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I. Introduction  
 

A. User Login 
 
άa!{¢9wέ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘ ¦ǎŜǊ L5 ǿƛǘƘ Ŧǳƭƭ ŀŎŎŜǎǎ ǊƛƎƘǘǎ ŀǎ ŀ {ȅǎǘŜƳ !ŘƳƛƴƛǎǘǊŀǘƻǊΦ  /{! ŀƭƭƻǿǎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ 
administrators in the system.  Therefore, you may in addition create a new aŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ƭƻƎƛƴ ƻǊ Ƨǳǎǘ ǊŜǘŀƛƴ 
ǘƘƛǎ άa!{¢9wέ ƭƻƎƛƴ ƴŀƳŜ ŀƴŘ ŀǎǎƛƎƴ ŀ ǇŀǎǎǿƻǊŘ ǘƻ ƛǘΦ 
 

 

User ID: MASTER 
Password: (not required) 
Database: 1. CSA Expert Data 

 
Note 

Create a new user account 
Go to { System > Administration > User ID and Access Rights } in main menu 

 
Change password 

1. Login as that user. 
2. Go to { System > My Settings > My Password Maintenance } in main menu 
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B. Key Commands on Tools Bar and Menu 
 

Enter Data of a Hong Kong Company 
 

 
 

Client Master File 
Core information of a company, such as 

¶ company name, business registration number, registered officer address 

¶ place of incorporation, company type 

¶ date of incorporation, annual return date, AGM date 

¶ share capital 
 

 
 

Entity Master File 
Particulars of a person or corporation associated with the company: 

¶ individual Entity 
o name, residential address, identity, correspondence address 

¶ corporate Entity 
o jurisdiction, company type 
o name, registered office address, business registration number 

 

 

Capacity Master File 
Relationship between the selected Client and an Entity.  This capacity is legally required. 
 

For example, Mr. X is a member of ABC Company.  The Capacity Master File of Mr. X in ABC 
contains: 

¶ becoming date 

¶ cessation date 

¶ correspondence address 

¶ no. of shares held 
 

 

Select a Company to Work On 

 

Select Client 
You must select the correct Company (Selected Client) before you select the following Client 
dependent functions: 

¶ buttons on the 2nd row of the Tools bar 

 
 

¶ Sub-menu under { Client} in the main menu 

 
 

¶ Job (except Mass Production), Annual Return, Meeting and Register on the menu 

 
 

 

  



CSA Expert Step By Step 

Page 6 of 79  

Enter Changes and Produce Documents 
 

 

Job 
Where you enter changes and produce documents. 
 
For example, go to { Job > Change of Officers } to appoint and resign 
directors.  You get these documents: 

¶ Form ND2A (for Hong Kong Company) 

¶ Confirmation of particulars / Consent to act as director 

¶ Resignation letter 

¶ Board meeting minutes / written resolutions 
 

 

Reports and Checklist 
 

 

Due Date Alarm 
Alert you on due dates, e.g. annual return date, AGM, passport expiry date, etc. 
 

 

Annual Return Reminder 
Check the made-up date of Annual Return, e.g. the annual return date in the current month 
 

 

My Job 
Check the jobs that have been done.  For example, the Annual Return created in a particular 
period but not yet posted (confirmed).  You can post jobs of different Clients in My Job.  
 

 

Client-Entity-Capacity 
Check the relationships among Client, Entity and Capacity.  For example: 

¶ A list of Clients that Mr. X is the present director. 

¶ A list of directors in a particular group of companies. 
 

 
 

Organization Chart 
Draw the diagram in Excel or Visio. 

¶ CƻƳǇŀƴȅΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ŎƘŀǊǘ 

 

Checklist 
Print results in Excel according to your criteria  
 

 

Report 
Print the frequently-used reports in Word, e.g. an information sheet of a Client 
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II. Client Master File 
 

A. Client 
 

 
 

Client Master File is the place stored the basic information a company.  Lƴ /{!Σ ά/ƭƛŜƴǘέ ǊŜŦŜǊǎ 
to the company that you handle. 
 
No matter the company is a new one to be incorporated or an existing one that is transferred 
in, Client Master File is the place to start.  

 
 

B. Incorporat ion of Hong Kong Company 
 

Summary of procedures: 
1. Create a new record for the company in άClient Master Fileέ. 

o Operating status: Pending 
o No Business Registration No., Incorporation Date, AGM Date 

2. Enter its director, member, secretary, etc. in άCapacity Master Fileέ 
3. Perform { Job > Company Formation } on the main menu 
4. άPostέ the Job to update data after you receive the Certificate of Incorporation 
5. Business Registration No., Incorporation Date, AGM Date, etc. will be updated.  Company status 

ŎƘŀƴƎŜǎ ǘƻ άhǇŜǊŀǘƛƴƎέΦ 
 

Step-by-Step procedures: 
 
1. Choose [ Client ] on Tools bar 

 OR  

2. Click [ New ] 

 
3. Select Jurisdiction and Company Type 
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4. άCompany Registrationέ tab 
 

¶ Company name 

¶ Business name (if any): 
o for IRBR200 

¶ Company no.: (blank) 

¶ Business Registration No. 
(blank) 

¶ Status: Pending 

¶ Business Nature 
o CR: from Nature Code list 
o IRD: on B/R Certificate  

5. άwκh ŀƴŘ [ƻŎŀǘƛƻƴǎ ƻŦ wŜƎƛǎǘŜǊǎέ 
tab 
 

¶ Registered Office Address 
o English, Chinese, Format 
o E-filing: Country / Region 

Code, District Code 

¶ Locations of Registers: 
o 5 required Registers are 

deemed to be kept at R/O 
when incorporate 

 

 

¶ Address format 

 
6. άImportant Datesέ ǘŀō 

 

¶ A/R and AGM dates will be 
updated after incorporated 
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7. άShare Capitalέ tab 
 
Click [ New ] to add new Class of 
Shares 

 
8. New Share Capital 

 
New class of shares 

¶ Class Name 

¶ No. of issued shares 

¶ Amount of Registered and 
Paid-up Capital 

 
9. άContactέ tab 

 

¶ General Contact 
o Email & Tel no are printed on 
ǇΦн ƻŦ bb/м ŀǎ ά/ƻƴǘŀŎǘ 
LƴŦƻǊƳŀǘƛƻƴ ƻŦ ǘƘŜ /ƻƳǇŀƴȅέ 

 



CSA Expert Step By Step 

Page 10 of 79  

¶ Contact Person 

 
10. Side Panel 

¶ Classification 
o Client Group 
o User Group 
o Staff-in-charge 

o Analysis Group 
¶ Default Settings 

o Document Language: 
-  English, Traditional or Simplified Chinese 

o Form Submission Method: 
-  Hard copy / Electronic 

 
11. Save the new Client 

 
Client ID: a unique 10-digit alpha-numeric ID 

 
12. Selected Client 

 
The new Client is shown in the 
ά{ŜƭŜŎǘŜŘ /ƭƛŜƴǘ tŀƴŜƭέ on the 
top. 
 
The Capacity and Job are now 
associated with this Client. 
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C. Transfer-In Company 
 
The procedures of adding an existing company in the Client Master File are the same as new incorporation.  
The major differences in Client Master File are: 

¶ In άDomicileέ tab, select the appropriated Operating Status (e.g. Operating ) and enter the Business 
Registration number. 

¶ In the άDateέ tab, enter Incorporate Date, Last Annual Return Date, Last AGM Date and Last A/C Date.  
The next Annual Return and AGM dates will be generated. 

¶ Designate a cut-off day of share capital (e.g. current day or the last Annual Return date), enter the No. of 
Shares Issued, Registered Capital and Paid-up Capital on that day. 

¶ Changes occurred before the cut-off date can be added to the system later as backdated jobs without 
affecting the current data. 
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III.  Capacity Master File 
 

A. Capacities of a New Hong Kong Company 
 
LetΩǎ continue our example of the incorporation of Hong Kong Companies: 
 

Individual Member 
 

1. Select Client 
 
Select your desired Client. 

 

OR  

 

 

2. Click [ Capacity ] on the Tools bar 
 

OR  

3. Click [ New ] 

 

4. Select Capacity Type:  Member 
 
CSA ƎƛǾŜǎ ȅƻǳ ŀ ƭƛǎǘ ƻŦ ŎŀǇŀŎƛǘƛŜǎ ǘƘŀǘ ŀǊŜ ŀǇǇƭƛŎŀōƭŜ ǘƻ ǘƘŜ /ƭƛŜƴǘΩǎ 
jurisdiction and company type. 
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5. Select Entity 
 
Select Entity from existing 
records. 

 

6. Create new Entity 
 

LŦ ƛǘ ŘƻŜǎƴΩǘ ŜȄƛǎǘΣ ŎƭƛŎƪ  to create a new 
one. 
 
Select Entity type:  Individual 

 

7. Entity - Individual > άNameέ tab 
 

¶ Name 

¶ Residential Address 

 

8. Entity - Individual > άIdentityέ tab 
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9. Entity - Individual > άContactέ tab 
 
 
 

Note: 

 
Contact information is shared with the 
Entities of the same Entity ID but 
different Serial No. (S/N) 

 

10. Entity - Individual > άOtherέ ǘŀō 
 

¶ Other particulars mainly for 
offshore companies, e.g. BVI. 

¶ If this person is a company 
secretary of Hong Kong 
companies, enter TCSP 
licence no. or reason of 
exemption. 

 

11. Entity ID and S/N 
 

¶ ID: 
Each Entity has a unique ID.  By default, it is ǘƘŜ 9ƴǘƛǘȅΩǎ name or 
its abbreviation. 

¶ Serial No.: 
A number to identify different sets of particulars of a same Entity. 

 

Example:  

If Chan Tai Man registers two addresses in different companies, then he can have two sets of Entities: 
Chan Tai Man (01) & Chan Tai Man (02) 

 

12. Capacity Master File > Member 
 
Return to the Capacity Master 
File of Member 

¶ X Founder 

¶ Becoming date: 
(leave blank) 

 
 

Note: 

 
hƴƭȅ άCƻǳƴŘŜǊέ ƳŜƳōŜǊ will be shown 
on incorporation form and First Board 
Resolution. 
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13. aŜƳōŜǊΩǎ ǎƘŀǊŜholdings 
 
Under [ Share Capital ], click 
[ Edit ] 

 

14. aŜƳōŜǊΩǎ ǎƘŀǊŜholdings 
 

¶ No. of shares held 

¶ Registered and Paid-up Capital 
contributed to the Client 

¶ Opening Balance for Register of Members 
όŀǇǇƭȅ ǘƻ ŦƻǳƴŘŜǊΩǎ ǎƘŀǊŜǎ or ǘƘŜ άŎǳǘ-ƻŦŦ ōŀƭŀƴŎŜέ 
of shares of an existing member) 

 

15. Save FƻǳƴŘŜǊΩǎ ǊŜŎƻǊŘ ŀƴŘ ŎƻǇȅ ǘƻ ƻǘƘŜǊ 
appliable Capacities: 
 
When you save a founder member in Capacity 
Master File, CSA can copy this Entity to: 

¶ Significant Controller 

¶ Designated Representative (SCR) 

¶ Director 

 

 

Individual Director  
 
Procedure of adding an individual director is same as the above. 
 
For example, the above Member is also the director of the Client, his record has been created in the Entity 
Master File, you just need to select it from the pick list of Entity. 
 

Capacity Master File > Director 
 

¶ X First 
 
 

Note: 

 
hƴƭȅ άCƛǊǎǘέ ŘƛǊŜŎǘƻǊ ǿƛƭƭ ōŜ ǎƘƻǿƴ ƻƴ 
incorporation form and First Board 
Resolution. 
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Corporate Company Secretary 
 
For example, the Company Secretary does not have an Entity record. 
 

1. Create a new corporate Entity 
 

Click  , select άCorporationέ 

 

2. Entity ς Corporate > άNameέ tab 
 

¶ Name 

¶ Registered Office Address 

¶ Certificate no. 
(C/I no. or Business registration no.) 

 

3. Entity ς Corporate > άContactέ tab 
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4. Entity ς Corporate > άOthersέ tab  
 

¶ Corporate Representative 
(the representative signed on minutes 
and form) 

¶ TCSP License no. 

 

5. Entity ID and S/N 
 
Save the new corporate Entity 

 

6. Capacity Master File > Company 
Secretary 
 
Return to the Capacity Master File 
of Secretary 

¶ X First 
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B. Highlights of Specific Capacities 
 

Individual Director &  Secretary 
 

Correspondence Address 
 
Individual Secretary files a 
correspondence address instead of 
residential address in HK.  
 
Individual Director files both 
correspondence address and residential 
address in HK. 
 
Click [ Correspondence ]: 

¶ Correspondence address can be one 
of the followings:  
o residential address in Entity 

Master File 
o registered office address in Client 

Master File 
o specified address as entered 

below 
o address of the administrator 

(another Capacity of the Client) 

 

 

Significant Controller  
 

Correspondence Address 
 
Confirmed Date 

¶ date that you received the 
confirmation from S.C. 

 
Entry Date 

¶ Date of entering in Significant 
Controllers Register 

 
Nature of Control 

¶ click [Edit] to enter 
 
Additional Matter (if any) 

¶ click  to enter 
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Nature of Control 
 

 

Additional Matter (if any) 
 
Additional matter related 
to the S.C. is usually a 
"negative statement", such 
as ŘƛŘƴΩǘ ǊŜŎŜƛǾŜ ŀƴȅ ǊŜǇƭȅ 
from the S.C. 
 
Note 

 
Additional matters related to the 
company on the whole (e.g. no 
S.C.) is selected at { Client Master 
File > άR/O and Location of 
Registerέ tab } 

 

 

Designated Representative 
 

Correspondence Address 
 

Capacity 

¶ άQualification" of D.R., e.g. director, 
TCSP licensee 
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IV. Entity Master File 
 

A. Introduction  
 

Entity contains particulars of a person or corporate who holds a position (e.g. director, 
member) in a Client.  For example, 

¶ name, ID, residential address of an individual director 

¶ company, company ID, registered office address of corporate director 
 

 
The working procedures and content of individual and corporate Entity have been explained in the section of 
Capacity Master File.  Here, we would like to further explain the concept of Entity ID and Serial Number (S/N).  
 
 

B. Entity ID and Serial No. 
 

One Person 
 
Given that the Entity ID of a Mr. Chan Tai Man, for example, is "CHAN Tai Man".  If he has only one set of 
particulars, his Entity ID and Serial No. will be: 
 

Entity ID Serial No. 

CHAN Tai Man 01 

 

One Person with Two Sets of Particulars 
 
If he has more than one sets of particulars, say, two registered addresses.  Then his Entity ID and serial 
numbers will be:  

Entity ID Serial No. Address 

CHAN Tai Man 01 Hong Kong 

CHAN Tai Man 02 Kowloon 

 

Two Persons with the Same Name 
 
If there are two different persons with the same name of Chan Tai Man, you should assign two different Entity 
IDs to recognize them as different entities, for example, add the English name to the ID: 

Entity ID Serial No. Name on ID card / passport 

CHAN Tai Man 01 Chan Tai Man 

CHAN Tai Man David 01 Chan Tai Man 
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Saving Entity ID and Serial No 
 

If the English name of the Entity is identical to an 
existing Entity, the following message box pops up for 
your action. 

 

Another ID 

¶ different person, same name 
o Yƻǳ Ƴŀȅ ƳƻŘƛŦȅ ǘƘŜ L5 ǘƻ ŀ ƳƻǊŜ άƳŜŀƴƛƴƎŦǳƭέ ƻƴŜΣ ǎǳŎƘ 

ŀǎ άChan Tai Man Davidέ ŀǎ ƛƴ ǘƘŜ ŀōƻǾŜ ŜȄŀƳǇƭŜΦ 

 

Another S/N 

¶ same person, different particulars 
 

 

 
 

C. Entity Image 
 
Each Entity and S/N has an Image Master File to store its images, such as signature specimen, ID card, passport, 
address proof, etc.  It is very useful for due diligence. 
 

Highlight the Entity, click 
[ Image ] 
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 select an image in BMP, JPG or JPEG 
format  
(CSA stores the path of the image) 

 

 paste an image then convert to CSA 
data 
(CSA stores the image in database) 

 

 clear image 

 

Entity Certified Document Master File 
 

¶ Type of ID 

¶ Verified date 

¶ Verified person 

 

Print the Image 
 
1. In Entity Master File, 

highlight the Entity 
2. Click [ Print ] 
3. Select ά#1 Comprehensive 

Reportέ to print 

 

4. The images are shown in the report, no 
matter the image is linked to a soft 
copy or saved in the database. 
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Application in Signature Reference of Bank 
Account Master File 
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V. Jobs 
 

A. Basic Procedures 
 
In general, άJobέ on the top menu is the place where you record changes of a company and produce 
documents.  Examples of common changes are appointment and resignation of directors, transfer of shares, 
allotments of new shares, etc. 
 
Procedures of doing a job / a change is basically the same: 
 
1. Input company's information in [ Client Master File ] 

 

2. Input capacity's information in [ Capacity Master File] 
¶ If the job includes any new capacity, enter the "new comer" in Capacity Master 

File.  Just select the Entity for the new Capacity.  Becoming date, shareholdings, 
etc. are not required.  They will be updated after the job completed. 

 

3. Choose the desired Job in the { Job } menu.  Input the 
changes. 

 

4. Click [ Print ] to produce full set of documents, including statutory forms, documents 
and minutes.  

5. Click [ Job Posting ] to update data when the change is confirmed. 
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B. Company Formation 
 

Data Entry 
 

1. Select Client 

 

2. Choose { Job > Company Formation }  

 

3. Click [ New ] 

 

4. Founder member, first director, 
etc. are already added to the job. 

5. Click  beside Share Cert.  

 

6. Enter the information on the share 
certificate issued to the founder 
member. 
¶ Certificate no. 
¶ No. of Shares 
¶ Distinctive No. 
¶ Consideration 

(not required for HK company) 
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7. Select validity period of B/R 
Certificate:  
¶ 1 or 3 years 

8. Type of AA: 
¶ select sample Articles of 

Association (AA) released by 
C/R or enter the name of 
your customized AA 

9. Click [ Save ] 

 

 

Print Documents 
 

1. Click [ Print ] to generate full set of 
documents 

 

Signer and Document Date 
2. Click [ Data ] to enter signer and 

signing date for each document 

 

Version of templates 
3. Click [ Options ] to select different 

version of templates 

Small red flag  indicates a 
customized version is being used 
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Presentor: 
 
4. Select Presentor in the "Presentor's Reference" 

section on statutory form 

 

Mode: 
 
5. Select document mode 

¶ Combine: combine all documents into one Word file 
¶ Separate: one Word file for each document 

 

6. Click [ Print ] 
7. Documents are generated to Word 

 

Client's Document Folder 
 
8. Soft copies of files are saved in the 

designated άClient's Document 
Folderέ 

9. Double-click the icon of the file to 
open it. 

10. Double-click the yellow folder  
to open the folder.  You can also 
put other supporting documents 
into the folder, e.g. PDF file of the 
scanned copy of signed statutory 
form. 

 

 

Job Posting 
 

1. Click [ Job Posting ] on Tools bar 

  OR   
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2. Select the job, click [ Post ] 

 

3. Confirm the effective day of job, click [ OK ] 
 
 
 

Note: 

 
Effective date of the company formation is the 
incorporation date on the Certificate of Incorporation. 

 

 

4. Preview changes after posting.  
Click [ Post ] 

 

5. Enter data specifically for company 
formation: 
¶ Company No 
¶ B/R Cert No 
¶ Business Commencement Date 

6. Click [ Save ] 
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Updated Data after Posting 
 

Client Master File > Company Registration 
 
¶ Company No. 
¶ Business Registration No. 
¶ Operating Status: Operating 

 

Client Master File > Important Date 
 
¶ Date of Incorporation 
¶ Next Annual Return Date 
¶ Next AGM Date 

o Enter the account date then 

click  to update the next 
AGM date. 

 
Note: 

 
Due Date: 
The legal filing due date (deadline) for the next 
A/R, automatically calculated by CSA. 
For example, the A/R due date of a Hong Kong 
private company is its anniversary date plus 42 
days. 
 
Scheduled Date: 
The scheduled filing date for the next A/R.  It can 
be identical to the due date; or, as long as it is 
reasonable, any date before the due date.  CSA 
uses scheduled dates instead of due dates for 
alarm purpose. 
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Capacity Master File > Member 
 
¶ Becoming Date 
¶ Date of Opening Balance 

 

Client  > Articles of Association Master File  
 
¶ Type of AA 
 

 

Client  > Share Certificate Management Master File 
 
¶ Founder member's share certificate 
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Job Unpost 
 

If you find you have made any mistakes in the Job after posting, you can Unpost the job to correct, then post 
again. 
 

1. Click [ Unpost ] on Tools bar or 
select the Job then click [ Delete ] 

  OR   OR 
 

 

2. Click [ Delete ] again in Job 

 

3. If you just want to amend the job then will post it again, choose: 
¶ Unpost Only 
¶ Resume Old Data 
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4. Preview the changes after unpost 
then click [ Unpost ] 

 

5. Job is editable after unpost. 
6. Make the changes then post it 

again. 
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C. Change of Registered Office Address 
 

1. Select { Job > Alteration of Company 
Particulars > Change of Company / Business 
Address } 

 

2. Click [ New ] 

 

3. Enter new address 
 
 

Note: 

 
Because business address is same as R/O, it 
will also be changed. 

 

Instant Minutes 
 
1. Click [ Options ] beside Instant 

Minutes 
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2. Select Passing Mode and enter 
other required information 

3. Save the Resolution 
4. Save the Job 

 

Print Document 
 
1. Click [ Print ] 

 

2. Select document signer and enter 
signing date 

3. Click [ Print ] 

 

Job Posting 
 
1. Once the change is confirmed, click [ Job Posting ] to update the address 
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D. Changes of Officers (Appointment / Resignation)  
 

For example, the company resigns an existing director and appoints a new one. 
 

New Capacity 
 
1. Add the new director to άCapacity 

Master Fileέ 

 

Appointment of Director 
 
2. Select { Job > Change of Officers } 
3. Click [ New ] to add a new Job 
4. In the job, click [ Add ] to add the 

new director 

 

5. Select the pending director 
6. Select άAppointέ and enter 

the Effective Date (i.e. 
appointment date) 

7. Save the appointment 
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Resignation of Director 
 
1. In { Job > Change of Officers }, click 

[ Add ] again to select the old 
director 

2. Select reason of resignation (e.g. 
Resigned or Expired).  It will be 
recorded in Capacity Master File 

3. Option (1) -  Form ND2A 
Option (2) - (4): Form ND4 

 

4. Save the job 

 

5. Print the documents 
6. Job Posting to update changes in Capacity Master File: 

ü becoming date and method of appointment 
ü cessation date and reason of resignation 
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E. Transfer of Shares 
 

New Capacity 
 
1. Add new member and beneficial owner (if any) in Capacity Master File 
2. Select { Job > Alteration of Member > Transfer of Shares} 
3. Click [ New ] to add a new Job 

 
Basic information about transfer 

Transfer From (Transferor) 

¶ Member & Beneficial Owner (if any) 

¶ No. of Shares transfer 

¶ Distinctive No. transfer out 

Transfer To (Transferee) 

¶ Member & Beneficial Owner (if any) 

¶ Consideration paid 

¶ Description of consideration if not paid in cash 

ü This information will be updated in Register of Members 

 

Share Certificates 
ü information to be shown on share certificates 
 
Share certificate to the Transferor (Transfer from) 
 
1. Select the share certificate to cancel 
2. If the transferor does not transfer all his shares, enter the information of new share certificate to be 

issued for the remaining shares 
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Share certificate to the Transferee (Transfer to) 
 
1. Enter the new share certificate to be issued 
2. If the transferee wants to combine his existing shares with the new ones, you can cancel his original 

share certificate then combine all the shares into one share certificate. 

 

Print Documents and Job Posting 
 
1. Print the documents 
2. Job Posting to update the changes in: 

ü Capacity Master File 
o becoming date and cessation date 
o no. of shares held 

ü Client > Share Certificate Management Master File 
o new certificate 
o cancellation of old share certificate (If any) 
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F. Allotment of New Shares 
 

1. Go to { Job > Alteration of Member > Allotment of New Shares } 
2. Click [ New ] to add a new Job 
3. Basic information of the allotment: 

¶ Select άClass of Sharesέ 

¶ Amount paid on each Share in cash or non-cash 

¶ Amount unpaid on each Share in cash or non-cash 

¶ Capital Increase: 
o If the amount paid/unpaid on each share is divisible, ignore this field.  System will 

calculate the total amount. 
o If the amount paid/unpaid on share is indivisible, enter the total amount of capital 

increase here. 

¶ No. of Shares Issued: 
o Ignore it unless the total no. of shares in Client Master File is not updated.  It is usually 

because the previous allotment is not yet ready to post. 

¶ Select the Allottee then click [ Edit ] 

 

4. Basic information about the allotee: 

¶ Effective date 

¶ No. of shares allotted to this allottee 

¶ Distinctive no. of the shares allotted 

¶ Consideration paid: ignore it unless 
o the amount paid / unpaid on each share is an invisible number, or 
o the amount paid is in other currency and you want to show on the Register 

¶ Description of consideration if it is paid in non-cash 
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5. Share Certificate 
The transferee has a share certificate of 1 share on hand.  She wants to combine all of her shares into 
one share certificate.  
 
To do so, cancel the original share certificate and issue a new share certificate for all shares. 

 

6. Print the documents 
7. Job Posting to update the changes in: 

ü Capacity Master File 
o no. of shares issued 
o registered capital 
o paid-up capital 

ü Member in Capacity Master File 
o registered capital 
o paid-up capital 

ü Share Certificate Management Master File 
o new certificate 
o cancellation of share certificate (if any) 
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G. Mass Production - Entity Changes Particulars  
 
Entity Changes Particulars is the place where you update the members' and officers' particulars.  This function 
is a Mass Production of Job because it will find all the related capacities of the selected Entity, then produces 
documents for all companies at one click. 
 

1. Select { Job > Mass Production > Entity Changes 
Particulars } 

2. Click [ New ] 

 

3. Click  to select Entity 
4. X appropriate box(es) of change(s) 
5. Enter new particulars 
6. Click [ Save ] 
 
Note 

¶ X Change but leave the fields empty means "cancel", e.g. cancel passport 

¶ A person moves to a new home is: Residential ­ the following address 
¶ Change of Service / Correspondence Address can be in various combinations, e.g. residential ­ R/O address 
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7. Click [ Print ]  

 

8. Select affected Capacities 
¶ Left section is the available capacities  
¶ Right section is the applicable capacities 
¶ click the  button to move all capacities from left to right because a change in particulars 

of an Entity apply to all associated capacities 
9. select Presentor and Signer 
10. Click [ Print ] 

 

11. Under the document list, click 
[ Print ] again to generate 
documents 
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12. Generate files to "MASSJOB" 
folder 
¶ one Client one Word file 

 

13. Mass Job Posting 
¶ Click ¢ besides [ Job 

Posting ] on Tools bar.  
Select { Mass Job Posting } 

¶ Procedures are same as in 
regular Job Posting 

  OR   

14. Data Update 
¶ Data is updated in Entity 

and the related Capacities 
¶ The old address is crossed-

out in the Register 
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H. Mass Production - Change of Registered / Business 

Address 
 
Being a company secretarial company, hundreds and thousands of your Clients are using your ŎƻƳǇŀƴȅΩǎ 
address as their registered office address.  If you move to a new office, could you imagine how many forms 
bwм ŀƴŘ Lw/оммм! ǘƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ǇǊŜǇŀǊŜΚ  5ƻƴΩǘ ǿƻǊǊȅΣ aŀǎǎ tǊƻŘǳŎǘƛƻƴ ŦǳƴŎǘƛƻƴ ƘŜƭǇ ȅƻǳ ǇǊƻŘǳŎŜ ǘƘŜƳ 
in one job. 
 

1. Select { Job > Mass Production > Change of 
Company / Business Address }  

2. Create a new job 

 

3. Enter new address 
4. Save the job 

 

5. Click [ Print ] 
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6. Select old address to 
change 

 
¶ Left section is all 

the available 
clients' addresses 
in CSA, including 
R/O, business 
address, etc. 

¶ You need to 
change the same 
"old" address to 
the new one. 

¶ Click [ Select ...> ] 
to find the clients 
using the same 
old address   

7. Condition of filtering 
the old address 

 
Option 1 ς exactly 
match: 
¶ Select the old 

address to find 
the clients using 
exactly this 
address 

 

Option 2 ς partially 
match: 
¶ If the old address 

were inputted in 
various formats, 
find the old 
address having 
certain common 
parts  

8. Clients using the same 
old address are now 
listed in the right 
section. 

9. Click [ Print ] to 
generate documents 
and forms for those 
Clients 
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Note 

¶ If the company has more than one registrations, you will find the Client ID appears serval 
times.  Different registration has different address type, and different required document. 
 

Jurisd | B/R ID Registration Type of Address Form 
BVI jurisdiction in BVI registered office address NN9 
BVI|HKG overseas registration in 

HKG (non-HK) 
principal place of business in Hong Kong NN9 

HKG|HKGCOR HK business 
registration 

business address (on B/R cert. 000) NR1 

HKG|HKBRA HK branch registration Branch address  (on B/R cert. 001) IRC3111A 
 

10. Mass Job Posting 
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I. Backdated Job 
 
As mentioned in Chapter 11 (C), for a transferred in company, you can begin with inputting the latest data.  
The changes occurred in the past can be added to CSA as Backdated Job.  
 
For example, Mr. Chan transferred 1,000 shares to Ms. Leung in year 2000.  In the current record, Mr. Chan is 
a past member without any shares.  The current record of the company is correct.  You can supplement this 
old record in the Register of Members without affecting the current data by posting the transfer as a 
backdated job. 
 

Transfer of shares 
 
1. Do a job "Transfer of Shares" as 

usual 
2. Save the job. 

 
Since Mr. Chan didn't have any 
shares currently, you get a 
message "insufficient shares to 
sell" on save.  Just click [ Yes ] to 
ignore it.  You will not update the 
shareholdings anyway. 

 

Job Posting 
 
1. X Backdated Job 

 

2. Data remains unchanged 
 
3. [ Post ] it 
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Records of Historical Changes 
 
1. Edit the member, click [ History ] 
2. The old transfer is added to the 

historical records of changes.  This 
transaction is also inserted to Register 
of Member. 

3. The shareholdings of members do not 
change. 

 

Other Backdated Jobs 
 
Most changes can be supplemented by 
backdated jobs. 
 
If you want to enter the old company name 
or old company address of Client, click 
[ Edit ς Original ] in the job to enter the old 
name or old address. 

 

 
Note 

 
Jobs cannot be Backdated 

¶ Jobs in the menu { Alteration of Share / Capital } 
o If you want to supplement a change of share capital structure before the transfer and allotment, 

you must delete the transfer and allotment after the change of capital structure.  Enter the change 
of share capital structure, then re-enter the transfer and allotment using the new share structure. 

¶ Entity Changes Particulars 
o You must enter the old particulars (e.g. old name) in Entity Master File.  Enter the change in { Entity 

Changes Particulars }, then post it as usual to update data. 
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VI. Annual Return (Hong Kong) 
 

1. Select { Annual Return > Annual Return 
(Hong Kong) } 

2. Add a new job 
3. Enter Mortgages and Charges, if any 

 

4. Ensure all jobs have already posted 

 

5. Print the Annual Return 
6. [ Post ] the job to update the next Annual Return date in άClient Master Fileέ 
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VII. Annual General Meeting 
 

1. Select { Meeting > Annual General 
Meeting }  

2. Click [ New ] 
3. Input ordinary business of AGM 

4. Resolution: Click  for more options 
 
 
Note: 

¶ Auditor is entered in Capacity Master File 

¶ Default selection of directorate is defined at 
{ Client > Articles of Association Master File > 
άResolutionέ tab }  

 

 

5. Passing mode 
6. Minutes Header and Quorum Options 
 
 
 
Note: 

¶ Default passing mode (meeting / written) is 
defined at { System > Common System Settings > 
Document tab }  
 

 

7. Print board resolution, format notice, short notice and AGM 

8. Post it to update next AGM date in Client Master File 
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VIII. Information Enquiry  
 

A. Search 
 

Search data in any master files 
 

¶ For example, to search an address on 
the "21th Floor" of "Two Chinachem 
Plaza", you may search "21" and "Two 
Chinachem Plaza". 

¶ This enables you find the address in 
different Master Files, even it is entered 
in different format. 

 
 

 

Search old name and old address 
 

¶ To find an old name or old address 
which was changed by doing a job, 
which is stored in the historical records 
o Name (History):  old name 
o Address (History): old address 
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B. Comprehensive Report 
 

Comprehensive report is a detailed information sheet in Word which is available in three master files:  Client, 
Entity and Capacity. 
 

Client Comprehensive Report 
 
Content includes: 

¶ company information 

¶ past and present capacities 

¶ jobs 
 
1. Select [ Client ] 
2. Click [ Print ] 
3. Select άІм Client 

Comprehensive Reportέ 

 

Capacity Master File 
 
Content includes: 

¶ past and present capacities 

¶ particulars of capacities 
 

1. Click [ Print ] 
2. select άІм Client ς Capacity, 

Comprehensive Reportέ 

 

Entity Master File 
 
Content includes: 

¶ particulars of Entity 

¶ changes of particulars 

¶ all related capacities 

¶ images of signature 
specimen, IDs, etc. 

 
1. Select [ Entity ] 
2. Click [ Print ] 
3. Select άІм Entity 

Comprehensive Reportέ 
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C. Excel Checklist 
 
The άMaster File Instant Checklistέ is in Excel format.  It is more flexible than report in Word as you can easily 
add/remove data to create your own checklist.  It also has more data filtering functions. 
 
Example: List of Clients at the same registered office address 
 

Master File Instant Checklist 
 
1. Click [ Checklist ] on Tools bar 

  OR   

2. Select άClient Leadingέ 
3. Select Checklist Type άІ1. Client Master Fileέ 
 
Add Registered Office to the list 
 
4. Highlight item ά I  έ (i.e. columns in Excel) 
5. Click [ Select Data ϐ ǘƻ ŀŘŘ άRegistered Office 

!ŘŘǊŜǎǎέ ǘƻ ǘƘŜ 9ȄŎŜƭ table 

 

ά!έΣ ά.έΣ ά/έ Χ ŀǊŜ ǘƘŜ ƛǘŜƳǎ ƻŦ ǘƘŜ 9ȄŎŜƭ 
spreadsheet.  You may use [ Move Up ] and 
[ Move Down ] to change their positions, or click 
[ Clear ϐ ƛƴ ǘƘŜ ά{ŜƭŜŎǘ 5ŀǘŀέ ǇƛŎƪƭƛǎǘ ǘƻ ŘŜƭŜǘŜ 
item. 

 

Advanced Condition Setting 
 
6. Click [ Advance Condition Setting ] 
7. Click [ Add ] to add a criterion 
8. Source: Client Master File 
9. Data: Registered Office Address 
10. Options: 

 
There are 2 options to search an address: 
exactly match a full address or partial match 
certain words. 
 
Options 1 ς Equal to (=) 
· Registered office address is exactly 

ά9ǉǳŀƭ ǘƻέ ŀ Ŧǳƭƭ ŀŘŘǊŜǎǎΦ 
· /ƭƛŎƪ ώΧϐ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŀŘŘǊŜǎǎ 
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Options 2 ς Contain (~) 
· Search the registered office address 

contains certain words, such as the 
building name. 

· This is useful if the registered office 
address entered in CSA are not 
consistent that an address has a 
number of variations in the address 
picklist. 

 

Print checklist to Excel 
 

11. {ŀǾŜ ǘƘŜ ά!ŘǾŀƴŎŜŘ /ƻƴŘƛǘƛƻƴǎ 
{ŜǘǘƛƴƎέ 

12. Click [ Print ] to generate the Excel 
spreadsheet.  
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D. Client-Entity-Capacity Relationship (C-E-C) 
 

¶ Click [ C-E-C ] on Tools bar 

  OR  

Example 1: List of present capacities held by the selected Entities 
 
1. Add your desired Entity(ies) 
2. Select Capacities (or leave blank to include all) 
3. Status:  Present 
4. X the desired data 
5. Select report language and format 
6. Click [ Print ] 
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Example 2: List of present directors of BVI companies 
 
1. Jurisdiction:  BVI 
2. Capacity:  Diretor 
3. Status:  Present 
4. X the desired data (e.g. identities, nationality, service address, etc.) 
5. Select report format 
6. Click [ Print ] 

 

List Format 

 

Matrix Format 
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E. Group Structure Chart 
 

Click [ Chart ] on Tools bar 

  OR   

Members of Company 
 

¶ Select Client ID of the company to 
find the entities holding its shares. 

¶ search from the company in red  

  

 

¶ Chart in bottom-up tree format: 

 

Companies Held by Member 
 

¶ Select the Entity ID of the member to 
find the companies that the member 
has shares. 
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¶ Chart in left tree format: 

 

Content in the chart 
 
1. Select the data ƛƴ ά/ƻƴǘŜƴǘέ ǘŀō 

2. Click  to add it to the boxes or 
above the lines in the chart 

3. Click [ Save ] to the save the content 

 

How CSA draws the chart? 
 
As in the above example: 

¶ "Hing Lung" is the Member of "Brick 
Hill" below it.  "Hing Lung" is an 
Entity. 

¶ "Hing Lung" is the company that the 
above members holding its shares.  
"Hing LǳƴƎέ is a Client. 

 

Thus, "Hing Lung" is both a Client and an Entity in CSA. 
 
CSA links up its records in Client and Entity, then finds the client below it, and the members above it. 

In the Entity of "Hing Lung", there is a Linked Client. 
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Link Entity with Client 
 
Method 1:  Link existing Entity with a Client 
 

¶ If you fail to draw the chart because the Entity is 
not linked to a Client, go to { Entity > Link Entity 
with Client } to link them up.  

¶ Select the Entity then select the Client 
ID 

 

Method 2:  Link with Client when create a new Entity 
 

¶ If you know the Entity is also a Client, copy its 
Client record to Entity 

¶ X Link with the Client 

 

Method 3:  Link with Client when saving a new 
Entity 
 

¶ When you save an Entity, CSA checks if the 
company name is identical to a Client. 

¶ Click [ Yes ] at the prompt to link them up 
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F. A/R Reminder 
 

Click [ A/R Reminder ] on Tools bar 

 OR    

Features of Reminder: 

¶ Calculate the A/R made-up date for four different types of companies using different methods of 
calculations 

¶ Default A/R made-up date:  in the current month 

¶ Default Operating status:  Operating and Deregistration Applied (if any) 

 

¶ You can select data in your Excel report.  The selections are saved for you. 
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IX. System Settings 
 

System Settings are global settings that affect all Users and 
all Clients.  They shall be determined by the System 
Administrator. 

 

 

A. User ID and Access Rights 
 

Go to { System > Administration > User ID 
and Access Rights } 
 

¶ New / Edit CSA User  

¶ Assign Administrator / General User 
o Administrator has full rights 
o User has limited access rights 
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B. Common System Settings 
 

Go to { System > Administration > Common 
System Settings } 
 
άAlarmέ tab 
 

¶ Settings of Due Date Alarm and 
Compliance Alert 

 

άFunctionέ tab 
 

¶ Generation method of Client ID 

¶ [ŜƴƎǘƘ ƻŦ /ŀǇŀŎƛǘȅΩǎ Ŧolio no. 

¶ Calculation menthods of AGM and A/R 
due date 

¶ LǘŜƳǎ ƻƴ άLƴŦƻ tŀƴŜƭέ ς the items on the 
right section of master file 
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άFolderέ tab 
 

¶ Locations of documents generated by 
CSA 

 

άC/R Formέ tab 
 

¶ Provide another Identity: 
Whether to provide another identity 
(e.g. PRC ID) on statutory form as 
reference 

¶ HKID reporting format 

¶ Listing order of directors and members 
in NAR1 

¶ No. of company records in pt. 14 of 
NAR1 

¶ Whether to print email address 

¶ Items ǎǘŀǘŜŘ ƛƴ άwŜŦŜǊŜƴŎŜέ ŦƛŜƭŘ ƻŦ 
άtǊŜǎŜƴǘƻǊΩǎ wŜŦŜǊŜƴŎŜέ 

 

άDocumentέ tab 
 

¶ Settings of the "for and behalf of Χ" 
chop printed on signature line 
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άRegisterέ tab 
 

¶ Default settings for Registers: 
o Whether to print residential 

address and the full identification 
number on Registers (especially of 
Register of Directors of Hong Kong 
company) 

o Items in Remarks column 

¶ Default Administrator (mainly for 
overseas companies) 

¶ Default Designated Representative (SCR) 
(for HK companies) 

 

 

άBilingualέ tab 
 

¶ tǊƛƴǘ άbL[έΣ άbκ!έΣ ŜŎǘΦ ƻƴ ŦƻǊƳǎ ŦƻǊ 
blank data 
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C. Data Backup 
 

Select { System > Administration > Data Backup > Settings }  
 
Backup Schedule 
 
Disable -  do not backup 
First login everyday -  backup everyday when the first user logs in CSA 
Every time logout - backup whenever a user logout from CSA 
 
Destination of backup folder 
The folder Ƴǳǎǘ ōŜ ǿƛǘƘƛƴ ǘƘŜ ŎƻƳǇǳǘŜǊ ǘƘŜ ǘƘŜ ά{v[ 5ŀǘŀōŀǎŜ {ŜǊǾŜǊέ ƛǎ ƛƴǎǘŀƭƭŜŘΦ 
 
1st Copy - Primary backup file, which is usually saved to local harddisk of the server 
2nd Copy -  Alternate backup file, which is usually saved to an external USB storage 
Document -  Zip file of ŘƻŎǳƳŜƴǘǎ ǎŀǾŜŘ ƛƴ ǘƘŜ ά/ƭƛŜƴǘΩǎ 5ƻŎǳƳŜƴǘ CƻƭŘŜǊέΦ  ¢Ƙƛǎ ȊƛǇ ŦƛƭŜ Ŏŀƴ ōŜ ǎŀǾŜŘ ǘƻ 

anywhere. 
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X. User's Settings 
 

A. My Settings 
 
My Settings is the user's personal settings, which affect the login user only. 

 

Select { System > My Settings Settings }  

 

άNameέ tab 
 

¶ ¦ǎŜǊΩǎ ƴŀƳŜ 

 

άPresentorέ tab 
 

¶ Select the Entity of presentor on 
statutory forms 

¶ Enter your telephone no., fax no and 
email address if you want to present 
your direct contact information rather 
the general ones in the Entity. 
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άService Providerέ tab 
 

¶ Select Service Provider on letter and 
invoice 

¶ Footer in the document can be your 
company's name. 

 

ά5ŀǘŜ CƻǊƳŀǘέ tab 
 

¶ Select the English and Chinese date 
format displayed on screen and in 
documents 

 

 

άWallpaperέ tab 
 

¶ Select your favourite picture as the 
wallpaper on CSA's desk top 
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άSystemέ tab 
 

¶ Default screen language: English or 
Chinese 

¶ Show Frequenty-used Clients on CSA 
desktop 

¶ Listing order of Client and Entity in 
master files and picklist:  ID or Name 
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B. My Frequently-used Clients 
 

¢Ƙƛǎ ƛǎ ŀ ǎƘƻǊǘŎǳǘ ǘƻ άǊŜ-ǎŜƭŜŎǘέ ȅƻǳǊ ŦǊŜǉǳŜƴǘƭȅ-used 
Clients.  The names of those Clients are being listed 
on the left-hand side of the CSA Desktop.  Click on a 
company name, the system will switch the Selected 
Client to that company immediately. 

 

The list of frequently-used Clients are user-
dependent. 
 
1. Go to { System > My Settings > My 

Frequently-used Clients } 
2. Double-click a Client to nominate (or un-

nominate) it as frequently-used 

 

 
 

C. My Password Maintenance 
 

1. Go to { My Settings > My Password 
Maintenance } 

2. Change your password 
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XI. Appendix 
 

A. Other Company Types 
 

Jurisdiction and Company Type 
 

When you add a new Client record, select the Jurisdiction and 
Company Type.  CSA has pre-defined a long list of jurisdictions 
and the company types of the common jurisdictions. 
 
CSA will determine the appropriate screen layout for you to 
input data of the Client. 

 

Note 

 
If CSA does not have the jurisdiction or company type you want, you may define at: 
 
Jurisdiction: 
{ System > Definition File Maintenance > Jurisdiction / Country Definition File } 
 
Company Type: 
{ System > Definition File Maintenance > Client > Company Type Definition File } 

 

BVI Company 
 
Location of records and underlying documentation 
 

Client Master File > Register tab 
 

¶ Statutory Books and Records 

¶ Records and underlying 
documentations 

 
X The Register is applicable to this 

Client 
X The Register is kept at the 

Registered Office 
· if not kept at R/O, click 

[address] and enter address 
 

¶ Contact:  person who maintain the 
register / document 
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PRC Company 
 

Client Master File > άPRCέ tab 
 

A specific tab for PRC company. 
· Government agency of 

registration 
· Business scope 

 
 
Note 

 
Switch screen language to Chinese or English at 
{ System > Screen Language } 

 

 

Overseas Registration 
 

If the Client has a registration outside the place of the incorporation, record it in the Company Registration 
tab, Overseas Registration section.  A typical example is an offshore company (e.g. BVI or Cayman) which is 
registered in HK as a non-Hong Kong company. 
 

Client Master File > άCompany 
Registrationέ tab 
 
· Jurisdiction:  BVI 
· Click [ New ] 
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Non-Hong Kong Company 
 
· Place of Registration: 

Hong Kong 
· Company Type: 

Non-Hong Kong 
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B. Business Registration Master File 
 
Example:  A branch registration of a Hong Kong Company 

 

1. Client > Business Registration Master File 

 OR  

2. Add a new B/R type:  Branch 

 

3. άDetailsέ tab 
 

¶ B/R ID 
HKGBRA/HKG001 

¶ B/R Certificate no. 
XXXXXXXX-001/002..  

¶ Enter business name and/or business 
address if they are different from 
those in domicile 

¶ ¦ƴŎƘŜŎƪ ǘƘŜ ōƻȄόŜǎύ ά{ƘƻǳƭŘ ōŜ 
ƛŘŜƴǘƛŎŀƭ ǘƻ Χ ƛƴ domicileέ 

 
Note 

 
You must create a branch record before you do a job to 
apply a branch registration by filing Form 1(d). 
 
The job is at { Job > Alteration of Company Particulars > 
Application for Business Registration }. 
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C. License/Certificate Master File 
 

1. Click [ Lic/Cert ] on Tools bar 

  OR    

2. άDetailsέ tab 
 

¶ Type 

¶ Description 

¶ Effective Date 

¶ Location of original copy 
 

 

3. άFileέ tab 
 

¶ Location of soft copy 

 

4. Open soft copy 
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D. Bank Account 
 

1. Click [ Bank A/C ] on Tools bar 

 OR  

2. General bank account information 
 

¶ A/C Name 

¶ Banker 

¶ A/C Type 

¶ Currency  
(suggest using "--" to represent multi-
currency) 

 
If the account is already opened: 

¶ A/C No. 

¶ Opening Date 

 

3. Signing Arrangement 
 

¶ Click [ Edit ] under άConditionέ 

 

4. Description of Signing Arrangement 
 

¶ Short description: for Excel 
checklist 

¶ Long description: for resolution 
 
Note 

 
Examples of Signer Groups: 
 

- Any one signing singly: 1A 

- 1 director and 1 accountant signing jointly: 
1A and 1B 
(Group A: director; Group B: accountant) 
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5. Signer 
 

¶ Click [ New ] under Signer 

¶ Select Entity  

¶ Select signature specimen from 
Entity Image Master File 

 

 

Available Jobs for Bank A/C 
 
At { Job > Alteration of Bank Account }: 

¶ Opening / Closing Bank Account 

¶ Change of Bank Account Signer 

¶ Change of Bank Account Name 
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E. User-defined Field 
 

User-defined Field is the extra data you added to CSA.  These additional 
fields are available for all clients.  The content of User-defined Field in the 
Side Panel belongs to the Selected Client.  

 

Add new User-defined Field 
 
1. Go to { System > Definition Data 

Maintenance > Client > User-defined 
Field Definition File } 

 

2. Click [ New ] 

 

3. Define the filed 

¶ a 6-digit Alpha-numeric code 

¶ description 

¶ data type 

 

4. Select the Client, double-click the User-
defined Field in the side panel to enter 
data 
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F. Analysis Code 
 

Analysis Group is additional data group.  It is 
usually use to filer data in checklist and 
report. 

 

Add new Analysis Group and associated 
Analysis Code 
 
1. Select { System > Definition Data 

Maintenance > Client > Analysis Group } 
2. Highlight a "Not Defined" group 
3. Click [ Define ]  
4. Add a new group, e.g. Project 

 

5. Highlight "Project" 
6. Click [ New ] under Analysis Code 
7. AdŘ ŀ ƴŜǿ ŎƻŘŜ ǘƻ άtǊƻƧŜŎǘέ ƎǊƻǳǇ 
8. Follow the same steps to add other 

codes, such as άtǊƻƧŜŎǘ ¸έΣ άtǊƻƧŜŎǘ ½έ 

 

Select Analysis Code in Client Master File 
 
The new Analysis Group is now available to all 
Clients. 

 

 
  




