User Manual

eAGM (Electronic Annual General Meeting System)

eAGM (Electronic Annual General Meeting System)
1. Purpose of Document

The purpose of this document is to give a general overview of the eAGM (Electronic
Annual General Meeting System) and to enable the end user to perform all the
functions of the system. This document shows the steps taken to enter data and
navigate within the system.

2. General Instructions
1. Open the Internet Browser and go to the Building Management & Strata
Management Portal i.e. Internet Explorer and type in the website address:

http://www.bca.gov.sg/lbmsm_eservice/ (see Figure 1)

2. The following screen will be displayed.
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eAGM (Electronic Annual General Meeting System)

The eAGM (Electronic Annual General Meeting System) is used to allow authorised
personnel from the MCST (l.e. Chairperson, Secretary, Treasurer, Managing Agent,
etc) to submit AGM (Annual General Meeting) information to BCA via our BMSM Portal.
Users are also allowed to save and view their submission on the system.

1.1. Login to eAGM

1. Tologin to the system, the user must enter a valid user id and password on the
“Login for MCST” field.
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Figure 2 — eAGM Login Screen (highlighted in yellow)

[Note: You need to be authorised by the council in order to obtain the user id and
password from BCA to access the system. To facilitate this, please use our prescribed
form (Nomination form for E-filing of AGM) available at
https://www.bca.gov.sg/BMSMForms/bmsm_applnforms.html and get the council
member to nominate you as the authorised person. Upon receiving the application, we
will mail the user id and password to you.]
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2. After clicking on the login button, the BMSM Portal menu page is displayed
(See Figure 3). User can select the type of submission (i.e. AGM, Lift or
Escalator) they are making.

ﬁ Singapore Government

Integrity = Service « Excellence
Terms and Conditions | FAQs and Help

RABMSM

=l Building Maintenance & Strata Management

Welcome to Building Maintenance & Strata Management e-submission portal.
This portal is for:
1. MCSTto submit AGMform

2. Submission of the yearlyrenewal of Lit and Escalator Permit To Operate

elift Submission Ifyou are a building cwner or logging in on behalf on the building owner or MCST, please log in with your
User|D and Password.

al sealator Submission Ifyou are loggingin on behalf of a lift and escalator confractor or is an authorized examinerfor lift and
escalator, please log in using your Singpass.
Ifyou need any assistant. please contact our officers:

Log Out
AGM form

W Chang Chee Kwan - 68044314

Lift matters
Ir Koh Mgiak Kwang - 68044301 /M Nazaruddin Bin Awang - 68044295 / Nr Lai Chee YWeng 65044300 or

email: bea_elift@bca. gov.sg

BMSM's Circulars for MC ST's Information

1. Installation of Safety Grilles at windows and Balconies ofa lot - issued on 16
February 2016

2. Advisory on Control of Renovation Works Involving Demolition of Non-structural
Elements (other then floortiles) - issued on 14 January2014

3. Installation of Additional Safety Barner/Grilles at Balconyofa lot -issued on 12
April 2013

Figure 3 —- BMSM Portal Main Menu Screen
1.2 Navigating the Main Menu
1. Click on the AGM submission button, the eAGM main menu will be displayed

(See Figure 4). You will see the following links with different functions which
will be explained below:

Link Purpose

My Inbox To direct the user to the Main Page to view the
pending submission, previously saved as draft.

Changed Password To allow user to change password

Logout To sign out of eAGM

Application Type To select whether it is the 15t AGM submission or

Subsequent AGM submission

Terms and Conditions | Provide BCA’s terms and conditions for using the
eServices

FAQs and Help Provide FAQs and Help for using the eServices,
please note that the FAQs and Help is for general
purposes and not for use to navigate eSVA
application.
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? Singapore Government

Integrity « Service * Excellence

Terms and Conditions | FAQs and Help

u Building Maintenance & Strata Management

My Inbox Change Password Logout

Only authorized person appointed by the Management Corporation is allowed to access 1o this system
Please logout from the system if you are not the authonzed person. Your action will be monitored for audit purpose

Start AGM e-Filing +

Application
Tpe. | Please Select v

Start e-Filing

Clickhere to view the |atest AGM submis sion

Privacy Statement | Temns oflUse | Contact Us

e
Copyright ®2018 Building & Condrudtion Authority, Govemment of ':;tgh?i;':
Singapore.

Figure 4 — Navigating the main menu

1.3 Accessing My Inbox

1. On the main menu, select the type of submission you are making (First AGM

or Subsequent AGM). Left click on the button. You will be direct
to the electronic AGM form (See Figure 5).

2. User will then key in the relevant AGM information in the eform.

MyInbox Change Password Logout

First Annual General Meeting

Maintenance Building Managing Auditar ChaReRE Secrehny iR Coundil Htachments Ceclaration

MomtCo® | Comrbutons | Address Agent Member & Submit

Page 1 of 11 | Official Address

a) To Select the Constitution of MCST/ Sub MC:

Instructions -1 or 2 Subsidiary Proprietors
Please submitthis ©m within 30 days of AGM. . e .
This application form maytake 25 minutes to complete. - 3 SubSIdIary PrOprIetorS

My s - Not more than 3 lots

- Joint Subsidiary Proprietors for all lots
- None of the above

Constitufion o fManagem ent Corporation / Subsidiary Managem ent Corpoeration

"|Please Select M

Section 1 Particular of W nt C i idiary M nt C

Tyee o fManagement Corporation:  Single Tier Management C orporation

Wanagement Corporation Strata

Tle Plan No.: i

UEN: TOEMCH59350

Dewelopment Mame: MANAGEMENT CORPN STRATATITLE PLA&N MO 9959 b) TO Key In DeVEIOpment Name

Dat 0151 1 aa c) To Key in Development Name
(vaiid Date Format ddmmy yyy )

J
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Official of the Ma

Building Mame:

House /Block Ho.

Road Name:

Postal Code

Contact Person:
Name:

Telephone No.:

Website:

Email:

Cor i

(@ Formated Address
Formatted Address

v I e

O Unformatted Address

TestBuilding Name S

23e

14 588
UnitNo.: # =

d) To key in the official
address/ corresponding
address of MCST

A TANK FARM ROLD

655844

]

1

"‘ 54655566

"Oves @®No

FaxMNo.:

(Telephone numberto be poston BCAwebsite )

e) To key in the contact
person of MCST and the
contact information

|

Joenathan_cunanan@bca.gov.5g

Page 1 0f11

I.Cancel ! Sa\e|

Figure 5 — Page 1 of eAGM form- Particular of MCST/ Official Address of MCST

3. Once the user has finished providing the relevant information on page 1 of the

' Mext

eAGM form, left click on the J button to get to the page 2 of the eform (see
figure 6).
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Maintenance Building Managing ; 2 Coundl Declaration
Contributions Addtess e Auditor Chairperson Secretary Treasurer Niciatiar Atachments & Submit

MgmtComp

Page 2 of 11 | Maintenance Contributions

Section I Maintena nce Contributions

KManagement Fund:

> - [Frease seieat = | f) To key in the Management
Other Method Fund approved during the
Please specify the method
AGM and the payment
period
With efiect from: ‘
Sinking Fund: @ . . .
. e — — | 8) Tokey in the Sinking Fund
1 G approved during the AGM
Other I'.Iethm.? ) .
Please spediy the method: and the payment period
With efiect from: ] @

Sk ) N h) To key in the interest rate
’ approved during the AGM for
[Freviots | pagesori1 |[Next] late payment

Figure 6 — Page 2 of eAGM form- Maintenance Contribution

4. Once the user has finished providing the Maintenance Contribution on page 2

of the eAGM form, left click on the w button to get to the page 3 of the
eform (see figure 7).

Maintenance Building Managing

Coundil Dedaration
Contributions: Address Agent Atachments

Auditor Chairperson Secretary Treasurer M ahin & Submit

MgmtCormp.

Page 3 of 11 | Building Addresses Within Development

Section l Building Addresses Within Development

{ Development with more one or more buildings, plea se fill in the address of eac h building as approved by the Inland Revenue Authority of Singapore)

-Md é.uilclin g Mciress

House/Block No: "‘

i) To key in the building
address of the development as
approved by Inland Revenue
Authority of Singapore

Road Hame:
#H<t<— SELECT HERE —»»> [v]

Postal Code: "(

Save Building Address | | Cancel |

| Previous | pagoaorrr | Mext|

Save

Figure 7 — Page 3 of eAGM form- Building Address

5. Once the user has finished providing the building address of the development

on page 3 of the eAGM form, left click on the % button to get to the page 4
of the eform (see figure 8).
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Maintenance Building Managing Council Declaration
Contributions Adiross Aorenit Auditor Chairperson Secretary Treasurer s Aftachments |~ o

Mgmt Carp.

Page 4 of 11 | Particulars of Managing Agent

Section IV Particulars of Managing Agent

g e j) To determine whether
Managing Agent is appointed

Firm Mame: ®) Selectfrom the list
« [<<—SELECT HERE —>= > k) To select the name of the
-.i:-c]nhers Managing Agent from the drop
down list
LEN: ]
* ® Formatted Address () Unformatted Address

Formatted Address

Building Mame: i
[) To key in the
correspondence address
House /Block Mo : ‘ J ‘ Of the Managing Agent
Unit Mo -
Road Name: #|===— SELECT HERE —=== I~
Postal Code: "i

Figure 8 — Page 4 of eAGM form- Particular of Managing Agent

Contact Person:
Hams ‘ m) To key in the particular of
L ‘ the main contact person of the
FaxNo. Managing Agent firm
Email |
Website: |
Accreditation
ArmEEaY jllab s ] n) To select from listing whether
pagesorn Mo || the MA firm is accredited by any of
the following associations:
a) APFM/ SISV
b) AMCIS
c) None of the above

Figure 8 — Page 4 of eAGM form- Particular of Managing Agent (Continued)

6. Once the user has finished providing the particular of Managing Agent on page

4 of the eAGM form, left click on the M button to get to the page 5 of the
eform (see figure 9).
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MgmtCorp.

Page 5 of 11| Particulars of Auditor

Maintenance Building Managing i Counci Dedaration
C ontributions rldrasE Agent Auditor Chairperson Secretary Treasurer Mem bar Aftachments & Submit

Section V Particulars of Auditor

@ Select fom the list
N . [=—stitcTnERE —=- ~ | p) To select the name of the
’3-‘0{"% Auditor from the drop down
list
UEN:
Fadress Formatted Address q) TO key In the
Building Mame:
correspondence address
and contact number of the
‘ l Auditor
House/BlockNo:
UnitNo.: #
Road Name: *|<<<— SELECT HERE —»>> [
PostalCode: “
TelephoneNo.:
l FaxNo.:

Email:

AnyAuditor Appointed at AGM?

®ves Ono o) To determine whether
Auditor is appointed

|

Figure 9 — Page 5 of eAGM form- Particular of Auditor

Section V Audited A ts P tedatthe AGM

{The accountending date shall not be earfier than 4 months before the date of the AGM)

Accounting Period: ‘lﬂ

8 r) To determine the
Form: To:
(Valid Date Format ddm m i) audited account period
presented at the AGM

F‘reviuu5| Page s ofil ‘_NextJ

Save |

Figure 9 — Page 5 of eAGM form- Audited Account Presented at the AGM (Continued)

7. Once the user has finished providing the particular of Auditor on page 5 of the

eAGM form, left click on the w button to get to the page 6 of the eform (see
figure 10).
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Maintenance
Contributions

Buiding
Address

Man aging

Aient Auditor

Mgmt Corp. Chaimperson Secretary

Page 6 of 11| Particulars of Chairperson

Treasurer

Council
Member

Creclaration

Aftachments 2 Submit

Section V1 Particula rs of Chairperson

AnyChaiperson Appointed?
@ves ONo

fig

{vald Date Format od'mmiyyy )

Appointed on: *‘

s) To determine whether
the Chairperson is
appointed at the AGM

Mame (as in NRIC / Passport): *‘

NRIC /Passportno.:

@ NRIC (OFIN O Passport No.

Strata Unit Owned / Represented:

t) To key in the name,
NRIC No. and the strata
unit represented by the
Chairperson

Residential Address
* @ Formated Address () Unbrmatted Address

Formatted Address
Building Name:

u) To key in the
correspondence address,
contact number and email
address of the
Chairperson

House /Block Mo.: ‘

[

UnitNo.: #
Road Name:
*‘I<<<—SELECTHERE—>>> ﬂ
Postal Code: il
Unformatied Address (e.g. PO BoxAddress)
TelephoneM andphone Ne.: *‘

Email: ‘

Sawe

Figure 10 — Page 6 of eAGM form- Particular of the Chairperson

8. Once the user has finished providing the particular of Chairperson on page 6

of the eAGM form, left click on the w button to get to the page 7 and 8 of
the eAGM form respectively to provide the particular of Secretary and Treasurer.

9. At this point, user has provided all the particular of the office bearers
(Chairperson, Secretary and Treasurer). If there are more members to the

council, user can left click on the |

Add Coundil Members

| button to provide

the particular of the council members (see figure 11).
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Maintenance Building Managing Councdil Dedaration
MgmtCom. Contributions Address Agent Auditor Chairperson Secretary Treasurer M b | Atachments & Submit
Page 9 of 11 | Particulars of Council Member
Section IX Particulars of Council Members
Add Council Members
Mame (asin NRIC/ Passport) "‘ V) TO key in the name
’
NRIC No. and strata unit
+ @NRIC (OFIN () Passport Mo

NRIC /Passport no.:

Strata Unit Owned /Represented:

Residential Address

Building Name:

House /Block No.:

Road Name:

Postal Code:

Telephone/Handphone No.:

Email:

* (@) Formated Address

Formatted Address

() Unform atted Address

|

member

represented by the council

UnitNo.. #

<<<— SELECT HERE —s>>

1

|

:

Add Council Member

| | Cancel |

[ Previous | pagegorqy | Mext

l Sawe |

w) To key in the
correspondence
address, contact no. and
email address of the
council member

Figure 11 — Page 9 of eAGM form- To add more members to the council

10. User to key in the particular of the council member and left click on the

| Add Coundcil Mem bers

| button to capture the particular of the council member

into the system. Once all the particular of the council member are keyed into

the system, left click on the wbutton to get to page 10 of the eAGM form
(see figure 12).
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Maintenance Building Managing

MamECOI Contributions Address Agent

Auditor Chairperson Secrefarny Treasurer Atachments

Coundl Dreclaration

Member & Submit

Page 10 of 11 | Upload Documents

| Upload Files | | Continue Submission

Attach Files

Click "Browse"to selecta file.
File 1:

File 2:

Figure 12 — Page 10 of eAGM form- Uploading of documents

11. User can upload document (l.e. notice and agenda of AGM, etc) not exceeding 10MB
in a single file (i.e. Microsoft Words, Excel, Powerpoint, pdf, etc) into the system. To

upload document, left click on the

button, select the file and left click on

Upload Fil
the button to save the document in the system.

12. The file uploaded will be displayed on the same page if successfully uploaded (see
figure 13). User can also delete the file if they uploaded the wrong file by left click on

Delete File
the button.

Page 10 of 11 | Upload Documents
| UploadFies | | Confinue Submission
Attach Files
Click "Browse™"to selecta fle.

File 1: Browse...

File 2: Browse...

File Name
Motice and A genda MCST 9999 pdf

| DeleteFile |

Figure 13 — Page 10 of eAGM form- Uploading of documents (Continued)

13. Once the user has finished uploaded the document on page 10 of the eAGM

Continue Submission

form, left click on the |

| button to get to page 11, the

last section of the eAGM form(see figure 14).
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Maintenance Building Managing . : Coundil Dedaration
Co At Addrese Agent Auditor Chairperson Secrefarny Treasurer Atachments

¥omiCom, Member &S ubmit

Page 11 of 11 | Declaration & Submit

Section X Declaration

{ SelectHere ﬂ ,J 4l
(Mame as in NRIC/P assport) MRIC/Passport No.)

dedare that the inbrmation in this submission is to the bestofmyknowledge frue and accurate

Please rememberto submit your Notice of Agenda and other supporting docum ents within the nextthree(3) days (with indication of wur MCST Plan No. ore-Filing tran saction num ber)
to the following methods:

By Post By Fax
Building and Construction Authority 6334 4031
52 Jurgng Gateway Road

#10-01, Singapore 808550

{Above JEM)

By BCA Feedback Form
www.bca gov.sg/feedbackiorm/

| Previous | Page 11 0f11

[ sae || Peveweriing |

Figure 14 — Page 11 of eAGM form- Declaration by the user

14. User to key in name and NRIC no. and declare that the information in this
submission is to the best of his knowledge and accurate. Once ready, user can

Preview e-Filing

left click on | | button to preview and verify the information

again.

15. An error message (see figure 15) will automatically displayed to advice user
what are the missing information that have missed out earlier. User can click
on the CliZher pytton and they will be direct back to the page to provide the
information again.

Section X Declaration

, Chairperson il 4 A ST

(Mame a= in NRIC/Passport} (M RIC/Passport No.)
dedare that the in b mmation in this submission is to the best o fmyknowledge true and accurate.

Please rememberto submit your Notice of Agenda and other supportin g documents within the next three(3) days (with indication ofyour MCST Plan No: ore-Filing transacion number}
to the following methods:

By Post By Fax
Building and Construction Authority 63344031
52 Jureng Gateway Road

#10-01. Singapore 808550

(Above JEM)

By BCA Feedback Form
www.bca.gov.sg/feedbackform/

l Previous | Page 11 of11

Save | |___Preu'ew&FiIing

Please correct the following input errors.
Resass check Particulars of Managing Agent
- Aese select or enter FrmMName:

x) Error message being
displayed to highlight the
- No Goniact Prson missing information to the

- No Teleghone Nurrber
- Mo = slected Acoredited by

Click here user

Figure 15 — Page 11 of eAGM form- Declaration by the user (Continued)
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16.0nce the missing information is provided, user can left click on

| Preview e-Filing

| button again to preview and verify the information. If the
submission is in order, they will be able to preview their submission with the
keyed information being displayed by the system (see figure 16).

Preview First Annual General Meeting e-Filling

Back b Edit Submission | [ Confim e-Filing ]

AGM Transaction Number

Please remember o submit your Motice of Agenda and other supporing documents within the next three(3) days (with indication ofyour MCST Plan N o. ore-Filing transaction num ber)
to the bllowing methods:

By Post By Fax
Building and Construction Authority 63344031
52 Jurgng Gatewsy Road

#10-01. Singapore 808550

(Above JEM)

By BCA Feedback Form
www.bca.gov.sg/feedbackform/

Date Subm itted:

Type of Management Corporation Single Tier Management Corporation

Section | Particular of M: Corporati idiary Manag Corporation

Management Cormporation Strata Title Plan No.: 9999

UEN: TOBMC3585D

DevelopmentName: MANAGEMENT CORPN STRATATITLE PLAN NO 9959
Date of AGM 10M 0206

Official Addre ss of the Management Corporation | Subsidiary Mana gement Corporation

Building Mame: TestBuilding Mame 5

House /Block Mo.; 234

UnitMo: #14-568

Road Name: TANK FARM ROAD

Postal Code: 655544

ContactPerson: JESSIE CHOW

Telephone Mo.: 54855566

FaxMo.: 89898658

Email: Jonathan_cunanan@bca.gov.sg

Website:

Constitution of MC/Sub MC None ofthe Above

Documents
Filename Date Uploaded
Maotice and Agenda MCET 9999.pdf 24/10/2018
Declaration

Position: Chairperson

Name; Lim £h Gow

NRIC fPassport no.: s C

GENERAL REMARKS:

Notes

After confirm ation of e-fling, anyamendmentorupdating ofAGM inbm ation (eg, appeintment ofofice bearers / managing agent/ auditor , change ofcouncilmembers / MC address
etc), please comespond to us eftherbypost / faxore-mailto bca aom submission@bea.gov.sg

| Back o Edit Submission | | confim eFilng |

Figure 16 —Preview of the AGM Filing

17.0nce the information is verified by the user, user can left click on the

! Confrm e-Filing

| button to complete the e-filing of the AGM.

13| Page



User Manual

eAGM (Electronic Annual General Meeting System)

18. An AGM Transaction number will be provided to the user for the AGM
submission made (see figure 17). User can left click on the

ot Acknovdoaom onthacomt button to print a copy of the

acknowledgement receipt for the submission or left click on

Download Acknowledgem ent Receipt
| button to download the

acknowledgement receipt to their computer for their record.

Successfully Submitted the First AGM Submission.

Back o Inbox | Print Acknowdedgem ent Receipt Download Acknowledgement Receipt

AGM Transaction Humber: AGM20161024-00001

Please remember to subm it your Notice ofAgenda and other supporing documents within the nexd three(3) days (with indication ofyour MCST Plan N o. or e-Filing transaction num ber}
to the Bllowing methods:

By Post By Fax
Buiiding and Construction Authority 5334 4031
52 Jurong Gateway Road

#10-01, Singapore 808550

(Above JEM)

ByBCAFegdback Form
www .bca gov.sg/feedbackform/
Date Submitted: 24102018
Type of Management Comporafion Single Tier Management Coporafion

Figure 17 —Acknowledgement of AGM Filing completed

19.1n the event that the user has difficulties uploading the document into the
system, they can send a copy of the document via BCA Feedback Form:
www.bca.gov.sg/feedbackform/ or fax a copy to 6334 4031. Do remember to
indicate the MCST Plan no or e-fling transaction number as reference number.

20. Thank you for using our eAGM system to file your AGM.
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