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2 Renew PTO equipment 
The steps below outline the way in which the Owner can renew a PTO. This is required when the equipment is about to reach its expiry and 
the Owner wishes to keep it in operation. Do note that at the point of renewal the equipment must fulfil two conditions. It should be 
expiring in 3 months as well as be currently active. The main function of this process would be to make payment for the renewal. Using the 
system, multiple equipment may be selected to be renewed at the same time.  
 
Payment options would include E-Payment methods such as Credit Cards and PayNow via Stripe, Internet Bank Transfer or Continue with 
GIRO. Do note that GIRO deductions are carried out in the following month. Please note the following: 

1. GIRO option will not be enabled if the equipment to be renewed is within expiry month. For example, if the equipment is expiring 
on 31 Jul 2022, if owner wants to renew it and pay by GIRO, owner is unable to do so in Jul 2022, but able to pay by GIRO for 31 
May 2022 and 30 Jun 2022. 

2. GIRO option will not be enabled if there is at least 1 equipment with PTO expiry date as current month selected for renewal. 
3. GIRO option will not be made available for New and Recommission PTO applications. 
4. GIRO option will be enabled if the GIRO Registration has been successful. Please refer to Section 2.1 GIRO application. 
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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. 
Lifts and escalators are 
unable to be combined in 
1 application.  
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4. Owner can change 
test contractor. 
 
 

5. Change assigned SPE.  
(The drop down box 
will be pre-filled with 
the previous SPE 
assigned to the 
equipment). 
 

6. Select Next. 
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7. Proceed to 
payment 
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8. Select mode of 
payment 
 

9. Confirm 
 
 
Payment can be made 
via: 
  
A) E-Payment (Credit 
Card/PayNow), 
 
B) Bank Transfer 
 
C) GIRO 
 
Payment methods are 
covered in Section 2.2 
 
Note: 
GIRO option will be 
shown if the GIRO 
account has been 
registered and you have 
opted in for GIRO in 
Profile Page.  
Refer to Section 2.1 and 
Section 11.3. 
 
Additionally, today’s date 
should not be the PTO 
expiry month. 
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2.1 GIRO application 
 
The process of setting up GIRO would be as follows:  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

1. Select Profile & 
User Management 
 

2. Under payment 
method select 
“Download GIRO 
Form” and fill up 
 

3. You will be 
required to mail 
the original GIRO 
hardcopy form as 
it needs to be 
verified by the 
bank. 
 

You can mail the 
hardcopy form to this 
address: 

 
Building and Construction 
Authority 
52 Jurong Gateway Road 
#11-01 
Singapore 608550 
Attention to: Finance 
department 
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4. After BCA has 
registered a GIRO 
account for you, 
your GIRO details 
will be reflected 
on this page. 
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2.2 Paying the renewal fee of an equipment 
 
A second method in which 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. Payment options would include E-Payment methods such as Credit 
Cards and PayNow via Stripe, Internet Bank Transfer or Continue with GIRO. Do note that GIRO payment will not be enabled if the 
equipment to be renewed expires within the month.  
 

 

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 
 

This moves you to the 
next screen 
 
Note:  
If you do not have an 
ongoing renewal 
application and PTO 
expiry date is 3 months 
from today, please click 
“Renew PTO” instead. 
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4. Select SPE 
 
5. Select Next 
 
Note: 
Existing Test Contractor 
and SPE will be 
populated by default. If 
there are changes, 
please click on “Change 
Contractor” button or 
select on the SPE’s 
dropdown list 
respectively. For the 
former, 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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6. Proceed to payment 
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7. Select the type of 
payment. 
a. For Credit Card, 

please refer to 
Section 2.2.1 

b. For Paynow, 
please refer to 
Section 2.2.2 

c. For Internet 
Bank Transfer, 
please refer to 
Section 2.2.3 

d. For GIRO, please 
refer to Section 
2.2.4.  

 
8. Confirm 
 
 
Note: 
GIRO payment cannot 
be chosen during the 
month of expiry, as the 
deductions will be made 
the following month. 

 
GIRO option will be 
made available if 
Finance Officer has 
registered GIRO account 
for you. To verify this, 
refer to Section 10.1. 
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2.2.1 Paying the renewal fee of an equipment – E-Payment (Credit Card) 

 

After clicking the Confirm 
button from LEAP, you will 
be redirected to Stripe 
page where you will need 
to input your card detail. 
 

1. Choose Card 
payment 

 
2. Fill up card details  

 
3. Press “Pay” 

 
You will be redirected to 
LEAP page after payment is 
successful. 
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4. A success message 
will appear 
indicating that 
process is 
completed. 
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2.2.2 Paying the renewal fee of an equipment – E-payment (PayNow) 
 

 
  

After clicking the Confirm 
button from LEAP, you will 
be redirected to Stripe 
page. Upon selecting 
PayNow, you will need to 
scan the QR code to make 
payment.  
 

1. Choose PayNow 
payment 

 
2. Press “Pay” 
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3. Scan the PayNow 
QR Code to make 
payment 

 
You will be redirected to 
LEAP page after payment is 
successful. 



    BCA Lift and Escalator Application (LEAP) 
User Manual v1.10 

 

   
 Page 51 of 170 

 

 

4. A success message 
will appear 
indicating that 
process is 
completed. 
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2.2.3 Paying the renewal fee of an equipment – Bank Transfer 

 

1. Select “Bank 
Transfer” as 
payment option 

2. Complete the 
Bank Transfer 

3. Owners can 
select Confirm. 

 
Separate email 
notification with details 
of how to make payment 
using Bank Transfer will 
also be sent to your 
latest verified email. 
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4. A success 
message will 
appear indicating 
that process is 
completed. 
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2.2.4 Paying the renewal fee of an equipment – GIRO 
 

 

1. Select continue 
with GIRO 
 

2. Confirm 
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To view details of 
existing latest GIRO 
application, Owner can 
visit the Profile & User 
Management section 
located at the left 
navigation panel. 
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2.3 Paying the renewal fee of an equipment if GIRO deduction 
failed 

 

1. Begin by selecting 
the Dashboard from 
the sidebar 
 

2. Then look for the 
GIRO deduction 
failed message and 
click “View all 
equipment” 
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3. A modal will pop up 

 
4. Click on “Make 

Payment” for the 
respective 
equipment 
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5. You may print the 

receipt to PDF by 
clicking the button 
 

6. Proceed to payment 
 
 
7. Select payment 

option 
 

Note: GIRO payment 
would not be available 
for the same application 
ID if the deduction was 
failed previously. 
 
8. Click Confirm 
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2.4 Paying the renewal fee of an equipment if GIRO deduction 
failed – Method 2 

 
 
Note: 
The “Pay Renewal Fee” button will be disabled if system detects the 2 item(s) selected has different application ID. 
 

1. Begin by 
selecting the 
Equipment List 
from the 
sidebar 
 

2. Select the 
equipment 
which has failed 
GIRO. 
 

3. Should there be 
more than 1 
equipment in 
the same 
Application ID 
that has failed 
GIRO, you may 
select the other 
equipment. 
 

4. Click on Pay 
Renewal Fee 
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5. GIRO deduction 
unsuccessful 
message 
displayed in 
Payment page 
 

6. Proceed to 
payment 
 

 
7. Select payment 

option 
 
Note: GIRO 
payment would not 
be available for the 
same application ID 
if the deduction 
was failed 
previously. 
 
8. Click Confirm 

 


