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INTRODUCTION

Overview

The Online Reporting Centre (ORC) is conceptualised to provide convenience to the
public. It aims to provide a single online platform for the public to file reports over the
Internet.

With this system, the public user need not know the jurisdiction of the government
agency to submit his/her feedback. All submissions will be routed automatically to
the appropriate agency.

The following figure displays the home page of the ORC. There are two modules,
submit a new report and enquire about a report.
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Welcome to
Online Reporting Centre (ORC)

Online Reporting Centre (ORC) is an integrated senice for you to lodge
reports on the following matters:

s Environment
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ORC gives you convenience to report on the above matters without having
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As your report may not be read immediately. you Should Mot use this
senice if the case is life threatening. or requires agency’s immediate
action. Contact Us if you require our immediate action.

Submitting a New Report will take between 5 and 10 minutes to complete.

Announcement
[Maintenance will be conducted on 9 Aug 2007 between Gpm to 9pm.

If you encounter any problems with this service. please contact us at
1800-CALL MEA (1800-2255 632) or email contact_nea@nea gov sg.
You may also give us your comments at
http /fapp orc gov sg/Feedback aspx.
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Objective

This user manual aims to assist users to file a report through the ORC website, as
well as to enquire the status of reports submitted.

Target Audience
This user manual is targeted to all the public users.
Outline
This user manual consists of the following modules
Submit a New Report
Enquire About a Report
Miscellaneous

Step-by-step guide would be provided where applicable.
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2.2

2.3

Submit a New Report

Introduction

This module allows members of the public to file a report via the Internet.

Users can choose to enquire the status of their reports online or subscribe to email

or SMS alerts.

Important Notes

Do not use the web browser “Back” and “Forward” buttons to navigate

between different steps while submitting or enquire a report.

Use only the

ORC provided navigation buttons, i.e. “Previous ", “Next”, “Submit ".

Please take note that all fields with an asterisk (*) are compulsory.

Step-by-Step Guideline

No. Descriptions

1. From the web browser, navigate to http://www.orc.gov.sg/

. The following ORC

Home Page will be displayed.
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You may also give us your comments at

htip-//app.orc gov sg/Feedback aspx.
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Descriptions

Click on the Submit a New Report section.
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At the Step 1: Report Type page, select the appropriate Report Type and

Category based on the incident to be reported.

The category list will be loaded based on the report type selected.
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Click on the !J button when finished to proceed to Step 2: Report

Details .
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No.

Descriptions

At the Step 2: Report Details page, enter the details of the report.

. PREVIOUS . _
Click on the button to modify the data entered in Step 1: Report

Type.

NEXT
Click on the Q button when finished to proceed to Step 3: Contact
Details .

Notes:

Please take note that only attachment with file size less than 1024KB  will
be accepted.
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No.

Descriptions

At the Step 3: Contact Details page, enter the contact details.

Click on the button to modify the data entered in Step 2: Report
Details .
Click on the button when finished to submit the report .

Page 5 of 12




No.

Descriptions

At the Step 4: Confirmation page, verify the information entered in previous steps.

Click on the button to modify the data entered in Step 3: Contact
Details .

Click on the button to confirm the submission  of the report.
Click on the button to cancel the submission and go back to

ORC Home Page.
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Descriptions

The Acknowledgement page displays the details of the successfully submitted
report.

Note the following sections,
a) Report ID
- The reference number assigned to the report
b) Contact Details of the Agency-in-charge

- The contact details of the agency-in-charge

¢) Report Details
- The details of the report submitted

—(a)

®

©

Click on the é button to print a copy of the report

Click on the button to subscribe for online enquiry of report
status and status notifications

Click on the button to go back to ORC Home Page .
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No.

Descriptions

8. At the Subscribe to Enquiry and Alerts  page, in addition to online enquiry, user
may select the following alerts
Email
SMS
Enter the details where applicable.
|
Click on the button to complete the subscription
Click on the button to cancel the submission and go back to ORC
Home Page.
9. An acknowledgement page will be displayed when the subscription has been

submitted successfully.

Click on the button to go back to ORC Home Page .

Page 8 of 12




3.2

3.3

Enquire About a Report

Introduction

This module allows users to enquire on the status of a report filed. This function is
only available if users had subscribed to the enquiry function when the report was
submitted.

Important Notes
Please take note that all fields with an asterisk (*) are compulsory.

To navigate between different steps, use only the ORC provided navigation
buttons. Use of web browser navigation buttons may result in session timed
out.

Step-by-Step Guideline

No. Descriptions

1. | From the web browser, navigate to http://www.orc.gov.sg/ . The following ORC
Home Page will be displayed.
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No.

Descriptions

Click on the Enquire About a Report section.

At the Report Enquiry page, enter the following details.
Identification Type
Identification Number
Date of Birth.

Click on the button when finished to retrieve the Report Summary .

Notes:

Please take note that the details entered must be identical as those
submitted during the Enquiry and Alerts Subscriptions.
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Descriptions

At the Report Summary page, click on the Report ID of to view the details.
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No.

Descriptions

At the Report Details page, review the report details.

Click on the [é button to print a copy of the report

Click on the Report ID / here link to view the report details.

Click on the button to go back to Report Summary page to view

other reports .
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