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Permit Request

Learn how to submit renovation permit request,
including covering permit request, extension, permit
work request and worker amendment
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Introduction

@@Lm Overview of Simplicity® Tenant Portal

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.
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Ca/p@ng Overview of Simplicity® Tenant Portal

Functions of Simplicity® Tenant Portal
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Permit Request Adhoc Utility Request Bills and Notices

n how to submit request for ad hoc See how to chec Ky rmumlth and
nnnnnnnn tension and cancellation? Click never mist important notic

below to !

E-Form
Leam to retrieve the various documents and

o o oo o

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.
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Introduction

From this guide, we should be 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
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Introduction

From this guide, we should be 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

1 O View Permit To Work Extension status



Cap/taLand

Permit Request

Cap/taLand



CapjtaLand

1. How to submit permit request?



Permit Request

Capftaland  permit Request
1. How to submit permit request?

. Permit Permit Request
: — Permit Request :
— - - —
- Submit Permit
) -
V) — Request Tenant Portal .
Permit Request °
B Contract Details What is the permit request, customer or customer account?
Permit module allows user to submit m .
. . . . " . & Clear
renovation permit request, including @ Bills & Notices
covering permit request, extension, permit 2 Cetomer Ueer Show Advanced Search
work request and worker amendment -
& E-Form
Note: Only user with Tenant User Administrator Customar Contractor  Validity Period alidicy
It i . Customer Period Status
. . Permit >
and Tenant Renovation Permit User role has - IRETE Rt decomt Rains Conmeacement End
access to this function % Adhoc Utility > ) ) )
Permit Request Extension | BPXYZ Pending
il Limited ABSarEe0e Contractor
. . Ticket
< How to submit permit request? AT Permit Request Worker Amendment
1. Navigate to ‘Permit’ on the left panel ® Carpark 30 Er:;; TA1294240005  Contractor A 10-Mar-2025 07-Jul-2025  Approved
. ‘ . Permit To Work Request
and click the sub-menu ‘Permit
) @ Help ; : o BPXYZ TA1294240005  Contractor A 10-Mar-2025 08-May- Cancelled
RequeSt Permit To Work Extension Limited 2025
/ o BM/RP/2503/0048 E‘:([\gd TA1294240005  Contractor B 09-Mar-2025 2;;5\/‘3)’- Approved
june.ong@test.com =
BPAYZLimited 7 @ BM/RP/2503/0047 SPX,:Zd TA1294240005  Contractor A 09-Mar-2025 g;z“:ay Ze”dingl
imite pprova
Powered by Anacle Systems Limited
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Permit Request

V) — Permit Request
: — - Submit 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

Permit Request

There are 2 methods to submit the permit request:

Method

Consideration

Refer to Steps in Guide

1 — Submit Details by Contractor

2 — Submit Details by Tenant

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.

Choose this method for Tenant to submit
the details of the permit request.

Chapter 1.1 Submit Details by
Contractor
Skip Chapter 1.2

Chapter 1.2 Submit Details by
Tenant
Skip Chapter 1.1
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Capftaland 1, How to submit permit request?
1.1 Submit Details by Contractor

Permit Request Permit Permit Request

-
: — - Submit Permit
-

Request
Tenant Portal Permit Request 6 % Click ‘+' to create

new permit request

Permit module allows user to submit B Contract Details What is the permit request, customer or customer account?
renovation permit request, including ) ) < Clear
. . . N I® Bills & Notices
covering permit request, extension, permit
Show Advanced Search
work request and worker amendment & Customer User oW Advanced searc
. .. & E-Form
Note: Only user with Tenant User Administrator T
and Tenant Renovation Permit User role has o permit ; . Gy o || Contractoriig [Rvalidlty period Period Status
i . = Permit Request Account Name Commencement -
access to this function - n
% Adhoc tility d Permit Request Extension g BPXYZ o005 Pending
5 g -Mar-
¢  How to submit permit request — Submit # Ticket Limied Contracter
Details by C t t Permit Request Worker Amendment
BPXYZ
etalls y on r‘ac OI'. , ® Carpark 50 Limited TA1294240005  Contractor A 10-Mar-2025 07-Jul-2025  Approved
1. Navigate to ‘Permit’ on the left panel P Permit To Work Request
and click the sub-menu ‘Permit BPXYZ 08-May-
@ Help ; : 19 TA1294240005  Contractor A 10-Mar-2025 Cancelled
Request‘ Permit To Work Extension Limited 2025
BPXYZ 07-May-
J @ BM/RP/2503/0048 . TA1294240005  Contractor B 09-Mar-2025 Approved
2. Click to create new permit I 2025
. C O create new pe june.ong@test.com B
request PXYZ 07-May- Pend
q BPXYZ Limited 7 © BM/RP/2503/0047 0 TA1294240005  Contractor A 09-Mar-2025 o ending
Limited 2025 Approval

Powered by Anacle Systems Limited
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1.1 Submit Details by Contractor

v - Permit Request Permit Permit Request
: — - Submit Permit B
- Request
< ) Permit Request Save as Draft Submit to Contractor

¢ How to submit permit request — Submit
Details by Contractor

3. By default, details input by Number :

Contractor is selected i.e., Yes,

below details to be filled by

Contractors. Details Permit To Works Comments [0] Attachment [0] Summary
4. Enter the Contractor Email (Note:
you may only enter one email in the Particulars of Applicants
system)
Customer : BPXYZ Limited
5. Select the Building for the permit Details Input by . No, below details to be filled in bythe% Details to be filled by Contractor is
request Contractor?  Tenants. selected by default
The building is automatically selected Zzsr“::'c‘:::etans to be filled by
by default if the lease contract(s) you
have access to includes only one Contractor Email  :* | contract@test.com %
building.
If there are multiple buildings, a Building ﬁ Select the Building for the permit
dropdown will appear, allowing you to requast
select the applicable building for the PR : T S

permit request



Captiland 1. How to submit permit request?

1.1 Submit Details by Contractor

Permit Request

¢

V) — Permit Request
: — - Submit 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 link! to the permit
request will be sent to the Contractor.
The Contractor will fill in the details
and submit to CapitaLand for
approval

Note': 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

Permit Request

< Permit Request

Number

Details Permit To Works Comments [0]

Particulars of Applicants

Customer BPXYZ Limited

Details Input by
Contractor? ’ Tenants.

Yes, below details to be filled by
Contractors.

Contractor Email contract@test.com

Building

Created User

Attachment [0]

No, below details to be filled in by the

Created Date/Time :

Save as Draft Submit to Contractor

Summary

Click ‘Submit to Contractor’ button, an
email with link to the permit request

-~ will be sent to the specified

Contractor Email
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1.1 Submit Details by Contractor

v - Permit Request Permit Permit Request
: — - Submit Permit B
V) — Request Permit Request transit to “Pending Contractor”

< ) Permit Request _ :
Permit Request number generated, which you

¢ How to submit permit request — Submit can use as reference

Details by Contractor
8. The permit request will transit to Number © | BM/RP/2504/0053 ﬁl\

“Pending Contractor” with the Permit
Request number generated, which
you can use as a reference Details Workers Permit To Works Comments [0] Attachment [0] Summary

Pending Approval

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

Approval® Customer © BPXYZ Limited Once contractor has filled in the details and
. Details Input by submit for approval, the Permit Request
10. If there are any further queries from Contractor? transits to “Pending Approval”
CapitaLand, Contractor will be ; ;
notified via email to supplement with For a glossary of the different permit fequest .
the requested info o statuses, please refer to Chapter 2 View Permit
Contractor Email ~ :* | contract@test.com Request status

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

Building 3%
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1.1 Submit Details by Contractor

Permit Request Permit Permit Request

-
: — - Submit Permit
- Request

You are renewing the Access Link, current Access Link

will no longer be accessible and replaced with a new
¢ How to submit permit request — Submit

one and Contractor will receive new Access Link via

Details by Contractor <« ) Permit Request . i
12. If the contractor reports that the q email. Are you sure you want to continue?
access link to the permit request has E‘ignif;z“"” '
expired, scroll down to the permit Cancel n
request, find the 'Access Link URL' Contractor
. . . Cellphone
section, and click the 'Renew Link'
butt Contractor
utton Representative
Name
13. Click "OK" to Contm.ue with  the Access Link URL . https://capitalanduat.simplicity.anacle.com/tenantportaluat//contractorportal/sevjXX3,
renewal of the access link KUWUAN4Xy6UGUS?type=edit
14. A new access link will be sent to the Access Link Status :  Expired Click the ‘Renew Link’ button to generate a new access link, then
Contractor, allowing them to continue —— click ‘OK’ to proceed
update the permit request details

Permit Request Details

Validity Period
Commencement

Validity Period End :*
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Capftaland 1, How to submit permit request?
1.2 Submit Details by Tenant

- Permit Request Permit Permit Request
v — . . A
& — - Submit Permit
- Request
Tenant Portal . ick ‘+
Permit Request 0% Click “+ tqtcreate t
new permit reques
Permit module allows user to submit B Contract Details What is the permit request, customer or customer account?
renovation permit request, including ) m ¥ Clear
. . . N @ Bills & Notices
covering permit request, extension, permit
work request and worker amendment & Customer User plowidancloait
; P & E-F
Note: Only user with Tenant User Administrator orm Vet
. . e o alidity
and Tenant Renovation Permit User role has £ permit 3 = Customer & | SUStOmer e [l peried Period Status
Permit Request Account Name Commencement
access to this function End
% Adhoc tility ) Permit Request Extension | BPXYZ Pending
. . . 31 o 18-Mar-2025
¢  How to submit permit request — Submit $ Ticket Limite Contractor
Details by Tenant Permit Request Worker Amendment
BPXYZ
.y . ® 50 f TA1294240005  Contractor A 10-Mar-2025 07-Jul-2025  Approved
1. Navigate to ‘Permit’ on the left panel Carpark Permit To Work Request Limited
and click the sub-menu ‘Permit ® Hel BPXYZ 08-May-
elp P To Work E z 19 . TA1294240005  Contractor A 10-Mar-2025 Cancelled
Requestv ermit To Worl xtension Limited 2025
BPXYZ -May-
2 Click °t t it 7 © BM/RP/2503/0048 Limited TA1294240005  Contractor B 09-Mar-2025 SZZV\SAay Approved
. IC O Create new permi P
Jjune.ong@test.com B
request May- i
a BPXYZ Limited VAR BM/RP/2503/0047 ' TA1294240005  Contractor A 09-Mar-2025 07-May Fending
Limited 2025 Approval
Powered by Anacle Systems Limited
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1.2 Submit Details by Tenant

- Permit Request Permit Permit Request
: : - Submit Permit
- Request
< Permit Req uest Save as Draft Submit for Approval
H i i - i - - : -
¢ Do:vltlo :ut.)rmlt pc:rmlt request — Submit Tenant is required to provide details
etalls by Tenan under Details, Workers, Permit To
3. For Details Input by Contractor — RlUmter ¢ Works (Optional), Attachment
select “No, below details to be
filled in by the Tenants”
Details Workers Permit To Works Comments [0] Attachment [0] Summary
4. Tenant is required to fill in the details
under each tab:
= Details Particulars of Applicants
= Workers
» Permit To Works (Optional _ Customer : BPXYZ Limited
only applicable if a special permit Detalls Input by . . No, below detail to be filed in by the S:elect. “No, below detan!’s to be
is required) Contractor? Tenants. filled in by the Tenants
= Attachment Yes, below details to be filled by
Contractors.
Contractor Email ~ :* ' contractor.a@test.com
Building
Unit Number(s) ik [ 01-29 }
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1.2 Submit Details by Tenant

: — Permit Request Permit Permit Request

v — - Submit Permit —

<= RequeSt < ) Permit Request Save as Draft Submit for Approval
¢ How to submit permlt requeSt ~ Submit Details Workers Permit To Works Comments [0] Attachment [0] Summary

Details by Tenant
Under Details tab
5. Enter the Contractor Email (Note:
you may only enter one email in the
system)

Particulars of Applicants

Customer : BPXYZ Limited
6. Select the Building for the permit Details Input by No, below details to be filled in by the
Contractor? . Tenants.
request y :
o . ) Yes, below details to be filled by
The building is automatically selected Contractors. j ]
by default if the lease contract(s) you Specify the Contractor Email
have access to includes only one Contractor Email - :* | contractor.a@test.com
building. o Select the Building for the permit
If there are multiple buildings, a Building request
dropdown will appear, allowing you to ) ‘
i o Unit Number(s) ¥ 1 01-29 f 7
select the applicable building for the Z Select the applicable Unit for the
permit request Specific Unit + T permit request and the Specific Unit if
Number(s) there are more than one units in the
la. a contract
7. Select the applicable Unit for the Permit Request [ Fitting-Out *Qa8E COREagE ]
permit request Type

Contracior
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1.2 Submit Details by Tenant

v - Permit Request Permit Permit Request
: — - Submit Permit B
- Request < ) Permit Request Save as Draft Submit for Approval

Yes, below details to be filled by
¢  How to submit permit request — Submit Contractors.

Details by Tenant

Under Details tab Contractor Email  :*  contractor.a@test.com
8. Enter the details and complete the Building
mandatory info required (marked with
*)Z Unit Number(s) * | 01-29
* Permit Request Type
+  Contractor Company Name Specific Unit o+ 0129 - -
. . . Number(s) Select the applicable Permit Request
» Contractor Business Registration _ Type (e.g. Fitting-Out, Event, etc)
Number (optional) ?;;r:" Request Fitting-Out ype (€. gub 2
. C ;
ontractor Cellphone . . Specify the Contractor Company
+ Contractor Representative Name Carpany Haiie ContractorA Name
» Validity Period Commencement
- Validity Period End il ﬁ Sgacity, the Contiact Business
- Estimated Start/End Timing (free Mgty Ragjsisation Numbar
text description) S
*  Work Description E:I’I‘::;;‘: s 91234567 Specify the Contractor Cellphone
Egg:g:ﬁ;tive Alex Lim Specify the Contractor
Name Representative Name
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1.2 Submit Details by Tenant

Permit Request

V) — Permit Request
: — - Submit 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

Permit Request

< ) Permit Request

Permit Request Details

Validity Period 13-Apr-2025
Commencement

Validity Period End :* | 11-Jun-2025

Estimated

e 9.00 am to 6.00 pm
Start/End Timing

Save Cancel

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

Submit for Approval

Type of Work

b [ Aircon X Architectural (Partition) X

| < Select the applicable Type of Work.

Work Description Additional Room required

Safety Video A complete how-to safety guide

Safety Video
Declaration?

| You can select more than one

Describe the work to be performed for
the permit request

Yes, | acknowledge that | have watched the safety video.

o Please click and watch the video link to enable this checkbox

Z
24 / 2000




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

Permit Request

V) — Permit Request
: — - Submit 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, |
acknowledge that | have watched
the safety video”

Permit Permit Request

< ) Permit Request

Permit Request Details

Validity Period

13-Apr-2025
Commencement
Validity Period End :* | 11-Jun-2025
Estimated =% 9.00 am to 6.00 pm

Start/End Timing

Save Cancel Submit for Approval

Type of Work * [ Aircon X Architectural (Partition) X |

Work Description Additional Room required

Safety Video

:| A complete how-to safety guide I

Safety Video
Declaration?

:I Yes, | acknowledge that | have watched the safety video.

Click the link to watch the Safety Video

24/ 2000
Once you have watched it, you will be able
to tick “Yes, | acknowledge that | have
watched the safety video”

o Please click and watch the video link to enable this checkbox

Safety Video
Declaration?

Yes, | acknowledge that | have watched the safety video.

[
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1.2 Submit Details by Tenant

: Permit Permit Request
: — Permit Request q
— . - S
& — - Submit Permit
v - RequeSt < Permit Request Save Cancel Submit for Approval
24 / 2000
< How to submit permit request — Submit Safety Video : A complete how-to safety guide
Details by Tenant
A Safety Video . Yes, | acknowledge that | have watched the safety video.
Under Details tab Declaration? :
11. To view notes on the permit request
application, please scroll down the Guiding Notes
page to read the Guiding Notes Guiding Notes
Note: The GUIdIng Notes may be 1 |Permit Request and Permit to Work should be submitted at least 5 working days in advance unless emergency.
Updated from time to time, so the 2 |All works must be carried out in line with the Fit-Out/Tenant's Guide
screenshots in this guide may not reflect 3 |The tenants/vendors are aware that the Approval of the Permit Request/Permit to Work signifies acknowledgment by the
the latest version Always refer to the management for tenants/vendors to carry out works in the property and does not constitute the management's approval or

verification of the documents and work processes submitted for the works. The tenant/contractor is responsible for the validity and

most recent Guiding Notes in the Permit
Request.

accuracy of all submissions and ensuring compliance with all applicable laws and regulations, including those related to safety and
safe work practices. The management shall not be liable for any incidents that occur arising from the works or for any
validity/accuracy associated with the information in the submissions

4 |Please refer to the Fit-Out/Tenant's Guide for the respective properties for the permitted hours.

5 |For hazardous works (where special permit is required) - tenants/contractors are to submit the Permit Request in tandem with the
relevant Permit to Work documentations as required based on the hazardous work categorization *For Hot Works, please ensure Fire,

lextinguisher is provided and placed at the work location during the Hot Work.

6 |For any delivery of material/equipment, or works affecting common area, protection of finishes in common areas, service/cargo lifts

must be provided before any activities.

7 |All works including necessary licenses, must comply with relevant authorities’ requirements (eg. NEA, BCA, MOM, SCDF, etc).
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1.2 Submit Details by Tenant

v - Permit Request Permit Permit Request
: — - Submit Permit B
- Request
¢ Permit Request SaveasDraft  Submit for Approval

¢ How to submit permit request — Submit

Details by Tenant Number m

Under Workers tab
12.  Navigate to ‘Workers’ tab, click
‘4 Add Worker‘ bUttOﬂ Details Workers Permit To Works Comments [0] Attachment [0] Summary
. Click ‘+ Add Worker’ button to
13. Enter the d?ta'ls and. complete the . Workers | -add worker information Company Name :* | Company A Ltd
mandatory info required (marked with oty o[ 1€
o, /
’ + Add Worker X Delete Selected L, Download Excel Tef] ~ Personalidentity 453
+  Contractor Company Name Humber oo o e e
* Identity Type Compaoy, [|Identity s [ oons Worker  Typeof| ™ i il
. Personal Identity Number Name Type I'je::yr il Type Work Worker Type % | Worker .
«  Name e Enter the worker details and
. Worker Type Caiistii Type Of Work Constructing the partition for the new room click ,Update, button to add
Company A - 1230 Jeremy Worker the part| Validity From SF 1 13-Apr-2025 the Worker information
+ Type of Work L c o forthes
Validity To 0 11-Jun-2025
*  Validity From room
« g Cellphone
« Validity To ’
Email
14. Click * Update’ to add the worker. Status 2 Checked Out ‘
Note: Minimum 1 worker is needed . Update and New RN
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1.2 Submit Details by Tenant

v - Permit Request Permit Permit Request
: — - Submit Permit B
- Request
€ Permit Request SaveasDraft  Submit for Approval

¢ How to submit permit request — Submit

Details by Tenant Number « Click ‘DO\,/vnload Excel ﬂ
Template’ button
under Workers (ab * Fill-in the worker details per
15. Repeat Step 12 — 14 to add more Details Workers Permit To Works “Yhig dkcel ternplate’ Summary
workers

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

. Workers
16. Alternatively, mass upload the

workers information via Excel file e, + Add Worker X Delete Selected| , Download Excel Template 1, Upload Excel
« Click ‘Download Excel Template’
* Fill-in the workers information Company tdentiy [N Worker  TypeOf _-_r iy o AR AT o G
» Refer to “README” sheet in the Name Type Number fee e ’ fii— ’ ’

excel file for the explanation and —_— h

example on what to fill-in ::"*“"’ A e 123D ¥ Worke

Fill in the worker details.
* Click ‘Upload Excel button to

upload the worker information

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

7 | Worker Types | @ [l
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: — Permit Request Permit Permit Request

v : - Submit Permit

v - RequeSt < ) Permit Req uest Save Cancel Submit for Approval
< How to submit permit request — Submit Details Workers Permit To Works Comments [0] Attachment [0] Summary

Details by Tenant

Under P it To Works tab (Optional — . « " 7 o 6 ,
ncer e,rm' .o or s = ; I.Ona Navigate to “Permit To Works” tab, click ‘Add
only applicable if a special permit is Permit To Works ' button to add the applicable permit type of
required) <‘ works
17. Navigate to ‘Permit To Works’ tab,
click ‘Add’ button to add the *+ Add | IX Delete Selected
applicable permit type of work
Type Name Input by Contractor? PTW Request Number Validity Start Date Validity End Date PTW Status
No data

o Notes .

Permit To Work will be generated after Permit Request is Approved




Permit Request

Capftaland 1, How to submit permit request?
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v - Permit Request Permit Permit Request
: — - Submit Permit T
- 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

€ ) Permit Request save  Cancel Submit for Approval

Details Workers Permit To Works Comments [0] Attachment [0] Summary

c

oo (@) 2 > 0/ ) Tick ‘Input By Contractor’ for the
Permit To Works Type of Work(s) requiring the

A contractor to submit
+ Add X Delete Selected

19. Tick ‘Input by Contractor’ for the type

of work requiring the contractor to V
submit Tick the applicable Type of Work(s) and click Type Name oty il P o [ [
‘Select’ button to add the applicable permit
type of work Hot Works ~
Hazardous Work At Height
(WAH) > 3m X
2 item(s) total o 10/ page
© notes X

Permit To Work will be generated after Permit Request is Approved
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1.2 Submit Details by Tenant

- Permit Request Permit Permit Request
v — . . VR
& — - Submit Permit
V) — RequeSt < Permit Req uest Save Cancel Submit for Approval
0 How to submit permit request — Submit Details Workers Permit To Works Comments [0] Attachment [0] Summary
Details by Tenant
Under Attachment tab
20. Navigate to ‘Attachment’ tab to You have the following documents to upload:
. . - Insurance (Optional)
upload the required documentation  Method Statement (Optional)
- Risk Assessment (Optional)
21. Click ‘Upload' button Please ensure that each file does not exceed 15,360 KB

o Upload Files
22. Upload the required files

L Upload X Delete Selected
_/\ttachment Type File| E

Click ‘Upload’ button to upload the
required documentation

Click or drag file to this area to upload
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1.2 Submit Details by Tenant

v - Permit Request Permit Permit Request

: : - Submit Permit

- Request <) Permit Req uest Save Cancel Submit for Approval

& How to submit permit request — Submit Details Workers Permit To Works Comments [0] Attachment [2] Summy
Details by Tenant
Under Attachment tab Click ‘Save’ once done. Click
23. Under the ‘Attachment Type’ You have the following documents to upload: ‘Submit for Approval’ to finish the
dropdown, select the relevant type glsuEneelCrtionsh process

- Method Statement (Optional)
- Risk Assessment (Optional)
Please ensure that each file does not exceed 15,360 KB

for each uploaded file

24. Click ‘Save’ once done

Click the dropdown to

25.  Click ‘Submit for Approval’ to finish select the relevant

Upload X Delete Selected

[~

the permit request submission Attachment Type
process Fil Malware
lle
Attachment Type FiJ¢’ Name Content Type si Scan
ize
Status
Insurance application/vnd.openxmlformats-
X & Insurance p'.) / P ) 13345 @ safe
Document.docx  officedocument.wordprocessingml.document
Risk Stat: t licat d If ts-
% <€ Rick Assessment isk Statement  application/vnd.openxmlformats 13377 © safe

Document.docx  officedocument.wordprocessingml.document

2 item(s) total ° 10/ page




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

Permit Request

v — Permit Request
: — - Submit 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

Permit Request

< ) Permit Request

Number : BM/RP/2504/0055

Details Workers Permit To Works Comments [0]

Particulars of Applicants

Customer BPXYZ Limited

Details Input by
Contractor?

Contractor Email ~ :* = contractor.a@test.com
Building

Unit Number(s)

Attachment [2]

Summary

Pending Approval
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Capftaland 1, How to submit permit request?
1.3 How to submit permit request query record?

: — Permit Request Permit Permit Request
v : - Submit Permit
<= Request for query Tenant Portal Permit Request °
record !
B Contract Det atis the permit reque: e ner t
Permit module allows user to submit — [ 2 s [T
renovation permit request, including ST
28 User

covering permit request, extension, permit
work request and worker amendment & Erom

@ Renovation Permit

Permit Reauest Number Customer Customer Account Contractor Name Validity Period Commencement Validity Period End Status

. . ABACUS PROPERTY CONSULTANTS PTE. LTD. test 30-May-2025 27-Aug-2025 Approved
Note: Only user with Tenant User Administrator # Adhnoc Uty i
and Tenant Renovation Permit User role has i ABACUS PROPERTY CONSULTANTS PTE. LTD. test 29-May-2025 o7-1ul Approved
access to this function F— e ABACUS PROPERTY CONSULTANTS PTE. LTD. test 31-May-2025 Approved
i d Pe equest
o ABACUS PROPERTY CONSULTANTS PTE. LTD TAG730240008 X2 29-May-2025 26Aug-2025 Pending Contractor
. . relp
¢  How to submit permit request? Extensio
1 Navi P " he left | ABACUS PROPERTY CONSULTANTS PTE. LTD. ache 02-Aug-2025 pending Approval
. avigate to ‘Permit’ on the left pane
and click the sub-menu ‘Permit /7 @ RP/2025/000004 ABACUS PROPERTY CONSULTANTS PTE. LTD. ache 05-May-2025 13:-May-2025 pending Approval
Request’ VAR RP/2024/000060 ABACUS PROPERTY CONSULTANTS PTE. LTD. TAG730240003 Test Contractor 26-Nov-2024 07-Dec-2024 Approved
2. Click the edit button of SpeCiﬁC /) ® RP/2024/000059 ABACUS PROPERTY CONSULTANTS PTE. LTD. TAG730240003 Test 27-Nov-2024 26-Dec-2024 Approved
record. /7 ®© RP/2024/000048 ABACUS PROPERTY CONSULTANTS PTE. LTD. test 26-Nov-2024 05 Query I
/7 @ RP/2024/000045 ABACUS PROPERTY CONSULTANTS PTE. LTD. aurus 11-Nov-202¢ 09-Dec-2024 Approved

indi21 . 36item(s) total o 2 3 4 > 10/page
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Capftaland 1, How to submit permit request?
1.3 How to submit permit request query record?

. Permit Permit Request
: _— Permit Request q
— - - | —
v - Submit Permit
—
V- Request for query ‘
¢ Permit Request Save  Submit for Approval  Cancel
record
4
¢ How to submit permit request query :
Safety Video A complete how-to safety guide
record
. Safety Video Yes, | acknowledge that | have watched the safety video.
Under Details tab Decaration?
S Contractor rahul@gmailcom)
3. Scroll down and check the reviewer Y
. Date Time
comment and update the required.
Guiding Notes
-Agreetobe\owlermsandcundmun
1By agreeing the terms and condition, we declare that we wil follow all the of CLIndia and we b " it site due of any d risk only.
|A work permit i a prior written permission for any work to b d out. d possibility to harm to employees or property. The work permit to be taken much before the start of work and after proper
lapproval & nspection only the work can be started. The work permit d outsid . The work permit s restricted to a specific work,location, type and time. The main advantage of a work permit i, it
lcontrols the activity, maintains the safety condition during work, ensures that all taken care of. In work permit, boTTIE TSRUET 3N TeTEVaT STOUTd a2TE2 Tpon T TrepaTaans,
equiment tobeused sty eqipmenttobe benteseos e revorceegns|  CNECK the reviewer comment and
update the required.
Query / Response Histories -
Date Time Reviewer's Comments /ﬁ Response Date Time
30-May-2025 14:24:29 type of work wrong
1 item(s) total o 10/page




Capftaland 1, How to submit permit request?
1.3 How to submit permit request query record?

Permit Request

V) — Permit Request

: : - Submit Permit

) - Request for query
record

¢ 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

Permit Request

¢ Permit Request

Details

Workers

Permit To Works

Comments 0]

Attachment [1]

Summary

RP/2025/000010

type of work wrong

submit for approval.

Save

Once the record is updated then

Submit for Approval Cancel
A

{ Pending Contractor

Respond

corrected

Particulars of Applicants

ABACUS PROPERTY CONSULTANTS PTE. LTD.

* | rahul@gmailcom

Crest

* | Dummy_CHN.2

+ | Dummy_CHN2

box.

Update the required details

+ | Green Lease

¥ test
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Capftaland  permit Request
2. How to view permit request status?

- Permit Request Permit Permit Request
- . . A
- View Permit Request
) —
V) — Status Tenant Portal P it R t ° _
ermit Reques wi Click ‘+' to create
new permit request
B Contract Details What is the permit request, customer or customer account? p 9
Permit module allows user to submit m .
. . . . . . & Clear
renovation permit request, including 1@ Bills & Notices
covering permit request, extension, permit B Coctomer Ueor Show Advanced Search
work request and worker amendment -
& E-Form
Note: only user with Tenant User & . st Customer Contractor Validity Period \Plali'di;y e
Administrator and Tenant Renovation & Permit ) Permit Request S Account Name Commencement E::;o s
Permit User role has access to this function # Adhoc Utlity > ) ) !
Permit Request Extension ! BPXYZ Pending
51 4 18-Mar-2025
R Ticket Limited Contractor
< How to view permit request status? > Permit Request Worker Amendment -
1. Navigate to ‘Permit’ on the left panel ® Carpark 30 f::,‘éd TA1294240005  Contractor A 10-Mar-2025 07-Jul-2025  Approved
. . . Permit To Work R t
and click the sub-menu ‘Permit ST ISR BEQEEs
BPXYZ 08-May-
Request’ @ Help Pefiit To Work Extansion ) TA1294240005  Contractor A 10-Mar-2025 35 Cancelled
imite
i i 7 @ BM/RP/2503/0048 ' TA1294240005  Contractor B 09-Mar-2025 o A d
2. Click &> next to the desired ‘ B Limited ontractor ar o pprove
I’equeSt tO dISplay june.ong@test.com =
BPXYZ 07-May- Pending
BPXYZ Limited Vi BM/RP/2503/0047 TA1294240005  Contractor A 09-Mar-2025
Limited 2025 Approval
Powered by Anacle Systems Limited

Click ‘View’ to
display the request




Captsland  permit Request

2. How to view permit request status?

Permit Request

v — Permit Request
: — - View Permit Request
- Status

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

request and the request status:

e 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

Permit Request

< ) Permit Request

Number BM/RP/2503/0048

Details Workers Permit To Works Validity Extensions

Modifications

Request status

Comments [0]

Cancel

Approved

Attachment [1]

Particulars of Applicants

Customer BPXYZ Limited

Details Input by
Contractor?

Contractor Email contractor.b@test.com

Building

Linit Niimhber(s)




Captsland  permit Request

2. How to view permit request status?

Permit Request

v — Permit Request
: — - View Permit Request
- Status

¢ How to view permit request status?
3. System will show the details of the
request and the request status:
e Approved - request has been
approved
* Rejected- request has been
rejected
* Query - request has been sent
back to tenant for additional
information.
e Cancelled - request has been
cancelled by tenant

Permit

Permit Request

< ) Permit Request

Number 3 BM/RP/2503/0048

Details Workers Permit To Works Validity Extensions

Modifications

Request status

Comments [0]

Cancel

Approved

Attachment [1]

Particulars of Applicants

Customer BPXYZ Limited

Details Input by
Contractor?

Contractor Email contractor.b@test.com

Building

Linit Niimhber(s)
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Capftaland  permit Request
3. How to submit permit request extension?

< - Permit Request Permit Permit Request Extension
- . . V-
- Submit Permit
) -
i Tenant Portal . .
v - Request Extension Permit Request Extension e
8 Contract Details What is the extension number or permit request?
Permit module allows user to submit Q search [N
. . . . 1@ Bills & Notices
renovation permit request, including
covering permit request, extension, permit 2 Customer User Showiddtanced Scarch
work request and worker amendment
& E-Form
. Original Original New New
Note: Only user with Tenant User & Permit > o Permit Request :‘ype Validity Validity Validity Validity Status
Administrator and Tenant Renovation i ! " swrbate  EndDate  StrtDate  EndDate
Permit User role has access to this function % Adhoc Utility > | Permit Request Extension Fitting- 09-May-
)09 § BM/RP/2503/0050 out 10-Mar-2025  08-May-2025 2025 07-Jul-2025  Approved
A Ticket
& How to submit permit request Permit Request Worker Amendment Fiting: —
. ” ® Carpark )08 BM/RP/2503/0046 Gt 07-Mar-2025  05-May-2025 2025 04-Jul-2025  Approved
extension? Permit To Work Request
1. Navigate to ‘Permit’ on the left panel
; ) @ Help : 2 item(s) total 10/ page
and click the sub-menu ‘Permit Permit To Work Extension Pes
Request Extension’
. . june.ong@test.com B
2. Click ° to create new permit
. BPXYZ Limited
request extension
Powered by Anacle Systems Limited




. Permit Request
Copftaland - permit Request q
3. How to submit permit request extension?

Permit Request Permit Permit Request Extension

-
: — - Submit Permit
- Request Extension

<) Permit Request Extension Save as Draft Submit for Approval
¢ How to submit permit request
ion? o na B
extension? ‘ _— | Click ‘Select’ to choose
3. Click ‘Select’ to choose the umber "| the applicable request m
applicable permit request to extend
. Details Comments [0] ttachment [0] Summary
4. Select the applicable request and
click ‘Select’ to confirm the choice Search using: Permit Request Number X
Permit Request ok Select the app|icab|e Search
request
Show Advanced Search
Permit Request ) Permit Request Numbey Type Name Validity Period Start Validity Period End Status
Type
P O BM/RP/2503/0048 Fitting-Out 09-Mar-2025 07-May-2025 Approved

Original Validit:
Sta?t Date Y : BM/RP/2503/0046 Fitting-Out 07-Mar-2025 04-Jul-2025 Approved
New Validity Start BM/RP/2503/0050 Fitting-Out 10-Mar-2025 07-Jul-2025 Approved
Pate BM/RP/2504/0055 Fitting-Out 13-Apr-2025 11-Jun-2025 Approved
Reason o

4 item(s) total a 10 / page
Click ‘Select’ button to
confirm the request I Select I Back
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Capftaland  permit Request
3. How to submit permit request extension?

- Permit Request Permit Permit Request Extension
: : - Submit Permit
- Request Extension
<) Permit Request Extension Save as Draft Submit for Approval
¢ How to submit permit request
extension? . Click ‘Submit for Approval’ to
5. Enter the details and complete the ey : finish the submission process
mandatory info required (marked with
.)- New VaIidity End Date Details Comments [0] Attachment [0] Summary
* Reason

o . , Permit Request % BM/RP/2503/0048
6. Click ‘Submit for Approval’ to ermitReanes

complete the permit request

Select Clear -
extension process Enter the ‘New Validity End Date’
Permit Request  _  Fitting-Out and Reason for the extension
. . . Type ’
7. The Permit Request Extension will
: « : ” Original Validity . 09-Mar-2025 Original Validity . 07-May-2025
transit to “Pending Approval SE D : ) : y
. New Validity Start x ¥ New Validity End §
8. If there are any further queries from A : 08-May-2025 S o | 06-Jul-2025
CapitaLand, Tenant will be notified
Reason 2% | Delay of supplies. Required additional time for the renovation.

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




CapjtaLand

3. How to submit permit request extension?
3.1 Submit Details by Tenant for Query
record



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

Permit Request

: — Permit Request

v—_ -Submit Permit to

) - Request query record
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 Permit Request Extension
Tenant Portal .
Permit Request

B Contract Detal the permit request, customer or c

@ Bill Noti m' ' Clear

- Show Advanced Search

e
Customer Customer Account Contractor Name Validity Period Commencement Validity Period End Status
ABACUS PROPERTY CONSULTANTS PTE, LTD. TA6733240002 test 30-May-2025 27-Aug-2025 Approved
ABACUS PROPERTY CONSULTANTS PTE, LTD. TA6730240008 test 29-M; 07-Jul-2025 Approved

/7 ©

Ao

/7 ®

/7 ©

/7 @

RP/2025/000004

RP/2024/000060

RP/2

24/000059

RP/2024/000048

RP/2024/000045

ABACUS PROPERTY C

ABACUS PROPERTY CONSULT)

ABACUS PROPERTY CONSULT

ABACUS PROPERTY CONSULT

ABACUS PROPERTY CONSUL

ABACUS PROPERTY CONSULT

ABACUS PROPERTY CONSULT

ABACUS PROPERTY CONSULTANTS PTE, LTD.

TANTS PTE. LTD.

JANTS PTE, LTD, b 06-May-20:
TANTS PTE, LTD. ache N

ANTS PTE, LTD. TAGT: Test Contractor 28-Nov-2024
TANTS PTE. LTD. Test 27-Nov-2024
JANTS PTE, LTD, test 26-Nov-2024
TANTS PTE, LTD. laurus 1-Nov-2024

Approved

02-Aug-2025 Pending Approval

Pending Approval

07-Dec-2024 Approved

Approved

Query

Approved

36tem(s) total °z 3 4 > 10/page
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Captaland 3. How to submit permit request extension
3.1 Submit details by the tenants for query record

Permit Request Permit Permit To Work Request

V) -
: : -Submit Permit to A
v -

Request query record A
q query ¢ Permit To Work Request save  Cancel  Submit for Approval

¢  How to submit permit to work request? Ll Oixes. Oy O B0} el

3. Scroll down and check the reviewer o & o O | e
comment.

Shoes, ° YES NO NA Add View [0]

13itemis)total 02 > 10/page

Query / Response Histories

Date Time Reviewer's Comments Responder Response Response Date Time

30-May-2025 15:05:59 correct the checklist
Check the reviewer comment and
. 1 item(s) total 10/ page
update the required. ¢ e

Licensed Contractor Endorsement

reated Date/Time : 29-May-2025 82300 PM

30-May-2025 30559 PM
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Captaland 3. How to submit permit request extension
3.1 Submit details by the tenants for query record

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

o -
v—
o -
o -

€ | Permit To Work Request save  Cancel
¢ How to submit permit to work request? . e
4. Update the required details. . Click on submit for approval once
Do Question required details updated.
5. Input he comment in response box. S p— coret e checkst
. Comments [0] mw‘_y
6. Once the record is updated then =

* RP/2025/000009

submit for approval. Attachment (1]

Input the comment in response
box.

Summary

* 29-May-2025

alidity End Date  :* | 30-May-2025

e acknonlege that hve wached th sfety i ﬁ Update the required details.

Contractor (rahul@gmailcom)

30-May-2025 12:49
Date Time

Checklist
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Capftaland  permit Request
4. How to view permit request extension status?

Permit Request Permit Permit Request Extension

 —
V) — e
-
-

- View Permit Request

Extension Status Tenant Portal Permit Request Extension

Permit module allows user to submit

B Contract Details What is the extension number or permit request?
By & Clear
. . . . ®
renovation permit request, including UL LSS
covering permit request, extension, permit 22 Customer User Show Advanced Search
work request and worker amendment
& E-Form
. . Original Original New New
Note: only user with Tenant User 2% Permit > Permit Reauest Permit Request Lype Validity Validity Validity Validity Status
Administrator and Tenant Renovation 1 ™ StrtDate  EndDate  StartDate  EndDate
Permit User role has access to this function % Adhoc Utility > | Permit Request Extension Fitting- 09-May-
) BM/RP/2503/0050 Bt 10-Mar-2025  08-May-2025 2025 07-Jul-2025  Approved
A Ticket X X
& How to view permit request extension Permit Request Worker Amendment — —
status? 1) Carpark )08 BM/RP/2503/0046 Bk 07-Mar-2025  05-May-2025 565 04-Jul-2025  Approved

Permit To Work Request
1. Navigate to ‘Permit’ on the left panel

Hel
and click the sub-menu ‘Permit O Help Permit To Work Extension 2item(s) total 0 10/ page
Request Extension’

june.ong@test.com E’

2. Click & nextto the desired
request to display

BPXYZ Limited

Powered by Anacle Systems Limited
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Capftaland  permit Request
4. How to view permit request extension status?

- Permit Request Permit Permit Request Extension
: — - View Permit Request
- Extension Status

< ) Permit Request Extension

¢ How to view permit request extension
status?

3. System will show the details of the

Number : BM/RPE/2504/0010 Pending Approval
request and the request status:

 Draft —request is pending for Details Comments [0] Attachment [0] Summary Request status
tenant submission

¢ Pending Approval — request is
under review

Permit Request - BM/RP/2503/0048

e Approved - request has been

approved Permit Request _ Fitting-Out
¢ Rejected- request has been Type

rejected Original Validity  gg-Mar-2025 Original Validity . 07-May-2025
e Query — request has been sent Start Date End Date

pack to t.enant for additional New Validity Start . 0g \ay-2025 New Validity End , 6-jul-2025

information. Date Date
¢ Cancelled - request has been

a Reason * Delay of supplies. Required additional time for the renovation.

cancelled by tenant
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5. How to submit permit request worker amendment?

. Permit Permit Request Worker Amendment
: — Permit Request g
— - - | —
v - Submit Permit
—
- Request Worker Tenant Portal Permit R WA q . ° . .
Amendment €rmit Réquest Vworker Amendamen Click ‘+' to create new permit
) request worker amendment
B Contract Details What is the amendment number or permit request number?
Permit module allows user to submit
. . . . z < Clear
renovation permit request, including @ Bills & Notices m i
covering permit request, extension, permit —— Show Advanced Search
‘s (ustomer User
work request and worker amendment
& E-Form
Note: 0n|y user with Tenant User Amandmant Number Permit Request Number Created Date Time Status
L. . & Permit > :
Administrator and Tenant Renovation S Permit Request L. OV o e
Permit User role has access to this function # Adhoc Utility > ) )
Permit Request Extension
W BM/RP/2503/0046 07-Mar-2025 Approved
. . Ticket
< How to submit permit request worker i ke Permit Request Worker Amendment
amendment? @ Carpark T Work . 2 item(s) total o 10/ page
1. Navigate to ‘Permit’ on the left panel R
and click the sub-menu ‘Permit @ Help Permit To Work Extension
Request Worker Amendment’
2. Click 9 to create new permit June.ong@test.com e
request worker amendment BPXYZ Limited
Powered by Anacle Systems Limited
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Capftaland  permit Request
5. How to submit permit request worker amendment?

. Permit Permit Request Worker Amendment
: — Permit Request g
— - - | —
& — - Submit Permit
- Request Worker
Amendment < ) Permit Request Worker Amendment Save as Draft
¢ How to submit permit request worker
amendment? )
3. Click ‘Select’ to choose the Click ‘Select’ to choose the
applicable permit request for the applicable request
worker amendment Details Comments [0] Attaghment [0] Summary
4' SeIeCt the applicable requeSt and Search using: Permit Request Number X
click ‘Select’ to confirm the choice Permit Request search
Select the applicable request
Select Show Advance!
Reason % Permit Request Numlper Type Name Validity Period Start Validity Period End Status
© BM/RP/2503/0048 Fitting-Out 09-Mar-2025 06-Jul-2025 Approved
BM/RP/2503/0046 Fitting-Out 07-Mar-2025 04-Jul-2025 Approved
BM/RP/2503/0050 Fitting-Out 10-Mar-2025 07-Jul-2025 Approved
Greatealiser 5 c BM/RP/2504/0055 Fitting-Out 13-Apr-2025 11-Jun-2025 Approved
Modified User g M 4 item(s) total ° 10/ page
D
Click ‘Select’ to confirm the
choice Select || Back
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5. How to submit permit request worker amendment?

: f— Permit Request Permit Permit Request Worker Amendment
v : - Submit Permit
— Request Worker .
4 d < ) Permit Request Worker Amendment Saveas Draft  Submit for Approval
Amendment
¢  How to submit permit request worker Validity Period 09.Mar-2025 Enter Reason for the worker
Commencement
amendment? amendment
5. Enter Reason for the worker Validity Period End :  06-Jul-2025 7
amendment = —
Reason 2% | Additional worker needed for the renovation job)|

48 / 2000

Amendment Details

+ Add Worker ', Download Excel Template 1, Upload Excel
Before After
Amendment Before Before Before Amendment After After After - d

men

Personal A d A di A di Personal A d A d A d )

. & " " Action
Identity Name Cellphone Email Identity Name Cellphone Email
Number Number
123D Jackson Wang 123D Jackson Wang No Che

1 item(s) total Q 10/ page
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5. How to submit permit request worker amendment?

: — Permit Request Permit Permit Request Worker Amendment
— . . —_—
& - - Submit Permit
- Request Worker :
9 < ) Permit Request Worker Amendment Saveas Draft  Submit for Approval
Amendment
¢  How to submit permit request worker Validity Period . 09-Mar-2025
Commencement
amendment?
6. a) Click ‘+ Add Worker’ to add Validity Period End :  06-Jul-2025 (6a-1) Fill in the required
Amendment Action :* . -
additional worker - information
Reason 2% | Additional worker neede
Amendment Detail To
OR
(6a) Click ‘+ Add Worker’ to Company Name  :* | Company A Ltd Identity Type * e
) . itional work )
b) Click 2 and select edit to update 2gd agiditional workez ;ersob"a' Identity ., | 111z Name 2 AlexLim
the worker details AWDetails Enter last 4 characters of your Personal Identity Number.’
Worker Type % Worker Type Of Work Partition Installation
OR 1
+ Add Worker v, Download Excel Te Validity From 4 24-Apr-2025 Validity To S 30-May-2025
c) Click 2 and select remove to Before Cellphone : Email :
delete the worker details Amendment BeforeJ BeforeJ (6a-2) Click ‘Update’ to
Personal A A fi th dditi Update Cancel
Identity Name Cellphone L contirm the addition
Number Number

Note: A minimum of one worker is
needed 123D Jackson Wang 123D Jackson Wang No Che

1 item(s) total Q 10/ page
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5. How to submit permit request worker amendment?

- Permit Request Permit Permit Request Worker Amendment
: : - Submit Permit
) - Request Worker ¢ ) Permit Request Worker Amendment Save as Draft Submit for Approval
Amendment
0 How to submit permit request worker Reason :% | Additional worker needed fq .
amendment? Amendment Action : [ }
6. a) Click ‘+ Add Worker’ to add Worker Detail

(6b-1) Select ‘Edit’ for the ‘Amendment

additional worker Action’ field to edit the worker details

Previous Company _

Remove

Amendment Details Name
OR Previ_ous Personal ; 123D Previous Name Jackson Wang
Identity Number
. . + Add Worker {, Download Excel Temp|  Previous Worker Previous Type Of -
b) Click 2 and select edit to update = Type : Work : | Gonstruction work
the worker details After Previous Validity Previous Validity To :
F
e Before Before Amend| o
d A d A dment Person Previous Cellphone : Previous Email
OR P
e Cellphone Email Identit
c) Click 2 and select remove to
delete the worker details Tz — — TO——
son Wang 123D Jackson Wang No Change Va

Note: A minimum of one worker is
needed

(6b) Click the pencil icon to edit the worker details, , | o ° -
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5. How to submit permit request worker amendment?

Y — Permit Request Permit Permit Request Worker Amendment
: — - Submit Permit
- Request Worker _
Amendment Action :*  Edit
Amendment

Worker Detail
¢ How to submit permit request worker

Previous Company Previous Identity

amendment? o Company B e
6. a) Click '+ Add Worker’ to add :
o Prevugus Personal 123D Previous Name 2 Jackson Wang
additional worker ldentity Numbes
Previous Worker | Previous Type Of T T
Type ' Work
OR ) )
Previous Validity Previous Validity To :
From
b) Click / and select edit to update Previous Cellphone : Previous Enjail

(6b-2) Edit the field(s) that
Amendment Detail To requmchange&

OR
Company Name :* | Company B Identity Type * | C

¢) Click p and select remove to personatldentity. .. | 1230 Name % | Jackson Wang
delete the worker details h nher:

the worker details

Ent
Enter

Worker Type ¥ Worker Type Of Work ¥ Construction work
.. . Validity From ¥ 09-Mar-2025 Validity To ¥ 07-May-2025
Note: A minimum of one worker is
needed Cellphone 81111111 Email - ‘ jacksonwang@test.com|

(6b-3) Click ‘Update’ to

\ Update Update and New Cancel
confirm the change |_ - —
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5. How to submit permit request worker amendment?

. Permit Permit Request Worker Amendment
: — Permit Request g
— . . —
- Submit Permit
) -
) - Request Worker ¢ ) Permit Request Worker Amendment Save as Draft Submit for Approval
Amendment
< How to submit permit request worker Reason 2% Additional worker needed fd
Amendment Action :* [ J
amendment?
6. a) Click ‘+ Add Worker’ to add Worker Detail No Change (6¢-1) Select ‘Remove’ for the
additional worker Edit ‘Amendment Action’ field to remove the
Previous Company _ W‘ worker
Amendment Details Name X
OR Previous Personal ; 123D Previous Name Jackson Wang
Identity Number
b) Click / and select edit to update + Add Worker ', Download Excel Temp| i;zveious Worker \F;\;Z:Lous Type Of . | Construction work
the worker details After Previous Validity Previous Validity To :
e Before Before Amend| from
OR d A d A dment Person Previous Cellphone : Previous Email
e Cellphone Email Identit
. Numbd (6¢-2) Click ‘Update’ to confirm e | cancel
c) Click 7 and select remove to the removal
delete the worker details 1z TACRSOTTVVang e
son Wang 123D Jackson Wang No Change Va
Note: A minimum of one worker is . - . .
needed (6¢) Click the pencil icon to edit the worker details, , | o ° -
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5. How to submit permit request worker amendment?

- Permit Request Permit Permit Request Worker Amendment
— . . —_—
: — - Submit Permit
- Request Worker Ve . )
9 () Permit Request Worker Amendment Save | Submit for Approval [~ Tanc
Amendment =
. . Validity Period . 09-Mar-2025 . . .
¢ How to submit permit request worker Commencement . Click ‘Submit for Approval’ to
amendment? finish the process :
7. Click ‘Submit for Approval to finish Validity Period End :  06-Jul-2025 L ol o
the submission process for permlt Reason 2% Additional Worker needed for the renovation job.
request worker amendment
8. The Permit Request Worker P
Amendment will transit to “Pending 4872000
Approval” Amendment Details
9. If there are any further queries from + Add Worker &, Download Excel Template L Upload Excel
CapitaLand, Tenant or Contractor
(depends on who submitted the After
worker amendment details) will be ent Before Before Before Amendment After After After
e A d A d A N Personal . " " . n Amendment
notified Action
Name Cellphone Email Identity Name Cellphone Email
Number
10.  Upon approval, Tenant will be notified
that the permit request worker {1z Alexi lim Add
amendment has been approved
Jackson Wang 123D Jackson Wang No Change
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5.1 How to submit permit request worker amendment query record?

Permit Request

V) — Permit Request
: — - Submit permit request
V) — worked amendment

query record

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 Permit Request Worker Amendment

TenantPoct Permit Request Worker Amendment

8 Co What is the amendrm
1@ Bills and
we Show Advanced Search
Customer User
& EFor
Amendment Number Permit Request Number
@ Renovation Perm
RP/2024/000001
% Adhoc Util
0009
2 T
® 0009
0009
@ Hel
Permit To Work Extensio
08 RP/2024/000027
/ ® RWA/2024/000007 RP/2024/000023
/ @® RWA/2024/000006 RP/2024/000025
/ @® RWA/2024/000004 RP/2024/000016
7 ©
/7 ©

m pAEE

Created Date Time

13-Mar-2024

11-Mar-2024

11-Mar-2024

Status

Query

Pending Contractor

Pending Contractor

Approved

Approved

Approved

Approved

Approved

Approved

10item(s)total o 10/ page
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5.1 How to submit permit request worker amendment query record?

. Permit Permit Request Worker Amendment
: — Permit Request g
— N . —_—
& — - Submit permit request
worked amendment
vy = ¢ Permit Request Worker Amendment save  submitfor Approval | Cancel
query record Attachment [0] ‘
¢ How to submit permit request worker summary i LG
amendment query record? -
3. Scroll down and check the reviewer
07-Jul-2025
comment.
Reason * | test
p
Amendment Details
+ Add Worker J, Download Excel Template 1, Upload Excel
Before Amendment Personal Before Amendment Before Amendment Before Amendment After Amendment Personal After Amendment After Amendment After Amendment ‘Amendment
Identity Number Name Cellphone Email Identity Number i il SWHENE L
— . Check the reviewer commentand |
update the required.
1item(s) total 10/ page
Query / Response Histories
Date Time Reviewer's Comments Responder Response Response Date Time
30-May-2025 14:48:10 give cellphone and email id of worker
1item(s) total o 10/ page
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5.1 How to submit permit request worker amendment query record?

Permit Request

V) — Permit Request
: — - Submit permit request
V) — worked amendment

query record

¢ 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.

Permit Permit Request Worker Amendment

¢ Permit Request Worker Amendment

Number

Detais

Comments 0]

Attachment 0

Summary

RWA/2025/000002

Question

give cellphone and email id of worker

save  Submitfor Approval  Cancel

Pending Contractor

Click on submit for approval once
required details updated.

29-May-2025

+ RP/2025/000009 Input the comment in response
box.

Validity Period End :  07-Jul-2025

Reason + test

Amendment Details

+ Add Worker  {, Download Excel Template I, Upload Excel

Before Amendment Personal Before Amendment  Before Amendment Before Amendment
Identity Number Name Cellphone Email

88797 test

Click on the pencil icon and update the
required details.

After Amendment Personal After Amendment  After Amendment After Amendment
Identity Number Name Cellphone Email

88797 test
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6. How to view permit request worker amendment status?

. Permit Permit Request Worker Amendment
: — Permit Request 9
— - . R
- View Permit Request
) -
- Worker Amendment Tenant Portal .
Status Permit Request Worker Amendment
p it dul n t bmit B Contract Details What is the amendment number or permit request number?
ermit module allows user to submi
. . . . 3 3 S h Y Cl
renovation permit request, including I® Bills & Notices « Clear
covering permit request, extension, permit o ! S e
«2* Customer User
work request and worker amendment
& E-Form
Note: Only user with Tenant User Amandmant Number Permit Request Number Created Date Time Status
e s . -1 i ;
Administrator and Tenant Renovation <" Permit i Permit Request P, BVRP/2503/0046 S A 2005 T
N . . -Apr-. ending Contractor
Permit User role has access to this function K i N
Adhoc Utility " ’
Permit Request Extension
1007 BM/RP/2504/0055 21-Apr-2025 Pending Approval
. . Ticket
L4 How to view permit request worker o e Permit Request Worker Amendment
amendment status? @ Carpark 1006 BM/RP/2503/0050 21-Apr-2025 Pending Approval
: ‘ o Permit To Work Request
1. Navigate to ‘Permit’ on the left panel 1005 BM/RP/2503/0048 21-Apr-2025 Pending Approval
i - ‘ i Hel
and click the sub-menu ‘Permit @ Help Bermit T Work Eifension
Request Worker Amendment’ ) 004 BM/RP/2503/0050 10-Mar-2025 Approved
2. Click next to the desired june.ong@test.com B 4 ©W BM/RP/2503/0046 07-Mar-2025 Approved
reque: <& display BPXYZ Limited
Powered by Anacle Systems Limited Click ‘View' to dlsplay the requeSt elemey e 0 b
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6. How to view permit request worker amendment status?

: — Permit Request Permit Permit Request Worker Amendment
v— - View Permit Request
— Worker Amendment .
Y < ) Permit Request Worker Amendment
Status
¢ How to view permit request worker Humber + EM/RWA/ZS03/0004
amendment status?
3. System will show the details of the Details Comments [0] Attachment [0] Summary

Request status

request and the request status:
e Draft — request is pending for

tenant submission Permit Request  :* BM/RP/2503/0050
¢ Pending Contractor — request
Validity Period . 10-Mar-2025
sent to Contractor to be updated Commencement -

and submit for approval
¢ Pending Approval — request is
under review

Validity Period End : 07-Jul-2025

Reason :* Change phone number
* Approved - request has been
approved Amendment Details
* Rejected- request has been
rejected
* Query - request has been sent
back to tenant for additional
. A Before After
information. Amendment Before Before Before Amendment After After After o 1
men
« Cancelled — request has been Personal Amend Amend fmendmentiiberonal Amend Amend) Amend Action
Identity Name Cellphone Email Identity Name Cellphone Email
cancelled by tenant R "
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7. How to submit permit to work request?

Permit Request

V) — Permit Request

: — - Submit Permit to Work
- 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

Permit To Work Request

Tenant Portal

B Contract Details
@ Bills & Notices
%2 Customer User
& E-Form

& Permit

# Adhoc Utility
R Ticket

@ Carpark

@ Help

june.ong@test.com

BPXYZ Limited

Powered by Anacle Systems Limited

Permit To Work Request

What is the reference number?

Show Advanced Search

Permit Request

Permit Request Extensiol

n 0019

Permit Request Worker Amendment

Permit To Work Request

Permit To Work Extension

7 ®©
7 ®
7 ©

BM/RPTW/2503/0016

BM/RPTW/2503/0015

BM/RPTW/2503/0014

Type Name

Hazardous Work At
Height (WAH) > 3m

Hot Works

Hot Works

Hot Works
Fire System
Impairment

Hazardous Work At
Height (WAH) > 3m

Validity
Start Date

13-Apr-2025

13-Apr-2025

10-Mar-2025

10-Mar-2025

10-Mar-2025

07-Mar-2025

—

Validity
End Date

19-Apr-2025

11-Jun-2025

08-May-
2025

08-May-
2025

08-May-
2025

20-Mar-
2025

Click ‘+’ to create new
permit to work request

& Clear

Checklist
Name

Hazardous Work
at Heights

Hot-Works

Hot-Works

Hot-Works

Hazardous Work
at Heights

Endorsed
By

Endorsed
Date Time

Status

Pending
Tenant

Pending

Contractor

Approved

Approved

Cancelled

Approved
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7. How to submit permit to work request?

) - Permit Request Permit Permit To Work Request
: — - Submit Permit to Work —
- Request
< ) Permit To Work Request Save as Draft

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

umber| Click ‘Select’ to choose the
applicable permit request to add the ! applicable permit request m
permit to work

Details ExteNsion Histories [0] Commen -
. Search using: Permit Request Number
4. Select the applicable request and S icabl
. . . elec ea Icable Search
click ‘Select’ to confirm the choice PP
. request
Permit Request Show Advanced
Select Permit Request Numbe) Type Name Validity Period Start Validity Period End Status
BM/RP/2503/0048 Fitting-Out 09-Mar-2025 06-Jul-2025 Approved
Permit To Work o © = P
Request Type : BM/RP/2503/0046 Fitting-Out 07-Mar-2025 04-Jul-2025 Approved
Validity Start Date :* BM/RP/2503/0050 Fitting-Out 10-Mar-2025 07-Jul-2025 Approved
BM/RP/2504/0055 Fitting-Out 13-Apr-2025 11-Jun-2025 Approved
Validity End Date
4 item(s) total o 10 / page
Details Input by " No, below details to be fill4 . . )
Contractor? : TanaRts. Click ‘Select’ to confirm the
Yes, below details to be fil choice I Select I Back
Contractors.

I
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7. How to submit permit to work request?

- Permit Request Permit Permit To Work Request
: : - Submit Permit to Work —
- Request
< ) Permit To Work Request Save as Draft

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

mandatory info required (marked with Number :
*):

* Permit To Work Request Type

. VaIidity Start Date Details Extension Histories [0] Comments [0] Attachment [0] Summary

» Validity End Date

Permit Request :* BM/RP/2503/0048
Select Clear
Permit To Work . Enter the details:
Request Type i | HotWorks + Permit To work Request

Type
* Validity Start Date
» Validity End Date

Validity Start Date :* | 09-Mar-2025

Validity End Date  :* = 07-May-2025
Details Input by % No, below details to be filled in by the
Contractor? ’ Tenants.

Yes, below details to be filled by
Contractors.




Permit Request

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

- Permit Request Permit Permit To Work Request
: : - Submit Permit to Work
- Request
& Pel‘mit To WOI‘k Req uest Save as Draft Submit for Approval

¢ How to submit permit to work request?

6. Determine whether the Tenant or
Numb :
Contractor will input the permit to R

work request details

Details Extension Histories [0] Comments [0] Attachment [0] Summary

a) Select “No, below details to be
filled in by the Tenants” if the
Tenant is to fill in the details of Permit Request  +% BM/RP/2503/0048
the permit to work request.

Select Clear
Please proceed to Step 7 _
Permit To Work Hot Works
Request Type
Validity Start Date :* | (09-Mar-2025
Validity End Date  :* = 07-May-2025
Details Input by o No, below details to be filled in by the Select if the details will be inputted
Contractor? ’ Tenants. by Tenant
2 d Dy
Contractors.
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7. How to submit permit to work request?

- Permit Request Permit Permit To Work Request
: : - Submit Permit to Work —
- Request
< ) Permit To Work Request Save |  Submit to Contractor | Cancel

]

Click ‘Submit to Contractor’ to complete

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

s . the process
Contractor will input the permit to Number © Draft P m
work request details
OR
Details Extension Histories [0] Comments [0] Attachment [0] Summary

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

Permit Request 2% BM/RP/2503/0048

Click ‘Submit to Contractor’ to
Select Clear
complete the process.

Permit To Work
An email with a link to the permit Request Type

to work request will be sent to the
Contractor. The Contractor will
fill in the details and submit to Validity End Date  :* = 07-May-2025
CapitaLand for approval

-%  Hot Works

Validity Start Date :* = (09-Mar-2025

Details Inputby ~_ No, below details to be filled in by the
Contractor? r y . : : :
Yes, below details to be filled by gelect if the details will be inputted
Contractor: y contractor
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7. How to submit permit to work request?

: — Permit Request Permit Permit To Work Request

v— - Submit Permit to Work

) — RequeSt < ) Permit To Work Request Save Cancel Submit for Approval
Details Extension Histories [0] Comments [0] Attachment [0] Summary

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

the link titled “A  complete Permit Request  :* BM/RP/2503/0048
how-to-safety guide”

Select Clear
8. Once the safety video is watched, ;
. . Permit To Work Hot Works
you will then be able to tick the Request Type
Safety Video Declaration “Yes, | o
Validity Start Date :* = 09-Mar-2025
acknowledge that | have watched
H ”
the safety video Validity End Date  :* | 07-May-2025
Details Input by . No, below details to be filled in by the
Contractor? ) Tenants.
Yes;below!detailsifo beffillec by Click the link to watch the Safety Video
Contractors.

Safety Video :| A complete how-to safety guide I On?e you have watched It' you will be ablq

) to tick “Yes, | acknowledge that | have
Safelty Videc;) s I Yes, | acknowledge that | have watched the safety video. watched the safety video”
Declaration? .

Safety Video . Yes, | acknowledge that | have watched the safety video.
0 Please click and watch the video link to enable this checkbox Declaration? ’
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7. How to submit permit to work request?

: — Permit Request Permit Permit To Work Request
v— - Submit Permit to Work
v - RequeSt < ) Permit To Work Request Save Cancel Submit for Approval
.
¢  How to submit permit to work request? Hot-Works : Click ‘Submit for Approval’ to complete
9. Scroll to the ‘Checklist’ section and Answer all the questions the process

answer the question according|
q aly Step Description ~~ E Attachment Pending Approval

10. Click ‘Submit for Approval‘ to 5 Contractor to submit Risk Assessment with inventory of work,certificate of the RA Yes No Add viewTol
iew
Complete the process leader and safe work procedures. NA
11. The Permit To Work Request will 3 Contractor to submit an appointment letter and valid certificate of achievement Yes No Add View [0]
. « . » for hot-work assessor or safety assessor. NA
transit to “Pending Approval
. . Yes No )
12. If there are any further queries from 4 Contractor to submit a copy of a Rescue Operation Plan A Add View [0]
CapitaLand, Tenant or Contractor
(depends on who inPUtted the Contractor to submit an appointment letter and copy of the certificate of Fire Yes No )
. . ™ 5 Add View [0]
details) will be notified watchman. NA
o i Yes No .
6 A copy of the Briefing records. A Add View [0]
U Ensure that the following personnel have endorsed on the PTW form:
: Yes No )
a) Supervisor N Add View [0]
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7.1 How to submit permit to work request query record?

Permit Request

Permit Request Permit Permit To Work Request

-
: — - Submit Permit to Work
) - Request query record

Tenant Portal Permit To Work Request e
B Contract et What s the reference number
Permit module allows user to submit 5 e s =2 -
renovation permit request, including o oy ittt
covering permit request, extension, permit
work request and worker amendment &t
0" or Type Name Validity Start Date Validity End Date Checklist Name
- Permit Request
Note: only user with Tenant User ¥ Ad Fire Detection 29-May-2025 30-May-2025 Entry into Confined Space KUT
Administrator and Tenant Renovation 2 Tick Fire Detection 29+ 5 Entry into Confined Space KUT

Permit User role has access to this function © Capark Loy Crne 1002202 ntyint Confind Space KUT
@ Help Hot Work 28-Nov-2024 28-Nov-2024 Entry into Confined Space KUT
¢ How to submit permit to work request?

. . o J © RPTW/2024/000062 Green Lease 28-Nov-2024 Entry into Confined Space KUT

1. Navigate to ‘Permit’ on the left panel
and CI iCk the sub-menu ‘Pe rmit to @ RPTW/2024/000061 Hot Work 27-Nov-2024 27-Nov-2024 Entry into Confined Space KUT
Work Request’ / ® RPTW/2024/000060 Hazardous Work at Height 27-Nov-2024 06-Dec-2024 Entry into Confined Space KUT
/ ® RPTW/2024/000059 Safe Lifting Operations (Mobile Crane) 27-Nov-2024 28-Nov-2024 Entry into Confined Space KUT
2 . CIiCk edit to u pd ate SpeCiﬁC pe m it to J © RPTW/2024/000050 Fire Detection 25-Nov-2024 08-Nov-2024 Entry into Confined Space KUT

work request

/ @ RPTW/2024/000046 Fire Detection 15-Oct-2024 Entry into Confined Space KUT

Endorsed By

Test

Shane

Endorsed Date Time Status

Pending Tenant

Pending Contractor

Approved

28-Nov-2024 Approved

27-Nov-2024

Pending Tenant

Pending Tenant
Pending Tenant

Pending Tenant

36 item(s) total ° 2 3 4 > 10/page
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7.1 How to submit permit to work request query record?

Permit Request Permit Permit To Work Request

v -
: — - Submit Permit to Work
v -

Request query record A
q query ¢ Permit To Work Request save  Cancel  Submit for Approval

¢  How to submit permit to work request? Ll Oixes. Oy O B0} el

3. Scroll down and check the reviewer o & o O | e
comment.

Shoes, ° YES NO NA Add View [0]

13itemis)total 02 > 10/page

Query / Response Histories

Date Time Reviewer's Comments Responder Response Response Date Time

30-May-2025 15:05:59 correct the checklist
Check the reviewer comment and
. 1 item(s) total 10/ page
update the required. ¢ e

Licensed Contractor Endorsement

Supervisor Name

Endorsed Date

Time

Created User Rahul e 29-May-2025 82300 PM
Modified User Rahul Nandi 30-May-2025 30559 PM
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7.1 How to submit permit to work request query record?

Permit Request Permit Permit To Work Request

v -
: — - Submit Permit to Work
v -

Request query record
€ | Permit To Work Request save  Cancel

¢  How to submit permit to work request? Sl e
4. Update the required details. . Click on submit for approval once
St Queston required details updated.
5.  Input he comment in response box. S p— corecthechecit
. Comments [0] o
6. Once the record is updated then
submit for apprOVal. Atachoet * RP/2025/000000 :
Input the comment in response
Summary
box.

* 29-May-2025

te it 30-May-2025

A complete how-to safety quide
Ves 1 acknovledge tha | hve watchedthe ety video, ﬁ Update the required details.

Contractor (rahul@gmailcom)

30-May-2025 12:49

Checklist
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8. How to view permit to work request status?

. Permit Permit To Work Request
: — Permit Request 5
— . - —
& - - View Permit to Work
V - Request Status Tenant Portal Permit To Work Request c
Bl Contract Details What is the reference number?
Permit module allows user to submit ) m  Clear
. ) . . @ Bills & Notices
renovation permit request, including
. . . . ot Show Advanced Search
covering permit request, extension, permit &k Customer User
work request and worker amendment ¥, Eeform
N . . o Permit ) . E Type Name Validity Validity Checklist Endorsed Endors.ed s
ote: Only user with Tenant User Permit Request StartDate  EndDate  Name By Date Time
Administrator and Tenant Renovation % Adhoc Utility > o Bt Extrais ootg Mo WO A Hagardous Work pending
. . . -Apr- -Apt-
Permit User role has access to this function & T Heighti(WAH)S 8 at Heights Tenant
S Tiekes Permit Request Worker Amendment Pending
OUTOf Hot Works 13-Apr-2025  11-Jun-2025  Hot-Works EoT
<  How to view permit to work request ® Carpark e
status? @ Help 10017 Hot Works 10-Mar-2025 8 May- Hot-Works Approved
1. Navigate to ‘Permit’ on the left panel Permit To Work Bisnsion =
and click the sub-menu ‘Permit to /7 © BM/RPTW/2503/0016 Hot Works 10-Mar-2025 gg:\:ay Hot-Works Approved
Work Request’
7 ® BM/RPTW/2503/0015 | ¢ YStem 10-Mar-2025 05 ™My Cancelled
Impairment 2025
2. Click @ n.ext to the desired june.ong@test.com 5 5 & ooy HEEE WA 20r HarrdousWor -
request 1o display BPXYZ Limited Height (WAH) >3m0 < 2025 at Heights RS
Powered by Anacle Systems Limited -

Click ‘View’ to display the request
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8. How to view permit to work request status?

- Permit Request Permit Permit To Work Request
: — - View Permit to Work
v - Request Status < | Permit To Work Request
. 3 Number : BM/RPTW/2504/0020
¢  How to view permit to work request
status?
3. System will show the details of the Details Extension Histories [0] Comments [0] Attachment [1] Summary
Request status
request and the request status:
e Draft — request is pending for
tenant submission Permit Request  :* BM/RP/2503/0048
¢ Pending Contractor — request )
Permit To Work .. Hot Works
sent to Contractor to be updated Request Type h

and submit for approval

¢ Pending Tenant — request sent
to Tenant to be updated and Validity End Date  :* 07-May-2025
submit for approval

¢ Pending Approval — request is

Validity Start Date :* 09-Mar-2025

Details Input by

Contractor?
under review
¢ Pending Extension — request
has a pending permit extension
Safety Video : A complete how-to safety guide
request
Safety Video . Yes, | acknowledge that | have watched the safety video.

Declaration?

Safety Video
Watched By

June Ong
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8. How to view permit to work request status?

- Permit Request Permit Permit To Work Request
: — - View Permit to Work
v - Request Status < | Permit To Work Request
. 3 Number : BM/RPTW/2504/0020
¢  How to view permit to work request
status?
3. System will show the details of the Details Extension Histories [0] Comments [0] Attachment [1] Summary

Request status

request and the request status:
e Approved - request has been

approved Permit Request :*# BM/RP/2503/0048
* Rejected- request has been S ot ork
. .+ Hot Works
rejected Request Type :

* Query - request has been sent

. Validity Start Date :* 09-Mar-2025
back to tenant for additional

information. Validity End Date  :* 07-May-2025
e Cancelled - request has been

Details Input b
cancelled by tenant etails Input by

Contractor?

Safety Video : A complete how-to safety guide

Safety Video

Yes, | acknowledge that | have watched the safety video.
Declaration?

Safety Video
Watched By

June Ong
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9. How to submit permit to work extension?

- Permit Request Permit Permit To Work Extension

: — - Submit Permit to Work

v - Extension Tenant Portal Permit To Work Extension Click ‘+' to create new Permit To

Work Extension
E) Contract Details What is the extension number?

Permit module allows user to submit < Clear
renovation permit request, including 2 Bills & Notices
covering permit request, extension, permit Show Advanced Search

48 Customer User
work request and worker amendment

& E-Form
Note: Only user with Tenant User I Original  Original  New New
.. . & Permit 7 Pérmit Request Permit To Work Type Validity Validity Validity ~ Validity
Administrator and Tenant Renovation N SR " st g sone e Status
. . . . eques lame tari n ar 4l
Permit User role has access to this function % Adhoc Utility > Permit Request Extension Date Date Date Date
. . R Ticket X Hazardous
0 How to submit permlt to work Permit Request Worker Amendment Work At
t in? ® Carpark 30003 BM/RPTW/2503/0014 Height AT MR PO Approved
xtension? a
extens O. . il Permit To Work Request (WAH) > P e 2025 2025
1. Navigate to Permit’ on the left panel & 3
. . . Hel . )
and click the sub-menu ‘Permit to P Permit To Work Extension
Work Extension’ 1 item(s) total a 10/ page
june.ong@test.com =

2. Click o to create new permit to
work extension

BPXYZ Limited
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Permit Request

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

) - Permit Request Permit Permit To Work Extension
: — - Submit Permit to Work —
v — Extension
< ) Permit To Work Extension Save as Draft  Submit for Approval

¢  How to submit permit to work

extension? )
3. Click ‘Select to choose the e | Click ‘Select’ to choose the
applicable request

applicable permit to work request to
extend Details Comments [0]

Attaciment [0] Summary

Search using: Permit To Work Request Number X

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

Search

Select show Advanced searfh Select the applicable request

Permit To Work

Permit To Work Request N ype Name Validity Start Date Validity End Date Status

Request Type

Original Validity BM/RPTW/2503/0014 Hazardous Work At Height (WAH) > 3m  07-Mar-2025 20-Mar-2025 Approved

StartDate ©  BM/RPTW/2504/0020 Hot Works 09-Mar-2025 07-May-2025 Approved

New Validity Start

Date BM/RPTW/2503/0016 Hot Works 10-Mar-2025 08-May-2025 Approved
BM/RPTW/2503/0017 Hot Works 10-Mar-2025 08-May-2025 Approved

Reason

4 item(s) total 0 10/ page
Click ‘Select’ to confirm the I_I
ChOiCe Select Back
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Capftaland  permit Request
9. How to submit permit to work extension?

- Permit Request Permit Permit To Work Extension
: — - Submit Permit to Work
v - Extension < ) Permit To Work Extension Save as Draft Submit for Approval

¢  How to submit permit to work — Click ‘Submit for Approval’ to

extension? : complete the process

5. Enter the details and complete the
Pending Approval
Details Comments [0] Attachment [0] Summary

mandatory info required (marked with

*).
* New Validity End Date
* Reason Eefm“ ToWork . BM/RPTW/2504/0020
equest .
o . o E Enter the details:
6. Click * Submit for Approval’ to finish — — « New Validity End Date
the request to work extension * Reason for the extension
process Permit To Work . Hot Works
Request Type ’
7. The Permit To Work Extension will Original Validity  g9-Mar-2025 Original Validity . g7-May-2025
. M i , Start Date : End Date )
transit to “Pending Approval
New Validity Start g May-2025 New Validity End 06-Jul-2025
. Date : Date
8. If there are any further queries from
CapitaLand Tenant will be notified Reason 2% = Needed more time due to delay in material shipment
9. Upon approval, Tenant will be notified
%
that the permit to work extension 50/ 2000

has been approved
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9. How to submit permit to work extension?
9.1 Submit the permit to work extension
query record



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

Permit Request

V) — Permit Request

: — - Submit Permit to Work
V - Extension query record
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 Permit To Work Extension
Tenant Portal . .
Permit To Work Extension
B Contra
Ea Show Advanced Search
@ Cu er U
& E-Form
0" N w Permit To Work Request Type Name Original Validity Start Date Original Validity End Date New Validity Start Date New Validity End Date Status
Renovation Permit
* Adr ity 2001 RPTW/2025/000002 tection 29-May-2025 30-May-2025 31-May-2025 01-Jun-2025
S sion
# Ticket 2008 'W/2024/000067 Loy Crane 12-Dec-2024 Approved
mit
@ Carpark 2007 RPTW/2024/000035 07-Jun-2024 12-Jun-2024 13-Jun-2024 14-Jun-2024 Approved
uest
@ Help 006 RPTW/2024/000035 07-Jun-2024 10-Jun-2024 11-Jun-2024 12-Jun-2024 Approved
nif Work
a Evel 07-Jun-2024 08-Jun-2024 09-Jun-2024 10-Jun-2024 Approved
f @® 'W/2024/000007 Lock Out Tag Out 12-Mar-2024 13 14-Mar-2024 15-Mar-2024 Rejected
@® RPTWE/2024/000002 RPTW/2024/000011 Hot Work 12-Mar-2024 12-Mar-2024 13-Mar-2024 13-Mar-2024 Approved
/ ® RPTWE/2024/000001 RPTW/2024/000002 Hot Work 11-Mar-2024 11-Mar-2024 12-Mar-2024 12-Mar-2024 Approved
item(s) total o 10/ page
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Capftaland 9 Permit Request
9.1 How to submit permit to work extension query record?

- Permit Request Permit Permit To Work Request
V) — . . A
& - - Submit Permit to Work
v - Extension query record Tenant Portal ¢ Permit To Work Extension save  submitfor Approval | Cancel
B Contract Details
0 HOW tO submit permit tO work 0 Bl Nk Number RPTWE/2025/000001
extension request? % Customer Use
3. Scroll down and check the reviewer . s |
comment. J— changethe date
O RenowationPermit >
% il Attachment (0] ‘
A Ticket Summary + RPTW/2025/000002
0 Select Clear
@ Help

Fie Detection

29-May-2025 Original Validity 30-May-2025
£nd Date

31-May-2025 ; YEd .y ot-un-2025
Date

Reason + test

Query / Response Histories
ec e reviewer
Date Time Reviewer's Comments “”C?ﬁ‘mment arﬁﬂxu pdate Respose Date Time
30-May-2025 17:10:14 change the date — i
1item(s) total o 10/ page
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Capftaland 9 Permit Request
9.1 How to submit permit to work extension query record?

: — Permit Request Permit Permit To Work Request
v—_ - Submit Permit to Work
¢ — EXtenSI()n query record Tenant Portal ¢ | Permit To Work Extension save | Submit for Approval | Cancel
B Contract Det
¢ How to submit permit to work Bils ’ e iz

extension request?
4. Update the required details. .

Details | Sl

change the date

Comments [0]

5.  Input he comment in response box. Respord g

Attachment [0] ‘

Ticket ummary it To Wo S
6. Once the record is updated then A Sy Sl LS ey —
submit for approval @ Carpark Seect | Clear -
: in response box.
@ Help

Fire Detection

26-May-2025 30-May-2025
31-May-2025 x| 01-Jun-2025
Reason * test
4
4/2000
Query / Response Histories T U date the res u"ed
details.
Date Time Reviewer's Comments Responder Response Response Date Time
30-May-2025 17:10:14 change the date

1 temis)total Q 10/ page
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Capftaland  permit Request
10. How to view permit to work extension status?

< - Permit Request Permit Permit To Work Extension
V) — . . A
v - View Permit to Work
—
-— Extension Status Tenant Portal - .
v Permit To Work Extension
B Contract Details What is the extension number?
Permit module allows user to submit m < Clear
renovation permit request, including 2 Bills & Notices
covering permit request, extension, permit % Customer User Show Advanced Search
work request and worker amendment
& E-Form
Note: Only user with Tenant User = B ) Original  Original  New New
& Permi brmi . i by . e
Administrator and Tenant Renovation FprmiHReguest . ae"“" tT° Work I‘y"e ‘S’:"‘:'“’ ‘E’a:d“y ‘S’:"‘:“y ‘E’a:""y Status
. . . . equest lame ar N ar n
Permit User role has access to this function % Adhoc Utility > Permit Request Extension Date Date Date Date
. . A Ticket . Hazardous
0 How to submit permlt to work Permit Request Worker Amendment Work At . ., v ot
-Mar- ~-Mar- - - o "
xten | n? Ca K 3/0003  BM/RPTW/2503/0014  Height Approved
e te S o . . " ® arpark Permit To Work Request (WAH) > 2025 2025 2025 2025
1. Navigate to ‘Renovation Permit’ on & 3
) Hel
the left panel and click the sub-menu p Permit To Work Extension
‘Permit to Work Extension’ 1 item(s) total 0 10 / page
. . june.ong@test.com >
2. Click next to the desired
. BPXYZ Limited
reque: © display e
Powered by Anacle Systems Limited
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10. How to view permit to work extension status?

v — Permit Request Permit Permit To Work Extension
: — - View Permit to Work o
V) — Extension Status

¢ ) Permit To Work Extension

¢ How to view permit to work extension
status?
3. System will show the details of the
request and the request status:
e Draft — request is pending for
tenant submission

Number : BM/RPTWE/2504/0004 Pending Approval

Request status

«  Pending Approval — request is Details Comments [0] Attachment [0] Summary
under review
* Approved - request has been
approved Permit To Work _ BM/RPTW/2504/0020
* Rejected- request has been e
rejected Permit To Work Wt Works
* Query - request has been sent Request Type
back to tenant for additional Original Validity 09-Mar-2025 Original Validity . 7-May-2025
information. Start Date ‘ End Date ’
e Cancelled — request has been New Validity Start  0g \1ay-2025 New Validity End — 06-Ju1-2025
cancelled by tenant Date : Date
Reason * Needed more time due to delay in material shipment
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Self-Assessment
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Self-Assessment Checklist

Cap/taLand
AR sheck In!

From this guide, we were able to:

O 1 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



Self-Assessment Checklist

Cap/taLand
AR sheck In!

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

1 0 View permit to work extension status



L

or
contact our friendly support at tenantportal.helpdesk@capitaland.com Q

Cap/taLand

If you need further assistance, please

access our Simplicity Tenant Portal Info Centre

98


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

