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BEA Corporate Online

Approval Workflow

This document is produced by The Bank of East Asia, Limited (“BEA”). It is intended to
serve as a general guideline for use of our BEA Corporate Online services. While every
effort has been made to ensure accuracy, BEA makes no representation or warranty,
express, implied, or statutory, with respect to, and assumes no responsibility for, the
accuracy, completeness, sufficiency, or usefulness of the information contained herein.
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1. Approval Dashboard 4 4

Step

(& Dashboard

For Approvers

1. All transactions will be
uuuuuuuuuuuuuuuuuuuuuu @ . @ . - . a 2

listed on the dashboard. e e e o

2. View / review transactions
in the “Pending Approvals”
and the “My Approved
List” tables.

3. Transactions will be A L }
classified in different : et
transaction types.

Back to Top Approval Workflow 3/21 (09/2025)
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2. Approval Workflow — Initiator and Approver are 4 <
the same user (Single Authorisation)

The following will demonstrate initiator and approver are the same user. The user can
initiate and approve the payments in one go.

(Using a foreign exchange transaction as an example)

Step

01 ..
Initiate

1. Enter the relevant details
for foreign exchange = ae Q80 Hluemamm
transactlons. Transfer to Non-designated Account - BEA (China)

.- Transferring money has
~w- been never easier!

Transfer Type

2. The following message
will be displayed: “This Beneiiary Account Naber
exchange rate is for R
reference only. The actual o
rate will be confirmed e
when the transfer is
executed.”
3. Click on “Pay” to continue.

Time of Transfer

® Now Later

Type

Corporate ~

Purpose

NORMALTRADE-General trade

Back to Top Approval Workflow 4121 (09/2025)
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1. Review the transaction - e ——
= §BEA: Q B @ M s

details.

2. Click on “Confirm” to

. o Review
Co ntl n u e You initiated a request for Transfer to Non-designated Account - BEA (China). Please review the details before you proceed.
.

Transfer to Non-designated Account - BEA (China)

Transfer Type

3. Enter the OTP and Signer
PIN for verification.

4. Click on “Submit” to
CO nti n u e . Beneficiary Account Name (English)

Beneficiary Account Name (Chinese)

Company Name

Transfer From®
015 (CPLUS - SSA)

Transfer From - Currency
HKD

Transaction Currency and Amount
USD1,555.00

Exchange Rate:
Bank Selling Rate for USD agt. HKD:7.83200000

Execution Date (HKT)
05 Dec 2023

Type

Corporate

Purpose
NORMAL TRADE-General trade

Service Charge
HKD100.00

2. Transaction service charges will be confirmed at the approval stage

Remarks:

*The service charge will be debited from your account/designated account {for SFC Client Asset Accounts) according to prevailing

Back

Cancel

oTP
...... @
Resend OTP
This OTP expires in 80 seconds.
Signer PIN
sesssens B

Cancel

i
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Step

03 Successful Submission
/

Approver \/ | A A A | ® @ NG |

y Welcome,
Search here Qa = © v

Last Login: 05 Dec 2023 15:21:22 HKT

1. The Transaction
Reference Number and
final eXChange rate will be Transfer to Non-designated Account - BEA (China)
displayed as confirmation.

Your Transfer to Non-designated Account - BEA (China) has been fully approved and the instruction has been received by BEA.

= P BEA®

Transaction Reference Number
0512AF3B4076

Reference Number
CDC665157

Status
Processed

Transfer Type
BEA (China)

Beneficiary Account Number
14

Beneficiary Account Name (Chinese)

Beneficiary Account Name (English)

Company Name

Transfer From*
015 (CPLUS - SSA)

Transfer From - Currency
HKD

Transaction Currency and Amount
USD1,555.00

Execution Date (HKT)
05 Dec 2023

Type

Corporate

Purpose
NORMAL TRADE-General trade

Service Charge
HKD100.00

Exchange Rate
Bank Selling Rate for USD agt. HKD:7.83200000

HKD Equivalent
12178.76

What's Next?

=) I

Go to Dashboard ~ Add to Faverites

t (for SFC Client As

nts) according to prevailing bank

Approval Workflow 6/21 (09/2025)
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3. Approval Workflow — Initiator and Approver are 4 4
different users (Dual-Control Authorisation)

The following demonstrates the steps that the initiator input the transaction and require
approver to complete the transaction in pending approvals widget. The approver can
approve a single transaction or approve multiple transactions in one go.

How to get there
a. Dashboard > Pending Approvals Widgets

Step

01 " Pending Approvals

For single transaction approval:

Pending Approvals

1. Click on “Reference No.” to

< ' Financial—BiIlPaymenls. 3l - Trax . : n Non F ' >
go to the approval screen. T e L
For‘ multlple transactlons HKD10.00 ‘:gi:' “;': o st | 190356243e08 Pending Approval
approval:
Pending Approvals
1. Select the checkboxes up D —— ° s 0
to 10 transactions (FX ot |

transaction is not
applicable for multiple

Date Transaction Mame Account No. Amount Merchant Name Bill Account Number

;;2{,' 8ill Payments g o8 HKD10.00 :I;‘ I:e
approval) under the same :
tab and click on “Approve” a | B e 3 % wonw RresnGeunsr &4 ,
to continue.

Back to Top Approval Workflow 7121 (09/2025)
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Single Approval

For single approval:

Approval Comment

1. An Approval Comments

Remarks (Optional)

pop_up WIndOW Wi" This transaction is approved
appear.
2. Enter additional remarks if oo
ance pprove
necessary. |:
3. Click on “Approve” to ’
process the approval.
4. Enter the OTP (if
applicable) and Signer — ’
PIN for verification. =
5. Click on “Submit” to
continue. Multiple Approvals

For multiple transaction
approvals: e

Bill Payments

1. Review the transaction
details of each selected
transaction by clicking on
“‘Reference No.” under
“Selected Transactions”.

2. Enter additional remarks if
necessary.

Verification

3. Read the statement
Carefu”y and Check the :;:;::::r:z:rnnt-r‘r“m password (OTP) sent to your mobile number
box(es) and click on o
“Approve”. o

4. Enter the OTP(if
applicable) and Signer Th OTP xpivs 81 s
PIN for verification Signer PIN

5. Click on “Submit” to

continue. ml Cancel

Back to Top Approval Workflow 8/21 (09/2025)
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Step

03 Successful Submission
/

For single approval:

1. The Host Reference
Number and final
exchange rate will be
displayed as confirmation.

@ BEA &5 84 s e Search here ;D Welome.!

Transfer to Non-designated Account - BEA(China)

® Confirmation
Your Transfer to Nor-designated Account - BEA (China) has been fully approved and the instruction has been received by BEA.

For multiple transaction

approvals: B

1. The confirmation message
will show up. pe

2. You can check the latest ot
status of the selected
transactions on “My R
Approved List” table.
Pending items* will remain
under “Pending
Approvals”.

Transter From"
0151 ICPLUS - 554A]

Transfer Fram - Currency

*Note: You will have pending
items for below reasons:

1. You may not have access me

right to approve the specific
transaction. e

2. You may approve the specific
transaction out of its service Bwie
hours or there may be system

enhancement in place.

Pending Approvals

You should contact your
company’s Authorised Person to
check the relevant access right
or try to re-approve the pending
items later within the service
hours.

<8 [ 4] 2] [24] Non Financial - Accounts ([l

roved List” and take any further

Back to Top Approval Workflow 9/21 (09/2025)
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Step

04 Special Scenario

Special Scenario:

|f the FX rate for the FX Transfer to Non-designated Account - BEA (China) o_z-:nv st x
transaction has changed. st o e e

1. The following message will
be displayed: “The
exchange rate has been
updated. Please re-approve
the transaction.”

2. The latest exchange rate will

be displayed.
3. Re-enter the Signer PIN and :
/ or OTP for verification. —
= p -
-~ |

Back to Top Approval Workflow 10 /21 (09/2025)
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4. Approval Workflow — Initiator and Approver are the same user

and the transaction requires more than one Approver (Dual- ]< <
Control Authorisation)

The following demonstrates the transaction is initiated by an approver and needs to be
approved by another approver.

How to get there

a. Dashboard > Pending Approvals Widget

Step

01 ° Pending Approvals

1. Click on “Reference No.” Pending Approvals
to go to the approval e ST
S C re e n . :neficiary Name Beneficiary Account No. Amount Currency Initiated By Reference No Status

12.00 HKD 01085C6E2D63 Pending Approval

2. Refer to the previous
section for how to approve
the transaction.

100.00 HKD 0108A854B34A Pending Approval

Page 1 ofl (1-20f2items) 1

3. Upon approval of the
transaction, proceed with
further approvals needed.

Step

02 | Next Approver

= § BEARTR | s - R

Transfer to Non-designated Account - BEA (China)

1. For transactions that
require more approvals,
the status displayed will
be Pending Approval.

2. For transactions that are
fully approved, the status
displayed will be sent to
Bank.

Back to Top Approval Workflow 11/21 (09/2025)
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5. Approval Dashboard — Reject Transaction — 4 4
Send to Modify

The following demonstrates steps for approver to reject a Fund Transfer transaction,
and send back to initiators to update the transaction details.

How to get there

a. Dashboard > Pending Approvals Widget

Step

01 | Pending Approvals

1. Click on “Reference No.”

to go to the approval rendine Approvals
screen Financial - Accounts [l Financial - Transfer Non Financial - Accounts (i)
- sneficiary Name Beneficiary Account No. Amount Currency Initiated By Reference No Status
n 120 HKD 0108282B1301 Pending Approval
n 12.00 HKD 01085C6E2D63 Pending Approval
100.00 HKD 0108A854B34A Pending Approval
200.00 HKD 01088696FOCA Pending Approval
Page 1 of1 (1-40of4items) 1

Back to Top Approval Workflow 12 /21 (09/2025)
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Step

02 Send to Modify
e

1. Click on the “Send to
Modify” button to send the
transaction back to the
initiator of the transaction.

2. A Modification Comments
pop-up window will
appear.

3. Enter additional remarks if
necessary.

4. Click on “Send to Modify”
to process the approval.

5. Enter the Signer PIN for
verification.

6. Click on “Submit” to
continue.

CORPORATE ONLINE
M LRTT

= @ BEARGINR

Fund Transfers

Welcome,
&9 @ Last Login: 01 Aug 2023 16:06:04 HKT

Reject Send to Modify

Transfer To - Company Name

Transfer To
015 (CPLUS - SSA)

Transfer To - Currency
HKD

Transfer From - Company Name

Transfer From
015-168-68-00618-1 (CPLUS - SSA)

Transfer From - Currency
HKD

Transaction Currency and Amount

HKD:

Execution Date (HKT)
01 Aug 2023

Remarks (Optional)

Signer PIN Verification

Please enter your signer PIN

Transaction Reference Number

3960019

Signer PIN

Approval Workflow

Modification Comment

Please Modify ‘

Send to Modify

Back to Top
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Step

03/_ Activity Log

1. Initiators can find the Activity Log
transaction in the Activity

LO Wld et ed It and re_ Sent to Bank (0) Sent to Bank (1) Sent to Bank )
) ) Pending Approval (0) Pending Approval (3) Pending Approval [©)
. . Rejected ) Rejected 2 Rejected ©)
submit the transaction. Pending Modicaton O pending Mocitctin () PendigModicatin o
1t No. Beneficiary Name Beneficiary Account No. Amount Currency Reference No Status
’ " oo
3 HKD 01085C6E2D63 Pending Approval
1 HKD 010856BD5F8D ® Sent to Bank
3 HKD 0108BDE51475 ® Rejected
1 HKD 0108A854B34A Pending Approval
= ﬁ BEAS TR | ovowmowse Search hers I=R0) Welcome, b...... ... B
- W R 8 Last Login: 01 Aug 2023 17:31:01 HKT

Fund Transfers

Modify

Transfer To - Company Name

Transfer To

Transfer To - Currency
HKD

Transfer From - Company Name

$ BEARDIRT | ¢

O B O M

Fund Transfers .
Transferring money has

“w: been never easier!
Transfer Type

No beneficiary registered yet? No problem! Use our
von-designated account transfer service

Company Name

Transfer To Currency

HKD

View Account Balance

Company Name

Transfer From Currency

HKD

View Account Balance

Currency Amount

HKD 12

sy not be conducted in the fund transfe

Back

Approval Workflow 14 /21 (09/2025)
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6. Add to ‘Favourites’ 4 4

For regular transactions, users can add the transaction as “favourite” and it will save the
transaction details (e.g. withdrawal account, currency, amount and receiving account)
for your future transactions.

How to get there

a. Menu > Transfers > Favorites; or

CORPORATE ONLINE
340 LIRS

= & BEARDZRII

Favoriteg @) ] @ Welcome, N7
Last Login: 25 Nov 2022 04:13:01 PM HKT

Transfers - Favorites

Special 100%

Loan Guarantee

Current and Savings 0. Time Deposits
' 19 Total Number of Account(s) 2 Total Number of Account(s)
HKD:

Account Summary

Company Name

All b S

b. Quick Search > Favorites
Transfers
Accounts Transfer Money
lELSES Transfer to Non-designated Account

e-Statement/e-Advice Inquiries

@ @ B Do

Foreign Exchange Favorites

®

Others

Account Settings

D
]

Mailbox

Back to Top Approval Workflow 15/21 (09/2025)
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Step

01 Add to Favourites
e

1. Click on “Add to Fund Transfers
Favourites” via the © ST o T et o
transaction confirmation Tomsacon efrence umber
screen. -

Transfer To - Company Name

Transfer To
015 ICPLUS - HKD CURA/C)

Step

92’_ Fund Transfer template

= § BEAmT®IT | S Q P emen e
Favorites
1. You can find the saved
Favourites by clicking on
the “Favourites” under P Grw Do
Transfer menu. e 27 257

HKD100.00 12 Oct 2022

HKD1.200.00 12 Oct 2022

2. View the Fund Transfer e vores v
template details under the S om 1oz
Favourites sections. B T

Back to Top Approval Workflow 16 /21 (09/2025)
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7. Copy Transaction

For successfully completed transactions, you can copy the transaction to create a new
transaction.

*Copy Transaction is not applicable for Cheque service, Time Deposit, FX agreed rate,
Bill Payments, Liquidity Management and eDDA related transactions.

a. Dashboard > My Approved List / Activity Log widget

My Approval List

Financial - Liuidity Management (@) Financial - Autapay/Payroll/C @ Financial - Bill Payments Financial - Transfer Nan Financial unis @

Date Transaction Name Transfer from Account No. Y Benefic it No. Amount Currency Initiated By Reference No. Status

11Jul 2025 Transfer to Non-designated Account - Overseas Payments 015 9.50 CNY 1107B7EDBA3C * Sent to Bank

11112025 Transfer to Non-designated Account - Overseas Payments 015 942 CNY 11079CFD551E * Rejected

11Jul 2025 Transfer to Non-designated Account - Overseas Payments 015 9.42 CNY 1107C886D8DB * Rejected

111412025 Transfer to Non-designated Account - Overseas Payments 015 938 CNY 11070E44AC53 * Rejected

10Jul 2025 Transfer to Pre-designated Account - Overseas Payments. 015 1505 GBP 100736FEB3CD * Rejected

104l 2025 Transfer to Non-designated Account - Overseas Payments 015 1458 CNY 10073D160A47 * Rejected
Page 1 of1 (1-60fé6items) 1

Activity Log

Financial - Liquidity Management 0 Financial - Autopay/Payroll/Collection Financial - Bill Payments 2 Financial - Transfer 6 Financial - Accounts 0

Sent to Bank (0) Sent to Bank. 0) Sent to Bank 1) Sent to Bank 1 Sent to Bank (0) Sent to Bank. 0)

Pending Approval (0) Pending Approval (] Pending Approval ) Pending Approval 0] Pending Approval (0) Pending Approval ©

Rejected (0 Rejected ©  Rejected @ Rejected (5) Rejected (0 Rejected ©

Pending Modification (0)  Pending Modification ©  Pending Modification © Pending Modification © Pending Modification (0)  Pending Modification ©

Date Transaction Name Transfer from Account No. Beneficiary Name Beneficiary Account No. Amount. Currency Reference No. Status

11 Jul 2025 Transfer to Non-designated Account - Overseas Payments 015 9.50 CNY 1107B7EDBA3C * Sent to Bank

11 Jul 2025 Transfer to Non-designated Account - Overseas Payments 015 9.42 CNY 11079CFD551E * Rejected

11 Jul 2025 Transfer to Non-designated Account - Overseas Payments 015 9.42 CNY 1107C886D8DE ® Rejected

11 Jul 2025 Transfer to Non-designated Account - Overseas Payments 015 9.38 CNY 11070E46ACS53 *® Rejected

10 Jul 2025 Transfer to Pre-designated Account - Overseas Payments 015 15.05 GBP 100736FEB3CD ® Rejected

10Jul 2025 Transfer to Non-designated Account - Overseas Payments 015 1458 CNY 10073D160A47 * Rejected

Page 1 ofl (L-60f6items)
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Step

01 View Transaction
/

1. Click on the Reference -
No. from “My Approved "
List” / “Activity Log”.

Step

027 Copy

Transfer to Non-Designated Account - Overseas Payments

1. Click on “Copy’.
2. All the transaction details

Transfer Type
will be pre-filled in the new Oversezs
transaCtlon InpUt page' Beneficiary Account Number/IBAN

5678

Beneficiary Account Name

TESTING

Beneficiary Account Address

TESTING ONE 1
TESTING TWO 2

Transfer to Non-Designated Account - Overseas Payments

Transfer Type

BEA (HK) Local BEA (China)

Beneficiary Account Number / IBAN

5678

Beneficiary Account Name

TESTING

Beneficiary Account Address

TESTING ONE 1

TESTING TWO 2

Back to Top Approval Workflow 18 /21 (09/2025)
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8. Withdraw Transaction <4 4

You can withdraw submitted pending approval transactions before the approver has
approved.

*Withdraw Transaction is not applicable for FX agreed rate related transactions.

How to get there

b. Dashboard > Activity Log widget

Activity Log Filter
Financial - Liquidity Financial - Financial - Bill Payments 0 Financial - Transfer O Financial - Accounts 0 Non Financial - Accounts 1
Management 0 Autopay/Payroll/Collection

0

Sent to Bank 0) Sent to Bank (0) Sent to Bank 0) Sent to Bank ©) Sent to Bank 0) Sent to Bank 0)
Pending Approval ) Pending Approval © Pending Approval 0) Pending Approval 0) Pending Approval (0) Pending Approval (1)
Rejected 0) Rejected ) Rejected (0) Rejected ©) Rejected (0) Rejected (0)
Pending Modification 0) Pending Modification © Pending Modification (0) Pending Modification ©) Pending Modification 0) Pending Modification (0)
Date Transaction Name Account No. Reference No. Status

15 Jul 2025 Cheque Book Request 015-521-68-01317-3 1507B43A6415 Pending Approval

Page 1 of1 (1of1items) 1
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Step

01 View Transaction
/

1. Click on the Reference
No. from “Activity Log”.

Step

02 Withdraw
/

3. Click on “Withdrawal’.

4. Enter “Remarks” if
needed, then click
“Proceed”.

Back to Top

Activity Log

Sent to Bark 0 SenttoBank ©  SenttoBank ©  SenttoBunk ©  SenttoBank ©  SenttoBank

««««««« O  Rejected ©  Rejected {0 Rejected ©  Rejected ©  Rejected

Cheque Book Request

Company Name
TEST

Account Number
015 (CPLUS - HKD CUR A/C)

Type of Cheque Book
Large

No. of Cheque Books
1

Withdrawal Reason

Remarks (Optional)

Approval Workflow 20 /21 (09/2025)
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Step

03 Withdraw Success

1. The submitted pending seviice
approval transaction will e -
be cancelled. =L :

Back to Top Approval Workflow 21 /21 (09/2025)




