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1. Create Remittance and Transfer Transaction  
1.1 Create Express Transfer(RTGS/CHATS)Transaction 
Step 1: Data Input 
1. 

 

Click Cash Management > Payments > 
Express Transfer (RTGS/CHATS) 
 

   
2. 

 

Express Transfer (RTGS/CHATS) input 
screen will be displayed after 
selection.  

   
3. 

 
(Optional) 
If you have already saved the payment 
template, you can retrieve the 

template by clicking button. 
   
4. 

 

(1) Select Debit Account 
(2) Select Account Currency 
(3) Enter Debit Amount or Remit 

Amount 
(4) Select Remit Currency 

 

   
5. 

 

(Optional) 
 
If the Debit currency is different than 
the remit currency, please select 
Preferred Rate to generate the 
exchange rate or contact the bank to 
reserve the Exchange Contact rate.  
 

6. 

 

You can choose to submit application 
now or select any working day within 
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50 days to effect the payment. 
  
Submit Application Now: Bank will 
debit your account and release SWIFT 
message immediately. 
 
Payment Value Date:  Effect the 
payment in any working day within 50 
days. 

   
7. 

 

(1) Select debit account for handling 
charges  

(2) Select debit currency  
(3) Select Correspondent bank 

charges to be borne by the 
remitter or beneficiary 

(4) Client may also select handling 
charges to be deducted from the 
remit account and beneficiary 
bank charges to be borne by the 
beneficiary 

  
Note: If you have selected beneficiary 
bank charges to be borne by remitter, 
we may collect the charges in 
advance.  Please note that this 
charge option requires more work 
and the related banks/institutions 
generally collect higher amount than 
if they are deducted from proceeds. 
 
Suggestion: If beneficiary want to 
receive in full amount, please ask the 
beneficiary to provide the beneficiary 
bank service charge, in order for you 
to add the service charges into the 
remit amount.  

   
8. 

 

If you have already registered the 

beneficiary account, you may press  
button to choose applicable 
beneficiary information.   
 
Otherwise, please select Non-listed 
and enter:  
 
(1) Beneficiary Account Number 
(2) Beneficiary Name and Address 
(3) Customer Reference (optional) 

   
9. 

 

Enter Beneficiary Bank Code 

You may press on button to search 
for beneficiary bank code (Example：

Bank of China (Hong Kong) is 012). 
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10. 

 

(Optional) 
Enter Message to Beneficiary.  
 
(Optional)  
Enter Internal Payment Memo.  

   
11. 

 

Press “Submit” button to complete 
the transaction.  

Step 2: Transaction Verification   
12. 

 

Customer should verify the payment 
details before confirmation.  

   
13. 

 

Please insert 6-digit security code by 
using the security token after 
verification.   

 

 

 

 

Step 3:Transaction Confirmation  
14. 

 

Please pay attention to the transaction 
status, “Application Sent” represents 
your application is successfully sent to 
our bank.  
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1.2 Create FPS Transaction 
 
Step 1: Data Input 
1. 

 

Click Cash Management > Payments > 
FPS 

 

   
2. 

 

FPS input screen will be displayed 
after selection.  

   
3. 

 
(Optional) 
If you have already saved the payment 
template, you can retrieve the 

template by clicking button. 
   
4. 

 

(1) Select Debit Account 
(2) Select Account Currency 
(3) Enter Debit Amount or Payment 

Amount 
(4) Select Payment Currency 

 

   
5. 

 
(Optional) 
 
Payment Value Date:  Effect the 
payment in any working day within 50 
days. Leave blank for same –day 
transfer. 

   
6. 

 

(1) Select debit account for handling 
charges  

(2) Select debit currency 
 
Debit Account of Payment and Debit 
Account of Charges must be in the 
same bank.   
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7. 

 

If you have already registered the 

beneficiary account, you may press  
button to choose applicable 
beneficiary information.   
 
Otherwise, please select Non-listed, 
select Account Identification type and 
enter related details:  

 
(1) Account Identification 
(2) Customer Reference (optional) 
(3) Account Number 
(4) Beneficiary Name 

   
7.1 

 

If you have chosen FPS Identifier in 
Account Identification, please enter 
related details: 
(1) FPS Identifier 
(2) Customer Reference (optional) 

   
7.2. 

 

If you have chosen Mobile Phone 
Number in Account Identification, 
please enter related details: 
(1) Mobile Phone Number  
(2) Customer Reference (optional) 

   
7.3. 

 

If you have chosen Email Address in 
Account Identification, please enter 
related details: 
(1)  Email Address 
(2)  Customer Reference (optional) 

   
8. 

 

Enter Beneficiary Bank Code 

You may press on button to search 
for beneficiary bank code(Example：

Bank of China (Hong Kong) is 012). 
 
Note: Not applicable for choosing FPS 
Identifier in Account Identification 

   
9. 

 

(Optional) 
Enter Message to Beneficiary.  
 
(Optional)  
Enter Internal Payment Memo.  

   
10. 

 

(Optional) 
Enter Beneficiary Email Address for 
transaction notification.  
 
(Optional) 
Enter Checker(s)/Authoriser(s) Email 
Address for transaction notification.  
 
(Optional) 
Enter Maker Email Address for 
returning transaction notification.  
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11. 

 

Press “Submit” button to complete 
the transaction.  

Step 2: Transaction Verification   
12. 

 

If you have chosen Account Number in 
Account Identification, customer 
should verify the payment details 
before confirmation, and insert 6-digit 
security code by using the security 
token after verification.   
 

   
12.1 

 

If you have chosen FPS Identifier in 
Account Identification, customer 
should verify the payment details 
before confirmation, and insert 6-digit 
security code by using the security 
token after verification.  

   
12.2 

 

If you have chosen Mobile Phone 
Number in Account Identification, 
customer should verify the payment 
details before confirmation, and insert 
6-digit security code by using the 
security token after verification. 

   
12.3 

 

If you have chosen Email Address in 
Account Identification, customer 
should verify the payment details 
before confirmation, and insert 6-digit 
security code by using the security 
token after verification. 

   
Step 3:Transaction Confirmation  
13. 

 
Please pay attention to the transaction 
status, “The application has been 
sent” represents your application is 
successfully sent to our bank.  
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1.3 Create Telegraphic Transfer Transaction  
Step 1: Data Input 
1  

 

Select Cash Management> 
Payments> Telegraphic Transfer 

   
2. 

 

Telegraphic Transfer input screen will 
be displayed after selection.  

   
3. 

 

(Optional) 
If you have already saved the 
payment template, you can retrieve 

the template by clicking button. 
   
4. 
 

 

(1) Choose Debit Account 
(2) Choose Account Currency 
(3) Enter Debit Amount or Remit 

Amount 
(4) Choose Remit Currency 
(5) Choose Payment Purpose 
 
If you select “Others” in payment 
purpose, you can input at most 70 
alphanumeric characters or 14 
Chinese characters. (Screen 4.1) 
 
If the remit currency is CNY, the 
payment purpose must be designated 
codes required by CNY Clearing Bank.  
(Screen 4.2) 

 
(Screen 4.1) 

 
 
 
 

(Screen 4.2) 

   
5. 

 

(Optional) 
 
If the Debit currency is different than 
the remit currency, please select 
Preferred Rate to generate the 
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exchange rate or contact the bank to 
reserve the Exchange Contact rate.  

   
6. 

 

(1) Select debit account for handling 
charges  

(2) Select debit currency  
(3) Select Correspondent bank 

charges to be borne by the 
remitter or beneficiary. 

(4) Client may also select Handing 
charges to be deducted from the 
remit account and 
Correspondent bank charges to 
be borne by the beneficiary. 
  

Note: “Correspondent Bank Charges” 
means collectively the charges 
imposed by the related 
correspondent banks, intermediary 
banks, clearing institutions &/or 
beneficiary bank in processing the 
remittance, plus extra handling 
charge of the Bank. If Correspondent 
Bank Charges are requested to be 
borne by remitter, the Bank is 
entitled to collect the charges in 
advance. 
 
Please note that this charge option 
requires more work and the related 
banks/institutions generally collect 
higher amounts than if they are 
otherwise borne by beneficiary. 

   
7. 

 
 

(1) Select “Country/Region” of the 
beneficiary bank 

(2) Enter beneficiary bank’s SWIFT 
Code or select and enter bank 
details from the bank list 

Note: Sort Code must be provided to 
fulfill the clearing requirement if the 
remit currency is GBP and the 
beneficiary bank is located in United 
Kingdom.  
 
CNAPs Code must be provided if the 
remit currency is CNY and the 
beneficiary bank is located in the 
mainland.  You may also select and 
enter bank details from the bank list 
if you do not know CNAPS code of 
beneficiary bank/branch.   

 

   
8. 

 

If you have already registered the 
beneficiary account, you may press

 button to choose applicable 
beneficiary information.   
 
If it is not register yet, please select 
Non-listed and enter:  
 
(1) Beneficiary account numbers 
(2) Beneficiary Name 
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(3) Beneficiary Address (Optional) 
(4) Customer Reference (Optional) 

 
 
 

   
9. 

 

(Optional) 
You can enter correspondent bank 
details if required.  
 
 
 
 
 
 

   
10. 

 

You can choose to submit application 
now or select any working day within 
50 days to effect the payment. 
  
Submit Application Now: Bank will 
debit your account and release SWIFT 
message immediately.  
 
Payment Value Date:  Effect the 
payment in any working day within 
50 days (Bank will prioritize to 
process your payment by value date). 
 
 
 

   
11. 

 

(Optional) 
 
(1) Select “Message to Bank”  
(2) Enter “Message to Beneficiary” 
(3) Enter “Internal Payment Memo” 

 
 
 
 
 

   
12. 

 

Press “Submit” button to complete 
the transaction.  
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Step 2: Transaction Verification 
13. 

 

Authoriser should verify the payment 
details before confirmation. 

 
14. 

 

Please insert 6-digit security code by 
using the security token after 
verification.   
 
 

Step 3: Transaction Confirmation 
15. 

 

Please pay attention to the 
transaction status.  “Application 
Sent” represents your application is 
successfully sent to our bank.  
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1.4 Create BOC Remittance Plus (Within BOC Group) 
Step 1: Data Input 
1. 

 

Select Cash Management> 
Payments> BOC Remittance Plus 
 
 

   
2. 

 

BOC Remittance Plus input screen 
will be displayed after selection.  

   
3. 

 
(Optional) 
If you have already saved the 
payment template, you can retrieve 

the template by clicking button  
 

   
4. 
 

 
 

(1) Choose Debit Account 
(2) Choose Account Currency 
(3) Enter Debit Amount or Remit 

Amount 
(4) Choose Remit Currency 
(5) Choose Payment Purpose 
 
If you select “Others” in payment 
purpose, you can input at most 70 
alphanumeric characters or 14 
Chinese characters. (Screen 4.1) 
 
If the remit currency is CNY, the 
payment purpose must be designated 
codes required by CNY Clearing Bank.  
(Screen 4.2) 

 
(Screen 4.1) 

 
 
 
 

(Screen 4.2) 

   
5. 

 

(Optional) 
 
If the Debit currency is different than 
the remit currency, please select 
Preferred Rate to generate the 
exchange rate or contact the bank to 
reserve the Exchange Contact rate.  
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6. 

 

(1) Select debit account for handling 
charges  

(2) Select debit currency  
(3) Select Correspondent bank 

charges to be borne by the 
remitter or beneficiary. 

(4) Client may also select Handing 
charges to be deducted from the 
remit account and 
correspondent bank charges to 
be borne by the beneficiary.  

 
   
7. 

 
 

(1) Select “Country/Region” for the 
Beneficiary Bank  

(2) Select Beneficiary Bank Name 
(3) Select Domicile for the 

Beneficiary Bank 
(4) Select Branch Name, or by using 

“Search by Keyword(s)” function 
to search for the branch name 
and location.  

   
8. 

 

If you have already registered the 
beneficiary account, you may press

 button to choose applicable 
beneficiary information.   
 
If otherwise, please select Non-listed 
and enter:  
 
(1) Beneficiary Account Numbers 
(2) Beneficiary Name and Address 
(3) Customer Reference (optional) 
 
 

   
9. 

 

You can choose to submit application 
now or select any working day within 
50 days to effect the payment. 
  
Submit Application Now: Bank will 
debit your account and release SWIFT 
message immediately.  
 
Payment Value Date:  Effect the 
payment in any working day within 
50 days (Bank will prioritize to 
process your payment by value date). 
 
 
 

   
10. 

 

(Optional) 
 
(1) Enter Message to Beneficiary 
(2) Enter Internal Payment Memo 
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11. 

 

Press “Submit” button to complete 
the transaction.  
 
 
 
 
 
 
 
 

 
Step 2: Transaction Verification 
12. 

 

Customer should verify the payment 
details before confirmation. 

   
13. 

 

Please insert 6-digit security code by 
using the security token after 
verification.   
 
 

Step 3: Transaction Confirmation 
14. 

 

Please pay attention to the 
transaction status, “Application Sent” 
represents your application is 
successfully sent to our bank. 
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1.5 Create Demand Draft 
Step 1: Data Input 
1. 

 

Select Cash Management>Payment> 
Demand Draft 

   
2. 

 

Demand Draft Input Screen will be 
displayed after selection. 

   
3. 

 

(Optional) 
If you have already saved the 
payment template, you can retrieve 

the template by clicking button. 
   
4. 

 

(1) Choose Debit Account 
(2) Choose Account Currency 
(3) Enter Debit Amount or  

Remit Amount 
(4) Choose Remit Currency 

 
 

   
5. 

 

(1) Select Debit Account for 
handling charges and debit 
currency; or 

(2) Deducted handling chargers 
from the remit amount 
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6. 

 

If you have already registered the 
beneficiary account, you may click 

 button to choose applicable 
beneficiary information.   
。 

Otherwise, please select Non-listed 
and enter:  
 
(1) Beneficiary Name 
(2) Customer Reference (Optional) 
 
Client can choose delivery Method of 
Demand Draft: 
(1) Pick up at the Bank by applicant, 

or  
(2) By Registered Mail 
 

   
7. 

 

(1) Select country/region of the 
beneficiary bank  

(2) Enter Beneficiary Name 
(3) Select Beneficiary Bank location 
(4) Enter Branch Name 
 
Client may also use “Search by 
Keywords” for the branch name and 
location.  

   
8. 

 

(Optional) 
 
 
(1) Enter “Message to Bank”  
(2) Enter “Internal Payment Memo” 

   
9. 

 

Press “Submit” button to complete 
the transaction.  

Step 2: Transaction Verification 
10. 

 

Customer should verify the payment 
details before confirmation. 

   
11. 

 

Please insert 6-digit security code by 
using the security token after 
verification.   
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Step 3:Transaction Confirmation 
12. 

 

Please pay attention to the 
transaction status. “Application Sent” 
represents your application is 
successfully sent to our bank. 
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1.6 Upload Bulk Payments 
Step 1: Data Input 
1. 

 

Select Cash Management> 
Payments> Upload Bulk Payments 

   
2. 

 

(1) Select Transaction Type 
(2) Upload file (Client may visit 

Download Center> File Template 
to download Bulk Payments 
Template) 

(3) Select Rejection Mode (Reject 
Whole File: If one of the 
transactions is rejected, all of 
the transactions will reject.  
Reject Partial: Only reject 
problematic transaction(s), the 
remaining transactions will be 
accepted 

 
 

   
3. 

 

Press “Upload” button to upload 
transaction.  
 

   
4. 

 

While the file is uploaded, please 
enquire the upload results.  
 
 
 

   
5. 
 

 

The upload transactions will appear.  
You can check on the transaction 
status.  
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2. Create Template, Draft and Standing Instruction 
2.1 Create Template 
Step 1: Input Template Name and Information 
1. 

 

(1) Client can enter template name 
for template setup 

(2) Select Usage Right： 

Shared: All users can also view 
this template. 
Individual: Only creator can 
view the template 
 

(3) Press the 
button in the bottom of the 
page   
 

It is convenient for customer to setup 
payment template, so user does not 
need to re-enter the same payment 
information again next time.  

   
2. 

 

“The template has been saved” will 
be displayed if successful.  
 

Step 2: Retrieve Template 
3. 

 

You can press “Use Template” 

 button to open search window or 
go to Cash Management> 
Maintenance>Template Maintenance  

   
4. 

 

In the Template Search window, you 
can use template name, customer 
reference and beneficiary name to 
search the template.  
 
 
 
 
 

   
5. 

 

In the template search results, you 
may click on the template name and 
the payment details will be retrieved. 
 
 

 

  

javascript:


20 
 

2.2  Create Draft 
Step 1: Input Draft Information 
1. 

 

You may consider to save as draft by 
entering the draft reference number 

and clicking on the 
button if the user has to print the 
internet banking before data input is 
completed. 
 
 
 

   
2. 

 

Click the button， 

to save the draft into system. 

Step 2: Retrieve Transaction Draft 
3. 

 

Select Tools > Transaction Draft  

   
4. 

 

By entering relevant Reference 
Number, Transaction Type and 
Creation Date in order to search 
saved “Draft”. 
 
In search results, press the draft 
reference number to retrieve the 
transaction draft back for further 
processing.   
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2.3 Create Standing Instruction 
Step 1: Enter Standing Instruction Information 
1. 

 

(1) Enter Standing Instruction Name  
(2) Select Frequency Settings (E.g 
Daily, Weekly, Monthly, etc) 
(3) Select Start Date and End Date 
 
Note: The starting date specified by 
your instruction must be within the 
next 45 days.  
 

   
2  

 

Press “Submit” button to setup the 
starting instruction.  
 

Step 2: Retrieve and Maintenance for the Standing Instruction   
3. 

 

Cash Management> Maintenance> 
Standing Instruction 

   
4. 

 

Enter relevant information and press 
“Search” button to start searching 
saved standing instruction.  
 
 

   
5. 

 

The search result will show, you can 
press standing instruction name to 

edit or tick on the to delete the 
instruction after clicking “Delete” 
button. 
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3. Register Beneficiary Information and Authorise Transaction 
3.1 Register Beneficiary Information 
Step 1: Input Beneficiary Information 
1. 

 

Select Cash Management> 
Maintenance> Beneficiary List 
  

   
2. 

 

Press “ADD” button to add 
beneficiary.  

   
3. 

 

Enter Beneficiary information. 
 

   
4. 

 

Press “Submit” after data entry 
completed. 

Step 2: Beneficiary Information Verification  
5. 

 

Please insert 6-digit security code 
by using the security token.  
 
 

Step 3: Beneficiary Information Confirmation  
6. 

 

If transaction is completed 
represents your beneficiary is 
successfully added. 
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3.2 Transaction Authorisation 
Step 1: Select Transaction to Authorise  
1. 

 
 

Click on “Authorisation Centre”. 

 

2. 

 

(1) Enter transaction information 
(2) Press “Search” button 

Step 2: Authorise Transaction Verification  
3. 

 

(1) Click on the Authorise or Amend 
button in the Action Column to 
authorise or amend the 
transaction 

(2) If you wish to handle multiple 

transactions please tick on the  
and then press “Bulk Checks”, 
“Bulk Authorisation”, “Bulk 
Delete” or “Bulk Return” button  
 

 
4. 

 
 
 

Please insert 6-digit security code by 
using the security token.   
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Step 3: Authorise Transaction Confirmation 
5. 

 

If “Transaction Completed” is shown, it 
represents your application is 
successfully processed.  
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4. Addressing Service 
4.1 Addressing Service Setup 
4.1.1 User List 
Step 1: User List 
1. 

 

Select Management > User Settings > 
User List  
 
Please click the “User ID” or the “User 
name” to edit “User Information”. 

   
2. 

 

Please choose “Authorization Group” 
for Addressing Service and click 
“Submit” 

 
(Remark: Need to set authorisation 
group under Addressing Service) 
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3. 

 

Please check the “Addressing Service” 
box in the Functional Rights Setting > 
Cash Management > Maintenance, 
and click the “Submit” button. 
 
(Remark: Please make sure user has 
authority of the account for 
Addressing Service under Account 
Rights Settings) 
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Step 2: Authorise Transaction Verification  
4. 

 

Please verify the information in the 
page. 

   
5. 

 

Please insert 6-digit security code by 
using the security token.   
 

   
Step 3: Authorise Transaction Confirmation  
6. 

 

If “The transaction has been 
completed” is shown, it represents 
your application is successfully 
processed.。 
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4.1.2 Addressing Service Authorisation Settings 
Step 1: Addressing Service Authorisation Settings 
1. 

 

Select Management > Authorisation 
Matrix Settings > Addressing Service 
Authorisation Settings 
 
Choose the Addressing Service Control 
matrix and click “Submit”. 
 

   
Step 2: Authorise Transaction Verification  
2. 

 
 

Please verify the information in the 
page and insert 6-digit security code 
by using the security token.   
 

   
Step 3: Authorise Transaction Confirmation  
3. 

 

If “The transaction has been 
completed” is shown, it represents 
your application is successfully 
processed. 
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4.2 Create Addressing Record 

Step 1: Create Addressing Record  
1. 

 

Select Cash Management＞

Maintenance＞Addressing Service 

   
2. 

 

Select “Create New” button. 

  
3. 

 

Choose Addressing Record 
(1) Mobile Phone Number 
(2) Email Address 
(3) FPS Identifier  

 
Create Addressing Record using 
Mobile Phone Number requires 
provision of Country/Area Code and 
Phone Number.  

   
3.1. 

 

Create Addressing Record using 
Mobile Phone Number 
Enter the FPS Addressing Service One 
Time Password from the SMS. 

   
3.2. 

 

Create Addressing Record using 
Mobile Phone Number 
Select “HKD Beneficiary Account” and 
“CNY Beneficiary Account”. 
Default Beneficiary field: Default Bank 
of China (Hong Kong) Limited as 
Beneficiary Bank. 

   
4. 

 

Create Addressing Record using Email 
Address requires provision of a valid 
email address. 

   
4.1. 

 

Create Addressing Record using Email 
Address 
Enter the FPS Addressing Service One 
Time Password from the Email. 

   
4.2. Create Addressing Record using Email 

Address 
Select “HKD Beneficiary Account” and 
“CNY Beneficiary Account”. 
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 Default Beneficiary field: Default Bank 
of China (Hong Kong) Limited as 
Beneficiary Bank. 

   
5. 

 

Create Addressing Record using FPS 
Identifier 
 

   
5.1. 

 

Create Addressing Record using FPS 
Identifier 
Select “HKD Beneficiary Account” and 
“CNY Beneficiary Account”. 
Default Beneficiary field: Default Bank 
of China (Hong Kong) Limited as 
Beneficiary Bank. 

   
Step 2: Authorise Transaction Verification  
6. 

 

Create Addressing Record using 
Mobile Phone Number 
Please insert 6-digit security code by 
using the security token.   
 

 

   
6.1 

 

Create Addressing Record using Email 
Address 
Please insert 6-digit security code by 
using the security token.   
 

 

   
6.2 

 

Create Addressing Record using FPS 
Identifier 
Please insert 6-digit security code by 
using the security token.   
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Step 3: Transaction Confirmation  
7. 

 

Create Addressing Record using 
Mobile Phone Number 
If “The transaction has been 
completed” is shown, it represents 
your application is successfully 
processed. 

   
7.1 

 

Create Addressing Record using Email 
Address 
If “The transaction has been 
completed” is shown, it represents 
your application is successfully 
processed. 

   
7.2. 

 

Create Addressing Record using FPS 
Identifier 
If “The transaction has been 
completed” is shown, it represents 
your application is successfully 
processed and your designated FPS 
Identifier will be shown.  
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4.3 Update Addressing Record 
Step 1: Select Addressing Record  

1. 

 

Select Cash Management＞

Maintenance＞Addressing Service 

   
2. 

 

Select the addressing record for 
update. 

  
3. 

 

Amend “HKD Beneficiary/Payer 
Account” and “CNY Beneficiary/Payer 
Account” and click “Submit” button. 
 

   
Step 2: Authorise Transaction Verification 
4. 

 

Enter the FPS Addressing Service One 
Time Password from the Mobile Phone 
Number or Email.  
 
(Remark: Only Application for 
updating Account for Mobile Phone 
Number and Email Address) 
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5. 

 

Please insert 6-digit security code by 
using the security token.   
 

 
Step 3: Transaction Confirmation 
6. 

 

If “The transaction has been 
completed” is shown, it represents 
your application is successfully 
processed. 

 
4.4 Delete Addressing Record 
Step 1: Select Addressing Record  
1. 

 

Select Cash Management＞

Maintenance＞Addressing Service 
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2. 

 

Select the addressing record for 
deletion and click “Delete”. 

  
Step 2: Authorise Transaction Verification 
3. 

 

Please insert 6-digit security code by 
using the security token.   
 

 
Step 3: Transaction Confirmation 
4. 

 

If “The transaction has been 
completed” is shown, it represents 
your application is successfully 
processed. 
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5. Amendment Request/Request for Refund/Enquiry 
5.1 Amendment Request 
Step 1: Data Input 
1. 

 

Select Tools＞Send Message 

   
2. 

 

(1) Choose Remittance in Message 
Type 

(2) Choose Amendment Request in 
Subject 

 
3. 

 

(Optional) 
 
(1) Input Transaction Reference 
(2) Input Customer Reference 
(3) Input Recipient 

   

4. 

 

Select Sender Account (which should 
be the debit account of the related 
remittance instruction). 

 
5. 

 

In Message Content input the 
required information of the related 
remittance instruction. 
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6. 

 

Provide only the remittance 
information that needs to be 
amended. 

 
7. 

 

Input the charge debit account of the 
amendment. 

 
8. 

 
Press “Submit” after finishing the 
above process. 

 
Step 2: Transaction Verification 

 

9. 

 

Customer should verify the details 
before confirmation. 
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10. 

 

Please insert 6-digit security code by 
using the security token after 
verification. 

Step 3: Transaction Confirmation  
11. 

 

If “Transaction Completed” is shown, 
it represents your application is 
submitted (please note that it takes 
time to process the Amendment 
Request. “Transaction Completed” 
does not mean the instruction has 
been accepted). 
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5.2 Request for Refund 
Step 1: Data Input 
1. 

 

Select Tools＞Send Message 

   
2. 

 

(1) Choose Remittance in Message 
Type 

(2) Choose Request for Refund in 
Subject 

 
3. 

 

(Optional) 
 
(1) Input Transaction Reference 
(2) Input Customer Reference 
(3) Input Recipient 

   

4. 

 

Select Sender Account (which should 
be the debit account of the related 
remittance instruction).  

 
5. 

 

In Message Content input the 
required information of the related 
remittance instruction. 

 
6. 

 

Input the refund reason. 
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7. 

 

Input the credit account and charge 
debit account of the refund. 

 
8. 

 
Press “Submit” after finishing the 
above process. 

Step 2: Transaction Verification  
9. 

 

Customer should verify the details 
before confirmation. 

 
10. 

 

Please insert 6-digit security code by 
using the security token after 
verification. 

Step 3: Transaction Confirmation  
11. 

 

If “Transaction Completed” is shown, 
it represents your application is 
submitted (please note that it takes 
time to process the Amendment 
Request. “Transaction Completed” 
does not mean the instruction has 
been accepted). 
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5.3 Enquiry 
Step 1: Data Input 
1. 

 

Select Tools＞Send Message 

   
2. 

 

(1) Choose Remittance in Message 
Type 

(2) Choose Request for Refund in 
Subject 

 
3. 

 

(Optional) 
 
(1) Input Transaction Reference 
(2) Input Customer Reference 
(3) Input Recipient 

   

4. 

 

Select Sender Account (which should 
be the debit account of the related 
remittance instruction).  

 
5. 

 

In Message Content input the 
required information of the related 
remittance instruction. 

 
6. 

 

Input the enquiry/reply content. 
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7. 

 

Input the charge debit account of the 
enquiry. 

 
8. 

 
Press “Submit” after finishing the 
above process. 

Step 2: Transaction Verification  
9. 

 

Customer should verify the details 
before confirmation. 

 
10. 

 

Please insert 6 digits security code by 
using the security token after 
verification. 

Step 3: Transaction Confirmation  
11. 

 

If “Transaction Completed” is shown, 
it represents your application is 
submitted (please note that it takes 
time to process the Amendment 
Request. “Transaction Completed” 
does not mean the instruction has 
been accepted). 

 


