template

Dow nload .
Document mdProfile Admin

Template

Submission
Log

Download Change of
e-Form mm Authorised
Person

Template

Related Stock

Code
Maintenance

Note:
1. Applicable to Structured Product Issuers only.

5.2 Profile Admin

Administrator can maintain your company’s profile and view your company’s user profile list
through the Profile Admin function.

5.21 Maintain Company’s Profile

1. Select Profile Admin under Admin from Main Menu.

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

HKE X e-Submission System D

EEXBRFA

The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home  Document Submission ~ E-Form  Download Templale  Admin
Welcome Tai Man Chan | 29/04/2020 12:37

Company Profile

Company Details

Company Code LM00008 Company Type Main Board Issuer

Company Name (English) ABE Company
Company Name (Chinese) ABG 427

Company Website http: A nine-express. com hk

Address (English) Room 4101, 41F,, Address (Chinese) Chinese Address line 1
Lee Garden One, Chinese Address line 2
33 Hysan Avenue, Chinese Address e 3

Causeway Bay, Hong Kong Chinese Adress ine 4

Fax No. 2579 1712

Amend Company Profle || UserList | MyProfiie | Back fo Home
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3. Amend the company’s profile as required and then click SAVE.

Company Profile - Edit
* Denotes mandatory fields

Company Details

Company Code LM12345 Company Type Main Board Issuars
= Company Name (English) ABC Company
Company Name (Chinese) ABC 23]
Company Website
* Address (English) English Address 1 Address (Chinese) Rzt
English Address 2 chirinhl2
Fax No.

Persanal data collected through the e-Submission System will not be used for direct marketing purposes. By clicking on Save, | 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.

Save  Gancel

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

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 (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.

5.2.2 View User Profile List

1. Select Profile Admin under Admin from Main Menu. The Company Details page will
be displayed.

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

Font Size A EN
HKE X e-Submission System
GEXBM The Stock Exchange of Hong Kong Limited
(A wholl d Hong Kong Clearing Limited)
Welcome Tai Man Chan | 26/04/2020 12:38
Company Details
Company Code ) Company Type Wai Board ssuer
Company Name P —
User Profile List
User ID User Name —
User ID User Full Name User Type Status Access to DI Data Locked
0000SAUATADM Chan Tai Man Administrator Active No No
0000SLUATLY Chan Tai Man Listing Related Matters User Inactive No No
00009LUATL2 Chan Tai Man Listing Related Matters User Inactive No No
00009LUATL3 Chan Tai Man Listing Related Matters User Inactive No No
0000SPUATA3 Chan Tai Man Publication Related Matters User - Approver Inactive No No
0000SPUATS Chan Tai Man Publication Related Matters User - Submitter Inactive No No
00009PUATS2 Chan Tai Man Publication Related Matters User - Submitter Inactive No No
00009SUATSOR Chan Tai Man Security Officer Inactive No No
00009XUATAP1 Chan Tai Man Secondary Authorised Person Active No No
0000SXUATAR2 Chan Tai Man Primary Authorised Person Inactive Yes No
Total Number of Records - 10 =] < - T

Back lo Home
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5.3 Change of Authorised Person

Administrator can submit the request to the Exchange for a change of Primary or Secondary
Authorised Person and an additional or removal of the Secondary Authorised Person.

To submit a request:

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

2. Select the request as appropriate.

. . Font Size A
HKE X e-Submission System .
ERLE N The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home Document Submission e-Form Submission Template Management Download Template Admin Logout

User Profile - Change of Authorised Person

Company Details
Company Code LM12345 Company Type Structured Product Issuers
Company Name ABC Company

Request For

Request For Please Select v
Please Select
. Change of Primary Authorised Person
User Details Change of Secondary Authorised Person

Remove Secondary Authorised Person

3. For the request for a change or an addition of authorised person, fill in the new
Authorised Person’s details including User Name, Contact Information etc.

User Details
User Type Primary Authorised Person v
*User Name ' USER NAME User ID
“Family Name Family Name (English) “Given Name Given Name (English
(English) (English)
“Salutation Ploase Selact v “Position Position
*Phone No. Phone No

Corresponding Address (if different from Company Address)

Corespondence English Address line 1 Correspondence Chinese Address fine 1
Address (English) Address (Chinese)

Englis [ r

English Address | r

English Address | n
“Mobile No. * Country  Area Code (if any) + Mobile No.

Code

B 9123456
*Email
*Access to DI Data ’ “Yes ®No

' 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.

% Access fo view and download Disclosure of Interests ("DI") notices filed with the Exchange concerning on its own company. (Applicable to listed issuers
only)
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4, For the request for removal of secondary authorised person, the user details of
Secondary Authorised Person the will be displayed for reference.

User Details

User Type

Lser ID

*Family Name - “Givan Mame
(English) (English)
*Salutation e *Position
*Phone Mo

Carresponding Address (if different from Company Address)

Caorrespondence Enghah fusdrn Correspondeance
Addrass A 5
(English) P {Chinese)

*Mobile No, ' Country Code  Area Code (If anv) + Mobile No.
*Emai

*Accass o DI Yes Mo

Data

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

Review the submission details. Click SUBMIT.

File(s) Upload Add File(s)
File Description Uploaded File(s) List

e Document 1.pdf [Remove]

Personal data collected through the e-Submission System will not be used for direct marketing purposes. By clicking on Submit, | 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.

Submit  Cancel

6. A Confirmation dialog box will be prompted. Click Confirm to submit the request.

Confirmation

Please review the information and click
Confirm to submit

m sl

7. If the request has been submitted successfully, an acknowledgement message will
be displayed.

Notes:

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

. If the change of Authorised Person has been approved, an email notification will be
sent to both Administrator and the New Authorised Person. You can find the User ID
of the new Authorised Personin 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).
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5.4 Maintain Related Stock Code
The “Related Stock Code List” is a list of stock codes maintained by equity issuers and
Exchange Traded Products issuers 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 publication. For the awidance of doubt, the “Related Stock Code
List” will not be applicable to debt issuers and structured product issuers.
To add or remowe a related stock code:
1. Select Related Stock Code List Maintenance under Admin from Main Menu.
2. The Related Stock Code Maintenance page will be displayed.
Font Size A
HKE X e-Submission System o
EEXBM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing
Limited)
Welcome Siu Man Chan | 14/09/2021 11:03
Related Stock Code Maintenance
Company Code LM12345 Company Type Main Board Issuers
Company Name ABC Company
3. To add a stock to the Related Stock Code List, click ADD and enter its stock code.
Then click SAVE.
* Stock Code 04562
Stock Name DEBT2
* Denotes mandatory fields
Save
4, To remowe a stock from the Related Stock Code List, click REMOVE next to the stock
code you wish to remove.
HKE X e-Submission System .
EBXSM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary °[¥n"i?3d§(°"g Exchanges and Clearing
Welcome Siu Man Chan | 14/09/2021 11:04
Related Stock Code Maintenance
Company Code LM12345 Company Type Main Board Issuers
Company Name ABC Company
# Stock Code A Stock Name
1 04561 DEBT 1 [Remove]
2 04562 DEBT2 [Remove]
5. If the related stock code has been added or removed successfully, an
acknowledgement message will be displayed.
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5.5 Document Submission

Administrator can view the submission log of both Listing Related Matter and Publication
Related Matter of the company, including the records which are:-

. Submitted and/or approved by the company user; and
. Submitted and/or approved by the authorised agent on behalf of your company.

5.5.1 View Listing Related Matter Submission Log

To view the Listing Related Matter documents (not including e-Form) submission log:

1. Select Listing Related Matter Submission Log under Document Submission.

2. The Document Submission Log will be displayed.

HKEX e-Submission System fomsts A A
EREBA

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

Welcome Tai Man Chan | 12/05/2020 16:38

Document Submission Log
Subject Company Code

Case No.
Submission Date From To
Retrieve
| submission kistory |
Case Type Subject Company Submitted By (Company) Submitted By (Person) ed
New / Non-Case LM12345 LM12345 - ABC Company 00008LUATL1
Total Number of Records : 1 n

5.5.2 View Publication Submission Log

To view the Publication Related Matter documents submission log:
1. Select Publication Submission Log under Document Submission from Main Menu.

2. Select the “Submission Type” to search for the submission records.

Font Size A EN

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

(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Siu Man Chan | 14/09/2021 11:39

Submission History

* Denotes mandatory fields

* Submission Type

Submission Number Status

Stock Code of Issuer Tier 1 Headline

Last Modified Date From 08/09/2021 To
(DD/MM/YYYY)

14/08/2021

Search

Submission History

Correction of Correction of
Submission Headline - Headline -

Time & User Approval/Rejection Request Time Approval/Rejection
Issuer Tier 1 Headline & Title Number Status ID Time & User ID & User ID Time & User ID

Stock Code of Submission

Total Number of Records :
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5.6 Viewe-Form SubmissionLog

The Administrator can view the e-Form submissions that are 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 e-Form Submission Log:

1. Select e-Form Submission Log under e-Form from Main Menu.
2. The e-Form Submission Log page will be displayed.

i ) Font Size A
HKE X e-Submission System o
EEXSM The Stock Exchange of Hong Kong Limited

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

Welcome Siu Man Chan | 14/09/2021 11:07

e-Form Submission Log

Subject Company Code Case No.

Submission Date From To

Case Type Subject Company Submitted By (Company) Submitted By (Person) Uploaded Documents Date/Time Submitted
New / Non-Case LM12345 LM12345-ABC Company 12345PP0O1 2021090800007 pdf 08/09/2021 10:51:09
New / Non-Case LM12345 LM12345-ABC Company 12345PP01 2021090800009.pdf 08/09/2021 10:58:04
New / Non-Case LM12345 LM12345-ABC Company 12345PP0O1 2021090800011 pdf 08/09/2021 11:05:00
New / Non-Case LM12345 LM12345-ABC Company 12345PP01 2021090800013.pdf 08/09/2021 11:15:55
New / Non-Case LM12345 LM12345-ABC Company 12345PP0O1 2021090800015.pdf 08/09/2021 11:21:15
New / Non-Case LM12345 LM12345-ABC Company 12345PP01 2021090800017 .pdf 08/09/2021 11:26:31
Total Number of Records : 6 < - >

5.7 Submission Template Management (applicable to structured
products issuers only)

Administrator of Structured Product Issuers can create up to 12 submission templates.
5.71 Edit Issuer Name

The Issuer Name is used for the auto-generated titles in Publication Related Matter
submission (refer to Section 5.1 in User Manual for Publication Related Matters).

To edit Issuer Name:
1.  Select Submission Template Management from Main Menu.

2. Choose “Issuer Name” from the list of templates, then click EDIT.

o Font Size A EN
HKEX e-Submission System
EEXBFR

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

Welcome Tai Man Chan | 28/04/2020 16:29

Submission Template Management

Template Name Last Update Date/Time

Issuer Name 03/10/2014 01:15:03

Total Number of Records - 1 «| < - > [

New Dette || Concel
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3. Update the English and Chinese Issuer Names. Then click SAVE.

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

Home  DocumentSubmission ~ E-Form  Submission Tempiate Management  Download Templale  Admin
Welcome Tai Man Chan | 29/04/2020 16:33

Submission Template Management - Issuer Name
* Denotes mandatory fields

* English Issuer Name 4B Group

Chinese Issuer Name =mam

Save | Cancel

4, If the Issuer Name has been updated successfully, an acknowledgement message

will be displayed on page will be displayed.
5.7.2 Manage Submission Template

Select Submission Template Management from Main Menu.

Click NEW to create a new template or click EDIT to edit the existing template.

Input/edit the submission details, including the Contact Information, Headline
Categories and Title(s) etc. Then, click SAVE.

HKEX

e FomSim + A
e-Submission System
L EEE ]

m

The Stock EXChange of Hong Koag Limited
1A Wby faied bibiiiry of Hong Kofg Exchange and Cleaiing Limiled]

Waicoma Tal Man Chan | 260472020 1635

Submission Template Management - Create / Edit Template
* Danotes mandatory fisids

Template Namé
Contact Person Contact humbss
" Tie 1 Hoadling Dt and Sructued Emouct

Tigr 2 Hendling

Tiar 2 Haadting - Avallabla hemis)

Callalie BullBear Contracts (CBEC)
Additional information - Exotic CBBC

Tier 2 Hoadine - Salected itens)

Eniglsh Titks

Chinase Title

Parsonal data colacted Seough the 9-Submission System will ngt be wsad for dingct marketing purposes. By dicking on Save, 1 confm that the indviduals) whose persenal data is
disclosed in e wse of this application consent b the processing of their persceial data in accordance with the HKEX Privacy Policy

&
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3. If the submission template has been saved successfully, an acknowledgement

message will be displayed.
In case any of the mandatory submission information (such as English or Chinese
title)is missing in the template, a warning message will be displayed. This is to remind
that your Company’s Publication Related Matters users may not able to apply this
template in Batch Submission function (refer to Section 5.3 in User Manual for
Publication Related Matters).
. i Font Size A
HKEX e-Submission System .
BEXBHM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home Document Submission e-Form ‘Submission Template Management Download Template Admin Logout
« The submission detail is incomplete, this submission template may not be applied in "Batch Submission" function.
+ Submission template has been updated successiully.

4. To delete a submission template, choose the template that you wish to delete and
click DELETE. If the submission template has been deleted successfully, an
acknowledgement message will be displayed.

HKEX e-Submission System e n AR
EEXAM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Home  Document Submission  E-Form  Submission Template Management  Downioad Templale  Admin Logout
Welcome Tai Man Chan | 29/04/2020 16:40
Submission Template Management
Template Name Last Update Date/Time
Issuer Name 29/04/2020 16:35:10
Template 1 29/04/2020 16:40-:09
Total Number of Records - 2 - | < - .
New Edit Delete Cancal
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6 For Security Officer

This section only covers functions unique to the Security Officer.

6.1 UserMenufor Security Officer

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

e

Profile Admin
Token
Management

6.2 Profile Admin

The Security Officer can perform the following user profile administrative function through the
Profile Admin function:-

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

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

. unlock other user accounts except own account; and

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

1. Select Profile Admin from Admin under Main Menu. The Company Profile page will
be displayed.

2. On Company Profile page, click USER LIST.

§H=§KEX e-Submission System Font Size A

EN
The Stock Exchange of Hong Kong Limited

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

e-Form Download Template Admin

Welcome Siu Man Chan | 14/09/2021 15:46

Company Profile

Company Details

Company Code LM12345 Company Type Main Board Issuers
Company Name ABC Company
(English)
Company Name ABC 23]
(Chinese)
Company Website
Address (English) English Address 1 Address (Chinese) LSt
English Address 2 RS2

English

English

Fax No. Fax No

Amend Company Profile | User List | [My Profile | Back ta Home
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6.2.1 RequestUser Creation

To submit a request to create a Publication Related Matter user, Listing Related Matter user
or a DI user for your Company’s Authorised Person’s approval:

On the User Profile List page, click NEW.

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

Home  Admin Logout
Welcome Tai Man Lam | 14/09/2021 12:00
Company Details
Company Code LM12345 Company Type Main Board Issuers
Company Name ABC Company
User Profile List
User ID User Search

Name
User ID User Full Name User Type Status Access to DI Data Locked

' 12345AADM Chan Siu Man Administrator Active No No
L) 12345P01 Chan Tai Man Publication Related Matters User - Submitter Inactive No No

] 12345PP01 Chan Tai Man Publication Related Matters User - Submitter Active No No
T 12345PP02 Chan Siu Man Publication Related Matters User - Approver Active No No
J  12345SSOR Lam Tai Man Security Officer Active No No
U 12345XAP1 Chan Tai Man Primary Authorised Person Active Yes Yes
_] 12345XCHAN Chan Tai Man Secondary Authorised Person Active Yes No
Total Number of Records : 7 « < > s

New | | User Deta Unlock  Back to Home

Select the User Type and enter the new user’s details. Click ADD.

User Profile - New

* Denotes mandatory fields

User Details
*User Type Please Select v
*User Name ' USER NAME User ID
Resigned Yes No
*Family Name Family Name (Englis “Given Name (English) Given Name
(English)
*Salutation Please Select v “Position Position
*Phone No. Phone No.
*Mobile No. ? Country Area Code (if any) +
Code Mobile No.
*Email Ema

" 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.

Add Cancel

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.

Please note that the new user account has not been created yet. The Authorised
Person of your company has to approve the user creation (refer to Section 4.2.3).
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6.2.2

Disable / Enable / Update User’s Account

If aPublication Related Matter user or Listing Related Matter user resigns from the company,
you should set his/her account to “resigned” immediately to disable the access of that user
account. 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 can change
the “Resign” flag to “No” such that s/he can login to ESS with the original assigned token.

1. On the User Profile List page, selecta user and click USER DETAILS.

Font Size A EN
HKEX e-Submission System
EEXSM The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tai Man Lam | 14/09/2021 12:00
Company Details
Company Code M12345 Company Type Main Board Issuers
Company Name ABC Company
User Profile List
User ID User Search
Name
User ID User Full Name User Type Status Access to DI Data Locked
_J 12345AADM Chan Siu Man Administrator Active No No
I 12345P01 Chan Tai Man Publication Related Matters User - Submitter Inactive No No
] 12345PP01 Chan Tai Man Publication Related Matters User - Submitter Active No No
T 12345PP02 Chan Siu Man Publication Related Matters User - Approver Active No No
] 12345SSOR Lam Tai Man Security Officer Active No No
U 12345XAP1 Chan Tai Man Primary Authorised Person Active Yes Yes
] 12345XCHAN Chan Tai Man Secondary Authorised Person Active Yes No

Total Number of Records : 7

Ngw -

Back to Home

2. The User Profile of the selected user will be displayed. Make necessary amendments
and click SAVE.
- To disable the user access, click “Yes” on the “Resigned” flag;
- To enable the user access, click “No” to resume the user access;
User Profile - Edit
* Denotes mandatory fields
User Details
User Type Publication Related Matters User - Submitter
User ID 12345P01
*Resigned Yes ®No
Family Name (English) Chan Given Name (English) Tai Man
*Salutation Ms ~ *Position Officer
*Phone No. 2222 1111
“Mobile No. ' Country  Area Code (if any) + Mobile
Code No.
862
*Email chantaiman@abe.com
*Token Selection Software Token
' 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 Save, | 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.
Save | Cancel
3. If the user profile has been updated successfully, an acknowledgement message will
be displayed.
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6.2.3 Unlock a User

The user account will be locked® when the user enters aninvalid User Password and/or OTP
generated by security token for 5 consecutive times. The user cannot login the system until
you have unlocked his/her user account.

To unlock a user:
1. On the User Profile List page, select the user account (displayed “Yes” in the column
“Locked”) and then click UNLOCK.

User Profile List

User ID User Search
Namea

User ID User Full Name Uzer Type Status Azcess to DI Data Locked
12345AADM Chan Siu Man Administrator Active Mo No
12345P01 Chan Tai Man Publication Related Matters Usar - Submitter Inactive Ma Mo
12345PP01 Chan Tai Man Publication Related Matters User - Submitter Active Mo Mo
12345PP02 Chan Siu Man Publication Related Matters User - Approver Active Mo Mo
12345550R Lam Tai Man Security Officer Active Mo o
12345XAP1 Chan Tal Man Primsary Authorised Person Active Yes ¥es
12345XCHAN Chan Tai Man Secondary Authorised Person Active Yos Mo

Total Number of Records : 7 = - .

2. If the user has been unlocked successfully (displayed “No” in the column “Locked”),

an acknowledgment message will be displayed.

6.3 TokenManagement(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.

To revoke an assigned token:
1. Select Token Management under Admin from Main Menu.

2.  The Token Management page will be displayed. Select user and click REVOKE
TOKEN.

HKE X e-Submission System romere

The Stock Exchange of Hong Kong Limited

EN

(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)
Welcome Tai Man Lam | 13/09/2021 16:01

Token Management

User DA User Full Name Token Status Request Approval Approval Status
12345AADM Chan Siu Man Activated
O 12345P01 Chan Tai Man Activated Revoke Token Pending Approval
( 12345PP0O1 Chan Tai Man Activated
O 12345PP02 Chan Siu Man Activated
( 12345SSOR Lam Tai Man Activated
O 12345XAP1 Chan Tai Man Activated
( 12345XCHAN Chan Tai Man Activated
Total Number of Records : 7 <« < - >

ke Revoke Token | Cancel

® If accounts of Authorised Persons or DI Users are “Locked” in DION System (https://sdinotice.hkex.com.hk/notification) but
not in ESS, their ESS functions will not be affected. However, they cannot access to DION System until you have unloded
his’heruser account.
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3. Click CONFIRM to submit for your Authorised Person’s approval.

Confirmation

Do you want to continue?

Confirm Cancel

4, If the request has been submitted successfully, a confirmation message will be
displayed. The Approval Status displays “Pending Approval”.

After your Authorised Person approved your request (refer to Section 4.4), the Approval
Status changed from “Pending Approval” to “Approved”. If the user has been equipped with
a new mobile device, you can assign a new tokento the user.

To assign a new token:

5. Select the user by checking the appropriate selection box and click ASSIGN TOKEN

) . Font Size A
HKE X e-Submission System =
é :! g E Fﬁ The Stock Exchange of Hong Kong Limited
(A wholly-owned subsidiary of Hong Kong Exchanges and Clearing Limited)

Welcome Tai Man Lam | 13/09/2021 16:10

Token Management

User DA User Full Name Token Status Request Approval Approval Status
12345AADM Chan Siu Man Revoked Revoke Token Approved
12345P01 Chan Tai Man Assigned
] 12345PP01 Chan Tai Man Activated
] 12345PP02 Chan Siu Man Activated
12345SSOR Lam Tai Man Activated
12345XAP1 Chan Tai Man Activated
12345XCHAN Chan Tai Man Activated
Total Number of Records : 7 - ,

5 Cavom

6. A Token Assignment Detail dialog box will be prompted. Click Confirm to assign.

Token Assignment Detail
User ID 12345AADM
User Full Name Chan Siu Man
7. If the token has been assigned successfully, an acknowledgement message will be

displayed. The token status is now changed to “Assigned”.

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 (refer to the section “First-time login
to e-Submission System” of respective user manual for details).
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71

8

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, please refer to Section 3 “Common Admin
Functions” abowe.

User Menu for DI User

The DI user menu is classified into the following categories:

| | |
=N N
=

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, select LOGOUT in the Main Menu on the top of the page.
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