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1 Introduction 
The BCA Lifts and Escalators Application system (LEAP) was created to automate the process involved in the lifecycle of lifts and escalators, 

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

creating, renewing and recommissioning permits to operate for lifts as well as ŜǎŎŀƭŀǘƻǊǎ ǘƘŀǘ Ŧŀƭƭ ǳƴŘŜǊ ./!Ωǎ ǇǳǊǾƛŜǿΦ Lǘ ƛǎ ǊŜǉǳƛǊŜŘ ǘƘŀǘ 

every new escalator or lift obtain a permit before beginning operations. Users can log into the system via their Singpass for private owners of 

equipment or Corppass for corporate owners of equipment. 

This user manual serves to assist you, the Owner representatives, ƛƴ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǘƘŜ ŘƛŦŦŜǊŜƴǘ ŦǳƴŎǘƛƻƴǎ ƻŦ ǘƘŜ ./!Ωǎ [9!t ǎȅǎǘŜƳΦ  

The screens that Owner Rep will see are the same as Owner. Owner Rep can act on behalf for Owner for several key features such as paying 

PTO fees for renewal PTO, new PTO and recommission PTO applications. 

1.1 Terminology Used 
Term Definition 

LEAP  Lifts and Escalators Application Portal 

PTO Permit To Operate 

SPE Specialist Professional Engineer in the Specialized Branch of Lift and Escalator Engineering 

LEI Lift and Escalator Inspector 

Major A/R 
works 

Major alteration or replacement works carried out on any lift or escalator specified in 
the first column of Part 2 of the Second Schedule of the Building Maintenance and Strata Management (Lift, Escalator and 
Building Maintenance) Regulations 2016 

Owner Rep Owner Representative 
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1.2 Statuses used in LEAP 
1.2.1 Application Status 
Status Description 

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

Pending Payment During new/recommission PTO application, SPE signed and submitted inspection, or 
During renewal PTO application, Owner initiated renewal application and Owner yet to make payment 

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

Complete During new/recommission PTO application, PTO Officer approved the application, or 
During renewal PTO application, Owner made payment and SPE has also submitted inspection 

Rejected During new/recommissioning PTO application, the application was rejected by PTO officer and the SPE has 
to initiate the application again. 

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

Pending BCA Engineer Review During new/recommission PTO application1, Owner made payment and SPE submitted inspection, or 
During renewal PTO application (shortlisted equipment), Owner made payment and SPE submitted 
inspection 

 

  

 
1 Temporarily not applied in LEAP 
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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 During new 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 During new PTO Application, after SPE submitted inspection for the new equipment, owner 
reviewed and rejected the equipment to be under his/her ownership. 

Pending Owner Acceptance  During new PTO application, SPE has submitted inspection results but owner has not accepted 
the ownership of the equipment 

Active 8. After PTO Officer approves new/recommission PTO application 

Active. To suspend from DD/MM/YYYY PTO is valid but Owner suspends equipment in advance with effect from a future date 

Suspended When Owner suspends an equipment with effect from today 

PTO expired as the PTO Expiry Date is before today 

Terminated When Owner terminates an equipment 

1.2.3 Inspection Status 
Status Description 

Saved as Draft SPE has saved the inspection as draft or has not submitted the inspection report with his digital signature 

Pending BCA Review SPE signs and submitted inspection for new/recommission PTO application, or 
SPE signs and submitted inspection for renewal PTO application (shortlisted equipment) 

Approved PTO Officer approved inspection for new/recommission PTO application, or 
SPE approved LEI's inspection (for renewal application only) 

Rejected During new/recommissioning PTO application, the application was rejected by PTO officer and the SPE 
has to initiate the application again. 

Pending Amendment By 
SPE 

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

Completed SPE signs and submits inspection for renewal PTO application 

Pending SPE Review LEI submitted inspection for renewal PTO application 

Pending Amendment By LEI SPE routed back to LEI for renewal PTO application 
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1.2.4 Payment Status 
Status Description 

Pending Payment Payment has not been received. 

Paid Owner makes payment and selected E-Payment and paid via Stripe successfully, or 
Finance Officer updates the payment status to Paid after verifying payment received from Pay Later, or  
GIRO Deduction is successful 

Refund Requested Owner requested for refund, or Finance Officer mark payment for refund 

Refunded Finance Officer updated refund status as refunded 

Pending Refund Finance Officer updated refund status as pending refund 

Failed GIRO Deduction is unsuccessful 

Submitted to Vendors@Gov Owner made payment through PayBCA and selected Vendors@Gov 

1.2.5 Refund Status 
Status Description 

Pending Refund Owner requested for refund, or Finance Officer marked payment for refund 

Refunded Finance Officer updated refund status as refunded 

Rejected Finance Officer updated refund status as rejected 
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1.3 Logging into the system 
To login into the system, Owner Representatives can log in with their main account using Singpass or Corppass.  

Type of user Mode of log in Remarks 

Contractor Corppass (Contractor) If you are a Registered Lift Contractor (RW02) or Registered Escalator 
Contractor (RW03), you will be allowed to access LEAP. There is no 
requirement to register explicitly in LEAP. 

Facilities management firm Corppass (Corporate Owner) If you do not have any account, please refer to Section 1.8 to register as 
Corporate Owner in LEAP. 

Next of Kin Singpass (Individual L&E Owner) If you do not have any account, please refer to Section 1.8 to register as 
Home Owner in LEAP. 
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1.4 Accepting an ƻǿƴŜǊΩǎ representative request 
Owner representative can login to their account and accept the request. 

 

1. Click on the 
dashboard 
notification. 
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2. Select the request 
  
3. Select accept 
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4. Confirm 
acceptance of 
request 
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1.5 Rejecting an owner representative request 
Owner representative can login to their account and reject the request. 

 

1. Click on the 
dashboard 
notification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    BCA Lift and Escalator Application (LEAP) 
User Manual v1.9 

 

 
 

 
Page 16 of 127 

 
 

 

 

 
2. Select the 

request 
 

3. Select reject 
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4. Confirm 

rejection 
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1.6 !ŎŎŜǎǎ hǿƴŜǊΩǎ ǇǊƻŦƛƭŜ ŀǎ ŀƴ hǿƴŜǊ wŜǇǊŜǎŜƴǘŀǘƛǾŜ 
After Owner Rep has logged in to their main profile and accepted the Owner Representative requests, Owner Representatives can then 

ǎǿƛǘŎƘ ǇǊƻŦƛƭŜ ǘƻ ŀŎŎŜǎǎ hǿƴŜǊΩǎ ŜǉǳƛǇƳŜƴǘ ς Method 1 

 

1. Select the 
desired 
assigned 
Owner 
Representative 
account from 
the left 
sidebar. 

 
2. Profile has 

been switched.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    BCA Lift and Escalator Application (LEAP) 
User Manual v1.9 

 

 
 

 
Page 19 of 127 

 
 

 

 
 
 
Note: You will not be seeing your own equipment until you switch back to your own profile by selecting your account 
from the left sidebar. You will notice a slight difference in the view you had before switching profile. For example, you 
ǿƛƭƭ ƴƻǘ ǎŜŜ άtǊƻŦƛƭŜ ϧ ¦ǎŜǊ aŀƴŀƎŜƳŜƴǘέ ŀƴŘ άbƻǘƛŦƛŎŀǘƛƻƴ {ŜǘǘƛƴƎǎέ ŀŦǘŜǊ ǎǿƛǘŎƘƛƴƎ ǘƻ hǿƴŜǊΩǎ ǇǊƻŦƛƭŜΦ 
 

1. TƘŜ άǎƛƎƴŜŘ ƛƴ 
ŀǎέ ǿƛƭƭ ōŜ 
updated.  

2. A red border 
will be shown. 

3. Equipment 
assigned to 
you which you 
have accepted 
will be shown. 
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After Owner Rep has logged in to their main profile and accepted the Owner Representative requests, Owner Representatives can then 

ǎǿƛǘŎƘ ǇǊƻŦƛƭŜ ǘƻ ŀŎŎŜǎǎ hǿƴŜǊΩǎ ŜǉǳƛǇƳŜƴǘ ς Method 2 

 
 

1. Click on your 
username at 
the top right 
hand corner 

2. Select the 
desired 
assigned 
Owner rep 
account 
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Note: You will not be seeing your own equipment until you switch back to your own profile by selecting your account 
from the left sidebar. You will notice a slight difference in the view you had before switching profile. For example, you 
ǿƛƭƭ ƴƻǘ ǎŜŜ άtǊƻŦƛƭŜ ϧ ¦ǎŜǊ aŀƴŀƎŜƳŜƴǘέ ŀƴŘ άbƻǘƛŦƛŎŀǘƛƻƴ {ŜǘǘƛƴƎǎέ ŀŦǘŜǊ ǎǿƛǘŎƘƛƴƎ ǘƻ hǿƴŜǊΩǎ ǇǊƻŦƛƭŜΦ 
 

1. The signed in 
profile will be 
highlighted. 

2. A red border 
will be shown. 

3. Equipment 
assigned to you 
which you have 
accepted will 
be shown. 
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1.7 Flow of Owner main functions 
 

The main role of the owner representative would be act on behalf of the owner for some actions such as during the renewal, new PTO 

creation and recommission process. This section will be used to elaborate on the flow of these 3 main usage for Owner. 

1.7.1 Owner flow: Renewal process 
 

When renewing a PTO, Owners should first adjust the expiry date to be within the 3-month renewal window period. Owners can then initiate 

the renewal process which includes contractor and SPE selection as well as payment for the renewal. The full renewal process is outlined in 

Section 2. After which the SPE will receive 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 is completed. 

 

  

hǿƴŜǊ 

¶/ƘŀƴƎŜ ŜȄǇƛǊȅ ŘŀǘŜ 
 

ωLƴƛǘƛŀǘŜ ǘƘŜ ǊŜƴŜǿŀƭ ǇǊƻŎŜǎǎ 

{t9 

¶{t9 ƛƴǎǇŜŎǘƛƻƴ όb[¢ ƻǊ C[¢ύ 
 

ωbŜǿ ŜȄǇƛǊŀǘƛƻƴ ŘŀǘŜ ŦƻǊ ŜǉǳƛǇƳŜƴǘ 
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1.7.2 Owner flow: Create New PTO process 
 

The process of creating a new PTO begins 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 would be to proceed to 

make payment. The full process for Owners is outlined in Section 3. Once approved by the PTO officer, Owners can then proceed to 

download the PTO certificate. 

 

SPE

ωCreate new PTO

ωAdd equipment

ωSubmit New PTO 
inspection 
checklist

Owner

ωCommence New 
PTO

ωReview and accept 
equipment

ωAssign contractors

ωMake payment

PTO Officer

ωApprove New PTO 
Application

Owner/SPE

ωGo to equipment 
list and see that 
equipment now 
has an ID and 
equipment is 
Active

ωUser can check 
that PTO 
certificate has 
been generated

ωDownload 
receipts, view past 
applications
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1.7.3 Owner flow: Recommission process 
 

The process of recommission begins at the time the owner suspends the equipment. This process is outlined in Section 4. After the period of 

suspension, the SPE has to initiate the recommission process. The Owner then receives an email notification indicating that the recommission 

process has been started and can then proceed to assign a contractor and pay fees for recommission.  

  

hǿƴŜǊ 

ω{ŜƭŜŎǘ 
ŜǉǳƛǇƳŜƴǘ 
 

ω{ŜƭŜŎǘ 
ǎǳǎǇŜƴǎƛƻƴ ŘŀǘŜ 
ŀƴŘ !κw ǿƻǊƪǎ 

 

{t9 

ωaŀƪŜ ŀ 
wŜŎƻƳƳƛǎǎƛƻƴ 
t¢h ŀǇǇƭƛŎŀǘƛƻƴ 
 

ω{ȅǎǘŜƳ 
ǇƻǇǳƭŀǘŜǎ ƛǘŜƳǎ 
ǘƘŀǘ ǳƴŘŜǊǿŜƴǘ 
!κw ǿƻǊƪǎ 
 

ω{ŀǾŜ ŀǇǇƭƛŎŀǘƛƻƴ 
 

hǿƴŜǊ 

ωwŜŎŜƛǾŜǎ 
bƻǘƛŦƛŎŀǘƛƻƴ 
 

ω[ƻƎǎ ƛƴ 
 

ω!ǎǎƛƎƴ 
ŎƻƴǘǊŀŎǘƻǊǎ 
 

ωtŀȅǎ t¢h ŦŜŜǎ 
 

t¢h hŦŦƛŎŜǊ 

¶ !ǇǇǊƻǾŜ 
ǊŜŎƻƳƳƛǎǎƛƻƴ 
t¢h ƛƴǎǇŜŎǘƛƻƴ 
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1.8 Owner Registration 
Owner registration is a crucial step. Information here would be pre-populated according to Singpass or Corppass details. 

For Home Owner, personal details include Owner Name and NRIC, which is pre-populated. 

 

 
 
 

Note that on the users 
ǎŎǊŜŜƴ ǘƘŀǘ ǘƘŜ hǿƴŜǊΩǎ 
details would be pre-
populated based on users 
Singpass or Corppass details 
 
1. Select the owner type in 

personal details. 
 

2. Fill in address details. 
 

3. Fill in email and contact 
details. 
 

4. Select the declaration 
 

5. Select Register 
 
Note: Owner must verify the 
email address using OTP to 
register in LEAP 

 

 

 

 



    BCA Lift and Escalator Application (LEAP) 
User Manual v1.9 

 

 
 

 
Page 26 of 127 

 
 

For Corporate Owner, personal details include Registration No./UEN, Company Name and Owner Name. 
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1.9 Equipment list 
 

The equipment list involves the main activities of LEAP, whereby most of the required actions happen here. It gives a clear view of all the 

equipment that belongs to the user itself and can be easily filtered according to ǳǎŜǊΩǎ ƴŜŜŘǎ.  

!ƭƭ hǿƴŜǊ wŜǇ ǿƛƭƭ ǎŜŜ ǘƘŜ ǾƛŜǿ ƻŦ ŀƴ hǿƴŜǊΩǎ ŜǉǳƛǇƳŜƴǘ ƭƛǎǘ ŘŀǎƘōƻŀǊŘ after switched profile. Refer to Section 1.6 for more details on how 

ǘƻ ǎǿƛǘŎƘ ǇǊƻŦƛƭŜ ǘƻ ǾƛŜǿ hǿƴŜǊΩǎ ŜǉǳƛǇƳŜƴǘΦ 
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1.10 Smart filter View 
 

Smart filter view is a quick and convenient way to view the desired equipment in the context required. Selecting a filter would change the 

equipment(s) being shown in the equipment list. 
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1.10.1 View equipment expiring in 3 months 
 

Select PTO expiring in 3 months smart filter. 
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1.10.2 View equipment with full load test window open 
 

Select Full Load Test Window Open smart filter. Do note that full load tests have to be carried out within 4 months of the expiry date. 
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1.10.3 View equipment with no contractor for less than 1 month 
 

Select No contractor for less than 1-month smart filter. 
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1.10.4 View equipment with no contractor for more than 1 month 
 

Select No contractor from more than 1-month smart filter. 
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1.10.5 View equipment with ongoing new PTO application 
 

Select Ongoing New PTO application smart filter. 
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1.10.6 View equipment with ongoing recommissioning 
 

Select Ongoing Recommissioning smart filter. 
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1.10.7 View equipment with suspension request 
 

Select Suspension Request smart filter. 
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1.10.8 View all equipment assigned 
 

Select Assigned to me smart filter. 

 

 
 

 
Owners can check the 
equipment that has 
been transferred by 
selecting the smart 
filter that indicates 
applications assigned 
to me. 
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2 Paying PTO fees for equipment(s) 
Payment is done through PayBCA ς A one-stop payment portal which allows users to process payments to BCA; access Tax Invoices and 

Receipts; and apply for electronic GIRO2 to facilitate payments to BCA. 

GIRO users may make payments for Renewal, New, and Recommissioning applications in PayBCA. Upon successful deduction, the payment 

status will be automatically updated in LEAP. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2 For setting up GIRO account, please go to https://eportal.bca.gov.sg/paybca and refer to the PayBCA User Guide for detailed step-by-step 

instructions. 

https://eportal.bca.gov.sg/paybca


    BCA Lift and Escalator Application (LEAP) 
User Manual v1.9 

 

 
 

 
Page 38 of 127 

 
 

 

 
1. At the payment 

page, select 
Proceed to 
Payment 
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Owner will be redirected 
to PayBCA portal to 
make payment.  

 
2. Fill in Billing 

Address Details 
 
 
3. /ƭƛŎƪ ά/ƻƴǘƛƴǳŜέ 
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4. Confirm address 
details and click 
ά/ƻƴǘƛƴǳŜέ 
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5. Review Proforma 
Invoice details and 
ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜέ 
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6. Select Payment 
method and click 
άtǊƻŎŜŜŘέ  
(PaySG method is 
illustrated below) 

 
Note: Available Payment 
Methods 

a. Vendors@Gov ς 
Only available for 
government 
agencies 

 
b. GIRO ς Available 

to GIRO3 
registered users 

 
c. PaySG ς 

Available for all 
users 

 
3 For setting up GIRO account, please go to https://eportal.bca.gov.sg/paybca and refer to the PayBCA User Guide for detailed step-by-step instructions. 

https://eportal.bca.gov.sg/paybca
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7. Owner will be 
redirected to PaySG 
payment page. 
Choose preferred 
mode of payment 
and fill out 
necessary details 
 

8. /ƭƛŎƪ άtŀȅέ 
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9. After payment, 
Owner will see a 
success message 
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3 Renew PTO equipment 
The steps below outline the renewal process from the perspective of an Owner Representative. This is required when the equipment is about 

to reach its expiry and the Owner/Owner Representative wishes to keep it in operation. Do note that at the point of renewal the equipment 

must fulfil two conditions. (1) Equipment is expiring in 3 months; And (2) equipment is currently active. The main function of this process 

would be to make payment for the renewal. Using the system, multiple equipment of the same type may be selected to be renewed at the 

same time.  
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3.1 Initiating Renewal Process 
 

 

 
 

1. Select the filter PTO 
expiring in 3 months 
 

2. Select the equipments 
that requires renewal 
 

3. Select renew PTO 
 

Note: 
When renewing a PTO, the 
equipment has to be within 
the renewal window period 
and has to have an active 
status. 
 
Different equipment types 
(E.g. Lift and Escalator) are 
unable to be combined in 
one application. 
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Note: 
Pop up dialog will be shown 
for your confirmation on the 
number of equipment and 
the fee that will be included 
in the application. 
 
4. /ƭƛŎƪ άL ²ƛǎƘ ǘƻ tǊƻŎŜŜŘ 

With Initiation of PTO 
wŜƴŜǿŀƭέ ƛŦ ȅƻǳ 
acknowledge the 
information and wish to 
proceed with the renewal 
application 
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If the current SPE & 
Contractor assignments for 
the equipment is valid.  

5. {ŜƭŜŎǘ άbƻέ 
6. Tick declaration box 
7. Click Next to proceed 

 
Note: 
Should you need to Change 
Contractor in the future not 
specific to renewal, please 
refer to Section 6.2.  
 
Should you need to Change 
SPE in the future not specific 
to renewal, please refer to 
Section 6.3 
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If any of the assignments for 
the SPE or Contractor are 
invalid, an notification 
message will be displayed. 
 
To assign the SPE or 
Contractor for the 
equipment:  
 

5.a /ƭƛŎƪ ǘƘŜ ά{ŜƭŜŎǘ ŀƴ 
ƻǇǘƛƻƴέ ōǳǘǘƻƴ ǘƻ ŀǎǎƛƎƴ 
SPE/Contractor for each 
equipment 
 
5.b Assign SPE/Contractor 
by clicking the dropdown 
list 
 
5.c Click Save 

 

5.d After all assignments 
have been selected, click 
ά¦ǇŘŀǘŜ {t9κ/ƻƴǘǊŀŎǘƻǊέ 
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7. If Owner Representative 
wishes to update Contact 
Details, click on 
ά¦ǇŘŀǘŜέΦ LŦ ƴƻǘΣ ǇǊƻŎŜŜŘ 
to Step 11 
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8. Edit email address and 
ŎƭƛŎƪ ά{ŜƴŘ h¢tέ 

9. A success message will 
appear at the top 
ƛƴŘƛŎŀǘƛƴƎ άh¢t {Ŝƴǘέ 

10. Check inbox for OTP and 
ŜƴǘŜǊ ŀƴŘ ŎƭƛŎƪ ά±ŀƭƛŘŀǘŜ 
h¢tέ 

 
Note:  
There will be a countdown 
timer of 2 minutes before 
άwŜǎŜƴŘ h¢tέ ōǳǘǘƻƴ ƛǎ 
enabled. 
 
The OTP may arrive in a few 
minutes time, and will expire 
in 3 hours. 
 
Once email is verified, you 
will see a success message 
ά9Ƴŀƛƭ ±ŜǊƛŦƛŜŘέΦ 
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11. Click Proceed to payment 
 
Refer to Section 2 for 
payment steps. 
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3.2 Making payment for Renewal equipment 
 

If the Owner Representative wishes to pay the renewal fee of an equipment or for equipment that renew requests have already been 

initiated but is pending payment, the process would be as follows. Do note that the selected equipment must be currently active as well as be 

expiring in 3 months. As Renewal of PTO is not a linear process, the user can pay renewal fee after he has initiated renewal before. Using the 

system, multiple equipment may be selected to be renewed at the same time.  

 

 

1. Begin by selecting the 
equipment list from 
the sidebar 
 

2. Then select the 
desired equipment(s) 
from the equipment 
list that requires the 
renewal fee 
 

3. Select pay renewal fee 
 
Note:  
If you do not have an 
ongoing renewal 
application and PTO 
expiry date is 3 months 
from today, please click 
άwŜƴŜǿ t¢hέ ƛƴǎǘŜŀŘΦ 
(Refer to Section 3.1) 
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4. Proceed to payment 

Refer to Section 2 for 
payment steps. 
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3.3 Change equipment expiry date 
When an owner would like to change its expiry date, you can do so via the following steps. Do note that the selected equipment must be 

active. In the equipment list, equipment with expiry dates highlighted in red expire within 1 month, while those in yellow expire within 3 

months. Using the system, multiple equipment may be selected to change the expiry date. 

 
 

1. Begin by selecting 
the equipment list 
from the side bar 
 

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

3. Select other 
actions 
 

4. Select change 
expiry date 

 
This would take you to 
the next screen 
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Owner Representatives 
may change the expiry 
date for all equipment 
selected.  
Do note that the 
equipment's expiry date 
can only be changed to 
the last date of a 
particular month. 
 
5. Change new expiry 

date 
 

6. Save 
 

A success message will 

appear confirming that 

the change has been 

completed. 
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4 New PTO application 
 

One of the main actions that is required by the owner is to accept newly assigned equipment. In this case, selected equipment must fulfil two 

conditions. It must be a new PTO and its status should be pending. 

 

1. Begin by selecting PTO 
Application List from 
the sidebar 
 

2. Then select view for 
desired equipment 

 
This will then take you to 
the next screen that 
shows the individual 
application. 
 
Note:  
Different equipment types 
(E.g. Lift and Escalator) are 
unable to be combined in 
one application. 
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4.1 Accepting assigned equipment for New PTO application 

 

1. Select PTO 
Application List 
from the sidebar 
 

2. Select view for 
desired 
equipment 
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3. Next click on 
view equipment 
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4. Scroll down to 
bottom of the 
page 
 

5. Select ά!cceptέ 
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4.2 Rejecting assigned equipment for New PTO application 
Owners can also reject equipment that has been assigned. In this case, selected equipment must fulfil two conditions. Its application status 

must indicate pending, and the application type must be a new PTO. Do note that as long as owner did not accept the equipment and make 

payment, this New PTO application will not be ready for BCA processing. 

 

 

 

1. Select PTO 
Application List from 
the sidebar 
 

2. Select view for 
desired equipment 
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3. Click on view 
equipment 
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4. Scroll down to 
bottom of the page 
 

5. Add remarks 
 

6. Select Route Back To 
SPE 

 
This sends the 
equipment that has 
been assigned to the 
owner back to the SPE 
with the remarks 
explaining the reason for 
rejection. 
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4.3 Making payment for new PTO application 

 
 

 
 

METHOD 1 
1. From the PTO 

Application List page, 
select View 
 

2. Select Review 
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METHOD 2 
1. From the Equipment 

List page, select smart 
filter that indicates 
ongoing new PTO 
application 
 

2. Select equipment  
 

3. Select Commence New 
PTO 
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Making payment 

 
  

4. Select Next after 
reviewing equipment  

 

  
























































































































