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1. Using The System 

This section provides information on the following topics:

• Planning Application

• Siting Application

1.1. Planning Application

For development of land and buildings.

1.1.1. Apply New Application

1.1.1.1. Brief Description of Proposal

1. Go to Planning Permission.

2. Click Apply New.

3. Select your Application Type.
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4. There is a new feature where you can change the  Application Type  by clicking   on the

Application Type section.

5. Enter all required information.

1 Division Select division from drop down list available.

2 Proposal Title Enter proposal title of your application.

3 Type of Application Tick check box to select type of application.

4 Brief Description of Proposal Enter brief description of proposal.
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6. There is a new  Related Planning File(s) section added from the enhancement. Click

Add to start add related planning file (if any).

7. Enter Digital Reference.

8. Click Search.

9. Select your related case and click  to add case into related planning files.
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10. To add planning case from LASIS, tick the Search from LASIS checkbox.

11. Enter the L&S Reference.

12. Click Search.

13. Click  to add case from LASIS into related planning files.

14. Click Save.

 

15. Once Application successfully created, you may now proceed to add affected land(s).

16. Click Add from the Affected Land(s) section.
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17. Enter all required information for Registered Land.

1 Division Select division from drop down list available.

2 Land District Select land district from drop down list available.

3 Lot Number Enter lot number of registered land.

4 Title Type Select title type from drop down list available

5 Block / Section Enter block / section of registered land.

18. Then click Search. 

19. Extract of Title No. need to be entered before selected land can be added.  Validity period for

Extract of Title No. is 3 months. Once expired, you must repurchase the title to get a new EOT

No. Update the new EOT No. in the Affected Land(s)
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20. Enter all required information for Unregistered State Land.

1 Locality Enter locality of unregistered state land.

2 Affected Land Area Enter size of affected land area.

3 Land District Select land district from drop down list available.

4 Division Select division from drop down list available.

5 Block / Section Enter block / section of registered land.

21. Then click Add.
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1.1.1.2. Details of Applicant

1. Click Navigation icon.

2. Click Details of Applicant.

3. Click Add.

4. Select applicant type.

5. Enter Applicant Details if any.
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6. Then click Save.

7. Enter Company / Organisation Details if any.

8. Then click Save.
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1.1.1.3. Details of Developer

1. Click Navigation icon.

2. Click Details of Developer.

3. Click Add.

4. Select applicant type.

5. Enter Applicant Details if any.
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6. Then click Save.

7. Enter Company / Organisation Details if any.

8. Then click Save.
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1.1.1.4. Details of P/A Holder

1. Click Navigation icon.

2. Click Details of P/A Holder.

3. P/A holder will be retrieved from land details.
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1.1.1.5. Details of Land Owner

1. Click Navigation icon.

2. Click Details of Land Owner.  The Land Owner is populated based on registered land.

3. To edit, click on Land Owner Name.

4. Enter details of Land Owner if any.

5. Then click Save.
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1.1.1.6. Details of Land(s)

1. Click Navigation icon.

2. Click Details of Land(s).

3. Enter affected land(s) details.

1 Land Classification Tick check box if land want to be Reclass to Mixed Zone Land.

2 Part / Whole Select partial or whole.

3 Affected Area Enter affected area sizes.

4. Then click Save.
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1.1.1.7. Details of Development Proposal

• You may skip this entry for step 3 - 7. Go to Supporting Documents and upload Site Layout

Plan in DXF and Excel file format. Refer to Chapter 1.3.1 Enhancements for more details. 

1. Click Navigation icon.

2. Click Details of Development Proposal.

3. Click Add to add new phase.

4. Enter phase details.

1 Sequence Enter phase sequence number.

2 Block / Phase Description Enter block / phase description.

5. Click Note to add new plot.

6. Enter  quantity  then  click  Add.   One(1)  Block/Phase  can  have  One(1)  or  more  Plot

records.

7. Enter plot details. 
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1 Plot No. Enter plot number.

2 Proposed Land Usage Select proposed land usage.

3 Is Strata? Select yes if plot is strata.

4 Plot Area (each) Enter plot area size.

8. Click Note to add new building.  

9. Enter quantity then click Add.  One(1) Plot can have One(1) or more Building records.

10. Enter building details. 

1 Building Description Enter building description.

2 Building Type Select building type.

3 Storey Enter level of storey.

4 Width Enter width of building.

5 Length Enter length of bundling.

6 Height Enter height of building.

7 Multi Block/Section Tick check box if building is multi block / section.

8 Building Setback Enter building setback details.

11. Click Note to add new floor.  
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12. Enter  quantity  then click  Add.   One(1)  Floor  can have One(1)  or  more  Floor  Usage

records.

13. Enter floor details.

1 Floor Storey Enter floor storey

2 Sequence Enter floor sequence.

3 Floor Usage / Activity Select floor usage / activity.

4 No. of Unit Enter number of unit.

5 Net Floor Area Enter net floor area.

6 Gross Floor Area Enter gross floor area.

14. Then click Save.

Notes:

• Click on   to  display  Planning Classification Of Land Use & Colour

Coding.

• Click on   to display Table on Minimum Parking Requirement.

• If there is entry of floor usage record(s), the Total Net Floor Area and Total Net Gross Area for the

floor shall derive from the sum of Net Floor Area for the floor and the sum of Net Gross Area

respectively.

• If there is floor information entry, the Total Net Floor Area and Total Net Gross Area for the plot

shall derive from the sum of Total Net Floor Area and sum of Total Net Gross Area for all floors of

in the buildings located within the plot.

• System will auto populate the plot based on uploaded DXF Site Layout Plan and excel by applicant.
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1.1.1.8. Site Inspection Report

1. Click Navigation icon.

2. Click Site Inspection Report.

3. Enter details for Existing Road Access.

4. Enter details for Existing Drainage.
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5. Enter details for Existing Footpath.

6. Enter details for Existing Public Utilities.

7. Enter details for Right-of-Way.

Page: 1-18

eSPA
System Version 4.1



8. Enter details for Existing Site Location.

9. Enter details for Present Usage.

10. Enter details for Existing Public Facilities.
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11. Enter details for Any Other Special Features/View/Vistas.

12. Then click Save.
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1.1.1.9. Analysis of Proposal

1. Click Navigation icon.

2. Click Analysis of Proposal.

3. Enter Parking and Density Requirement if any.

4. Check on Affordable Housing Requirement details.
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5. If  there  is  shortage of  affordable  housing provided under  this  project,  you may key in  the

information of additional units to be supplied under other projects.

6. Click on +Add button to insert new row.

7. Check on Open Space Requirement. Default value is computed based on total plot area

allocated for open space.

8. Then click Save.
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1.1.1.10. Supporting Documents

1. Click Navigation icon.

2. Click Supporting Documents. 

3. Click Upload or Drag & Drop Files to add attachment.

4. To delete the uploaded file, click on  .

5. To download the uploaded file, click on .

6. For  Other Relevant  Supporting Document,  click  Add Row to  insert  new row.  Click

Delete Row to delete uploaded attachment.

7. Refer to Chapter 1.3.1 for Supporting Documents enhancements.

Notes:

• Mandatory documents is indicated with red asterisk (*). 

• Each file maximum size is 50MB.

• Site Layout Plan for AutoCAD must be saved as DXF 2013 format.

• SPA Pre-Check on non compliance Plan Preparation SOP will be displayed on screen and generate

discrepancy report;
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1.1.1.11. Preview

1. Click Navigation icon.

2. Click Preview.

3. Click FORM Q tab to preview Form Q in web browser. 
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4. Click Development Checklist Part 1 tab to preview checklist in web browser. 
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1.1.1.12. Declaration

1. Click Navigation icon.

2. Click Declaration.

3. Tick check box to accept the statement of declaration.

4. Then click Pay & Submit.

5. Payment Preview screen will be displayed.

6. Two payment options is available for application submission. The same payment options

also applies to Approval Fee.
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7. “Print Bill to Pay at Counter” will generate Bill T.126.

8. “Proceed to Pay Online” will display 2 choices of payment method.

9. Selecting  Paybills  Malaysia  will  open  the  PaymentGalaxy  Malaysia  in  a  new pop-up

windows. Click YES button.
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10. Ensure that your you current browser setting has been configured to allow pop-ups. If

your previous payment fails, you may click  Re-Submit when prompted with notification

below. 

11. Select payment channel. Click Continue to proceed with payment.
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12. Successful payment will be displayed as shown below. Click Continue to proceed.

13. Once  successfully  paid  and  submitted,  the  status  will  be  updated  as  “Application

Submitted to Agency (New Submission)”

14. Selecting S PAY GLOBAL will open the S PAY GLOBAL in a new pop-up windows. Click

YES button.
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15. Follow the instructions in the page below.

16. Scan QR Code. 

17. Payment details and total amount will be displayed. Click Confirm button to proceed.

18. Submitted payment will be shown as  “Payment in Progress”.

19. After payment is confirmed, the system will update the status to “Application Submitted

to Agency”.  
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1.1.2. Application Enquiry

1. Go to Planning Permission.

2. Click Search Application.

3. Enter your search criteria.

4. Then click Search.
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5. Result will be displayed.

6. Click File Reference No. to edit case. 

Notes:

• For enhancements features, refer Chapter 1.3 Enhancements.
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1.2. Siting Application

For Government Projects / NGOs.

1.2.1. Apply New Application

1.2.1.1. Brief Description of Proposal

1. Go to Siting Application.

2. Click Apply New.

3. Read Guidelines then click Proceed.
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4. Enter all required information.

1 Type of Application Tick check box to select type of application.

2 Division Select division from drop down list available.

3 Project Category Select project category from drop down list available.

4 Name of Project Enter name of project.

5 Area Required Enter area required.
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6 Area Unit Select area unit from drop down list available.

7 Source of Fund Select source of fund from drop down list available.

8 Fund Availability Select yes if got fund availability.

9 Total Scheme Value (RM) Enter total scheme value in RM.

10 Amount of Fund Available (RM) Enter amount of fund available in RM

11 Amount of Fund Approved (RM) Enter amount of fund approved in RM

12 Malaysia Plan No. Select Malaysian plan no. from drop down list

13 Locality Enter locality

14 Project Justification and 

Description on Project 

Components

Enter  project  justification  and  description  on  project

components

15 Reason for Selecting the Site Enter reason for selecting the site

5. Click Save.

 

6. Once Application successfully created, you may now proceed to add affected land(s).

7. Click Add.

8. Enter all required information for Registered Land.
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1 Division Select division from drop down list available.

2 Land District Select land district from drop down list available.

3 Lot Number Enter lot number of registered land.

4 Title Type Select title type from drop down list available

5 Block / Section Enter block / section of registered land.

9. Then click Search. 

10. Extract of Title No. need to be entered before selected land can be added.

11. Enter all required information for Unregistered State Land.

1 Locality Enter locality of unregistered state land.

2 Affected Land Area Enter size of affected land area.

3 Land District Select land district from drop down list available.

4 Division Select division from drop down list available.

5 Block / Section Enter block / section of registered land.

12. Then click Add.
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1.2.1.2.  Details of Client Department

1. Click Navigation icon.

2. Click Details of Client Department.

3. Click Add.

4. Enter Client Department details.

5. Then click Save.
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1.2.1.3. Details of Submitting Person

1. Click Navigation icon.

2. Click Details of Submitting Person.

3. Click Add.

4. Enter Submitting Person details. 

5. Then click Save.
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1.2.1.4. Details of Land(s)

1. Click Navigation icon.

2. Click Details of Land(s).

3. Enter affected land(s) details.

1 Part / Whole Select partial or whole.

2 Affected Area Enter affected area sizes.

3 Site Description Enter site description.

4 Site Status Enter site status

4. Then click Save.
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1.2.1.5. Detailed  Building Plan

• This section is only applicable if Submission of Detailed Building Plan is ticked under Siting

Application – Type of Application.

• You may skip this entry for step 3 - 7. Go to Supporting Documents and upload Site Plan in

DXF and Excel spreadsheet. Refer to Chapter 1.3.1 Enhancements for more details. 

1. Click Navigation icon.

2. Click Detailed Building Plan.

3. Click Add to add new phase.

4. Enter phase details.

1 Sequence Enter phase sequence number.

2 Block / Phase Description Enter block / phase description.

5. Click Note to add new plot.

6. Enter  quantity  then  click  Add.   One(1)  Block/Phase  can  have  One(1)  or  more  Plot

records.
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7. Enter plot details.

1 Plot No. Enter plot number.

2 Proposed Land Usage Select proposed land usage.

3 Is Strata? Select yes if plot is strata.

4 Plot Area (each) Enter plot area size.

8. Click Note to add new building.

9. Enter quantity then click Add.  One(1) Plot can have One(1) or more Building records.

10. Enter building details.

1 Building Description Enter building description.

2 Building Type Select building type.

3 Storey Enter level of storey.

4 Width Enter width of building.

5 Length Enter length of bundling.

6 Height Enter height of building.

7 Multi Block/Section Tick check box if building is multi block / section.

8 Building Setback Enter building setback details.
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11. Click Note to add new floor.

12. Enter quantity then click Add.  One(1) Building can have One(1) or more Floor records.

13. Enter floor details.

1 Floor Storey Enter floor storey

2 Sequence Enter floor sequence.

3 Floor Usage / Activity Select floor usage / activity.

4 No. of Unit Enter number of unit.

5 Net Floor Area Enter net floor area.

6 Gross Floor Area Enter gross floor area.

14. Then click Save.

Notes:

• Click on   to  display  Planning Classification Of Land Use & Colour

Coding.

• Click on   to display Table on Minimum Parking Requirement.

• If there is entry of floor usage record(s), the Total Net Floor Area and Total Net Gross Area for the

floor shall derive from the sum of Net Floor Area for the floor and the sum of Net Gross Area

respectively.

• If there is floor information entry, the Total Net Floor Area and Total Net Gross Area for the plot

shall derive from the sum of Total Net Floor Area and sum of Total Net Gross Area for all floors of

in the buildings located within the plot.
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1.2.1.6. Analysis of Proposal

1. Click Navigation icon.

2. Click Analysis of Proposal. 

3. Options shown depends on the Detailed Building Plan entry.

4. Enter parking Requirement details if applicable.

5. Enter Building Setbacks details if applicable.

6. Then click Save.
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1.2.1.7. Site Inspection

1. Click Navigation icon.

2. Click Site Inspection.

3. Enter  A.) Particulars Of Officer Carrying Site inspection.

4. For B.) Site Observation Detail. Existing road Access details.
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5. More entry will be shown if road access to site is set to “Yes”.

6. Enter Present Usage details.
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7. Enter Existing Public Utilities details.

8. Enter Existing Site Condition details.

9. Then click Save.
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1.2.1.8. Building Plan Checklist

1. Click Navigation icon.

2. Click Building Plan Checklist.

3. Enter SBDC Meeting Date/Site Approval Date if applicable and view the plan checklist.

4. Then click Save.
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1.2.1.9. Print Form

1. Click Navigation icon.

2. Click Print Form.

3. Siting Application Form will be generated.

4. Click Print to print form.
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1.2.1.10. Supporting Documents

1. Click Navigation icon.

2. Click Supporting Documents.

3. Click Upload or Drag & Drop Files to add attachment.

4. To delete the uploaded file, click on  

5. To download the uploaded file, click on 

6. For  Other Relevant  Supporting Document,  click  Add Row to  insert  new row.  Click

Delete Row to delete uploaded attachment.

7. Refer to Chapter 1.3.1 for Supporting Document enhancements.

8. Refer to Chapter 1.4 To share Google Map Location of unregistered state land.

Notes:

• Mandatory documents is indicated with red asterisk (*). 

• Each file maximum size is 50MB.

• Site Layout Plan for AutoCAD must be saved as DXF 2013 format.

• SPA Pre-Check on non compliance Plan Preparation SOP will be displayed on screen and  generate

discrepancy report;
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1.2.1.11. Declaration

1. Click Navigation icon.

2. Click Declaration.

3. Tick check box to accept the statement of declaration. 

4. Enter the site inspection reference in LNS Ref No column. E.g  SP KUCHING 000019

2019 0000. 

5. Then click Submit.

6. Once successfully submitted,  the status will  be  updated as “Application Submitted to

Agency (New Submission)”

Notes : 

• If  you have inquiry on the name of project or Ref No, please contact L&S or BDA (for Bintulu).  
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1.2.2. Application Enquiry

1. Go to Sitting Application.

2. Click Search Application.

3. Enter your search criteria.

4. Then click Search.

Page: 1-51

eSPA
System Version 4.1



5. Result will be displayed.

6. Click File Reference No. to edit case. 

Notes:

• For enhancements features, refer Chapter 1.3 Enhancements
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1.3. Enhancements 

1.3.1. Upload DXF Site Plan & Excel spreadsheet. (Planning/Siting Application) 

1. Refer Chapter 1.1.1.10/1.2.1.10 Supporting Documents  for guide to enter  Supporting

Documents section.

2. Go to Item 2 – Site Layout Plan (Planning) / Item 4 - Site Plan (Siting), and upload DXF

file.

3. System will show Upload Excel file section. Proceed to upload excel spreadsheet.

4. Click Start Extract & Check button.

Note: Please refer to Guideline for Preparation of SPA Approved Plan in Guidelines for 

more details. DXF template & Excel spreadsheet is available in Installers.
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5. Once the process completed, click on View Discrepancy Report. 

6. Make sure the Discrepancy Report have 0 errors.

7. Click on View Map to launch map viewer. You will be able to see site layout plan location.
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8. On the map viewer, click   . 

9. Click the highlighted area to view development summary report.

10. Additional buttons in map viewer are listed as below.
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1.3.2. Appeal (Planning Application)

1. Go to Home.

2. Click on Edit Submitted from the Application for Planning Permission section.

3. Click Appeal.

4. Click File Reference No. that need to be appeal.
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5. Fill in Justification for Appeal.

6. Click Save.
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1.3.3. Application for Extension of Validity Period (Planning Application)

Application Extension is available after validity period of Plan Submission for Endorsement 

lapsed.

1. Go to Home.

2. Click on Notification/Message.

3. Select message based on your assigned case number.

4. Click on Apply for Extension.

5. Fill in messages for extension application.
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6. Click Add Row to add related document attachment if any.

7. Click Submit to submit extension application to agency.

8. You will be able to submit plan submission for endorsement after validity application has

been approved by agency.
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1.3.4. Siting Application not required to purchase EOT (Siting Application)

1. Go to Home.

2. Click on Search Application under Sitting Application.

3. Enter your search criteria.

4. Click Search.

5. Click File Reference No. of your assigned case.
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6. Click Add on the Affected Land(s) section.

7. Enter your Affected Land(s) search criteria. 

8. Click Search.

9. Click  to add the affected land from the result listing.
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1.4. To Share Google Map Location Of Unregistered State Land

1. Open Google Map and click on the point of interest for the unregistered state land.

2. The coordinates will be displayed at the bottom. Click on the coordinates.

3. The coordinates details will display on the left panel.  Click on SHARE button.

4. In Share window below, click COPY LINK.
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5. Paste the link into the Site Locality.  Click on Save button.

6. Link has been saved successfully.  Click on the link to show the Google Map location in a new

pop-up browser.

7. Click on Delete button to remove the link if required to replace with new location.
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1.5. Submission is not fit for processing and returned to Applicant

1. At the eSPA home page, click on Notification / Message icon.

2. Receive digital notification SUBJECT: [eSPA] : [Ref. No.: submissionRefNo] applicationType is

Not Fit for Processing.

3. Go to Planning Permission.

4. Search and load your application. System will  highlights returned remarks for your further

actions.

5. Update the application as required based on remarks.
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6. Click on Navigation icon.

7. Click Declaration.

8. Tick check box to accept the statement of declaration.

9. Click Pay & Submit button.

10. For application that is fit for submission, check on the payment item & payment amount.

11. If you did not upgrade your application nature, the Submission Fees has been paid earlier and

system shall skip the payment and case shall be submitted to agency for processing.

12. If you did upgrade your application nature, the system shall prompt you to pay the additional

submission fees incurred.
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