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Introduction



What is Simplicity® Tenant Portal? 

Simplicity Tenant Portal is a self-service portal for tenant 
to view their contract details, download their billing 
related documents and notices, submit renovation 
permits and requests.  

It also enables tenant to manage their own user 
accounts and access to the portal.

Overview of Simplicity® Tenant Portal
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Functions of Simplicity® Tenant Portal

Please note that the accessible functions are dependent on the role access granted to you.  
Please check with the Tenant User Administrator within your company for more info.

Overview of Simplicity® Tenant Portal
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From this guide, we should be able to …

Users will be able to submit Permit related modules in 
tenant portal 
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05 Submit Permit Request Worker Amendment



From this guide, we should be able to…

Users will be able to submit Permit related modules in 
tenant portal 
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Introduction

06 View Permit Request Worker Amendment status

07 Submit Permit To Work Request

08 View Permit To Work Request status

09 Submit Permit to Work Extension

10 View Permit To Work Extension status



Permit Request



1. How to submit permit request?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User Administrator 
and Tenant Renovation Permit User role has 
access to this function

❖ How to submit permit request?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request’

Permit Request
- Submit Permit 
Request 

Permit Request
1. How to submit permit request?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User Administrator 
and Tenant Renovation Permit User role has 
access to this function

❖ How to submit permit request?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request’

Permit Request
- Submit Permit 
Request 

Permit Request
1. How to submit permit request?
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Permit Permit Request

There are 2 methods to submit the permit request: 

Method Consideration Refer to Steps in Guide

1 – Submit Details by Contractor Choose this method for your Contractor 
to submit the details of the permit request.

Contractor will receive an email with link, 
informing them to fill up the details and 
submit the permit request for approval. 

Subsequent clarification/additional inputs 
required buy Capitaland, will be routed to 
Contractor for their inputs. 

Chapter 1.1 Submit Details by 
Contractor 
Skip Chapter 1.2

2 – Submit Details by Tenant Choose this method for Tenant to submit 
the details of the permit request. 

Chapter 1.2 Submit Details by 
Tenant
Skip Chapter 1.1 



1. How to submit permit request?
1.1 Submit Details by Contractor
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User Administrator 
and Tenant Renovation Permit User role has 
access to this function

❖ How to submit permit request – Submit 
Details by Contractor
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request’

2. Click          to create new permit 
request

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.1 Submit Details by Contractor
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Permit

+

Click ‘+’ to create 
new permit request

Permit Request



Permit Request

❖ How to submit permit request – Submit 
Details by Contractor
3. By default, details input by 

Contractor is selected i.e., Yes, 
below details to be filled by 
Contractors. 

4. Enter the Contractor Email (Note: 
you may only enter one email in the 
system)

5. Select the Building for the permit 
request
The building is automatically selected 
by default if the lease contract(s) you 
have access to includes only one 
building. 
If there are multiple buildings, a 
dropdown will appear, allowing you to 
select the applicable building for the 
permit request

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.1 Submit Details by Contractor
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Permit Permit Request

Details to be filled by Contractor is 
selected by default 

Specify the Contractor Email

Select the Building for the permit 
request



Permit Request

❖ How to submit permit request – Submit 
Details by Contractor
6. Click ‘Submit to Contractor’ to route 

the permit request to the specified 
Contractor Email address

7. An email with a link1 to the permit 
request will be sent to the Contractor.  
The Contractor will fill in the details 
and submit to CapitaLand for 
approval

Note1: The link will expire after x number 
of days per specified in the email.  In the 
event if it has been expired,  Tenant can 
come to this permit request record and 
renew the link.  Please refer to Step 12 of 
this chapter to renew the expired link. 

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.1 Submit Details by Contractor
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Permit Permit Request

Click ‘Submit to Contractor’ button, an 
email with link to the permit request 
will be sent to the specified 
Contractor Email



Permit Request

❖ How to submit permit request – Submit 
Details by Contractor
8. The permit request will transit to 

“Pending Contractor” with the Permit 
Request number generated, which 
you can use as a reference

9. Once the Contractor has filled in the 
details and submit for approval, the 
permit request will transit to “Pending 
Approval” 

10. If there are any further queries from 
CapitaLand, Contractor will be 
notified via email to supplement with 
the requested info

11. Upon approval, both Tenant and 
Contractor will be notified that the 
permit request has been approved

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.1 Submit Details by Contractor
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Permit Permit Request

Permit Request transit to “Pending Contractor”

Permit Request number generated, which you 
can use as reference

Once contractor has filled in the details and 
submit for approval, the Permit Request 
transits to “Pending Approval”

For a glossary of the different permit request 
statuses, please refer to Chapter 2 View Permit 
Request status



Permit Request

❖ How to submit permit request – Submit 
Details by Contractor

12. If the contractor reports that the 
access link to the permit request has 
expired, scroll down to the permit 
request, find the 'Access Link URL' 
section, and click the 'Renew Link' 
button

13. Click ‘OK’ to continue with the 
renewal of the access link

14. A new access link will be sent to the 
Contractor, allowing them to continue 
update the permit request details

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.1 Submit Details by Contractor
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Permit Permit Request

Click the ‘Renew Link’ button to generate a new access link, then 
click ‘OK’ to proceed

System will email the contractor the new access link



1. How to submit permit request?
1.2 Submit Details by Tenant
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User Administrator 
and Tenant Renovation Permit User role has 
access to this function

❖ How to submit permit request – Submit 
Details by Tenant
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request’

2. Click          to create new permit 
request

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.2 Submit Details by Tenant
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Permit

+

Click ‘+’ to create 
new permit request

Permit Request



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
3. For Details Input by Contractor – 

select “No, below details to be 
filled in by the Tenants”

4. Tenant is required to fill in the details 
under each tab:
▪ Details
▪ Workers
▪ Permit To Works (Optional – 

only applicable if a special permit 
is required)

▪ Attachment 

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.2 Submit Details by Tenant
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Permit Permit Request

Select “No, below details to be 
filled in by the Tenants”

Tenant is required to provide details 
under Details, Workers, Permit To 
Works (Optional), Attachment



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Details tab

5. Enter the Contractor Email (Note: 
you may only enter one email in the 
system)

6. Select the Building for the permit 
request
The building is automatically selected 
by default if the lease contract(s) you 
have access to includes only one 
building. 
If there are multiple buildings, a 
dropdown will appear, allowing you to 
select the applicable building for the 
permit request

7. Select the applicable Unit for the 
permit request

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.2 Submit Details by Tenant

21

Permit Permit Request

Specify the Contractor Email

Select the Building for the permit 
request

Select the applicable Unit for the 
permit request and the Specific Unit if 
there are more than one units in the 
lease contract



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Details tab

8. Enter the details and complete the 
mandatory info required (marked with 
*):
• Permit Request Type
• Contractor Company Name
• Contractor Business Registration 

Number (optional)
• Contractor Cellphone
• Contractor Representative Name
• Validity Period Commencement
• Validity Period End
• Estimated Start/End Timing (free 

text description)
• Work Description

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.2 Submit Details by Tenant
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Permit Permit Request

Select the applicable Permit Request 
Type (e.g. Fitting-Out, Event, etc)

Specify the Contractor Company 
Name

Specify the Contract Business 
Registration Number

Specify the Contractor Cellphone

Specify the Contractor 
Representative Name



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Details tab

8. Enter the details and complete the 
mandatory info required (marked with 
*):
• Permit Request Type
• Contractor Company Name
• Contractor Business Registration 

Number (optional)
• Contractor Cellphone
• Contractor Representative Name
• Validity Period Commencement
• Validity Period End
• Estimated Start/End Timing (free 

text description)
• Type of Work (where you can 

select more than one type of 
work)

• Work Description

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.2 Submit Details by Tenant
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Permit Permit Request

Specify the start and end dates for 
the permit request. 
The permitted duration is based on 
the selected Permit Request Type

Indicate the estimated start and end 
timing

Select the applicable Type of Work.  
You can select more than one

Describe the work to be performed for 
the permit request



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Details tab

9. Watch the Safety Video by clicking 
the link titled “A complete 
how-to-safety guide”

10. Once the safety video is watched,  
you will then be able to tick the 
Safety Video Declaration “Yes, I 
acknowledge that I have watched 
the safety video”

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.2 Submit Details by Tenant
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Permit Permit Request

Click the link to watch the Safety Video 

Once you have watched it, you will be able 
to tick “Yes, I acknowledge that I have 
watched the safety video”



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Details tab

11. To view notes on the permit request 
application, please scroll down the 
page to read the Guiding Notes

 
Note: The Guiding Notes may be 
updated from time to time, so the 
screenshots in this guide may not reflect 
the latest version. Always refer to the 
most recent Guiding Notes in the Permit 
Request.

Permit Request
- Submit Permit 
Request 

1. How to submit permit request?
1.2 Submit Details by Tenant
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Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Workers tab

12. Navigate to ‘Workers’ tab, click          
‘+ Add Worker’ button 

13. Enter the details and complete the 
mandatory info required (marked with 
*):
• Contractor Company Name
• Identity Type
• Personal Identity Number
• Name
• Worker Type
• Type of Work
• Validity From
• Validity To

14. Click ‘ Update’ to add the worker. 
Note: Minimum 1 worker is needed 

Permit Request
- Submit Permit 
Request 
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Permit Permit Request

Click ‘+ Add Worker’ button to 
add worker information

Permit Request

1. How to submit permit request?
1.2 Submit Details by Tenant

Enter the worker details and 
click ‘Update’ button to add 
the worker information



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Workers tab

15. Repeat Step 12 – 14 to add more 
workers

16. Alternatively, mass upload the 
workers information via Excel file i.e., 
• Click ‘Download Excel Template’
• Fill-in the workers information
• Refer to “README” sheet in the 

excel file for the explanation and 
example on what to fill-in

• Click ‘Upload Excel’ button to 
upload the worker information

Permit Request
- Submit Permit 
Request 
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Permit Permit RequestPermit Request

1. How to submit permit request?
1.2 Submit Details by Tenant

• Click ‘Download Excel 
Template’ button

• Fill-in the worker details per 
the excel template

• Click ‘Upload Excel’ to mass 
upload the  worker information

Fill in the worker details.

Refer to “READ ME” sheet in the 
excel file for the explanation and 
example on what to fill-in.



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Permit To Works tab (Optional – 
only applicable if a special permit is 
required)

17. Navigate to ‘Permit To Works’ tab, 
click ‘Add’ button to add the 
applicable permit type of work

Permit Request
- Submit Permit 
Request 
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Permit Permit RequestPermit Request

1. How to submit permit request?
1.2 Submit Details by Tenant

Navigate to “Permit To Works” tab, click ‘Add’ 
button to add the applicable permit type of 
works



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Permit To Works tab (Optional – 
only applicable if a special permit is 
required)

18. Tick the applicable Type of Work(s) 
(can select more than one) and click 
‘Select’ to add the applicable permit 
type of work

19. Tick ‘Input by Contractor’ for the type 
of work requiring the contractor to 
submit

Permit Request
- Submit Permit 
Request 
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Permit Permit RequestPermit Request

1. How to submit permit request?
1.2 Submit Details by Tenant

Tick the applicable Type of Work(s) and click 
‘Select’ button to add the applicable permit 
type of work

Tick ‘Input By Contractor’ for the 
Type of Work(s) requiring the 
contractor to submit 



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Attachment tab

20. Navigate to ‘Attachment’ tab to 
upload the required documentation

21. Click ‘Upload’ button 

22. Upload the required files

Permit Request
- Submit Permit 
Request 
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Permit

Click ‘Upload’ button to upload the 
required documentation

Permit Request

1. How to submit permit request?
1.2 Submit Details by Tenant



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Attachment tab

23. Under the ‘Attachment Type’ 
dropdown, select the relevant type 
for each uploaded file

24. Click ‘Save’ once done

25. Click ‘Submit for Approval’ to finish 
the permit request submission 
process

Permit Request
- Submit Permit 
Request 
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Permit

Click ‘Save’ once done.  Click 
‘Submit for Approval’ to finish the 
process

Permit Request

1. How to submit permit request?
1.2 Submit Details by Tenant

Click the dropdown to 
select the relevant 
Attachment Type



Permit Request

❖ How to submit permit request – Submit 
Details by Tenant
Under Attachment tab

26. The permit request will transit to 
“Pending Approval” 

27. If there are any further queries from 
CapitaLand, Tenant will be notified 
via email to supplement with the 
requested info

28. Upon approval, Tenant will be notified 
that the permit request has been 
approved. At the same time, 
contractor will be notified to fill-in the 
Permit To Work details if Tenant has 
ticked “Input by Contractor”

Permit Request
- Submit Permit 
Request 
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Permit Permit Request

1. How to submit permit request?
1.2 Submit Details by Tenant



1. How to submit permit request?
1.3 Submit Details by Tenant for 

Query record
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User Administrator 
and Tenant Renovation Permit User role has 
access to this function

❖ How to submit permit request?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request’

2. Click the edit button of specific 
record. 

Permit Request
- Submit Permit 
Request for query 
record 

1. How to submit permit request?
1.3 How to submit permit request query record?
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Permit Request

❖ How to submit permit request query 
record
Under Details tab

❖
3. Scroll down and check the reviewer 

comment and update the required.

Permit Request
- Submit Permit 
Request for query 
record

1. How to submit permit request?
1.3 How to submit permit request query record?
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Permit Permit Request

Check the reviewer comment and 
update the required. 



Permit Request

❖ How to submit permit request query 
record
Under Details tab

❖
3. Update the required details.

4. Input the comment in response box.

5. Once the record is updated then 
submit for approval. 

Permit Request
- Submit Permit 
Request for query 
record

1. How to submit permit request?
1.3 How to submit permit request query record?
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Permit Permit Request

Check the reviewer comment and 
update the required. 

Once the record is updated then 
submit for approval. 
Once the record is updated then 
submit for approval. 

Update the required details 

Input the comment in response 
box. 



2. How to view permit request status?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to view permit request status?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request’

2. Click          next to the desired 
request to display

Permit Request
- View Permit Request 
Status

Permit Request
2. How to view permit request status?
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Permit

Click ‘+’ to create 
new permit request

Click ‘View’ to 
display the request

Permit Request



Permit Request

❖ How to view permit request status?
3. System will show the details of the 

request and the request status:    
• Draft – request is pending for 

tenant submission
• Pending Contractor – request 

sent to Contractor to be updated 
and submit for approval

• Pending Approval – request is 
under review

• Pending Extension – request 
has a pending permit extension 
request 

Permit Request
- View Permit Request 
Status

Permit Request
2. How to view permit request status?
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Permit

Request status

Permit Request



Permit Request

❖ How to view permit request status?
3. System will show the details of the 

request and the request status:    
• Approved – request has been 

approved
• Rejected– request has been 

rejected
• Query – request has been sent 

back to tenant for additional 
information. 

• Cancelled – request has been 
cancelled by tenant

Permit Request
- View Permit Request 
Status

Permit Request
2. How to view permit request status?
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Permit Permit Request

Request status



3. How to submit permit request extension?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit request 
extension?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request Extension’

2. Click          to create new permit 
request extension

Permit Request
- Submit Permit 
Request Extension

Permit Request
3. How to submit permit request extension?
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Permit

Click ‘+’ to create new 
permit request extension

Permit Request Extension



Permit Request

❖ How to submit permit request 
extension?
3. Click ‘Select’ to choose the 

applicable permit request to extend

4. Select the applicable request and 
click ‘Select’ to confirm the choice

Permit Request
- Submit Permit 
Request Extension

Permit Request
3. How to submit permit request extension?
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Permit

Click ‘Select’ to choose 
the applicable request

Select the applicable 
request

Click ‘Select’ button to 
confirm the request

Permit Request Extension



Permit Request

❖ How to submit permit request 
extension?
5. Enter the details and complete the 

mandatory info required (marked with 
*):
• New Validity End Date
• Reason

6. Click ‘Submit for Approval’ to 
complete the permit request 
extension process

7. The Permit Request Extension will 
transit to “Pending Approval” 

8. If there are any further queries from 
CapitaLand, Tenant will be notified

9. Upon approval, Tenant will be notified 
that the permit request extension  
has been approved

Permit Request
- Submit Permit 
Request Extension

Permit Request
3. How to submit permit request extension?
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Permit

Enter the ‘New Validity End Date’ 
and Reason for the extension

Click ‘Submit for Approval’ to 
finish the submission process

Permit Request Extension



 
3. How to submit permit request extension?

3.1 Submit Details by Tenant for Query 
record

45



Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to view permit request extension 
status?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request Extension’

2. Click pencil icon next to the desired 
request to edit

Permit Request
-Submit Permit to 
Request query record

3. How to submit permit request extension
3.1 Submit details by the tenants for query record
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Permit Permit Request Extension



Permit Request

❖ How to submit permit to work request?
3. Scroll down and check the reviewer 

comment. 

Permit Request
-Submit Permit to 
Request query record

47

Permit Permit To Work Request

3. How to submit permit request extension
3.1 Submit details by the tenants for query record

Check the reviewer comment and 
update the required. 



Permit Request

❖ How to submit permit to work request?
4. Update the required details. .

5. Input he comment in response box.

6. Once the record is updated then 
submit for approval. 

Permit Request
-Submit Permit to 
Request query record
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Permit Permit To Work Request

3. How to submit permit request extension
3.1 Submit details by the tenants for query record

Click on submit for approval once 
required details updated.

Input the comment in response 
box. 

Update the required details. 



4. How to view permit request 
extension status?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to view permit request extension 
status?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request Extension’

2. Click          next to the desired 
request to display

Permit Request
- View Permit Request 
Extension Status

Permit Request
4. How to view permit request extension status?
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Permit Permit Request Extension



Permit Request

❖ How to view permit request extension 
status?

3. System will show the details of the 
request and the request status:    
• Draft – request is pending for 

tenant submission
• Pending Approval – request is 

under review
• Approved – request has been 

approved
• Rejected– request has been 

rejected
• Query – request has been sent 

back to tenant for additional 
information. 

• Cancelled – request has been 
cancelled by tenant

Permit Request
- View Permit Request
Extension Status

Permit Request
4. How to view permit request extension status?
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Permit Permit Request Extension

Request status



5. How to submit permit request worker 
amendment?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit request worker 
amendment?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request Worker Amendment’

2. Click          to create new permit 
request worker amendment

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit

+

Click ‘+’ to create new permit 
request worker amendment

Permit Request Worker Amendment



Permit Request

❖ How to submit permit request worker 
amendment?
3. Click ‘Select’ to choose the 

applicable permit request for the 
worker amendment

4. Select the applicable request and 
click ‘Select’ to confirm the choice

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit

Click ‘Select’ to choose the 
applicable request

Select the applicable request

Click ‘Select’ to confirm the 
choice

Permit Request Worker Amendment



Permit Request

❖ How to submit permit request worker 
amendment?
5. Enter Reason for the worker 

amendment

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit

Enter Reason for the worker  
amendment

Permit Request Worker Amendment



Permit Request

❖ How to submit permit request worker 
amendment?
6. a) Click ‘+ Add Worker’ to add 

additional worker

OR

b) Click       and select edit to update 
the worker details

OR

c) Click       and select remove to 
delete the worker details

Note: A minimum of one worker is 
needed

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit

(6a) Click ‘+ Add Worker’ to 
add additional worker

Permit Request Worker Amendment

(6a-1) Fill in the required 
information

(6a-2) Click ‘Update’ to 
confirm the addition



Permit Request

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit

(6b) Click the pencil icon to edit the worker details

Permit Request Worker Amendment

❖ How to submit permit request worker 
amendment?
6. a) Click ‘+ Add Worker’ to add 

additional worker

OR

b) Click       and select edit to update 
the worker details

OR

c) Click       and select remove to 
delete the worker details

Note: A minimum of one worker is 
needed

(6b-1) Select ‘Edit’ for the ‘Amendment 
Action’ field to edit the worker details



Permit Request

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit Permit Request Worker Amendment

❖ How to submit permit request worker 
amendment?
6. a) Click ‘+ Add Worker’ to add 

additional worker

OR

b) Click       and select edit to update 
the worker details

OR

c) Click       and select remove to 
delete the worker details

Note: A minimum of one worker is 
needed

(6b-2) Edit the field(s) that 
require changes

(6b-3) Click ‘Update’ to 
confirm the change



Permit Request

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit Permit Request Worker Amendment

❖ How to submit permit request worker 
amendment?
6. a) Click ‘+ Add Worker’ to add 

additional worker

OR

b) Click       and select edit to update 
the worker details

OR

c) Click       and select remove to 
delete the worker details

Note: A minimum of one worker is 
needed (6c) Click the pencil icon to edit the worker details

(6c-1) Select ‘Remove’ for the 
‘Amendment Action’ field to remove the 
worker

(6c-2) Click ‘Update’ to confirm 
the removal



Permit Request

❖ How to submit permit request worker 
amendment?
7. Click ‘Submit for Approval’ to finish 

the submission process for permit 
request worker amendment

8. The Permit Request Worker 
Amendment will transit to “Pending 
Approval” 

9. If there are any further queries from 
CapitaLand, Tenant or Contractor 
(depends on who submitted the 
worker amendment details) will be 
notified

10. Upon approval, Tenant will be notified 
that the permit request worker 
amendment  has been approved

Permit Request
- Submit Permit 
Request Worker 
Amendment

Permit Request
5. How to submit permit request worker amendment?
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Permit Permit Request Worker Amendment

Click ‘Submit for Approval’ to 
finish the process



 
5. How to submit permit request worker 

amendment?
5.1 Submit Details by Tenant for Query 

record
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit request worker 
amendment?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request Worker Amendment’

2. Click  edit to update permit request 
worker amendment

Permit Request
- Submit permit request 
worked amendment 
query record

5. Permit Request
5.1 How to submit permit request worker amendment query record?

62

Permit Permit Request Worker Amendment



Permit Request

❖ How to submit permit request worker 
amendment query record?
3. Scroll down and check the reviewer 

comment. 

Permit Request
- Submit permit request 
worked amendment 
query record

5. Permit Request
5.1 How to submit permit request worker amendment query record?
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Permit

Enter Reason for the worker  
amendment

Permit Request Worker Amendment

Click ‘+ Add Worker’ to add 
additional worker

(2a-1) Fill in the required 
information

(2a-2) Click ‘Update’ to 
confirm the addition

Check the reviewer comment and 
update the required. 



Permit Request

Permit Request
- Submit permit request 
worked amendment 
query record

5. Permit Request
5.1 How to submit permit request worker amendment query record?
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Permit

(6b) Click the pencil icon to edit the worker details

Permit Request Worker Amendment

❖ How to submit permit request worker 
amendment?
4. Click on the pencil icon the update 

the required information.

5. Input the comment in response box.

6. Click on submit for approval. 

Click on the pencil icon and update the 
required details. 

Click on submit for approval once 
required details updated.

Input the comment in response 
box. 



6. How to view permit request worker 
amendment status?

65



Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to view permit request worker 
amendment status?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit 
Request Worker Amendment’

2. Click          next to the desired 
request to display

Permit Request
- View Permit Request 
Worker Amendment 
Status

Permit Request
6. How to view permit request worker amendment status?
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Permit

Click ‘View’ to display the request

Permit Request Worker Amendment



Permit Request

❖ How to view permit request worker 
amendment status?
3. System will show the details of the 

request and the request status:    
• Draft – request is pending for 

tenant submission
• Pending Contractor – request 

sent to Contractor to be updated 
and submit for approval

• Pending Approval – request is 
under review

• Approved – request has been 
approved

• Rejected– request has been 
rejected

• Query – request has been sent 
back to tenant for additional 
information. 

• Cancelled – request has been 
cancelled by tenant

Permit Request
6. How to view permit request worker amendment status?
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Permit

Request status

Permit Request Worker AmendmentPermit Request
- View Permit Request 
Worker Amendment 
Status



7. How to submit permit to work request?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit to work request?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit to 
Work Request’

2. Click          to create new permit to 
work request

Permit Request
- Submit Permit to Work 
Request

Permit Request
7. How to submit permit to work request?
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Permit

+

Click ‘+’ to create new 
permit to work request

Permit To Work Request



Permit Request

❖ How to submit permit to work request?
3. Click ‘Select’ to choose the 

applicable permit request to add the 
permit to work

4. Select the applicable request and 
click ‘Select’ to confirm the choice

Permit Request
- Submit Permit to Work 
Request

Permit Request
7. How to submit permit to work request?
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Permit

Click ‘Select’ to choose the 
applicable permit request

Select the applicable 
request

Click ‘Select’ to confirm the 
choice

Permit To Work Request



Permit Request

❖ How to submit permit to work request?
5. Enter the details and complete the 

mandatory info required (marked with 
*):
• Permit To Work Request Type
• Validity Start Date
• Validity End Date

Permit Request
- Submit Permit to Work 
Request

Permit Request
7. How to submit permit to work request?
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Permit Permit To Work Request

Enter the details:
• Permit To work Request 

Type
• Validity Start Date
• Validity End Date



Permit Request

❖ How to submit permit to work request?
6. Determine whether the Tenant or 

Contractor will input the permit to 
work request details

a) Select “No, below details to be 
filled in by the Tenants” if the 
Tenant is to fill in the details of 
the permit to work request.

Please proceed to Step 7

Permit Request
- Submit Permit to Work 
Request
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Permit Permit To Work Request

Select if the details will be inputted 
by Tenant

Permit Request
7. How to submit permit to work request?



Permit Request

❖ How to submit permit to work request?
6. Determine whether the Tenant or 

Contractor will input the permit to 
work request details
OR

b) Select “Yes, below details to be 
filled by Contractors” if the 
Contractor is to fill in the details

Click ‘Submit to Contractor’ to 
complete the process.

An email with a link to the permit 
to work request will be sent to the 
Contractor.  The Contractor will 
fill in the details and submit to 
CapitaLand for approval

Permit Request
- Submit Permit to Work 
Request
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Permit Permit To Work Request

Select if the details will be inputted 
by contractor

Click ‘Submit to Contractor’ to complete 
the process

Permit Request
7. How to submit permit to work request?



Permit Request

❖ How to submit permit to work request?
7. Watch the Safety Video by clicking 

the link titled “A complete 
how-to-safety guide”

8. Once the safety video is watched,  
you will then be able to tick the 
Safety Video Declaration “Yes, I 
acknowledge that I have watched 
the safety video”

Permit Request
- Submit Permit to Work 
Request
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Permit Permit To Work Request

Click the link to watch the Safety Video 

Once you have watched it, you will be able 
to tick “Yes, I acknowledge that I have 
watched the safety video”

Permit Request
7. How to submit permit to work request?



Permit Request

❖ How to submit permit to work request?
9. Scroll to the ‘Checklist’ section and 

answer the question accordingly

10. Click ‘Submit for Approval’ to 
complete the process

11. The Permit To Work Request will 
transit to “Pending Approval” 

12. If there are any further queries from 
CapitaLand, Tenant or Contractor 
(depends on who inputted the 
details) will be notified

Permit Request
- Submit Permit to Work 
Request
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Permit Permit To Work Request

Answer all the questions
Click ‘Submit for Approval’ to complete 
the process

Permit Request
7. How to submit permit to work request?



7. How to submit permit to work request?
   7.1 Submit details by tenants for query            

record 
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit to work request?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit to 
Work Request’

2. Click edit to update specific permit to 
work request

Permit Request
- Submit Permit to Work 
Request query record

7. Permit Request
7.1 How to submit permit to work request query record?
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Permit Permit To Work Request



Permit Request

❖ How to submit permit to work request?
3. Scroll down and check the reviewer 

comment. 

Permit Request
- Submit Permit to Work 
Request query record
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Permit Permit To Work Request

7. Permit Request
7.1 How to submit permit to work request query record?

Check the reviewer comment and 
update the required. 



Permit Request

❖ How to submit permit to work request?
4. Update the required details. .

5. Input he comment in response box.

6. Once the record is updated then 
submit for approval. 

Permit Request
- Submit Permit to Work 
Request query record
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Permit Permit To Work Request

7. Permit Request
7.1 How to submit permit to work request query record?

Click on submit for approval once 
required details updated.

Input the comment in response 
box. 

Update the required details. 



8. How to view permit to work request 
status?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to view permit to work request 
status?
1. Navigate to ‘Permit’ on the left panel 

and click the sub-menu ‘Permit to 
Work Request’

2. Click          next to the desired 
request to display

Permit Request
- View Permit to Work 
Request Status

Permit Request
8. How to view permit to work request status?
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Permit Permit To Work Request

Click ‘View’ to display the request



Permit Request

❖ How to view permit to work request 
status?
3. System will show the details of the 

request and the request status:    
• Draft – request is pending for 

tenant submission
• Pending Contractor – request 

sent to Contractor to be updated 
and submit for approval

• Pending Tenant – request sent 
to Tenant to be updated and 
submit for approval

• Pending Approval – request is 
under review

• Pending Extension – request 
has a pending permit extension 
request 

Permit Request
- View Permit to Work 
Request Status

Permit Request
8. How to view permit to work request status?
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Permit Permit To Work Request

Request status



Permit Request

❖ How to view permit to work request 
status?
3. System will show the details of the 

request and the request status:    
• Approved – request has been 

approved
• Rejected– request has been 

rejected
• Query – request has been sent 

back to tenant for additional 
information. 

• Cancelled – request has been 
cancelled by tenant

Permit Request
- View Permit to Work 
Request Status

Permit Request
8. How to view permit to work request status?
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Permit Permit To Work Request

Request status



9. How to submit permit to work extension?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit to work 
extension?
1. Navigate to Permit’ on the left panel 

and click the sub-menu ‘Permit to 
Work Extension’

2. Click          to create new permit to 
work extension

Permit Request
- Submit Permit to Work 
Extension

Permit Request
9. How to submit permit to work extension?
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Permit

+

Click ‘+’ to create new Permit To 
Work Extension

Permit To Work Extension



Permit Request

❖ How to submit permit to work 
extension?
3. Click ‘Select’ to choose the 

applicable permit to work request to 
extend

4. Select the applicable request and 
click ‘Select’ to confirm the choice

Permit Request
- Submit Permit to Work 
Extension

Permit Request
9. How to submit permit to work extension?
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Permit

Click ‘Select’ to choose the 
applicable request

Select the applicable request

Click ‘Select’ to confirm the 
choice

Permit To Work Extension



Permit Request

❖ How to submit permit to work 
extension?
5. Enter the details and complete the 

mandatory info required (marked with 
*):
• New Validity End Date
• Reason

6. Click ‘ Submit for Approval’ to finish 
the request to work extension 
process

7. The Permit To Work Extension will 
transit to “Pending Approval” 

8. If there are any further queries from 
CapitaLand, Tenant will be notified

9. Upon approval, Tenant will be notified 
that the permit to work extension  
has been approved

Permit Request
- Submit Permit to Work 
Extension

Permit Request
9. How to submit permit to work extension?
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Permit Permit To Work Extension

Click ‘Submit for Approval’ to 
complete the process

Enter the details:
• New Validity End Date
• Reason for the extension



9. How to submit permit to work extension?
  9.1 Submit the permit to work extension   

query record
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit to work 
extension?
1. Navigate to Permit’ on the left panel 

and click the sub-menu ‘Permit to 
Work Extension’

2. Click pencil icon to update permit to 
work extension

Permit Request
- Submit Permit to Work 
Extension query record

9. Permit Request
9.1 How to submit permit to work extension query record?
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Permit Request

❖ How to submit permit to work 
extension request?
3. Scroll down and check the reviewer 

comment. 

Permit Request
- Submit Permit to Work 
Extension query record
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Permit Permit To Work Request

9. Permit Request
9.1 How to submit permit to work extension query record?

Check the reviewer 
comment and update 
the required. 



Permit Request

❖ How to submit permit to work 
extension request?
4. Update the required details. .

5. Input he comment in response box.

6. Once the record is updated then 
submit for approval. 

Permit Request
- Submit Permit to Work 
Extension query record
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Permit Permit To Work Request

9. Permit Request
9.1 How to submit permit to work extension query record?

Click on submit for 
approval once required 
details updated.

Input the comment 
in response box. 

Update the required 
details. 



10. How to view permit to work 
extension status?
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Permit Request

Permit module allows user to submit 
renovation permit request, including 
covering permit request, extension, permit 
work request and worker amendment

Note: Only user with Tenant User 
Administrator and Tenant Renovation 
Permit User role has access to this function

❖ How to submit permit to work 
extension?
1. Navigate to ‘Renovation Permit’ on 

the left panel and click the sub-menu 
‘Permit to Work Extension’

2. Click          next to the desired 
request to display

Permit Request
- View Permit to Work 
Extension Status

Permit Request
10. How to view permit to work extension status?
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Permit Request

❖ How to view permit to work extension 
status?
3. System will show the details of the 

request and the request status:    
• Draft – request is pending for 

tenant submission
• Pending Approval – request is 

under review
• Approved – request has been 

approved
• Rejected– request has been 

rejected
• Query – request has been sent 

back to tenant for additional 
information. 

• Cancelled – request has been 
cancelled by tenant

Permit Request
- View Permit to Work 
Extension Status

Permit Request
10. How to view permit to work extension status?
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Permit Permit To Work Extension

Request status



Self-Assessment 
Checklist



Check In!
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Self-Assessment Checklist

From this guide, we were able to:

01 Submit permit request

02 View permit request status

03 Submit permit request extension 

04 View permit request extension status

05 Submit permit request worker amendment



Check In!
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Self-Assessment Checklist

From this guide, we were able to:

06 View permit request worker amendment status

07 Submit permit to work request

08 View permit to work request status

09 Submit permit to work extension

10 View permit to work extension status
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If you need further assistance, please

access our Simplicity Tenant Portal Info Centre  
or 
contact our friendly support at tenantportal.helpdesk@capitaland.com 

https://capitalandprd.simplicity.anacle.com/tenantportalguide/

