
Lifts and Escalators Application Portal (LEAP)

Quick Guide on:
A. Onboarding from OPTO to LEAP
B. Renewal of PTO
C. New PTO application
D. Recommissioning application of PTO
E. Owner’s representative assignment



(A) Onboarding from OPTO to LEAP

1. To login into the system, owners can begin by selecting the desired login mode.
Owner will then upon successful entry be directed to the Sing Pass / Corp Pass web page.
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(A) Onboarding from OPTO to LEAP

Owner can verify and make changes. 

1. Fil in Personal details
2. Fill in Address details
3. Fill in email and contact details
4. Select declaration 
5. Click Register
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After selecting the login mode for Home 

Owner/Corporate Owner, the details will be 

pre-populated from MyInfo where available.

After registering the account, the user will be 
redirected to the dashboard. As a first-time 
registered user, he will see the transfer screen 
next.



(A) Onboarding from OPTO to LEAP

1. Owner can click on “I have an existing 
account” button if he has an OPTO 
account and would like to transfer the 
OPTO equipment to LEAP account.

2. Owner can click on “I do not have an 
existing account” button if he does 
not have an OPTO account.
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(A) Onboarding from OPTO to LEAP

1. Key in OPTO Owner User ID

2. Key in OPTO Owner User password

3. Select “Begin Transfer Process from OPTO to LEAP”. A pop up will appear for you to confirm the migration. 
Owners can repeat this step if required.

An alert will pop up showing that the equipment has been transferred.

You may reset your password by clicking the link
- Click here if you forgot your OPTO password
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Go to equipment list via the left navigation panel

1. Select desired equipment to be renewed

2. Click on the renew PTO button

3. Select contractor if required

4. Select SPE 

5. Select next

Note:
• PTO must be 

expiring within 3 
months

• Equipment is 
currently active

(B) Renewal of PTO
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6. Proceed to payment

7. Choose one of the available payment options

8. Confirm

A success message will appear confirming that the payment has been completed 7

(B) Renewal of PTO



Go to equipment list via the left 
navigation panel

1. Click on the Ongoing New 
PTO Application smart filter

2. Select desired equipment

3. Click on Commence New PTO

4. Click on Review and accept 
the equipment

5. Click on Next

Note:
• Equipment ID must be N/A

(C) New PTO application
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6. Select contractors

7. Proceed to payment

8. Choose one of the available 
payment options

9. Confirm

A success message will appear 

confirming that the payment has 

been completed
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(C) New PTO application



(D) Recommissioning application of PTO

Go to equipment list via the left 
navigation panel

1. Click on the Ongoing 
Recommissioning smart filter

2. Select desired equipment 

3. Click on Commence 
Recommission PTO

4. Select Contractors

5. Click on Next
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6. Proceed to payment

7. Choose one of the available 
payment options

8. Confirm

A success message will appear 

confirming that the payment has 

been completed
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(D) Recommissioning application of PTO



(E) Owner’s representative assignment

Assigning an Owner’s Representative:
1. Begin by selecting the equipment list from sidebar

2. Then select the desired equipment(s) from the equipment list

3. Select other actions

4. Select assign representative and follow the steps from there.

A success message will appear once owner representative is added successfully 12
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Accepting equipment assigned:

1. Owner rep clicks on the dashboard notification.

2. Owner rep can accept or reject equipment.
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(E) Owner’s representative assignment



Deleting Owner’s 
Representative:
1. Select profile and user 

management from side bar

2. Scroll down to view list of 
Owner representatives

3. Click on the name of desired 
Owner representative to 
view individual Owner 
representative’s details

4. Select delete representative

(E) Owner’s Representative
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