Haticnal
Environmen!
Agency

Burial, Cremation, Niches & Coffin Permit Online Applications
User Manual §

Version 1.0

User Manual For Public User (Cremation)

Step 1: Homepage (Menu)

Step 2: Information About Cremation

Step 3: Online Reqistration For Cremation
Step 4: Cremation Booking Schedule
Step 5: Applicant Details

Step 6: Deceased Details

Step 7: Next-Of-Kin Details

Step 8: Confirmation Page

Step 9: Confirm Transaction Page

Step 10: Payment Page

Step 11: Acknowledgement Of Payment
Step 12: Printing Of Acknowledgement Of Payment
Step 1 Homepage

Choose "Cremation" (As shown in Diagram 1) if you wish to make a cremation
booking.

N

Burial ® Cremation W Niches ® Coffin Permit National
‘ Environment
Agency

§ =2 ONINEAPPICATIONE N

o
- |
Homa Maks Pament Cinline Tutorial FAlis Contac Us Logout

l_\-i

Lizer Guast Tranzaction Mo | 2004128 Time out in 22450 min
Click Here
Booking Application Enguiry
& - L4 Cortfin Permi Imgeort + Burial Scheduls

+  Coffin Permit Expor Cremation Schedule
&+ Caotiin Permd For Transhipmenl
L2 Cotfin Permdt Appbeation Stafus Engury

Diagram 1. Homepage for Public User
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Step 2 Important Information About Cremation

Read through the ‘Important Information on Cremation’ page which provides you
with important details on:

o the documents required for cremation application process,
e the coffin size,
e the collection of cremated remains and
e rules and regulations
.l. e
. : Burial ®m Cramation W Niches = Caoffin Parmit ‘ :ali_ﬂn.u
L nvironment
Agency
Lt |{ F .." T -
)“ INlnNe AP PHCA OIS &
Uzar: Guest Tranzaction Mo : 2004128 Time ocutin 20:00 min

Important Information On Cremation

INSTRUCTIONS FOR APPLICATION OF CREMATION SERVICES

Please read these instructions carefully before you proceed with the online application for
cremation

1. GEMERAL

a. Bookings for cremation are confirmed once payment is made. Any changes to the dates
and tirmes of the bookings will have to be made in person at the Mandai Crematorium
Booking Office (300 Manda Road) by the applicant/nest-of-kin of the deceased
Motwithstanding the above, the Mational Environment Agency (referred hereinafter as
"MEA") reserves the right 10 change the dales and times of the sessions booked by the
applicant under exceptional circurmstances as decided by NEA

b, Before the actual cremation serice, and before 4.30pm on the day of cremation, the J
aoplicant will have to brina the following documents o the booking office for verification: =

| have read, understood and agree to the above instructions and terms and conditions, and will abide with the rules
and regulations.

Click Here If You & gree 4‘* o— Click Here If You Disagree

Diagram 2. Important information for Cremation session applications.

o Click 'l Agree’ if you agree with the conditions.
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Step 3 Online Registration For Cremation

Fill in the details in the application page as shown in Diagram 3. Fields marked
with asterisk (*) are mandatory.

Burisl ®m Cremation W MNiches ® Coffin Parmil National
Environmaent
AgEncy

gnine AP PHCALIOY, N
. A = il cmen af

Home Make Payment Online Tudoral FACE ContaciUis Logout
Uzer: Guest Tranzachon Mo ; 20041 28 Time out in 27:14 min

Tse this Calendar to
make date entries

APPLICATION FOR CREMATION SESSION

Please anter the following Melds o proceed

Death Certificate Mo, » |ca123a5

Death Cerificate Date : » EN.'D":‘.IE{IDI

Tick hora If Death Cerificate 1= izsued in Bngapora W

Cramation Parmit Mo - » |catzaas 1] 2
Cramation Parmit Date © + |1 amaszons ; RIE 1
. : 1213|1415 |16]17 |18
Deceased's Religion: » [Christian L R B RS
Click Hete to Contitge ——— hZE|Z | 2|29 |0
Prewious Clear

Diagram 3. Online registration for Cremation session

e Enter Death Certificate No. and Cremation Permit No.

o Enter the Death Certificate Date in the DD/MM/YYYY format. Alternatively you
can click on the calendar icon next to the field to open the calendar and select
a date.

e If the death certificate is not issued in Singapore, enter the Cremation Permit
No. issued in Singapore by Port Health Office and the Cremation Permit Date
given.

o Ifitisissued in Singapore, click on the check box provided. The Death
Certificate No. and Death Certificate Date will automatically be reflected as the
Cremation Permit No. and Date.

e Select the religion of the deceased.

e Click on the ‘Next’ button to continue.

Page 3 of 15
Copyright ©2004 National Environment Agency. All Rights Reserved.


Administrator
Placed Image


Burial, Cremation, Niches & Coffin Permit Online Applications

User Manual
Version 1.0

§ Haticnal
Environmen!
X

Step 4 Cr

emation Booking Schedule

You are now required to select a cremation session. (Refer to Diagram 4).

Uzer. Guast

Burial ® Cremation ® Niches ® Coffin Permit National
Environment
o A Agency
- | -
YNHNEAPPICAUONS

Transaction Mo ; 2004128 Time out In 2519 min

LIST OF AVAILABLE CREMATION SESSIONS

Please select a cremation date and time

Crematorium | MANDAI CREMATORILIM =] Cremation Fee
Date 150852004 'i Refresh Click Here to
select a session
P
MANDAI CREMATORIUM /
MCC SERVICE HALL 01 MCC SERVICE HALL 02 | MCC SERVICE HN_L,.E;EI | MCC SERVICE HALL 04

0300 Pm 0300 Pa 03:00 P 03:00 P
Avallable Avallahle Avallable Arailable
0345 PM 0345 PM 0345 FPM 03:45PM
Avallable Avallable Avallahle, Avallable

Diagram 4. List of available Cremation sessions

The Crematoria for which bookings can be done are listed as shown in the

diagram.

Available Cremation Sessions for the next 7 days from application date,
including application date will be listed. To select a date, click on the

Cremation Date drop-down list.

Click on the “Cremation Fee” link to view the Cremation Fee details.

Click on the “Refresh” link to get the current status on the available sessions

for the selected cemetery.

Click on the “Previous” button to go back to Application page.

Click on the “Next” button to continue.
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Step 5 Applicant Details

Fill in the applicant details as shown in Diagram 5. Fields marked with asterisk (*)
are mandatory.

Environmant
Agency

WNIINEesADPHCAUONS - 3

Burial ®m Cremation W Niches ® Coffin Permit ‘“"iﬂ“'-

Transsction Mo | 2004128 Time out in 2506 min

APPLICANT DETAILS
v - Mandstory Figlds
Applicant Details
NRIC No :* [(1117111D (gg sassssgay
Mame * |Lim Tan Seah
Mationality : W
Gandar: Male & Female
Zontact Mo W
Applicantis Son ¥ ofthe deceased
Email : r—
Applicant iz Mext of Kin W (Please check here ifyou are the next of kin of the deceased)
Address
Postal Coda : 160117 Click Here To Gef Address
BlockHouse Mo . 17
Floor-tinit : ;I'H_IW
Bullding Mamea
Street Mame ; JALAN BUKIT MERAH

Click Hete to

Mon-standard Address | ‘ﬂ/ Cottitnge

Diagram 5 Applicant Details page.

¢ Only valid Singapore NRIC numbers should be entered in the NRIC No. field.
The NRIC number should be in S9999999X format.

e Enter your Contact No.
e Select your relationship with the Deceased.

e Enter your email address.
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If you are the Next-of-kin to the deceased, select the checkbox. Selecting this
option will automatically file the Applicant details as the Next-of-kin.

Enter your address. You may simply enter the postal code and select ‘Click
here to Get Address’. This will automatically call out the details associated to
the postal code such as Block/House No, Street, etc. Enter the other details
such as Floor and Unit number. If your address is not in the given format or if
your address is not automatically populated, enter the full address in the Non-
Standard Address textbox.

Click on the “Next” button to continue.
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Step 6 Deceased Details

Fill in the deceased details as shown in Diagram 6. Fields marked with asterisk
(*) are mandatory.

BT
Burial ® Cremation ™ Niches ® Coffin Permit Natignal
T
: .‘ - & 1 -~
=2 S UHINEADPIICATIONS >
- { -
G
Home — MakePayment — OnlineTutoial — FAGs  ConfactUs  Looouf
Liser, Guest Transaciion Mo | 2004128 Time out in 2352 min
DECEASED DETAILS
Tze this Calendat to Fields
Deceased Details make date entries
HRIC Mo ; » 533333338 (Eg. 599993993
Hame 2+ |Lirn Tan Poh
Birth Dale -+ D4N0SME52 S fddimmAne)
Death Date  + 14082004 S i)
Hationality ! Singaporean vl
Face = Chinese ']
Gender Male & Female O
Adidross
Fostal Code Click Hers To Gat Address
BlockMHouse Ma !
Floor-Unit #I |
Building Mame
Stresl Mame

Mon-standard Address : ‘ =

Cause of Death
Description ©* ‘ -

Diagram 6. Deceased Details page.

e Only valid Singapore NRIC numbers should be entered in the NRIC No. field.
The NRIC number should be in S9999999X format.

e The Birth Date and Death Date should be entered in DD/MM/YYYY format.
Alternatively, click on the calendar icon next to the field to open the calendar
and select a date.

e The description field for cause of death is a required entry. Please enter
description as shown in the Death Certificate.

[Top]
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e Click on the “Next” button to continue.
e Note: Payment information is based on the deceased Birth and Death date,
and it should be entered correctly for the accurate calculation of payment.
Step 7 Next-Of-Kin Details

Fill in the next of kin details as shown in Diagram 7.

Burial ® Cremation B Niches B Coffin Permit Natianal
Environment
A Agency
JNITNETAPPIICAUONS NS
Home hiake F"a\fment 2nline Tutorial FACE contact Lis Logout
Uszer: Guest Transaction Mo : 2004127 Time autin 13:53 min
NEXT OF KIN DETAILS
* . Mandstory Fields.
Mext of Hin 1+
Personal Details
MRIC Mo x 511111110 (Eg. S59999993)
Marme ;= |LimTan Seah
Mationality |Singapurean "I
Gender Male T Female ©
Contact Mo ¢ |52113333
MOK i » Son ¥ | ofthe deceased
amail : |
Address
Fostal Code |1 BO117  Click Here To Get Address
Black/House Mo : 17
Floor-Unit #IH E |2541
Building Mame :

Street Mame ;

Mon-standard Address

JALAN BUKIT MERAH

| B
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Haxt of Kin 2 (Cptionali

Personal Details
HRIC Mo

Mame

Mationaliby
Gender

Conlact Mo

MNOK s

arnail

Adibess
Fostal Code ;
BlockiHouse Mo
Floor-Linit
Bullding Mame

Street Mame

Mon-standand Addrass

W

Male O Female O

* |ofthe deceased

Click Here To Get Address

Click hete to
cotititnie

Pravious m Chesar

Diagram 7 Next-Of-Kin Details page.
If the Next-of-Kin option was selected while entering the “Applicant Details”,
the Applicant details will automatically display as first Next-of-Kin. Otherwise
the first Next-of-Kin details should be entered at this page.

It is an option to enter the second Next-of Kin-details.

Check whether the entered Next-of-Kin details are correct and click on the
“Next” button to proceed.
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Step 8 Confirmation Page

A confirmation page will display. Verify all the details and click “Confirm” to
proceed. For amendments, please click “Previous” to amend.

Burial ® Cremation ™ Niches ® Coffin Permit National
‘ Environment

- Agency
Clelilelz) Avelellle- .
JHIIC AP lIbally

Home Make Payment Znline Tutorial FAQS Contact Lz Logout
U=zer: Guest Transaction Mo 2004422 Time outin 12:09 min

CONFIRMATION FOR CREMATION BOOKING

Please verify that all the particulars below are accurate and in accordance with the death certificate.
Do note that all bookings are non-transferable and MEA reserves the right to reject any bookings without refund if the deceased
details provided are not in accordance with the Death Certificate.

Applicant Details

MRIC Ma. ST 11D
Mame : Lirm Tan Seah
Mationality Singaporean
Gender: Male

Contact Mo : 62113333
Relation to Deceased : Saon

BLE 117, JALAMN BUKIT MERAH ,

Address #11-2541, SINGAPCORE 160117

Email :

Deceased Details

MNRIC Ma. 533333334
Mame : Lim Tan Poh
Date of Birth : 040581952
Date of Death : 14105972004
Religion ; Christian
Mationality : Singaporean
Race: Chinese
Gender: htale
Address :

Death Cert. Mo CA12345
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Dreath Cert Date - 140852004
Dreath Description Heart Attack
Hext Of Kin Details
MRIC Mo. : 511111110
Mame Lim Tan Seah
Mationality : Singaporean
Gender Male
Contact No 62113333
Relation to Deceased Somn
rstoss BT
Email .

Registration / Permit Details

Application Date
Cremation Permil Mo ©
Cremation Permit Dale

Cremation Details
Crematorium

Hall No
Cremation Date
Cremation Time

Payment Details

150902004 Verify all the details,
CA12345 especially the fee details
140977004 before proceeding.

MANDAI CREMATOR LM
MCC SERVICE HALL 03
150082004

0345 FM

am
1

Descrigtion Fee ArroLint
Cremation Fee S5 9524 55476 S§100.0

I hanee verified that the particulars above are in accordance with the Death Cenlificate, and | am aware that the hooKings are non-

transferable.

Previous  Confirm

Diagram 8. Confirmation page.

Verify the Payment details, Cremation session, applicant, deceased and Next
of Kin details on the page. If the fee and GST amount are not correct, then
check the deceased age (Date of Death, Date of Birth) entered on the earlier
pages.
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Step 9 Confirm Transaction Page

Once application has been confirmed, you will have to now select the payment
mode. (Refer to Diagram 9).

Burial ™ Cremation W Niches B Coffin Parmi Natianal
Environment

JNINEAPPHCAUONS X

L

-

Home Maka Payment onling Tuiorial EAls Contaci Us Logout
Liser. Guest Transaction Mo @ 2009128 Time sut in 2:39 min
CONFIRM TRANSACTION ITEMS
Transaction Mo : 2004128
e Registration Fee GST Total
Mo No R Tpe Ubcagsed Name Amount Amount Amount
1 000000010537 Cremation Booking Lim Tan Poh 559524 55476 58 100.00
= Paymient Mode
C]lE]:{ hEI’E to i eMETS Debit

cottipite pavinent

Diagram 9. Confirm Transaction Items page.

o Presently, eNets Debit is the only mode of payment available, and it is
selected by default.

o After verifying all details and are ready to make payment, click on the
“Compute Payment” button.
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Step 10 Payment Page

Verify the payment mode.

Burial ®m Cremation ® Niches ® Coffin Permit National

Enwironment
gﬂ!ffl:-j ;‘D:)Jff,_:‘j' ONS

Agency

Uzar duest Tranzsction Mo : 2004129 Time outin 2:13 min

CONFIRM PAYMENT
Tranzacton Mo : 2004128
:Lenm Fegistration Mo Service Type Deceased Mame Fee Amount GETAmount  Total Amount
1 00Qoo0010537 Cramation Booking Limn Tan Poh 5§ 09524 S5 4.76 S§100.00
Grand Total 5§100.00
Click here to
make payment

Diagram 10. Confirm Payment page.

e Click on the “Pay Now” button to make payment. This will bring you to the
payment gateway where the payment is made using the bank interface. The
payment is made for the total amount shown. Partial payment or different
modes of payments are not allowed.
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Step 11 Acknowledgement Of Payment
Once payment has been successfully made, the “Acknowledgement of Payment”
page will be displayed. Refer to Diagram 11.
==

\ - 'y ol - =
JNINETAPPICALIONS

\1 Burial ® Crematon ™ Niches ® Coffin Permit § National
L Environment
i Agency

Uszer: Guest Transaction Mo | 20041228

ACKNOWLEDGEMENT OF PAYMENT

This transaction has already been successiully submitted.

Tranzaction Mo - 2004128

Registration Mo Service Type Fee Amount GST Amount  Total Amount
0o0000010537 Cremation Booking 5§9524 55476 S§100.00
Deceased Name Lim Tan Poh
Death Certificate No CA12345
Crematorium MANDA| CREMATORIUM f MCC SERVICE HALL D3
Cremation Date [ Time 1500953004 7 0345 PM Take note of the receipt
Receipt No 119566 ) 4 tnber generated.
Grand Total 5% 100,00

Flease print this acknowledgment of paymment and bring i together with the following documents (o the relevant booking office on
the day of burial / cremation /installation of niche.

i) orignal death certific ation which contains the penmil 1o bury | cremate,

{iiy HRIC or passport of applicant and next-of kin of the deceased.

{ii) Letier of authorisation if the applicant is not a next-of-kin of the deceased.

Print Acknowledgement OF Payment Hew Transaction

Diagram 11. Acknowledgement of payment page

¢ When you see this page, it means that the payment and booking/application
has been successful.

e The receipt number is shown on this page together with the rest of the
important application details.

e Quote the “Registration No” shown on the first line to refer to the
booking/application when you approach the counter at the booking office.

o Click on the “Print Acknowledgement of Payment” button to open a printable
version of the acknowledgement of payment. Print the page for future
reference.

e To start a new booking/application, click on the “New Transaction” button.

[ Top]
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Step 12 Printing Of Acknowledgement Of Payment

MNational
Environment
Agency

ACKNOWLEDGEMENT OF PAYMENT

Transaction MNo ;2004128 Date - 150972004
Applicant Name . Lim Tan Seah Time 1236 PM
Applicant D SS11111D
Application - NEA-ATAD
Registration No Service Type Fee (S§) GST (5%)  Total (S%)
000000010597 Cremation Booking 89524 476 100.00
Deceasad Mame Lim Tan Pah
Death Cettificate Mo SICA12345
Crematarium (MANDAI CREMATORIUM [ MCC SERVICE HALL 03
Cremation Date f Time - 1540972004 10345 PM
Receipt Mo 119586

Grand Total  100.00

Important Information

FSi Ref Mo s 332d46h93b2e01ce-29102004-11277-1284763411
EF Ref. Mo -
FSiRM cREADDDOOOOOT 9447 / Click Here To Print

(o) oo

Diagram 12. Acknowledgement of payment.

Click on the “Print” button to print the Acknowledgement of Payment.

Click “Close” button to close the pop-out browser window.
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