






Annex A to PN02/19 

 
 

System Requirements for Submissions to the Submission Website  
 
 

Vendors should ensure that computers with system configuration not lower than 

the standards specified below are used for their access to the Submission 

Website of SRPE. 

 

(a) Available hard disk space with 500 MB or above is recommended.  More 

storage space is required for storing the files.  

 

(b) Broadband internet access with 100 Mbps or above is recommended for 

faster uploading and downloading of files. 

 

(c) JavaScript, cookies and TLS (1.0 2 or above) must be enabled in the 

browser.  

 

(d) The Hong Kong Supplementary Character Set (HKSCS) is required for 

displaying special Hong Kong Chinese characters on some platforms. 

Please visit the website below for details.: 

http://www.gov.hk/en/about/helpdesk/softwarerequirement/hkscs.htm 

 

(e) An operating system and a web browser are required. The following items 

are recommended: 

 

 
Microsoft 

Windows 
macOS Linux iOS Android 

Microsoft 

Edge 
✓ - - - - 

Safari - ✓ - ✓ - 

Mozilla 

Firefox 
✓ ✓ ✓ ✓ ✓ 

Google 

Chrome 
✓ ✓ ✓ ✓ ✓ 

 

Important Note:  Vendors should update the software and install 

software fixes or patches for the operating systems and 

browsers in their computers which are designated for 

accessing the Submission Website of SRPE from time 

to time. 
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Annex C to PN02/19 

Steps for Submission of PDF Files to the  

Submission Website for Uploading onto the SRPE 
 

1 FILE SUBMISSION (PDF FILES) 
 

This Annex sets out the specifications and requirements for submitting the electronic 

copies of sales brochures, price lists, registers of transactions and documents 

containing information on sales arrangements (“sales arrangements”) in respect of a 

development or a phase of development in portable document format (PDF) onto the 

SRPE for public access. 

 

Specifications for PDF Files 

 

For PDF files to be submitted, vendors should ensure that these files are virus-free, 

document printable and not protected by password.  The file size of each of the file 

to be submitted should be less than 40 mega-bytes. 

 

Vendors should submit all files with filenames written in alphanumeric characters (i.e. 

using only letters of the western alphabet and numbers).  Only the following three 

special characters are allowed between the alphanumeric characters: hyphen, 

underscore and space.  The leading character or the last character of the filename of 

any file must not be a special character.  The length of filenames of files submitted 

should not exceed 100 characters.  All files submitted onto the SRPE and made 

available for public viewing will be shown with a revised filename assigned by the 

system. 

 

File Requirements for Sales Brochures 

 

Vendors should submit a complete bilingual copy of the sales brochure, with 

accompanying corrigendum, if any, forming part of the brochure as one PDF file or 

multiple PDF files.  The size of any such file is not to exceed 40 mega-bytes.  

Vendors are required to split up a file with size exceeding 40 mega-bytes into multiple 

files.  The total number of files for a complete copy of the sales brochure must not 

exceed 10.  For submissions of sales brochures in multiple files, vendors should 

ensure that the files they uploaded are uploaded in the sequence they intend for 

viewing by the public.  

 

If an examination record (whether set out on a supplementary sheet or not) is to be 

submitted, the examination record is to be prepared as a separate PDF file.  The size 

of any such file must not exceed 40 mega-bytes.  Splitting up an examination record 

into multiple files is not accepted. 

 

File Requirements for Price Lists 

 

Price list, whether it is a new price list or a revised price list, is to be prepared as one 

PDF file.  The size of any such file must not exceed 40 mega-bytes.  Splitting up 

one price list into multiple files is not accepted.  Vendors are advised to submit a 

price list in bilingual versions. 
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File Requirements for Registers of Transactions 

 

The register of transactions is to be prepared as one PDF file.  The size of any such 

file must not exceed 40 mega-bytes.  Splitting up the register into multiple files is 

not accepted.  Vendors are advised to submit a register of transactions in bilingual 

versions. 

 

File Requirements for Sales Arrangements 

 

The sales arrangement is to be prepared as one PDF file.  The size of any such file 

must not exceed 40 mega-bytes.  Splitting up the sales arrangement into multiple files 

is not accepted.  Vendors are advised to submit a sales arrangement in bilingual 

versions. 
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1.1 SUBMISSION OF SALES BROCHURE 
 

Vendors should follow the steps set out in Section 1.1.1 (for single file for a 

complete copy of Sales Brochure) or Section 1.1.2 (for multiple files for a 

complete copy of Sales Brochure) below when they submit the First Sales 

Brochure to SRPE.  For each subsequent submission of Sales Brochure to SRPE 

after each examination, vendors should follow the steps set out in Section 1.1.3 

(for single file for a complete copy of Sales Brochure) or Section 1.1.4 (for 

multiple files for a complete copy of Sales Brochure) below. 

 

1.1.1 Submission of First Sales Brochure (Single File) 
 

1. Click the “File Submission (PDF FileFiles)” button on the left navigation 

panel. 

 
 

2. Note Check the relevant “Development Information”, select “Sales Brochure”, 

and input the four Block English Letter(s) and/or Number(s) shown on the 

image, and select “Sales Brochure”. 

 

. 

 
 

3. PressClick the “Continue” button. 
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4. Select “Single File for a Complete Copy of Sales Brochure” and pressclick the 

“Next” button. 

 
 

5. PressClick the “BrowseSelect document to upload” button of “Sales Brochure” 

and select the file of the Sales Brochure for uploading. 

 
 

6. A pop -up window for file selection will be openedopen.  Select the file from 

the relevant directory and then pressclick “Open”.  The selected file will then 

be uploaded to the system for validation on file size. 
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7. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed. 

 
 

8. Repeat steps 5 – 7 to upload the Examination Record, if any. 

 

9. Input the “Date of First Printing of the Sales Brochure” and the “Date of 

Examination of the Sales Brochure”, if applicable. 

 

10. PressClick the “Next” button to continue. 

 

11. Check the uploaded file(s) and related information pending for submission.  

The uploaded file(s) pending for submission can be previewed by clicking 

“Preview”. 

 
 

12. If incorrect file(s) is/are uploaded and/or amendment to the inputted information 

is required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, pressclick the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 5 – 7. 
 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 
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13. If the uploaded file(s) and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

14. PressClick the “Confirm to Submit” button to submit the file(s) onto the SRPE 

for public access. 
 

Note: After pressingclicking the “Confirm to Submit” button, the Sales 

Brochure and the Examination Record (if any) will be uploaded 

automatically onto the SRPE for public access. 

 

15. After successful submission of the file(s) and related information, a 

“Confirmation of Submission” page will be shown with the submission details.  

A confirmation e-mail will also be sent to the user’s e-mail address registered 

in the system.  Please do not reply to the confirmation e-mail. 

 
 

16. PressClick the “Print/Save” button to print or save the “Confirmation of 

Submission” page”, if necessary. 

 

17. PressClick the “Finish” button to return to the File Submission page. 
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1.1.2 Submission of First Sales Brochure (Multiple Files) 
 

1. Click “File Submission (PDF FileFiles)” on the left navigation panel. 

 
 

2. Note Check the relevant “Development Information”, select “Sales Brochure”, 

and input the Four Block English Letter(s) and/or Number(s) shown on the 

image, and select “Sales Brochure”. 

 
 

3. PressClick the “Continue” button. 

 

4. Select “Multiple Files for a Complete Copy of Sales Brochure” and press click 

the “Next” button. 
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5. Select the “Number of Files for Sales Brochure” to be uploaded from pull the 

drop-down menu. 

 
 

6. Press Click the “BrowseSelect document to upload” button of “Part 1” and 

select the file of Part 1 of the Sales Brochure for uploading.  For submission 

of Sales Brochure in multiple files, vendors should ensure that the files they 

uploaded are uploaded in the sequence they intend for viewing by the 

public. 
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7. A pop -up window for file selection will be openedopen.  Select the file from 

the relevant directory and then pressclick “Open”.  The selected file will then 

be uploaded to the system for validation on file size. 

 
 

8. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed. 

 
 

9. Repeat steps 6 – 8 to upload other part(s) of the Sales Brochure and the 

Examination Record, if any. 

 

10. Input the “Date of First Printing of the Sales Brochure” and the “Date of 

Examination of the Sales Brochure”, if applicable. 

 

11. PressClick the “Next” button to continue. 
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12. Check the uploaded files and related information pending for submission.  The 

uploaded files pending for submission can be previewed by clicking “Preview”. 

 
 

13. If incorrect file(s) is/are uploaded and/or amendment to the inputted information 

is required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, pressclick the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 6 – 8. 

 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 

 

14. If the uploaded files and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

15. Press Click the “Confirm to Submit” button to submit the files onto the SRPE 

for public access. 

 

Note: After pressingclicking the “Confirm to Submit” button, the Sales 

Brochure and the Examination Record (if any) will be uploaded 

automatically onto the SRPE for public access. 
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16. After successful submission of the files and related information, a 

“Confirmation of Submission” page will be shown with the submission details.  

A confirmation e-mail will also be sent to the user’s e-mail address registered 

in the system.  Please do not reply to the confirmation e-mail. 

 
 

17. PressClick the “Print/Save” button to print or save the “Confirmation of 

Submission” page, if necessary. 

 

18. PressClick the “Finish” button to return to the File Submission page. 

  



 

12 
 

1.1.3 Submission of Revised Sales Brochure after Examination 

(Single File) 
 

1. Click the “File Submission (PDF FileFiles)” button on the left navigation 

panel. 

 
 

2. Note Check the relevant “Development Information”, select “Sales Brochure”, 

and input the Four Block English Letter(s) and/or Number(s) shown on the 

image, and select “Sales Brochure”. 

. 

 
 

3. PressClick the “Continue” button. 
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4. Select “Single File for a Complete Copy of Sales Brochure” and pressclick the 

“Next” button. 

 
 

5. PressClick the “BrowseSelect document to upload” button of “Sales Brochure” 

and select the file of the Sales Brochure for uploading. 
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6. A pop -up window for file selection will be openedopen.  Select the file from 

the relevant directory and then pressclick “Open”.  The selected file will then 

be uploaded to the system for validation on file size. 

 
 

7. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed. 

 
 

8. Repeat steps 5 – 7 to upload the Examination Record. 

 

9. Input the “Date of Examination of the Sales Brochure”. 

 

10. PressClick the “Next” button to continue. 
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11. Check the uploaded files and related information pending for submission.  The 

uploaded files pending for submission can be previewed by clicking “Preview”. 

 

 
 

12. If incorrect file(s) is/are uploaded and/or amendment to the inputted information 

is required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, pressclick the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 5 – 7. 

 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 

 

13. If the uploaded files and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

14. PressClick the “Confirm to Submit” button to submit the files onto the SRPE 

for public access. 

 

Note: After clicking the “Confirm to Submit” button, the Sales Brochure 

and the Examination Record will be uploaded automatically onto 

the SRPE for public access. 

 

15. After successful submission of the files and related information, a 

“Confirmation of Submission” will be shown with the submission details.  A 

confirmation e-mail will also be sent to the user’s e-mail address registered in 

the system.  Please do not reply to the confirmation e-mail. 

 

Note: The previous version of the Sales Brochure and the Examination 

Record (if any) will be removed from the SRPE for public viewing. 
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16. PressClick the “Print/Save” button to print or save the “Confirmation of 

Submission” page, if necessary. 

 

17. PressClick the “Finish” button to return to the File Submission page. 
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1.1.4 Submission of Revised Sales Brochure after Examination 

(Multiple Files) 
 

1. Click the “File Submission (PDF FileFiles)” button on the left navigation 

panel. 

 
 

2. Note Check the relevant “Development Information”, select “Sales Brochure”, 

and input the Four Block English Letter(s) and/or Number(s) shown on the 

image, and select “Sales Brochure”. 

 
 

3. PressClick the “Continue” button. 
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4. Select “Multiple Files for a Complete Copy of Sales Brochure” and pressclick 

the next button. 

 
 

5. Select the “Number of Files for Sales Brochure” to be uploaded from pull the 

drop-down menu. 

 
 

6. PressClick the “BrowseSelect document to upload” button of “Part 1” and select 

the file of Part 1 of the Sales Brochure for uploading.  For submission of Sales 

Brochure in multiple files, vendors should ensure that the files they 

uploaded are uploaded in the sequence they intend for viewing by the 

public. 
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7. A pop -up window for file selection will be openedopen.  Select the file from 

the relevant directory and then pressclick “Open”.  The selected file will then 

be uploaded to the system for validation on file size. 

 
 

8. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed. 

 
 

9. Repeat steps 6 – 8 to upload other part(s) of the Sales Brochure and the 

Examination Record. 

 

10. Input the “Date of Examination of the Sales Brochure”. 

 

11. PressClick the “Next” button to continue. 
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12. Check the uploaded files and related information pending for submission.  The 

uploaded files pending for submission can be previewed by clicking “Preview”. 

 
 

13. If incorrect file(s) is/are uploaded and/or amendment to the inputted information 

is required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, pressclick the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 6 – 8. 

 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 

 

14. If the uploaded files and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

15. PressClick the “Confirm to Submit” button to submit the files onto the SRPE 

for public access. 

 

Note: After clicking the “Confirm to Submit” button, the Sales Brochure 

and the Examination Record will be uploaded automatically onto 

the SRPE for public access. 
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16. After successful submission of the files and related information, a 

“Confirmation of Submission” will be shown with the submission details.  A 

confirmation e-mail will also be sent to the user’s e-mail address registered in 

the system.  Please do not reply to the confirmation e-mail. 

 

Note: The previous version of the Sales Brochure and the Examination 

Record (if any) will be removed from the SRPE for public viewing. 

 
 

17. Press Click the “Print/Save” button to print or save the “Confirmation of 

Submission” page, if, necessary. 

 

18. PressClick the “Finish” button to return to the File Submission page. 
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1.2 SUBMISSION OF PRICE LIST 
 

1.2.1 Submission of New Price List 
 

1. Click the “File Submission (PDF FileFiles)” on the left navigation panel. 

 
 

2. Note Check the relevant “Development Information”, select “Price List”, and 

input the Four Block English Letter(s) and/or Number(s) shown on the image, 

and select “Price List”. 

 
 

3. PressClick the “Continue” button. 
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4. Select “New Price List” and pressclick the “Next” button. 

 
 

5. Input the “Serial Number of Price List” and its “Date of Printing”. 

 
 

6. PressClick the “BrowseSelect document to upload” button and select the file of 

the New Price List for uploading. 
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7. A pop- up window for file selection will be openedopen.  Select the file from 

the relevant directory and then pressclick “Open”.  The selected file will then 

be uploaded to the system for validation on file size. 

 
 

8. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed. 

 
 

9. PressClick the “Next” button to continue. 

 

10. Check the uploaded file and related information pending for submission.  The 

uploaded file pending for submission can be previewed by clicking “Preview”. 
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11. If incorrect file is uploaded and/or amendment to the inputted information is 

required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, pressclick the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 6 – 8. 

 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 

 

12. If the uploaded file and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

13. PressClick the “Confirm to Submit” button to submit the file onto the SRPE for 

public access. 

 

Note: After pressingclicking the “Confirm to Submit” button, the New 

Price List will be uploaded automatically onto the SRPE for public 

access. 
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14. After successful submission of the file and related information, a “Confirmation 

of Submission” will be shown with the submission details.  A confirmation e-

mail will also be sent to the user’s e-mail address registered in the system.  

Please do not reply to the confirmation e-mail. 

 

Note: All price lists submitted, whether or not they are new price lists or 

revised price lists, will be retained on the SRPE for public viewing. 

 

 
 

15. PressClick the “Print/Save” button to print or save the “Confirmation of 

Submission” page, if necessary. 

 

16. PressClick the “Finish” button to return to the File Submission page. 
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1.2.2 Submission of Revision to Existing Price list 
 

1. Click “File Submission (PDF FileFiles)” on the left navigation panel. 

 
 

2. Note Check the relevant “Development Information”, select “Price List”, and 

input the Four Block English Letter(s) and/or Number(s) shown on the image 

and, select “Price List”. 

 

. 

 
 

3. PressClick the “Continue” button. 
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4. Select “Revision to Existing Price List” and pressclick the “Next” button. 

 
 

5. Select the existing price list to be revised. 

 
 

6. Input the “Serial Number of Revised Price List” and its “Date of Revision”. 

 

7. PressClick the “BrowseSelect document to upload” button to select the file of 

the Revised Price List for uploading. 
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8. A pop -up window for file selection will be openedopen.  Select the file from 

the relevant directory and then pressclick “Open”.  The selected file will then 

be uploaded to the system for validation on file size. 

 
 

9. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed 

 
 

10. Click the “Next” button to continue. 
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11. Check the uploaded file and related information pending for submission.  The 

uploaded file pending for submission can be previewed by clicking “Preview”. 

 
 

12. If incorrect file is uploaded and/or amendment to the inputted information is 

required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, pressclick the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 7 – 9. 

 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 

 

13. If the uploaded file and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

14. PressClick the “Confirm to Submit” button to submit the file onto the SRPE for 

public access. 

 

Note: After pressingclicking the “Confirm to Submit” button, the Revised 

Price List will be uploaded automatically onto the SRPE for public 

access. 
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15. After successful submission of the file and related information, a “Confirmation 

of Submission” page will be shown the submission details.  A confirmation e-

mail will also be sent to the user’s e-mail address registered in the system.  

Please do not reply to the confirmation e-mail. 

 

Note: All price lists submitted, whether or not they are new price lists or 

revised price lists, will be retained on the SRPE for public viewing. 

 

 
 

16. PressClick the “Print/Save” button to print or save the “Confirmation of 

Submission” page, if necessary. 

 

17. PressClick the “Finish” button to return to the File Submission page. 
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1.3 SUBMISSION OF REGISTER OF TRANSACTIONS 
 

1. Click “File Submission (PDF FileFiles)” on the left navigation panel. 

 
 

2. Note Check the relevant “Development Information”, select “Register of 

Transactions”, and input the Four Block English Letter(s) and/or Number(s) 

shown on the image., and select “Register of Transactions”. 

 
 

3. PressClick the “Continue” button. 
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4. Press Click the “BrowseSelect document to upload” button to select the file of 

the Register of Transactions for uploading. 

 
 

5. A pop -up window for file selection will be openedopen.  Select the file from 

the relevant directory and then pressclick “Open”.  The selected file will then 

be uploaded to the system for validation on file size. 
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6. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed. 

 
 

7. Input the “Date of Update”, “Time of Update” and select “am/pm” for the 

Register of Transactions to be uploaded. 

 

8. Select whether the Register of Transactions to be uploaded (a) is the first 

register, (b) involves addition(s) of new entry (entries), (c) involves revision(s) 

to existing entry (entries) or (d) involves addition(s) of new entry (entries) and 

revision(s) to existing entry (entries). 

 

Note: New entry (entries) refer(s) to new transaction(s).  If there is 

already information of Preliminary Agreement for Sales & 

Purchase for a property entered in the Register of Transactions and 

if the vendor is just entering information on the Agreement for Sales 

& Purchase (ASP) for that property, the information of that ASP is 

regarded as a new entry but not a revision.  Revisions to existing 

entries refer to making amendments to contents of transaction 

information which has previously been entered into the Register of 

Transactions. 

 

9. PressClick the “Next” button to continue. 
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10. Check the uploaded file and related information pending for submission.  The 

uploaded file pending for submission can be previewed by clicking “Preview”. 

 
 

11. If incorrect file is uploaded and/or amendment to the inputted information is 

required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, pressclick the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 4 – 6. 

 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 

 

12. If the uploaded file and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

13. PressClick the “Confirm to Submit” button to submit the file onto the SRPE for 

public access. 

 

Note: After pressingclicking the “Confirm to Submit” button, the Register 

of Transactions will be uploaded automatically onto the SRPE for 

public access. 
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14. After successful submission of the file and related information, a “Confirmation 

of Submission” will be shown with the submission details.  A confirmation e-

mail will also be sent to the user’s e-mail address registered in the system.  

Please do not reply to the confirmation e-mail. 

 

Note: The previous version of the Register of Transactions, if any, will be 

removed from the SRPE for public viewing. 

 

 
 

15. PressClick “Print/Save” button to print or save the “Confirmation of Submission” 

page”, if necessary. 

 

16. PressClick the “Finish” button to return to the File Submission page. 
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1.4 SUBMISSION OF SALES ARRANGEMENT 
 

1. Click “File Submission (PDF Files)” on the left navigation panel. 

 
 

2. Note Check the relevant “Development Information”, select “Sales 

Arrangement”, and input the Four Block English Letter(s) and/or Number(s) 

shown on the image, and select “Sales Arrangement”. 

 
 

3. Click the “Continue” button. 

 

4. Input the “Date of Issue”. 
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5.4. ClickPress the “Select document to uploadBrowse” button to select the file of 

the Sales Arrangement for uploading. 

 
 

6.5. A pop pop-up window for file selection will openbe opened.  Select the file from 

the relevant directory and then clickpress “Open”.  The selected file will then 

be uploaded to the system for validation on file size.  

 
 

7.6. After successful completion of upload process (file still pending for submission), 

the file details (file name & file size) will be displayed. 

 
 

7. Input the “Date of Issue”. 
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8. ClickPress the “Next” button to continue. 

 

9. Check the uploaded file and related information pending for submission.  The 

uploaded file pending for submission can be previewed by clicking “Preview”. 

 
 

10. If incorrect file is uploaded and/or amendment to the inputted information is 

required, click the “Back” button (next to the “Confirm to Submit” button) to 

return to the previous page and make necessary amendment.  To replace the 

incorrect file with a correct one, clickpress the “Delete” button next to the 

incorrect file and then re-attach the correct file by repeating steps 5 4 – 76. 

 

Note: Do NOT use the BACK button in your browser as it may lead to loss 

of file/data you previously uploaded/inputted. 

 

11. If the uploaded file and the related information pending for submission are in 

order, enter the First Password for confirmation of file submission. 

 

12. ClickPress the “Confirm to Submit” button to submit the file onto the SRPE for 

public access. 

 

Note: After clickingpressing the “Confirm to Submit” button, the Sales 

Arrangement will be uploaded automatically onto the SRPE for public 

access. 

 

13. After successful submission of the file and related information, a “Confirmation 

of Submission” will be shown with the submission details.  A confirmation e-

mail will also be sent to the user’s e-mail address registered in the system.  

Please do not reply to the confirmation e-mail. 
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14. ClickPress the “Print/Save” button to print or save the “Confirmation of 

Submission” page”, if necessary. 

 

15. ClickPress the “Finish” button to return to the File Submission page. 
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Annex D to PN02/19 

 

 

Steps for Submission of Data files to 

the Submission Website for Access of the SRPA 

 

Vendors are advised to make use of the Excel Template for Price List (at Annex E) and 

Excel Template for Register for Transactions (at Annex F) attached to the softcopy of 

this practice notes at the website of the SRPA when preparing submissions of data files 

to the SRPA. 

 

FILE SUBMISSION (EXCEL FILES) 

 

This Annex sets out the specifications and requirements for submitting the electronic 

copies of price lists and registers of transactions in respect of a development or a phase 

of development in Microsoft Excel for Windows format onto the SRPE for internal 

reference by the Sales of First-hand Residential Properties Authority. The Excel files 

submitted will not be released to the public. 

 

Specifications for Excel Files 

 

For Excel files to be submitted, vendors should ensure that these files are virus-free and 

not protected by password.  The file size of each of the file to be submitted should be 

less than 40 mega-bytes. 

 

Vendors should submit all files with filenames written in alphanumeric characters (i.e. 

using only letters of the western alphabet and numbers).  Only the following three 

special characters are allowed between the alphanumeric characters: hyphen, 

underscore and space.  The leading character or the last character of the filename of 

any file must not be a special character.  The length of filenames of files submitted 

should not exceed 100 characters. 

 

File Requirements for Price Lists 

 

Price list, whether it is a new price list or a revised price list, is to be prepared as one 

Excel file.  Vendors should download the “Excel Template for Price List” in the “Help 

Desk” section of the Submission Website of SRPE, fill in the information in the 

template and save the file in Microsoft Excel 2003 or later format. Splitting up one price 

list into multiple files is not accepted.   
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File Requirements for Registers of Transactions 

 

The register of transactions is to be prepared as one Excel file.  Vendors should 

download the “Excel Template for Register of Transactions” in the “Help Desk” section 

of the Submission Website of SRPE, fill in the information in the template and save the 

file in Microsoft Excel 2003 or later format. Splitting up the register into multiple files 

is not accepted.   

  



Annex D to PN02/19 

3 
 

SUBMISSION OF PRICE LIST 

 

Submission of New Price List 

 

1. Click the “File Submission (Excel Files)” on the left navigation panel. 

 

 

2. Note Check the relevant “Development Information”, select “Price 

List”, and input the Four Block English Letter(s) and/or Number(s) 

shown on the image, and select “Price List”. 

 

 

3. Follow the same steps in Section 1.2.1 of Annex C. 

 

  



Annex D to PN02/19 

4 
 

Submission of Revision to Existing Price List 

 

1. Click the “File Submission (Excel Files)” on the left navigation panel. 

 

 

2. Note Check the relevant “Development Information”, select “Price List”, 

and input the Four Block English Letter(s) and/or Number(s) shown on 

the image, and select “Price List”. 

 

 

3. Follow the same steps in Section 1.2.2 of Annex C. 
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SUBMISSION OF REGISTER OF TRANSACTIONS 

 

1. Click “File Submission (Excel Files)” on the left navigation panel. 

 

 

2. Note Check the relevant “Development Information”, select “Register 

of Transactions”, and input the Four Block English Letter(s) and/or 

Number(s) shown on the image, and select “Register of Transactions”. 

 

 

3. Follow the same steps in Section 1.3 of this Annex C. 
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