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8.1 General Services

8.1.1 Example for using “Standard Authorisation Mode”
	 (Supports Single Authorisation, One Authorisation Group)

Assume Company X has one director and one staff. The authorisation mode is as follows:

The company requires that all transactions should be authorised by the director.

If Company X would like to conduct the following transaction:

Transfer an amount of HKD100,000 or less from ACCOUNT 1 to a holder’s account, 

authorisation from the director is required.

As only one authorisation group is required, “Standard Authorisation Mode” with single 

authorisation and one authorisation group should be used.

Person Suggested Grouping

Staff A
No group

(Can set up instructions but cannot authorise)

Director A

Standard Mode



User settings:

Staff A does not belong to any group, and has the right to enquire and enter transaction only.

Director belongs to group A, and has the enquiry and authorisation right. Also, his / her daily 

debit limit of ACCOUNT 1 is HKD100,000.

Account’s “Authorisation Matrix Settings” should be set as follows:
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8.1.2 Example for using “Standard Authorisation Mode”

	 (Supports Single Authorisation, Two Authorisation Groups)

Assume Company X has one director and four staff. The authorisation mode is as follows:

The company requires that all transactions should be authorised by the director or 

manager.

If Company X would like to conduct the following transactions:

1.	Transfer an amount of HKD100,000 or less from ACCOUNT 1 to a holder’s account, 

authorisation from either the manager or director is required. 

2.	Transfer an amount of HKD100,000 to HKD200,000 from ACCOUNT 1 to a holder’s 

account, authorisation from the director is required. 

As two authorisation groups are required, “Standard Authorisation Mode” with single 

authorisation and two authorisation groups should be used.

Person Suggested Grouping

Staff A
No group

(Can set up instructions but cannot authorise)

Staff B
No group

(Can set up instructions but cannot authorise)

Staff C
No group

(Can set up instructions but cannot authorise)

Manager B

Director A

Standard Mode



User settings:

Staff A, B and C do not belong to any group, and have the right to enquire and enter 
transaction only.

Manager belongs to group B, and has the enquiry and authorisation right. Also, his / her daily 
debit limit of ACCOUNT 1 is HKD100,000.

Director belongs to group A, and has the enquiry and authorisation right. Also, his / her daily 
debit limit of ACCOUNT 1 is HKD200,000.

Account’s “Authorisation Matrix Settings” should be set as follows:
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8.1.3 Example for using “Standard Authorisation Mode”

	 (Supports Single and Dual Authorisation,

	 One Authorisation Group)

Assume Company X has one director and four staff. The authorisation mode is as follows:

The company requires that all transactions should be authorised by the director and 

manager.

If Company X would like to conduct the following transactions:

1.	Transfer an amount of HKD100,000 or less from ACCOUNT 1 to a holder’s account, 

authorisation from either the manager or director is required. 

2.	Transfer an amount of HKD100,000 to HKD200,000 from ACCOUNT 1 to a holder’s 

account, authorisation from both the manager and director are required. 

As one authorisation group and dual authorisation are required, “Standard Authorisation 

Mode” with single and dual authorisation / one authorisation group should be used.

Person Suggested Grouping

Staff A
No group

(Can set up instructions but cannot authorise)

Staff B
No group

(Can set up instructions but cannot authorise)

Staff C
No group

(Can set up instructions but cannot authorise)

Manager A

Director A

Standard Mode



User settings:

Staff A, B and C do not belong to any group, and have the right to enquire and enter 

transaction only.

Manager and director belong to group A, and have the enquiry and authorisation right. Also, 

their daily debit limits of ACCOUNT 1 are HKD200,000.

Account’s “Authorisation Matrix Settings” should be set as follows:
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8.1.4 Example for using “Standard Authorisation Mode”
	 (Supports Single and Dual Authorisation,
	 Two Authorisation Groups)

Assume Company X has two partners and five staff. The authorisation mode is as follows:

The company requires that all transactions of large amount should be authorised by one of 
the following combinations of persons:
1) the manager / finance manager and one of the partners
2) the manager and finance manager
3) the two partners

If Company X would like to do the following transactions:
1.	Transfer an amount of HKD100,000 or less from ACCOUNT 1 to a holder’s account, 

authorisation from the manager or finance manager, or one of the partners is required.
2.	Transfer an amount of HKD100,000 to HKD150,000 from ACCOUNT 1 to a holder’s 

account, authorisation from both the manager and finance manager, or one of the 
partners is required.

3.	Transfer an amount of HKD150,000 to HKD200,000 from ACCOUNT 1 to a holder’s 
account, authorisation from either the manager or finance manager and one of the 
partners, or authorisation from one of the partners is required.

4.	Transfer an amount of HKD200,000 to HKD230,000 from ACCOUNT 1 to a holder’s 
account, authorisation from either the manager or finance manager and one of the 
partners, or authorisation of two partners are required.

5.	Transfer an amount of HKD230,000 to HKD250,000 from ACCOUNT 1 to a holder’s 
account, authorisation from two partners are required.

As two authorisation groups and dual authorisation are needed, “Standard Authorisation 
Mode” with single and dual authorisation / two authorisation groups should be used.

Person Suggested Grouping

Staff A No group (Can set up instructions but cannot authorise)

Staff B No group (Can set up instructions but cannot authorise)

Staff C No group (Can set up instructions but cannot authorise)

Manager B

Finance Manager B

Partner A A

Partner B A

Standard Mode



User settings:

Staff A, B and C do not belong to any group, and have the right to enquire and enter 
transaction only. 

Manager and finance manager belong to group B, and have the enquiry and authorisation 
right. Also, their daily debit limits of ACCOUNT 1 are HKD230,000.

Partners A and B belong to group A, and have the enquiry and authorisation right. Also, their 
daily debit limits of ACCOUNT 1 are HKD250,000.

Account’s “Authorisation Matrix Settings” should be set as follows:
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8.1.5 Example for using “Advanced Authorisation Mode”

Assume Company X has two directors and two departments with six staff. The corporate 
structure is as follows:

1.	Company X requires that each transaction has to be verified by one checker, which means 
that all transactions have to be verified by a staff from accounting department.

2.	Company X requires that each transaction needs to be executed according to the authorisation 
order, which means that Company X has an internal sequence for processing transactions.

If Company X needs to do the following transactions:
1.	Merchandising department needs to transfer an amount of HKD100 or less from ACCOUNT 

1 for purchasing purpose. The transaction has to be verified by a staff from the accounting 
department, and then authorised by the merchandising department manager.

2.	Merchandising department needs to transfer an amount of HKD1,000 or less from 
ACCOUNT 1 for purchasing purpose. The transaction has to be verified by a staff from the 
accounting department, and then authorised by the merchandising department manager 
and subsequently authorised by the accounting department manager.

3.	Merchandising department needs to transfer an amount of HKD10,000 or less from 
ACCOUNT 1 for purchasing purpose. The transaction has to be verified by a staff from the 
accounting department, and then authorised by the merchandising department manager, 
subsequently authorised by the accounting department manager and finally authorised by 
one of the directors.

4.	Merchandising department needs to transfer an amount of HKD100,000 or less from 
ACCOUNT 1 for purchasing purpose. The transaction has to be verified by a staff from the 
accounting department, and then authorised by the two directors.

As more than two authorisation groups are needed, “Advanced Authorisation Mode” should 
be used.

37

8E
xam

p
les

Person Suggested Grouping Checker Role

Staff A No group (Can set up instructions but cannot authorise) Yes

Staff B No group (Can set up instructions but cannot authorise) Yes

Staff C No group (Can set up instructions but cannot authorise) No

Staff D No group (Can set up instructions but cannot authorise) No

Manager A B Yes

Manager B C No

Director A A No

Director B A No

Board of Directors

Director A Director BAccounting Dept.

Staff A Staff B

Manager A

Merchandising Dept.

Staff C Staff D

Manager B

Advanced Mode



User settings:

Staff A and B from accounting department do not belong to any group, and under ACCOUNT 
1, they have the enquiry and verification right on conducting Payments (except Payroll) / 
Receivables / Insurance transactions.

Staff C and D from merchandising department do not belong to any group, and they have the 
right to enquire and enter transaction on conducting Payments (except Payroll) / Receivables 
/ Insurance transactions.

Merchandising department manager B belongs to group C, and under ACCOUNT 1, he / she 
has the enquiry and authorisation right on conducting Payments (except Payroll) / Receivables 
/ Insurance transactions. Also, his / her daily debit limit of ACCOUNT 1 is HKD100,000.

Accounting department manager A belongs to group B, and under ACCOUNT 1, he / she has the 
enquiry, verification and authorisation right on conducting Payments (except Payroll) / Receivables 
/ Insurance transactions. Also, his / her daily debit limit of ACCOUNT 1 is HKD100,000.

Directors A and B belong to group A, and under ACCOUNT 1, they have the enquiry and 
authorisation right on conducting Payments (except Payroll) / Receivables / Insurance 
transactions. Also, their daily debit limits of ACCOUNT 1 are HKD100,000.
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Account’s “Authorisation Settings” should be set as follows:

8.2 Trade Services

Settings for “Trade Services” and “General Services” are similar; both have “Standard 
Authorisation Mode” and “Advanced Authorisation Mode”. The example for “Trade Services 
Standard Authorisation Mode” is shown as follows.

Assume Trading Company X has one director and one staff. The authorisation mode is as 
follows:

The company requires that all trading transactions should be authorised by the director.

If Trading Company X would like to conduct the following transactions:
Issue LC of HKD100,000 or less from ACCOUNT 1, authorisation from the director is 
required.

As only one authorisation group is required, “Standard Authorisation Mode” with single 
authorisation and one authorisation group should be used.

Person Suggested Grouping

Staff A No group (Can set up instructions and enquiry but cannot authorise)

Director A
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User settings:

Trading staff A does not belong to any group, and has the right to enquire and enter 
transaction only.

Director belongs to group A, and has the enquiry and authorisation right.

“Trade Services Authorisation Settings” should be set as follows:
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