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Version Date Updated Remarks
1.0 21 November 2022 LEAP System Commissioning version
1.1 7 December 2022 | Adding user flow for a more comprehensive understanding
1.2 13 December 20227 Updating copywriting
1.3 8 June2023 Addition to manual based on user feedback
1.4 14 July 2023 Addition to manuabased on user feedback
Addition of Section 4.1 Advanced filter (Search)
Addition of Section 4.5 Exporting selected equipment details to excel
Addition of Section 4.6 Exporting all records to excel
Deletion of Section 5.1 Changing contractor details
Revision of Section 6 Notification
15 5 October 2023 Revision of Section 5.1 Changing address details
Revision of Section 5.2 Changing contact details (email)
1.6 6 November2023 | Revision of Section 2 Viewing equipment in PTO Application List
Revision of Section 3 Change of SPE and contractor
Revision of Section 3.1 Assign SPE
Revision of Section 4 Equipment details
1.7 27 June 2024 Revision 4.2 Edéquipment detail{warning message if equipment is ongoing inspection)
1.8 14 November2024 | Revision oSection4.6 Exporting all records to excel
1.9 13 November2025 | Updatingof BCALogo

Revision of Sectioh.3 Logging into the system
Revision of Section 1.5 The Dashboard
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1 Introduction

The BCA Lifts and Escalators Application system (LEAP) was created to automate the process involved in the life@ralieesthitstors

from inception to termination. The LEAP system would facilitate the involvement of all actors involved in the three messqes adf

creating, renewing and recommissioning the permit pecatefor lifts swellasS 8 OF f 2 NA GKF G FF€f dzy RSNJ ./
everynew escalator or lift obtain a permit before beginning operations. Users can loghatsystem viaCorgpassfor corporate owned

equipment.

This user manual serves to assist you,@etractors,A Y dzy RSNA Gl YRAY I GKS RAFFSNBYy (G Fdzy OlA2ya

1.1 Terminology Used

Term Definition

LEAP Lifts and Escalators Application Portal

PTO Permit To Operate

SPE Specialist Professional Engineer in 8pecializedranch of Lift and Escalator Engineering

LEI Lift and Escalator Inspector

Major A/R | Major alteration or replacement works carried out on any lift or escalator specifiiekifirst column of Part 2 of the Secor
works Schedule of the Building Maintenance and Strata Management (Lift, Escalator and Building Maintenance) Regulatior

Congtriction
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1.2Statuses used in LEAP
1.2.1 Application Status

Status

Description

Pending SPE Inspection

During new PTO applicatioBPE selects owner and creates equipment
During recommission PTO application, SPE initiated an application and SPE yet to submit inspecti
During renewal PTO application, Owner initiated an application and SPE yet to submit inspection

Pending Payment

During new/recommission PTO applicati®rE siged and submited inspection or
During renewal PTO application, Owner initiated renewal application and Owner yet to make payn

Pending PTO Officer Review

During new/recommissioning PTO application, payment was received and SPE has submitted insf
results. The application is currently under review by PTO officer.

Complete During new/recommission PTO applicati®1,0 Officer approwkthe application, or
During renewal PTO application, Owner made payment&PH has also submitted inspection
Rejected During new/recommissioning PTO application, the application was rejected by PTO officer and the

has to initiate the application again.

Pending Amendment By SPE

During new/recommission PTO application, PTO Officer rejected the application and route back to
for amendments e.g., follow up on some clarifications, or missing documents for processing

Pending BCA Engineer Revie

During new/recommission PTO applicafio®wner made paymentand SPE submitted inspection, or
During renewal PTO application (shortlisted equipment)n@wnade paymentand SPE submitted
inspection

1 Temporarily not appliedn LEAP

Building and
Construction
Authority
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1.2.2 Equipment Status

Status Description
Pending SPE Inspection During new PTO application, SPE has selected owner and created equipment records
Accepted By Owner Duringnew PTO Application, after SPE submitted inspection for the new equipment, owner
reviewed and accepted the equipment to be under his/her ownership.
Rejected By Owner Duringnew PTO Application, after SPE submitted inspection for the new equipment, owner
reviewed and rejected the equipment to be under his/her ownership.
PendingOwnerAcceptance During new PTO application, SPE has submitted inspection results but owner has not acce
the ownership of the equipment
Active After PTO Officer approve®w/recommission PTO application
Active. To suspend from DD/MM/YYY PTO is valibut Owner suspends equipment in advance with effect frafiature date
Suspended WhenOwner suspends an equipment with effect from today
PTO expired as the PTO Expiry Date is before today
Terminated WhenOwner terminatesan equipment
1.2.3 InspectionStatus
Status Description
Saved as Draft SPE has saved the inspection as draft or has not submitted the inspection report with his digital signg
Pending BCA Review SPE signs and sulitad inspection fomew/recommission PTO applicatioor
SPE signs arsdibmited inspectionfor renewal PTO application (shortlisted equipment)
Approved PTO Officer approkinspection fomew/recommission PTO applicatioor
SPE approvkeLEl's inspection (for renewal application only)
Rejected During new/recommissioning PTO application, the application was rejected by PTO officer and the SF
to initiate the application again.
Pending Amendment By | During new/recommission PTO application, PTO Officer rejected the application and route back to SK
SPE amendments e.g., follow up on some clarifications, or missing documents for processing
Completed SPE signs and submits inspectionr@rewal PTOapplication
Pending SPE Review LEI submted inspection forenewalPTCGapplication
Pending Amendment By L| SPE routéd back to LEI farenewalPTGapplication

Eu“ding and
!l Ai:;tar;:;mn Page6 of 50
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1.2.4 PaymentStatus

Status Description
Pending Payment Payment has not been received.
Paid Owner makes payment and selectedPByment and paid via Stripe successfudly

Finance Officer updates the payment status to Paid after verifying payment received from Pay Later, or
GIRO Deduction is successful

Pending Giro Owner seleatd GIR@s payment method forRenewalPTCGapplication
Refund Requested Owner requestdfor refund, or Finance Officer mark payment for refund
Refunded Finance Officer updaterefund status as refunded
Pending Refund Finance Officer updaterefund status as pending refund
Failed GIRO Deduction is unsuccessful
1.2.5 RefundStatus
Status Description
Pending Refund Owner requestd for refund, or Finance Officer marked payment for refund
Refunded Finance Officer updaterefund status as refunded
Rejected Finance Officer updaterefund status as rejected

Congtrecaian
Authority Page7 of 50
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1.3Logging into the system

To login into the systenGontractorscan begin by selectingog in with Corpass

BCALift and Escalator Applicatid?ortal (LEAP)
User Manual €.9

® Asingapore Government Agency Website How to identifyv

Building and
Construction
Authority

Announcement -

Beware of Impersonation
Scams

Government officials will
NEVER ask you to transfer
money or disclose bank log-
in details over a phone call.
Call the 24/7 Scamshield
Helpline at 1799 or visit
www.scamshield. govsg to
check if something is a scam.

The Lifts and Escalators
Application ("LEAP") Portal
replaces the Online Permit to
Operate ("OPTO") system. All
PTO application applications for
lifts and escalators must be
carried out through the LEAP
Portal from 21 November 2022.

Please beware of malware
stealing login credentials saved
in internet browsers. Stay
vigilant against malicious emails

that ran infact devicac with

& QUICK LINKS

LEAP BRIEFING SLIDES LEAP WEBINAR LEAP USER MANUAL

Oviner (.pdf 5.6MB, 4 Nov Owner (mp4 535.51MB, 31 Oct  Owner (pdf 17.57MB, 19 Jun
2022) 2022) 2025)

Town Councils (pdf 5.6MB, 17 Town Councils (mp4 Contractors (.pdf 4.61MB, 14
Oct 2022) 295.20MB, 14 Oct 2022) Nov 2024)

Contractors (pdf 3.5MB, 28 Oct  Contractors (mp4 195.19M8, SPE (pdf 10.65MB, 14 Nov
2022) 28 Oct 2022) 2024)

SPE (pdf 5.3MB, 20 Oct 2022) SPE (mp4 249.49MB, 18 Oct LEI (,pdf 4.78MB, 14 Nov 2024)

2022)

A
1

;
R L MARL

LE/AP

Lifts and Escalators Application Portal

%o
Individual Login

Individual Home Owner

Log in with singpass

SPE

LEI

If you do not have a Singpass
account or have forgotten your
password, click here.

Owner Rep (.pdf 12.32MB, 19

Jun 2025)

a Feedback

o
Corporate Login

L&E Corporate Owner

Logiin with corppass

Contractor

Log in with corppass

1f you are transacting on behalf of your
company and you do not own a Corppass
‘account. please contact your company’s
Corppass Admin to create the account, and
assign the access to “BCA ¢-Services” as
“MyBCA User” for you

Contractor - PWM

Log in with corppass

f you are submitting the Progressive Wage
Plan on behalf of your company, please.
contact your Corppass Admin to assign the
access to "BCA-LEAP” as “Contractor PWM"
for you.

To find out who is the Corppass Admin or

Sub-Admin of your entity, please Email

support@corppass govg with the following

information

* Your entity’s UEN / Foreign Registration
Number

* Your name. title and contact no.

Corppass Support will notify your entity's
Corppass Admin to contact you

FAQ (.pdf 272KB, 20 Jan 2023)

Building and
Construction
Authority
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1.4Flow of Contractors main functions

Themain role of the contractor would be t@view the equipment assigneatlring the renewal, new PTO creation and recommission
processContractors can also assign SR&rsninate as well as claim contracts.

1.4.1 Contractorflow: Renewal process

When renewing a PTO, Owneveuld first adjust the expiry date to be within tl8emonth renewal window period. Ownevgouldthen initiate
the renewal proceswhich includesssigning theontractor and SPE as well as payment for the rene@@htractos would receive an email
alert that they have been assigned as the contractotlierequipment.SPEwill alsoreceive an email alert to conduct the inspection whether
it be the No Load Test or Full Load test. The new expiration date would be changed automatically once the process islcomplete

—~—
~
(@)

w/ KFHy3s wWS@ASSH w{t9 Aya
RI G NBYySgl € Ob[¢ 2NJ C[¢0OU
RSGFAT &
WLYAGAFGE SljdAa LIYSY whyO0S (GKS
NBYy Sol t 0KFG KI ¢ AyaLlSOiArzy Aa
LIN2 OS & & I AaA3ySH O2YLX SGS GKS
t ¢h SEL X
w Assign contractor RIS gAff 0S
OKI y3aSR
I dzi 2 YI @

Euildting :pd
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1.4.2 Contractorflow: Create New PT@rocess

The process of creating a nd®I Obegins with the SPE. Once created, the SPE conducts the inspection. The Owner will then receive an email
alert and can then commence the new PTO on their end, selecting the necessary contractors and SPE. The next step wondddxtto

make paymentContractors would receive an email alert that they have been assigned as the contractor for the equipmeanapproved

by the PTO officer, Owners can then proceed to download the PTO certificate.

SPE Owner Contractor PTO officer @ Owner/SPE
wCreate new PTO | wCommence New| wReview new wApprove New wGo to
PTO equipment that PTO application equipment list
wAdd equipment has been and see that
_, WReviewand  _, assigned - _, equipment now
wSubmit New PTO  accept has an ID
inspection equipment

wUser can check

checklist
wASsIgn that PTO cert
contractors has been
generated

wMake payment
via stripe

Euildting ipd
» Pagel00f 50
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1.4.3 Contractorflow: Recommission process

Theprocess of recommission begins at the time the owner suspends the equipment. After the period of suspension, the SREdtas to i
the recommission process. The Owner then receives an email notification indicating that the recommission process hagdztandwill
then proceed to assign a contractos well agpay fees for recommission.

w{StS0l S wal 1S wwSOSA@BSa WwwWSJASH
o wSO2YYAaah b20GAFTAO G4 NBEO2YYAaarzy
w{StSOou a t ¢h | LK AC RSGUlFIAfAa 2F
RFGS FyR ! w[23a AY SljdA LIYSy G GK
g2 NJ & "7 w{eadsSy Let B KIa 0SSy
AGSYa GKEG w! &aaiady O
dzy RSNB Sy i
2N a wtheéa tech 7
w{lF @S RNI T
I LILIE A OF G A 2

Euild:ng .:pd
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1.5TheDashboard

Here is the dashboard for the LEAP system, alerts from activities will pop ugOretiee dashboard, alerts that require immediate action by
the Contractorwould pop up here. Examples of alerts include new equipment getting assigned @otiieactotr equipment thatis pending
recommission thus requiring action and information on equipment that is expiring. The smart filter hefartiigo assist<Contractorgo

quickly navigate to the required action.

{ BACK ] BCA i 74 d Contractor B
4 i = S 7 Esc
,“r ILEﬁ All [2] Lifts J? Escalators Contractor (User Manual) Owner Rep (User Manual) )

Switch to Owner Rep
Profile

o User C has assigned you to be the owner representative for 3 equipment on 25/06/2025 17:12

&
Signed Contractor B .

. inas  (Main Account)
-

a UserA -

Equipment List

View to accept or reject

0 Corp Owner Z, TXXCOXXXD has assigned you to be the owner representative for 3 equipment on 25/06/2025 17:11

View to accept or reject

= Al El 1114 Equipments E| 0 Equipment @ 15 Equipment
@ Lifts In Equipment List Ongoing Renewal Ongoing Recommissioning
J7 Escalators View all View all View all

Excel Export
Requests

@ PTO Application List

® Profile & User
Management

{§} Notification Settings

Constrgcaian
Authority PagelZ of 50
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1.6Smart filter View

Smart filter view is a quick and convenient way to view the desired equipment in the context required. Selecting a fiteshange the
equipment(s) being shown in the equipment list.

B Equipment List m L Export All Records To Excel
1 S
13 Equipment 0 Equipment 859 Applications
+
— PTO Expiring in 3 Months Full Load Assig me
® a* Assign SPE © Terminate Contract 4 Export Selected Records To Excel
& —_—
859 / 859 equipment(s) 0 item(s) selected Il Display/Hide Columns ® Clear All Column Filters L Q  Search
EQUIPMENT ID EQ A BLK STREET NAME POSTAL CODE BUILDING NAME PTO EXPIRY DATE a NEXT FULL LOA APPLICATIO # ACTION
dd/mm/yyyy ® | | dd/mm/yyyy
N/A PLO5 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N/A pi21312 blk23dg3, testst bik23dg3  testst N/A N/A N/A N/A Pending SPE Inspection View
N/A PL edit 21 232 street2123 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View
NA pl2324 blk232f543, test st bik232f543  test st N/A N/A N/A N/A Pending SPE Inspection View
N/A pl334 blk393ss, test st, 3,3 - 3,333333  bIk393ss test st 3 N/A N/A Pending SPE Inspection View
N/A YUR2 shan 10 ju N/A shan 10 jul N/A N/A N/A N/A Pending Payment View
N/A 234324 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N/A PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
EN-32959-194798 234234 blk7654500, pink purple street bik7654500 pink purple street N/A N/A N/A N/A N/A P View
Cy N/A 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View

Building and

iﬂr::‘;r::;mn Page13 Of 50
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1.6.1 View equipment expiring in 3 months

Select smatrt filter PTO expiring in 3 months smatrt filter

-
dl Equipment List & Export All Records To Excel
B 1 Equipment 0 Equipment » 729 Applications
= quip quip 2 PP
PTO Expiring in 3 Months Full Load Test window open Assigned to me
> o o .
a* Assign SPE © Terminate Contract ~ Export Selected Records To Excel

-
B 729 / 729 equipment(s) 0 item(s) selected Il Display/Hide Columns @ Clear All Column Filters Q  Search

EQUIPMENT ID EQUIPMENT NO ADDRESS BLK STREET NAME POSTAL CODE BUILDINC ACTIO

N/A whywhywhy whywhywhy N/A whywhywhy N/A N/A View
O N/A PLO1 Tanjong Pagar N/A Tanjong Pagar N/A N/A View
E‘ N/A PLO4 Ivory Heights N/A Ivory Heights N/A N/A View

9 ry neig
>

Constrgcaian
Authority Pagel4 of 50
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1.6.2 View equipment with full load test window open

Select Full loadest Window Open smatrt filter

-
dl Equipment List & Export All Records To Excel
= 1 Equipment 0 Equipment % 729 Applications
PTO Expiring in 3 Months Full Load Test window open Assigned to me
> o -
a* Assign SPE ® Terminate Contract 4 Export Selected Records To Excel

i
@ 729 / 729 equipment(s) 0 item(s) selected Il Display/Hide Columns @ Clear All Column Filters

EQUIPMENT ID EQUIPMENT NO ADDRESS BLK STREET NAME POSTAL CODE BUILDINC ACTION

N/A whywhywhy whywhywhy N/A whywhywhy N/A N/A View
O N/A PLO1 Tanjong Pagar N/A Tanjong Pagar N/A N/A View
Cs N/A PLO4 Ivory Heights N/A Ivory Heights N/A N/A View

>

Chnstnaeton
Authority Pagel5 Of 50
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1.6.3 View all equipment assigned

Select all assigned smart filter

BCALIft and Escalator Applicatidtortal(LEAP)
User Manual £.9

© Terminate Contract

dl Equipment List
= 1 Equipment
PTO Expiring in 3 M
]
7 S
a' Assign SPE

L
@ 729 / 729 equipment(s)
@ EC TID
&

N/A
©) N/A
Cx N/A

0 Equipment

vionths Full Load lest window open

0 item(s) selected Il Display/Hide Columns
EQUIPMENT NO ADDRESS

whywhywhy whywhywhy

PLO1 Tanjong Pagar

PLO4 Ivory Heights

& Claim Contract

4 Export Selected Records To Excel

@ Clear All Column Filters

N/A

N/A

N/A

STREET NAME

whywhywhy

Tanjong Pagar

Ivory Heights

N/A

N/A

& Export All Records To Excel

N/A View
N/A View
N/A View

Building and
Construction
Authority
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2Viewing equipment in PTO application list
upfront

2.11f Application ID is known

@ Switch to Owner Rep

Profile

a  kirkd

Dashboard

B B

Equipment List

E ifts
,}’ Escalators

Excel Export
1 L

Requests
@ P10 Application List

Profile & User
Management

&

Notification Settings

Switch to Owner Rep
Profile

a  kirk4

d) Dashboard

B Equipment List

E ifts
J? Escalators

) Excel Export

Requests

[ PTO Application List

Profile & User
Management

PTO Application List

Il Display/Hide Columns

APPLICATION DATE

dd/mm/yyyy

02/03/2023

PTO Application List 0

Application ID
Application Date
Application Type

2 Export As PDF

0 item(s) selected

APPLICATION ID ADDRESS

A-202303-007111 78

APPLICATION TYPE

New PTO

A-202303-007111
02/03/2023

New PTO

APPLICATION STATUS

Complete

APPLICATION ID

A-202303-007111

A-202303-00711

DEVELOPMENT TYPE

1

0 -

CREATED DATE

dd/mm/yyyy

ic, Community & Cultural Institutions  02/03/2023

PLAN SUBMISSION NO

e View

MODIFIED DATE

dd/mm/yyyy

02/03/2023

you wish to lookup a

If you are aware of the
Application ID, you may
proceed with:

1. Select PTO
ApplicationList from
sidebar

2. Key in application ID

3. Select view for
desired equipment
or view submission

Note:

1. All the past
applications can be
found here which will
link you up with the
equipment. Should

previous application
ID, you may search
from the equipment.
2. For more details, you
may also click on the
GxASg 91l dz
button

P View Equipment

Building and
Construction
Authority
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2.21f Application ID is not known upfront

If you are unaware of
the Application ID, you
7 i i d with:
B) Equipment List m & Export All Records To Excel may procee Wlt
» ks )
+ oo sarr \ﬂ L i ‘ ‘ vt g \ 1. Go to Equipment Lis
s : : ' \ page
® [ 2+ Assign SPE ] | © Terminate Contract ‘ | 4. Export Selected Records To Excel |
® S
859 /859 equipment(s) 1 item(s) selected Il Display/Hide Columns @ Clear All Column Filters [ﬂ‘ 2 . Se I ect th e eq u | p men
-] QUIPN T Q M ET NAM 'OSTAL CODE BUI - EXT LL TESTE R APP A N STAT 2 ACT
e x 3. View the equipment
NA PLOS AMK 01, 234567 N/A AMKO1 234567 NA N/A N/A Pending SPE Inspection e
NA pi21312 bik23dg3, testst bik23dg3 testst NA NA N/A N/A Pending SPE Inspection View
NA PLedit 21 232 street2123 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View
NA pi2324 bIk2321543, test st DIk232f543 test st N/A NA N/A N/A Pending SPE Inspection View
N/A pl334 bik393ss, test st, 3,3 - 3,333333  bk393ss test st 333333 3 N/A N/A Pending SPE Inspection View
A yur shan 10jul N/A shan 10 ju N/A NA N/A N/A Pending Payment View
NA 234324 AMK 01, 234567 N/A AMKO1 234567 N/A N/A N/A Pending SPE Inspection View
NA PL12 ECP123 NA ECP123 NA N/A N/A N/A Pending SPE Inspection View
< EN-32050.194798 234234 bI7654500, pink purple street  bIK7E54500 pink purple street  N/A NA N/A N/A N/A P View
& A 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
41> 4 >
Building and

Construction
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4. Scroll down to
bottom of the page

Equipment Details

5. SeePast
Applications and
note down the
Application ID, and
refer to Section2.1

Congtrecaian
Authority Pagel9of 50
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3 Change of SPihd Contractor

The equipment list is the main area of the software, whereby most of the required actions happen here. It gives a clefaali/tbe
equipment that belongs to theontractorand can be easily filtered according to requirements.

g Equipment List ERCTINCUTE RS .. Export All Records To Excel
» S
L 13 Equipment 0 Equipment ’
= PTO g in 3 Months Full Load Test v
@ a* Assign SPE © Terminate Contract 4 Export Selected Records To Excel
@ —
859 / 859 equipment(s) 0 item(s) selected Il Display/Hide Columns ® Clear All Column Filters [ Q  Search
EQUIPMENT ID EQUIPMENT NO ADDRESS BLK POSTAL CODE BUILDING NAME PTO EXPIRY DATE a NEXT FULL LOAD TEST EXPIRY DATE APPLICATION STATUS A ACTION
dd/mm/yyyy ®) | | dd/mm/yyyy
N/A PLO5 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N/A pl21312 blk23dg3, testst bik23dg3 testst N/A N/A N/A N/A Pending SPE Inspection View
N/A PL edit 21 232 street2123 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View
N/A pl2324 blk232f543, test st bik232f543 test st N/A N/A N/A N/A Pending SPE Inspection View
N/A pi334 blk393ss, test st, 3,3 - 3,333333  bIk393ss  testst 333333 3 N/A N/A Pending SPE Inspection View
N/A YUJ2 shan 10 jul N/A shan 10 ju N/A N/A N/A N/A Pending Payment View
N/A 234324 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N/A PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
O EN-32959-194798 234234 blk7654500, pink purple street blk7654500 pink purple street N/A N/A N/A N/A N/A P View
& N/A 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
13
Building and

Construction
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3.1Assign SPE

The steps below outline the way in which t@entractorcanassignra SPE td&*TO.

1. Begin by
du .
e selecting the
= equipment list
Equipment List L Export All Records To Excel .
8 N from the sidebar
¥ ’ .
N 13 Equipment ‘ 0 Equij ‘ ‘ 859 Applications l
i PTO Expiring in 3 Months Full L est window open Assigned to me
® : 3 : 2. Then select the
® ‘ 2+ Assign 59 H © Terminate Contract H 4 Export Selected Records To Excel | deSIred
o 3] | .
859 /859 equipment(s) 1 item(s) selected Il Display/Hide Columns @ Clear All Column Filters ‘ A Search eq u | pm e nt(S)
8 EQUIPMENT ID EQUIPMENT NO BLK STREET NAME UILDII PTO EXPIRY DATE a NEXT FULL LOAD TEST EXPIRY DATE APPLICATION STATUS A ACTION from eqUIpment
dd/mmisyyyy (3 | dd/mmiyyyy = ||St tO renewed
NA PLOS AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N/A pi21312 bik23dg3, testst bik23dg3  testst N/A N/A N/A N/A Pending SPE Inspection View .. 3 . C | | Ck OMSS|g n
A PLedit 21 232 street2123 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View . S P E button .
N/A pl2324 bik232f543, test st bik2321543  test st N/A N/A N/A N/A Pending SPE Inspection View .. Thls moves you
N/A pi334 blk393ss, test st, 3,3- 3,333333  bIk393ss testst 333333 3 N/A N/A Pending SPE Inspection View .. to the next
N/A Yus2 shan 10 jul N/A shan 10 jul N/A N/A N/A N/A Pending Payment View Scree n
NA 234324 AMK 01, 234567 N/A AMK 01 234367 N/A N/A N/A Pending SPE Inspection View
NA PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
EN-32050.194708 234234 bIk7654500, pink purple street  bIK7654500  pink purple street  NJA N/A N/A N/A N/A 1 View
N/A 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
41 4 .

Building and
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dl
&}
= Assign SPE
&
>
EQUIPMENT ID EQUIPMENT NO
!
B A
®
Specialist Professional Engineer (SPE)
&
O]
Cy

N/A Amsterdam Street N

ﬁ” 1a Klein || ID : 31

Accepted By Owner

Service Lift

Cancel %

4, Select the SPE out of
the dropdown menu

5. Click on Savand
confirm the action

The SPE will be assigneo
to the equipment.

Note:

If the SPE selected is the
existingSPE assigned to

the equipment, the Save

button will be disabled.

Building and
Construction
Authority

Page22 of 50
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3.2TerminateContract

A contractor can terminate the contract in the following manner.

1. Begin by
w
® selecting the
=q equipment list
ERCINGITE . Export Al Records To Excel .
- e N ) | s from the sidebar
Al EEE. B || 2 |
® ' : : ; 2. Then select the
® [ 2 Assign SPE ] | © Terminate Contract ] l L Export Selected Records To Excel | d es | red
@ 859 / 859 equipment(s) 1 item(s) selected Il Display/Hide Columns @ Clear All Column Filters : 2 Search ] eq u i p m e nt(s)
. e - e T B T from the
| | equipment list
A PLOS AMK 01, 234567 N/A AMKO1 234567 N/A N/A N/A Pending SPE Inspection View .. that requ ires the
N/A pi21312 bik23dg3, testst bik23dg3 testst N/A N/A N/A N/A Pending SPE Inspection View re n eWaI fee
NA PLedit 21 232 street2123 N/A street2123 N/A WA N/A N/A Pending SPE Inspection View ..
NA pi2324 DIk232543, test st DIk2321543  test st N/A N/A N/A N/A Pending SPE Inspection View | .. 3. Se | ect Term | nate
N/A pi334 blk393ss, test st, 3,3 - 3,333333  bIk393ss  testst 333333 3 N/A N/A Pending SPE Inspection View .. Contract
NA YuR shan 10 ju N/A shan 10ju N/A N/A N/A N/A Pending Payment View
N/A 234324 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
NA PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
O EN-32959-194798 234234 bik7654500, pink purple street bik7654500 pink purple street N/A N/A N/A N/A N/A ! View
G N/A 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
41 »

Building and
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Terminate Contract?

You are terminating the contract with

4. Select Terminate
to Terminate the
Contract.

Note:

Terminate contract
will be with
immediate effect.
The equipment will
not be shown in
your account

Building and
Construction
Authority

Kirk Rampostrow for N/A at Bishan street 44 anymore
| declare that the information provided is accurate. |
declare that | am not the appointed service contractor
for the maintenance of the equipment listed above as
at the date of submission.
Page24 of 50
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3.3ClaimContract

1. Begin by selecting the
equipment list from the
: sidebar
dl Equipment List & Export All Records To Excel .
i el e 2. Then select theClaim
1 = i = ' Gontract button
= Equipment Equipment Applications
- 7‘71? :,p\'g n 3 Months Ful ja;:pTe;' window ope ‘ E Assigned "D:p"e
&l This moves you to the next
7 a* Assign SPE ® Terminate Contract 4 Export Selected Records To Excel screen.
L2
@ 729 / 729 equipment(s) 0 item(s) selected Il Display/Hide Columns @ Clear All Column Filters Q  Search
@ . 5 < | ST LU
&
N/A whywhywhy whywhywhy N/A whywhywhy N/A N/A View
O N/A PLO1 Tanjong Pagar N/A Tanjong Pagar N/A N/A View
Cx N/A PLO4 Ivory Heights N/A Ivory Heights N/A N/A View
>

Chnstnaeton
Authority Page25 Of 50
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1. Begin byselectingthe
Contractor type

t Change of Contractor

2. Uploadproof of change

or Type * Test contractor
] Maintenance contractor
[] Installation contractor 3 Add I’emal'k$tatlng the
roof of change * reason fOf the req UeSt
4. Check the declaration.
Upload a file or drag and drop
Upload required documents here (pdf, jpg, and png files less than 25MB). Files exceeding the limit will be compressed
5. Select Save torfalize the
request for change of
contractor.
tion

re that | am the contractor appointed to maintain the equipment selected above. | undertake to carry out the duties required of a service contractor in relation to said equipment.

Cancel %

Chnstnaeton
Authority Pag(-2‘26 Of 50
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4 Equipment detas

@ Equipment List (o Export All Records To Excel
5 , 2. Select equipment
1 13 Equipment ‘ 0 Equipment ’ ‘ ’
’ : 7 3. Select View
@ | a* Assign SPE l l © Terminate Contract J ‘ 4 Export Selected Records To Excel |
@ —
859 /859 equipment(s) 1 item(s) selected Il Display/Hide Columns ® Clear All Column Filters L‘S_ear(hl
-] D EQUIPME BLK TREET NAME PTO EXP a  NEXT FULL LOAD TEST EXPIRY DATE APPLICATION § ]
dd/mmsyyyy ) | dd/mm/yyyy
N/A PLOS AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection e
NA pi21312 blk23dg3, testst bik23dg3 testst N/A N/A N/A N/A Pending SPE Inspection View
NA street2123 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View
N/A pi2324 bik232f543, test st bik232f543  test st N/A N/A N/A N/A Pending SPE Inspection View
N/A pi334 blk393ss, test st, 3,3 - 3,333333  bIk393ss test st 333333 3 N/A N/A Pending SPE Inspection View
N/A Yui2 shan 10 jul N/A shan 10 jul N/A N/A N/A N/A Pending Payment View
N/A 234324 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
NA PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
O e r9sn oI 2340 S - esss et .
EN-32059-194798 234234 bIk7654500, pink purple street  bIK7654500  pink purple street  N/A N/A N/A N/A N/A ! View
& N/A 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
1 = S
Building and
Construction

Autharity Page27 of 50
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4.1Advanced filter (Search)

Select advanced filtdp filter out desired equipment in equipment list.

BCALIft and Escalator Applicatidtortal(LEAP)
User Manual £.9

Equipment List

& Assign SPE (V]

N/A

N/A

N/A

N/A

EN-32959-1

N/A

13 Equipment
PTO Expiring in 3 Mont

Terminate Contract

859 / 859 equipment(s) 0 item(s) selected

PL12

0 Eequipment
Full Load Test win

4 Export Selected Records To Excel

Il Display/Hide Columns

AMK 01, 234567

bik23dg3, testst

street2123

blk232f543, test st

ECP123

blk7654500, pink purple street

AMK 01, 234567

® Clear All Column Filters

N/A

blk23dg3

bik7654500

N/A

shan 10ju

AMK 01

ECP123

pink purple street

AMK 01

NG NAME

dd/mm/yyyy

NEXT F

dd/mm/yyyy

Pending SPE Inspection

Pending SPE Inspection

Pending SPE Inspection

Pending SPE Inspection

Pending SPE Inspection

Pending Payment

Pending SPE Inspection

Pending SPE Inspection

N/A

Pending SPE Inspection

Export All Records To Excel

e Search |

View

View

View

View

View

View

View

View

View

View

1. Select equipment list
from sidebar

2. Select search button

Building and
Construction
Authority

Page28of 50
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- B I & B

8 e

Equipment List

b

0 Equipment 0 Equipment
PTO Expiring in 3 Months Full Load Test window open

& Claim Contract & Export All Records To Excel

Assigned to me

-2 720 Applications ’

Equipment ID

Equipment Types

Application Type

Building Name

Block/House Number

PTO expiry date

Equipment Statuses

Application Status

Application ID

Postal Code

Street Name

A+ Assign SPE © Terminate Contract 4 Export Selected Records To Excel

Hide

Reset Filter

3. A modal will appear
with the search
parameters.The
equipment can be
searched by keying in
either of these fields.

4. Select filter buttonand
the search results will
appearin the
Equipment List table
below.

Building and
Construction
Authority

Page29 of 50
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il

Equipment List

ad Test windo

859 Applications

Assig n

859 / 859 equipment(s) 1 item(s) selected Il Display/Hide Columns

f 13 Equipment 0 Equipment
s PTO Expiring in 3 Months Full Lo

B

® { a* Assign SPE I { © Terminate Contract ‘ [ 4 Export Selected Records To Excel
@

® Clear All Column Filters

£ Claim Contract

Export All Records To Excel

1. Select equipment list
from sidebar

2. Select the desired
equipment

3. Select] SoF 6 A

Qu EQUIPMENT NO BLK STREET NAME BU PT NEXT FULL LO PIRY DAT APPLICATION 4 Select ed't
dd/mm/yyyy dd/mm/yyyy
N/A PLOS AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View e
NA pi21312 bik23dg3, testst bik23dg3  testst N/A N/A N/A N/A Pending SPE  Edit
N/A PL edit 21 232 street2123 N/A street2123 N/A N/A N/A N/A Pending SPE  Assign SPE
N/A pi2324 blk232f543, test st bik232f543  testst N/A N/A N/A N/A Pending SPE Inspection View
N/A pi334 blk393ss, test st, 3,3 - 3,333333  bik393ss test st 333333 3 N/A N/A Pending SPE Inspection View
NA Yuj2 shan 10 ju N/A shan 10 jul N/A N/A N/A N/A Pending Payment View
NA 234324 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
NA PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
EN-32959-194798 234234 bIk7654500, pink purple street  bIk7654500 pink purple street N/A N/A N/A N/A N/A P View
NA 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N
Building and
Buthority Page30of 50
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® . 1. Make required
; Edit Equipment Changegor AddreSS
4 Equipment data updated successfully D etal |S
d ©
2] Company Address Details .
ol . o o) 2. Save Address Details
@
AAAAAA 3. You will see a succes
message
Note:
n : sence You can make changés
° address details and
technical details
separately.
©
C

Constrgcaian
Authority Page31 of 50
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1. Make required
et Equipment o changes for Technica
g Details

mpany Address Details

B

)

@

@]

N

Save Technical
Information

: o 3. You will see a succes
message

Note:

You can make changés
address details and
technical details
separately.

Constrgcaian
Authority Page32 of 50
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Note:

If an equipment's status
ongoing inspection,

You have amended the Contractorwill see a pop
equipment type. If you wish to up message indicating

proceed, you willneedto that the inspection will
resubmit the inspection checklist

: need to be redone if the
based on the new equipment type ) .
that you have selected. Are you equipment type Is
sure you want to proceed? amended.

-

Building and
!| Comstruction Page33 of 50
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4.3View past applications

Contractos can view the history of all equipment

1. Go to Equipment Lis
- age
: pag
Equipment List L Export All Records To Excel .
oy P N 2. Select the equipmen
7 p \ N
A 13 Equipment ‘ E 0 Equipment ‘ ’ E 859 Applications ‘
® s ; > ° View the equipment
B 3. he equip
® ‘ 2 Assign SPE H © Terminate Contract ][ 4 Export Selected Records To Excel |
@ ——
859 / 859 equipment(s) 1 item(s) selected Il Display/Hide Columns ® Clear All Column Filters ( Q  Search J
-] ME NO ME ING NAM a NEX RY ]
dd/mmyyyyy € |dd/mmyyyy

NA PLOS AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection e

NA pi21312 blk23dg3, testst bik23dg3  testst N/A N/A N/A N/A Pending SPE Inspection View

NA PLedit 21 232 stre N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View

NA pi2324 bIk232f543, test st bIk232f543  test st N/A N/A N/A N/A Pending SPE Inspection View

N/A pi334 blk393ss, test st, 3,3 - 3,333333  bIk393ss test st 333333 3 N/A N/A Pending SPE Inspection View

NA YuRz shan 10 jul N/A shan 10 jul N/A N/A N/A N/A Pending Payment View

NA 234324 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View

A PLI2 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View

EN-32959-194798 234234 blk7654500, pink purple street bik7654500 pink purple street N/A N/A N/A N/A N/A ! View
& NA 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View

i

Building and
Construction

Authority Page34 of 50
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| - s—]
[ =]

>
:“.

4. Scroll down to

Application ID, and
refer to Section2.1

dl

= bottom of the page

= Equipment Details L Export Equipment Details || © Assign SPE

" 5. See Past Application
s and note down the

B

®

@

ICATIONS. s e OWNER, CONTRACTOR & SPE HISTORY

Il Display/Hide Columns

Chnstnaeton
Authority PageSE) Of 50
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4.4View OwnerOontractor & SPE history

@ Equipment List & Export All Records To Excel .
, N 2. Select the equipmen
“[/ \
4 13 Equipment 0 Equipment u 859 Applications
- pTO ng in 3 Month: Full L t window open gned to me
® 3. View the equipment
® & Assign SPE | [ © Terminate Contract ] [ 4 Export Selected Records To Excel ]
@ —_—
859 / 859 equipment(s) 1 item(s) selected Il Display/Hide Columns ® Clear All Column Filters Q  Search I
B EQUIPMEN EQUIPMI 0 LK POSTAL CODE BUILDING NAME DATE a NEXT FU AP A ACTION
dd/mmAyyyy ) | dd/mmiyyyy
N/A PLOS AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection e
NA pl21312 blk23dg3, testst bik23dg3 testst N/A N/A N/A N/A Pending SPE Inspection View
NA PLedit 21 232 street2123 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View
NA pl2324 blk232543, test st bik232f543  test st N/A N/A N/A N/A Pending SPE Inspection View
N/A pi334 blk393ss, test st, 3,3 test st 3 N/A N/A Pending SPE Inspection View
NA Yu shan 10 jut N/A shan 10 juf N/A N/A N/A N/A Pending Payment View
N/A AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N/A PLI2 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
EN-32959-194798 234234 blk7654500, pink purpie sf bik7654500 pink purple street N/A N/A N/A N/A N/A P View
& NA AMK 01 N/A AMK 01 234567 /A N/A N/A Pending SPE Inspection View
<>
Building and

Construction

Authority Page36 Of 50
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4. Scroll down to
P bottom of the page
5 Equipment Details
= s V 5. SeeOwner,
Wonetn Contractor & SPE
= History
B
]
@
uieind aee!
» Page37 of 50
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4.5Exportingselectedequipment details to excel

1. Begin by
Pl .
8 selecting the
= equipment list
quipment List L Export All Records Tg :
B N from the sidebar
» ; ’
N 13 Equipment ’ a 0 Equipment ‘ ‘ ‘
e PTO Expiring in 3 Months Full L t win
5 : ) 2. Then select the
® | 2 Assign SPE } | © Terminate Contract J { & Export Selected Records To zxcere d esli I’ed
. quipment(s)
859 /859 equipment(s) 1 item(s) selected Ill Display/Hide Columns ® Clear All Column Filters equi ment S
from equipment
@ EQUIPMENTID EQUIPMENT NO ADD BLK TREET NAM BUILDING NAME PTO EXPIRY DATE a NEXT FULL LOAD TEST EXPIRY APPLICATION STATUS 2 ACTION I.
e dd/mm/yyyy © | dd/mm/yyyy ISt
NA PLOS AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View i
3. Click onExport
N/A pi21312 blk23dg3, testst bik23dg3 testst N/A N/A N/A N/A Pending SPE Inspection View
: . : Selected
NA PL edit 21 232 street2123 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View
NA pl2324 bIk232543, test st bik232f543 testst N/A N/A N/A N/A Pending SPE Inspection View R eco rd S 6 B(C€ |
NA pi334 DIk393ss, test st, 3,3 - 3,333333  bIk393ss  testst 333333 3 N/A N/A Pending SPE Inspection View
N/A YuR2 shan 10 jul N/A shan 10 jul N/A N/A N/A N/A Pending Payment View
N/A 234324 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
N/A PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
o EN-32959-194708 234234 DIK7654500, pink purple street  bIK7654500 pink purple street  N/A N/A N/A N/A N/A P View
G N/A 12312 AMK 01, 234567 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
1 2
Building and

Construction
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I e TR | -

Expart calectad records to Evcel
B e

B tquipment 10

B tquipment No

B Equigment Type

B PTO tapiry Date

B tguipment Sana
Commnsonng Date
B Aderess

B nc

B Sroet Name

B Posyl Code
Bulding Name

B Apstcanon 0

B Doe of agphcation
Apoiicanon Status
Apalication Type
Compieted Date of axpication

B Pending MoOfficer Review Date of applicaton

Pending Payment Date of application
Pencdng Spe inpection Date of agpbcation
Parpmert Suatun

Papnent Methed

Yeor of Instatlstion

Moo

Modst

Capacity

ARD Seand

B ARD Mods

Spacialist Prefessonad Eegneer

LMt Escatator Inipecior

PTO Appwoved Date

Developmert Type

4. Check all tb

desired
information tobe
exported

Scroll down and
Click exporaaind
the equipment list
should appear as ¢
download

Building and
Construction
Authority
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4.6Exporting all records to excel

1. Slect equipment

=]

= ' ) list

B8l Equipment List L Export All Records To Excel

y (2

N 13 equipment 0 Equipment 859 Applications 2 Select eXport a”
= PTO Expiring in 3 Months Full Loa gned to me

B records to excel
© a* Assign SPE © Terminate Contract + Export cted Records To Excel

&

859 / 859 equipment(s) 0 iter Search J

Il Display/Hide Columns @ Clear All Column Filters

T EXPIRY DATE APP

dd/mm/yyyy 8 dd/mm/yyyy
NA PLOS MK 01, N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View
NA pI21312 bik23dg3, testst blk23dg3  testst N/A N/A N/A N/A Pending SPE Inspection View
NA PL edit 21 232 N/A street2123 N/A N/A N/A N/A Pending SPE Inspection View
NA pl2324 bik232f543 test st N/A N/A N/A N/A Pending SPE Inspection View
NA pi334 blk393ss, test st, 3, 3 - 3,333333  bIk393ss test st 333333 3 N/A N/A Pending SPE Inspection View
NA Yui2 shan 10 ju N/A shan 10 jul N/A N/A N/A N/A Pending Payment View
NA 234324 AMK 01, 234567 N/A AMK 01 N/A N/A N/A Pending SPE Inspection View
N/A PL12 ECP123 N/A ECP123 N/A N/A N/A N/A Pending SPE Inspection View
EN-32959-194798 234234 blk7654500, pink purple street bIk7654500 pink purple street N/A N/A N/A N/A N/A ! View
[} NA AMK 01, 23 N/A AMK 01 234567 N/A N/A N/A Pending SPE Inspection View

Building and

iﬂr::‘;r:l:;mn Page40 Of 50



II: Ew BCALift and Escalator Applicatid?ortal (LEAP)
& User Manual £.9

3. Check the
| required items

B Sstreet Name
B postal code
B Buikding Name

8 sppcvinto 4. Click Exportit will

B Date of application

B o navigate to the

Payment Status

P~ Contractor Export

B vear of Installation
e request list page
B Model "
Capacity

B ARD Brand

B ARD Model

B UPs Brand

& UPs Model

B machine roam/Machine Roomiess
B Rated Load

2 Rated Speed

B Cabin Height

B Cabin Breadth

B cabin Length

Speed

& width

B span

B Length

B rise

B Mo Load Test Date

B Full Load Test Date

B Mext Full Load Test Expiry Date
B Code of Standard

B owner Name

B Owner Email

[ Owner Representative Status
B Owner Representative Name
B Owner Reprasentative Email
Maintenance Contractor

B Test Contractor

B Speciaiist Professional Engineer

B Lift Escalator Inspector
B 57O Approved Date
o 0

cancel | [ZENY

Building and
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Because of the
quantity of items
being transferred to
excel, the download
may take some time.

Excel Export Requests

The report generation might take a little while ta pracess. Please check back in a few minutes (by refreshing this page.). Da note that the file will be downloaded as one csv file.

20 / 28 request(s) Il Display/Hide Columns @ Clear All Column Filters
REQUEST DATE/TIME REQUEST STATUS PROCESSED DATE/TIME ACTION Please return |n a
dd/mm/yyyy B ~  dd/mm/yyyy B .

couple of minutes to
28/10/2024 18:21:51 Success 28/10/2024 18:33:30 Download .

check if the system
08/10/2024 16:58:51 Success 08/10/2024 16:59:37 Download . .

has finished
27/06/2024 12:41:52 Success 27/06/2024 12:41:54 Download .

generating.Once
29/05/2024 13:47:28 Success 29/05/2024 13:57:47 Download

ready, the Download
button will be
enabled and no
longer be greyed out.

sesmcsmnna aoEEs  ena "0unE AnaA 11.ECnA Fesimland

5. Select download.

Constrgcaian
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5 Profile and user management

The contractor can edit the profile details.

BCALIft and Escalator Applicatidtortal(LEAP)
User Manual £.9

Profile

Contractor Details

Registration No,UEN

Contractor Name

Your Name (e.g John Doe)

e@o-senea

Company Address Details

Block/House Number
Street Name *
Floor Number
Unit Number
Building/Estate Name

Postal Code

Ira Kuhn

1558

Candelario Ferry

79

Q63

Building and
Construction
Authority

Page43of 50




LEW BCALIft and EscalatorAppliaastejmr;iléle_ﬂliﬂfg)
5.1Changing address details

Contractorcan changerofile address details by following the steps outlined below

1. Begin by selecting
Profile & User
Management

Profile

Contractor Details

Registration No,UEN

Contractor Name

2. Go to Contractor
address details
section and &y in
changes to address

N

four Name (e.g John Doe)

Company Address Details e
Bloc Number

Dy N8

siofen 3. Check declaration
= 4. Selectsave

Company Contact Details

Corporate Emai

XXX.@gmail.com
Verified :

B2 1 declare that the contact information provided above is accurate. Service of notices under the Building Maintenance and Strata Management Act 2004 ("BMSMA") and its subsidiary legislation or any other official correspondence can be made through the email address
provided.

Cancel

Congtriction
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5.2Changing contact details (email)

BCALIft and Escalator Applicatidtortal(LEAP)
User Manual ©.9

~

Profile
Contractor Details
Registration No,UEN
Contractor Name

Your Name (e.g John Doe)

Address Details

Block/House Number
Street Name *
r Number
nit Number
Building/Estate Name

Postal Code

Company Contact Details
Corporate Email *

e oo -smuoarre

abc@tsp.dev

0014

9G ELEVATOR PTE LTD

Contractor Admin 2

blkd44

4

5

6

8

345345

Email Verification!

Please click on “Send OTP” to get a One Time Pa:
Please wait for a few minutes and cf

e 4. Click on Send OTP

1. SelectProfile &
UserManagement

2. Go to Contact
Details

3. Click on the textbox
and a blue border
will be shown to
ensure the textbox
is clicked and in
active stateFill in
your email address.

Send OTP

Building and
Construction
Authority
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Profile

@ o1PSsent e

Contractor Details

Registration No,UEN
Contractor Name

Your Name (e.g John Doe)

Address Details

Block/House Number
Street Name *
Floor Number
Unit Number
Building/Estate Name.

Postal Code

Company Contact Details

Corporate Email *

9G ELEVATOR PTE LTD
blkddd

4

5

6

8

345345

abc@tspdev

6

Send OTP

QTP has been sent. Resend OTP in 1:56

A green successful
YySaal3asS «
will be displayed

A message to
inform OTP has
been sent, with a
countdown timer of
2 minutes to
request resend OTH
After 2 minutes, the
GwSaSyR h
button will be
enabled.

A textbox will be
displayed with a
G+t ARFGS

Building and
Construction
Authority
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8. Click on the textbox

Profile

© oW sem

XXX.@gmail.com

and a blue border
will be shown to
ensure the textbox
is clicked and in
active stateFill out
the OTP sent to
your email.

9. Click Validate

Building and
Construction
Authority
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eBfJo -y nme

Piofile

@ Email verified @

Contractor Details

Name (e.g John Doe

Company Address Details

Block/House Number

Company Contact Details

o 0

XXX.@gmail.com @

10. Abannerto inform
Email verifiedwill
show up

11.AIANBSYy a+=
tag will be shown

1226 { SYR h¢t
hidden as the email
has been verified.
Should there be any
changes to the
email, repeat Step 3

Note:

You would be required
to validate your email
with OTP.

The OTP may arrive in
few minutes time, and
will expire in 3 hours.

There is no need to
select declaration to
apply changes to the
email address.

Building and
Construction
Authority
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6 Notifications

In this section, Contractor can change the frequency of notifications lvegeved The email address has to be verified in order to receive
emails. Refer t&ection 5.2 Changing contact details (em&8dme emails would not be sent if the equipment is terminated or suspended.

Below are the default notification settings for contractbthey are not configured

1. Renewal alert 3 months
2. Change in equipment statusWeekly
3. Change in application statusWeekly
4. Preferred Channej Email

For Preferred ChannelEmail, it will becheckedf the email verification is successful.

The notification feature sends daily reminder email notifications when PTO has expired amthiéotd regardless of the notification
settings that the user has configured

Chnstnaeton
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1. Select settings from
sidebar

2. Change frequency for
¢ Renewal Alert /
Equipment status /
Application status /
Preferred channels

3. Ifthere are
differences in the
selection,Save
Changes will be
enabled

A successfumessage will
appear to indicate that
the notification change
has been successful.

Note:

The channel must be
ticked so that all email
notifications will be sent.

Building and
Construction
Authority
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