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OTCR WebApp and OTCR SFTP Services
Quick start guide

December 2022

New to Over-the-counter Securities Transactions Reporting (OTCR)?

Use this quick start guide to learn the basics.
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Validate OTCR Reporting File



Validate OTCR Reporting File only -

1. Visit WINGS

Open a browser and go to https://wings.sfc.hk

1.1 Click on Trading.

Takeovers and

SECURITIES AND Alforms  imsemediseies
FUTURES COMMISSION

nRMNEnEMEAR

mergers

W | N G S OTC Securities Transactions Rep

A common platform for SFC electronic forms and submission
services.

12.5 Notifications

son should

End-to-end test a
rehearsals for thd

1.2 Click on OTC Securities
oo | Transactions Reporting

ly when any

duct takes place

[T e — —

OTC Securities Transactions Reporting

A 4

[ Download OTCR Reporting File Template [ OTCR Reporting File Template and Submission Process Flow [ Technical information paper Help

Over-the-counter Securities Transactions Reporting Regime (OTCR)

Under the OTCR, a Relevant Regulated Intermediary (“RRI") would be required ta report to the SFC when an RRI, whether as principal or agent, makes a transfer of shares in connection with an 0TC

Securites Transaction, or deposits or withdraws 3 physical share certificate. Please refer to the information, e.g. the Consultation Paper issued in December 2020, the Consuation Conclusions

issued in August 2021 and the OTCR Technical Information Paper, on the SFC dedicated webpage (https://www.sfc.hk on-and-0TC-Securities-
Transactions-Reporting) for details relating to the regime.

e meaning of the OTCR) which is subject to the OTCR, your firm is expected to test your submissions via this production-like platform so as to be ready to report
d. This platform will remain open until 28 April 2023 tentatively.

for / Maintain OTCR SFTP Service” is deactivated now. Application for OTCR SFTP Service will be accepted tematively from Sept 2022 onward.

Apply for  Maintain OTCR SFTP Service Proceed to OTCR WebApp Submission

Valdate OTCR Reporting File

1.3 Click on Validate OTCR Reporting File.



https://wings.sfc.hk/

Validate OTCR Reporting File only (cont’d)

Validate OTCR Reporting File

4 N

The “Validate OTCR
Reporting File” app is
publicly accessible with

1.4 “No” as the default. Click on “Yes” if the
reporting file is password protected.

OTC Securities Transactions Reportinig

O r Wlth O ut th e n eed to validate OTCR Reporting File Only
Iog i n to W I N G S YO u This utility helps you upload the OTCR Reporting File to examine if Jhe file type and data format are following the reguirements as prescribed in the OTCR Technical Information Paper. The system
" will not treat the file upload as an official submission. To do so, plefse select "Proceed ta OTCR WebApp Submission®

can upload either non-
password protected or a
password-protected (i.e.
ZIP) OTCR Reporting
File to check for errors. Note: The system will oy acceptane e per submission withthe fl iza ot exceeding 10M3

\ / #[ 1] file(s) uploaded

Y 3 & Anach File(s)

1.5 Click on Attach File(s) @
or drag & drop the reporting

file within the box to upload. | gy T e
* 1.6 Click on Validate File.

Password-protected OTCR Reporting File : ® No Yes

Password for protecting the OTCR Reporting File:

! Click the x button to remove an attachment
2 Click the I button 1o retry
Mote: Please ensure that you are using the |atest template to file your information.

*

Vakdat Fe
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Sign-in to WINGS

ySFc
Eo

[

1. Visit WINGS

Open a browser and go to https://wings.sfc.hk

[2. Sign in to WINGS

<) Signin

2.1 Click on Sign in here to bring
up the below sign-in window.

*

Investment
products =X @ 9 Sgnin

/ e " Takeovers and Disclosure of
SECURITIES AND All forms Intermediaries v Trading v e el v
FUTURES COMMISSION

HERAMASRERZARY

Sign In

2.2 Type in the Username
and Password.

A common platform for SFC electronic forms and submission

services. Forget your username and/or password?

Lost your account activation letter/email?

Sign in

* Existing SFC online portal users can use your portal account to
sign in

2.3 Click on Sign In.

Sign In with WINGS Mobile App

=

End-to-end test and market Business and Risk



https://wings.sfc.hk/
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Submit report via OTCR WebApp

1. Sign in to WINGS
Refer to page 6.

2. Submit reporting file via the OTCR WebApp channel

2.1 Click on Trading.

Disclosure of Investment
interests products

y Takeovers and
SECURITIES AND ading v e
FUTURES COMMISSION mergers

BPAMASAERERN

WINGS Dashboard N

Last ogi: 04:46 pm, 18002072

DTC Securities Transactions Repo

Dashboers Subrmission Management 25

‘Submission M{

New Submission

2.2 Click on OTC Securities Transactions Reporting

OTC Securities Transactions Reporting

[ Downioad OTCR Reporting File Tempiate: 13 OTCR Reporting File Tempiate and Submission Process Flow [ Technical information paper

Over-the-counter Securities Transactions Reporting Regime (OTGR)

Under the OTCR, a Relevant Regulated Intermediary (*RRI") would be required to report to the SFC when an RRI, whether as principal or agent, makes a transfer of shares in connection with an OTC
‘Securiies Transaction, or deposis or withdraws a physical share certficate. Please refer 1o the information, e.g. the Consultation Paper issued in December 2020, the Cansultation Conclusions
issued in August 2021 and the OTCR Technical Information Paper, on the SFC webpag: le/en/Rules-and: on-anG-OTC-Securties-

Trans actions-Reporting) for detals relating to the regime.

If your firm is an RRI (within the meaning of the GTCR) which is subject to the OTCR, your firm is expected to test your submissions via this produs
under the OTCR when itis launched. This platform wil remain open untl 26 April 2023 tertatively.

‘Apply for / Maintain OTCR ST/

Validate OTCR Reporting Fiie

2.3 Click on Proceed to OTCR
WebApp Submission.

Submission instruction

1. Download the latest OTCR Reporting File (Report) Template,
2. Fill in the template according te the "0TCR Reporting File Template and submission process flow” (Guideline).
3. Select the Reporting intermediary of the submission

4. Tick "Yes" for "Password-protected OTCR Reporting File” if you choose to encrypt the Report before submissiop Please refer 1o the “Zip file with password orotection” section in the Guideline.

5. Type in the password that is used for protecting the Report in “Password for protecting the OT]
6. Artach the completed Report

7. Click the "Validate Only” button 1o check for errors without submitting the Report.

8. Click the "Validate and Submit' button to check for errors and submit the Report if nd error ha:

2.4 Select the Reporting
Intermediary if more than one.

Submission details

Reporting intermediary

No (@ Yes ‘—l

Password-protected OTCR Reporting File:

2.5 Click on Yes if the
reporting file is a password
protected ZIP file, else No.

Password for protecting the OTCR Reporting File : pr— #

| =]

Note: The system will only accept one file per submission with the file size not exceeding 10MB

2.6 Input the password if the
reporting file is a password
protected ZIP file.

& Amach File(s) g

[ 2.7 Click on Attach File(s) or
drag & drop the reporting file
within the box to upload.

OTCRRPT. _20220715_1 zip

L 2

Compieted 1.57 KB

2.8 Click on Validate and Submit

T Click the x button ta remove an|

to submit the uploaded reporting
file.

2 Click the » button to retry
Nate: Please ensure that you are

I

Validate Only Validate and Submit

8
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Enquire submission history | 7

(1. Sign in to WINGS
Refer to page 6.

2. Go to Submission Tracking

3. Search for OTC Securities Transactions Report records

Submission Tracking

Lastlogin: 02:30 pm, 15/07/2022

2.1 Click on Submission Management.

v 'WINGS Mail Information Profile Corporate Account Administration

3.1 Expand search filter.

Show: AT

© Search @

‘Submission Date Reference ID Entity

L . Takeovers and
SECURITIEE AND All forms Intermediaries Trading « mergers

FUTURES qOMMISSION
SR MAYHERESD

Submission Type Status Description
OTC Securities Transactions Report 4
WINGS Dashboard v
Last modified date .
' 3.3 Click Search.
Fee and Payment v WINGS Mail Information Profile 3.2 Choose OTC Securities
Transactions Report. l
New Submission > 0 Reset m

Financial retuns submission Reminder: Financial r

: - Collapse Al +Expand All
g period 2022/... for the reporting p

only applicable for ap;

GO 06/08/2021 11:44

+Bundle(s) shared with you by the others

You may dovnload the submitted record for the record keeping purpose if applicable. Please refer to the WINGS Record Accessibility for more details.

CreaionDate (USSP Reference ID Stats Submission submitted By Entity Action
. . . . —— 15/07/2022 :er:‘ ::;‘;:I:Zepon (OCAA000081-1 -s oined :;,;0:/2022
2.2 Click on Submission Tracking.
a
. - Collapse Al +Expand All
3.4 Show the filtered results.
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Read OTCR-related messages on WINGS
Mail

11



Read OTCR-related messages on WINGS Mail ysm

(3
(1. Sign in to WINGS
| Referto page 6.
[ 2. Go to WINGS Mail
3. Search for OTC Securities Transactions Report messages

3.1 Select the entity

/ keovers and Disclosure of
y“uﬁmss AND Al forms Intermediarig PP v
FUTURES COMMISSION

BERNASAERSAY

WINGS Dashboard
WINGS Mail
Dashboard Submission Menagement 2 V' e e sl
A important € Submission Managemimt 2V Fee and Payment WINGS Mail Information Profile Corporate Account Administration
Show WINGS Mail of ; Auto-forwarded to: Office email address Personal email address
] Search
From: Subject: Type: OTC Securities Transactions Report
2.1 Click on WINGS Mail Dete Flbs: o
> 3.3 Choose OTC Securities

Transactions Report.

—+EETE

3.2 Expand search filter.

3.4 Click on Search.
) Inbax (1) @ Help ﬂ:ﬂiﬁ'
3.5 Show the filtered results.
Subject From To Type Date
| : . - OTCR reporting ission Success Num: SFC QTG Securitie... 15/07/2022 13:24.03

Legend: = Unread Message * Pending forsigning # Amachment(s)

Total: 1

12
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Apply for OTCR SFTP Service

1. Sign in to WINGS
Refer to page 6.

2. Apply for admission to the service

2.1 Click on Trading.

Disclosure of Investment
interests products

y Takeovers and
SECURITIES AND . e
FUTURES COMMISSION mergers

BPAMASAERERN

WINGS Dashboard

n reportir
Last ogi: 04:46 pm, 18002072

Submisson Menagement 25 OTCR SFTP Service

Service descriptio

1. The OTCR SFTP Service (Service) is intended for RRIs seeking automation of reporting OTC securities transactions via @ machine-to-machine submission channel
2 The Service is free of charge. However, RRI opting for the Service will need to develap its computer program and set up the necessary infrastructure, including provisioning of SFTP client software

(if required) at its own expense

Admission:

1. All RRIs are eligible to apply for the Service.

—> 2. A Responsible Officer (RD), an Executive Officer (EQ), or a person delegated by the RRI to submit OTC securities transaction reports is required to apply for the Service via WINGS.

3. To apply for the Service, please click on the New Application button to proceed.

Service profile:

1. ROs, EOs and persons delegated by the RRI to submit OTC securities transactions reports can edit the service information through the Service Profile app once the admission application has been

granted.

OTC Securities Transactions Reporting

2. To access the service profile, please click on the Service Profile button 1o proceed.

[®) Download OTCR Reporiing File Template. [®) OTCR Reporting File Template and Submission Pracess Flow [®) Technical information paper @ Help

Over-the-counter Securities Transactions Reporting Regime (OTCR)

Under the OTCR, @ Relevant Regulated Intermediary (RR') would be required o repart to the SFC when an RRI, whetherg
Securities Transaction, or deposits or withdraws a physical share certificate. Please refer to the information, e
issued in August 2021 and the OTCR Teehnical Information Paper, on the SFC dedicated webpage (httos:
Transactions-Reporting) for details relating to the regime.

akes 2 transfer of shares in connection with an OTC —
Qe 2020, the Consultation Conclusions
gification-and-0TC Securites-

1F your firm is an RRI (within the meaning of the OTCR) which
under the OTGR when it i launched. This platform will emai

ubject o the OTCR, your firm,
pen until 28 April 2023 tenty

0 be ready 10 report

2.3 Click on Apply for / Maintain OTCR SFTP
Service.

jate OTCR Reporting

bApp Submission

Apply for / Maintain OTCR SFTP Service

2.4 Click on New Application.

14



Apply for OTCR SFTP Service (cont’d)

3. Complete the online application form

3.1 Select Name of
Intermediary applying for the
service.

OTCR SFTP Service Admission Form

Admission notes:

1. All fields are mandstary.

2. We will send the setup instructions to the provided email address upon admission to the OTCR SFTP Service has been granted.
3. Before submitting the OTCR SFTP Service Admission Form, please read all notes and the Terms and conditions

4. If you have any questions regarding the admission requirement or usage of the OTCR SFTP Service (Service). please contact us at TechEnquiries @wings.sfo.nk

Terms and conditions:

Busive use of the Service may resultin suspension of the Service.

2 follow the specifications defined in the DTCR Technical Information Paper forthe format of the file to be submitted under the OTCR.

3. The size of file 1o be submintad each time under the Service should not be more than 10ME.

3.2 Input the technical

o
@ Hameof

Name of applicant:

o
@ Conact person details {Note £1)

Contact person details.

Name:

Email address

Re-confirm email address.

Phone number: Hong Kong +852

3.3 Input the IP address
of the computer
accessing the service.

@ 1P cdress (Note £2)

Public IP address:
#] Add IP Address. (Limit to five IF Addresses)

Fublic key and fingerprint (Note #3)

3.4 Attach the Public key file and
copy & paste the Fingerprint.
Please refer to Section 8 —
Generate SSH key pair and
fingerprint for details.

o
2 4
p .
v

By submitting this form, you agree to our Personal Information Collection Statement. l

3.5 Click on Submit.

15




ysm
2L Bk wor

R

Maintain OTCR SFTP Service profile



Maintain OTCR SFTP Service profile -

1. Sign in to WINGS
Refer to page 6.

2. Edit the OTCR SFTP Service profile

2.1 Click on Trading.

SECURITIES AND
FUTURES COMMISSION
BPAMASAERERN

Takeovers and Disclosure of Investment

interests products

mergers

WINGS Dashboard N

Last ogi: 04:46 pm, 18002072

DTC Securities Transactions Repo

Subrreszon Management

'CR SFTP Service

Service description:

1. The OTCR SFTP Service (Service) is intended for RRIs seeking automation of reporting OTC securities tr: g via amach hi ission channel.

2. The Service Is free of charge. However, RRI opting for the Service will need 1o develop its computer program and set up the necessary infrastructure, including provisioning of SFTP client software

‘Submission M{ (if required) at its own expense

wasmeien [ 2.2 Click on OTC Securities Transactions Reporting

Admission:

1. All RRIs are eligible to apply for the Service
—P»| 2 AResponsible Officer (RO), an Executive Officer (EQ), or a person delegated by the RRI to submit OTC securities transaction reports is reguired o apply for the Service via WINGS.

’”"'5 3. To apply for the Service, please click on the New Application button to proceed

| =

Service profile:

1. ROs, EOs and persons delegated by the RRI to submit OTC securities transactions reports can edit the service information through the Service Profile apy lication has been

OTC Securities Transactions Reporting granted.
2. To access the service profile, please click on the Service Profile button 1o proceed.

[ Downioad OTCR Reporting File Tempiate: 13 OTCR Reporting File Tempiate and Submission Process Flow [ Technical information paper ® Hep

Under the OTCR, a Relevant Regulated Intermediary (*RRI") would be required to report to the SFC when an RRI, whether as principal or agent, makes a transfer of shares in connection with an OTC
‘Securiies Transaction, or deposis or withdraws a physical share certficate. Please refer 1o the information, e.g. the Consultation Paper issued in December 2020, the Cansultation Conclusions
issued in August 2021 and the OTCR Technical Information Paper, on the SFC dedicated webpage (nttps/viiy, en/Rules-and-standards/Investor-Identification-and-OTC Securities-

Trans actions-Reporting) for detals relating to the regime.

If your firm is an RRI (within the meaning of the GTCR) which is subject to the OTCR, oduction-ke platform so as to be ready to report

under the OTCR when itis launched. This platform will remain open uril 26 April

2.3 Click on Apply for / Maintain OTCR SFTP
Service.

Please also note that the button "Apply for / Mairtain OTCR SETP Service” i natively from Sept 2022 omward.

Proceed to OTCR WebApp Submission

te OTCR Reporting

Apply for / Maintain OTCR SFTP Service

2.4 Click on Service Profile.

17



Maintain OTCR SFTP Service profile (cont’d) | 7

3. Edit the service profile

OTCR SFTP Service Profile

Important notes:

3.1 Select Name of 1. Allfields are mancatory.

. - 2. Please provide a valid and correct email address under the "Contact person details™ section. We will send the setup instructions to this email address upon admission to the OTCR SFTP Service
Intermediary to bring up

the p rOfI | e detal |S . 3. After clicking the Submit button, changes 1o the prefile will take immediate effect and are unrecoverable.

has been granted.

4. Please ensure that changes 10 the |P addresses, the public key or the fingerprint align with your system configurations.

o
@ Nome of

Name of applicant:

3.2 Select CheCkbOX to I~ B Undate contact person detail (Note #1)
edit the technical
Contact person details.

Name: Harry Potier

Email address: hpotter@hogwarts.com

Re-confirm email address:

33 SeleCt CheCkbox to Phone number : Oman +368 53549394 H
add/remove IP address Noctjel.:lThe Pupllc k.ﬁy
of the computer [ P S T ——— ﬁn lngellrg.rtln wil .

: ’ ave a validity period o
accessing the service. . :

g Public 1P address: - : 24 months from the
upload date.
¢ Update / renew public key and fingerprint (Note #3) This public key has an expiration date of 15 July 2024, ¢
Public key:
3.4 Select checkbox to
renew the Public key and
Fingerprint. Please refer
A

to Section 8 — Generate
SSH key pair and B ey e e e ey R
fingerprint for detalils.

By submitting this form, you agree to our Personal Information Collection Statement l 3 5 C“Ck on SU b m |t
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Generate SSH key pair and fingerprint
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Generate SSH key pair and fingerprint
Option 1: Using PuTTYgen

1. PuTTYgen download and install
Download and install PuTTYgen from SSH.com

2. Running PuTTYgen

Go to Windows Start menu -> All Programs -> PuTTY -> PuTTYgen

3. Creating a new key pair for authentication

E PuTTY Key Generator
File Key Conversions Help

Key
No key.

start moving the mouse
within the window.

3.3 Click on Generate and

Actions

Generate a public/private key pair

Load an existing private key file

Parameters

4 Type of key to generate
v A

Nurmber of bits in a generated key:

Save the generated key Save public key

@RS ODsA (O ECDSA C ED23519

? x
)
[ Gemerwe 1
Load

Save private key

(O SSH-1 (RSA)

T

3.1 Choose RSA.

3.2 Type in 2048.

Source from: SSH Academy

A 4

P PUTTY Key Generator 7
File Key Conyersions Help
Key

Please generate some randomness by moving the mouse over the blank area.

3.4 Click on Generate and
4— start moving the mouse
within the window.

Actions
Generate a public/private key pair Generate
Load an existing private key file Load
Save the generated key Save public key Save private key
Farameters
Type of key to generate:

RSA DSA ECDSA ED25519 5SH-1(RSA)
Number of bits in a generated key: 2048

&P PuUTTY Key Generator ? X
File Key Conversions Help

Key
Public key for pasting into OpenSSH authorized_keys file

HEa ~
AAAAB3NzaC Tyc2ZEAAAABIJGARAG EAhZym B3 TiwRgVGSVich TvpewFbv UZeL 1D2cal
oVaxtA2)8dBAQKICFsi7uMid AyDZPFzLOCY Zatv OrM+e 96XRhSPxt8eC

+gLGAC/N2P/G
-+ SFisKYYEYpVKdwuhzSdIL FhVl/m 1 TFnZrVADVikVS306UI222,QUSBOSSRESVAN v
Key fingerprint: [sshwea 2048 02302ba i35 T4b1 5ddo:83c0822330h |
Key comment [akey-20170409 |
ervasphrose: | |
Confim K |
Actions

Generate a public/private ey pair

Load an existing private ke file Load

Save the generated key Save public key Save private key
L 2 4

Parameters

Type of key to generate
@ RSA (O DsA| (O HcosA (O ED25519 (O SSH{l (RSA)

Number of bits in a generatid key: 2048

3.5 Specify a strong passphrase.

3.8 Save private key.

Keep it safe.

3.6 Copy and paste key

fingerprint onto a text format file.

3.7 Save public key. Upload the file via the
OTCR SFTP Service admission application.

20


https://www.ssh.com/academy/ssh/putty/windows/puttygen

Generate SSH key pair and fingerprint
Option 2: Using Windows Command Prompt

. Run Windows Command Prompt
Click Start -> Type cmd -> Click Run as administrator

. Run ssh_keygen
Type ssh-keygen -b 2048 -f c:\temp\otcr_sftp_rsa -t rsa -E md5

. Enter a passphrase

. Private Key otcr_sftp_rsa and Public Key otcr_sftp_rsa.pub are saved in c:\temp in this example

. Copy the fingerprint and paste it on to a Notepad file. Save the file as a .fpt, e.g. c:\temp\otcr_sftp_rsa.fpt

Select Command Prompt

@a -t raa -E md5

J oter_sftp_rsa.fpt - Notepad — m}

File Edit Format View Help
8c:31:87:e4:36:c4:d7:67:d5:93:3F:21:20:08d:53:8d

100%  Windows (CRLF) UTF-2

Copy and paste the Ln1, Col 48

fingerprint on to Notepad.



https://www.ssh.com/academy/ssh/putty/windows/puttygen

ysm

BEE

Delegate the reporting role

22



Delegate the reporting role

(1. Visit WINGS

-

Open a browser and go to https://wings.sfc.hk

(2. Sign in to WINGS

Refer to page 6. Note: Sign in with a Corporate Account or a WINGS account who is also an administrator of the Corporate Account (i.e. Corporate Administrator) |

-

3. Navigate to Corporate Account Administration

Takeovers and
mergers

v Trading v

Information Profile

Disclosure of
interests

Investment
products

Last login: 01:23 pm, 16/07/2022

Corporate Account Administration

for the reporting v

10/11/2021 15:27

3 Takeovers and Disclosure of Investment Y,
Trading v A v FX @
mergers interests products

Last login: 03:21 pm, 30/08/2021

Information Profile

3.1 Click on Corporate

Account Administration.

Reference: Corporate Account Administration User Guide

If the signed in user is not a
Corporate Administrator, then
the option “Corporate Account
Administration” will not show.

23



https://wings.sfc.hk/
https://sfchk-video.s3.amazonaws.com/vids/en/CorporateAccountAdminGuide.pdf

Delegate the reporting role (cont’d)

4. Delegate a licensee or an authorised person with the reporting role

4.1 Click on Licensees and Authorised Persons.

Corporate Aci:ount Administration - Delegation & Permission

Settings

Dashboard Submi ision Management \  FeeandPayment . WINGS Mail Information Profile

Licensed Representative No

Licensed Representative No

Licensed Representative No

Responsible Officer No

Licensed Representative No

8888848

Licensed Representative No

Lastlogin: 04:41 pm, 27/07/2022

Corporate Account Administration

® Online Demo [ User Guide

R Licensees and Authorised Persons ER user Permission [ elegation Invitation A Delegation © Administration Log
[ Search
cE o Default S Last Last Modified
Name + Rol Administrat 5 P .
ame e ole ministrator i emission Ly =
Responsible Officer (OMO) Yes 24/06/2022

a8
&
a8
a8
a8
a
* 4
— ]

4.3 Click on the padlock

4.2 Find the delegatee. . S
icon under Permission.

Please ¢

2 box(es) to select the permissien for assignment. Once the delegation has been confirmed, the del

access the checked item(s) or act on behalf of your corporation/firm

General (for Corporate Level)

Corporate Administration

« Fees and Payment

View the outstanding fees owned by lioensed individuals

View the outstanding f

it L&

ed party will be able 10

Reset to Default Settings

Enable

View the transaction histary

Select the delegating corporaf
All Individual Licensee's / Ex

HKIDR - Submission of the B

Submission Type

Information Profile
Annual Retums

Licensing Application

Other Licensin
eturr

d menthiy statement

Jon / firmia WINGS.Pay account for fees settlement ()
leutive Officer’s Profiles (2

:AN-CID Mapping File and Reporting Forms (3

k Management Q

(KRI) Data Collec

>

r WINGS Mail Access Delegation

» display past thres

For those submission sef

on list above, please refer to the

4.4 Click on one of the checkboxes for

the OTC Securities Transactions

Reporting option.

Access shbmission
Tracking

Edit Submit

Access
WINGS Mail *

Rights Requi page for derails.

Access
WINGS Mail *

4.5 Click on Save.

24




Delegate the reporting role (cont’d)

=Re
5. Delegate a non-licensee with the reporting role
5.1 Click on Delegation Invitation.
X
Please check the box(es) to select the permission for assignment. Once the delegation has been confirmed, the delegated party will be able to Clear All
access the checked item(s) or act on behalf of your corporation/firm. -
General (for Corporate Level) ]

Corporate Account Administration - Delegation & Permission

Last login: 0420 pm, 01/08/2022

Settings

Dashboard Submission Management V' Fee and Payment \/ WINGS  lail Information Profile Corporate Account Administration

® Online Demo [ User Guide

R Licensees and Authorised Persons ER userpemission [ pelegation Invitation A Delegation © Administration Log

You may delegate certain permission right(s) to any person who is not your licensee, FRR authorised signer or executive officer (in the case of registered institution or associated
entity). However, you cannot delegate your permission right(s) to an Advisory Firm's sub account user.

Delegation to @® Individual Advisory Firm

5.3 Click on the padlock
icon under Permission.

Delegation Person's Right Manage Licensed Corporation and Associated Entity’s Profiles

Manage Associated Entity’s Profiles only

Permission Right * 2 ¢

Permission Right Expiry Date
Name *
Company Name

Email Address *

IRPPP

Re-confirm Email *

Send Invitation Email

5.2 Fill the details of the

5.6 Click on Send
delegatee.

Invitation Email.
A

Corporate Administration

v Fees and Payment

View the outstanding fees owf

urthe outstanding fass ow

w the uznsacion history o

Select the delegating corpora
All Individual Licensee's / Ex

HKIDR - Submission of the B

Submission Type

Information Profile

Annual Returns,

ind Ris|

ey Risk Indicatol

ed by licensed indivicusls
<d by the corparation / firm

d morhly statement

cutive Officer's Profiles (3)

k Management Q

(KRI) Data Collec
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