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Conversion of Donation Records for Submission

Please ensure the following before converting the
donation records into a file for submission:

All tax-deductible donation records for the year are
entered into ipcLink

backup of ipcLink database



Backup Database

Login as <Administrator>

I3 ipcLink v2.3

=%

Main Menu

1. Creation of Records
2. Modification of Records

3. Enquiry of Records

4. Bulk Printing of Original Letters and Receipts
5. Statistical Report

6. Administrator's Menu

7. Exitipclink

Create |

Modify |

Enquiry ‘

Print ‘

Statistics |

Adminisfr‘a‘l‘ion‘

Exit ‘

Click
<Administration>




Backup of Database

I3 ipcLink v2.3

BEX]

Administrator's Menu

Particulars of Organisation

Organisation

User ID Maintenance

User ID

Contents of Letter

Letter

Conversion of Data for Submission

Conversion

Archival of Database

Archive

Export of Database

Export

Backup of Database

Backup

Restoration of Database

Restore

Return to Main Menu

Back

Click <Backup>




Backup of Database

N — =]k 1. Select the drive
2. Double click
Backup of Database the folder to
backup the
database
Destination Drive | —J¢: M
Directory CH
CHIRAS
S ipclink v2 3
[ Temp
Backup Cancel




Backup of Database

Backup of Database

Destination Drive |Qc: j
Directory £3C4
i
ipcLink
! E Database backup has been completed.

Backup Cancel

Click <Backup>

System
prompts
message
“Database
backup has
been
completed”

Click <OK>




Backup of Database

ipelink v2.3 =8 | The backup file will
File Edit ‘iew Favorites Tools  Help 1',’ b e nam ed as th e
e Back - \_/I L@ /I:\J Search i Falders = x g v d ate W h en th e
Adiress ) CHIRASYpeLink v2.3 v B e backup is done.
Mame Size | Twpe Dake Maodified
|22122IZII 1.mdb 1,052 KB Microsaft Office Access Database 22/1212011 17:47 Do not o p en th e
backup file




Conversion of donation records for Submission

After backup of database, administrator can use the
conversion function in ipcLink to convert the donation
records into a file for submission to IRAS.



Conversion of donation records for Submission

I3 ipcLink v2.3

BEX]

Administrator's Menu

Particulars of Organisation

Organisation

User ID Maintenance

User ID

Contents of Letter

Letter

Conversion of Data for Submission

Conversion

Archival of Database

Archive

Export of Database

Export

Backup of Database

Backup

Restoration of Database

Restore

Return to Main Menu

Back

Click <Conversion>




Conversion of donation records for Submission

= =/ Ees 1. Select year of
) donation
Conversion . System
prompts to
e select
Year of Donation [2011 = destination
Destination Drive ‘Qc: j drive to savc_a
the conversion
Directory ACH file
CHIRAS .
[ Terp proceed
ipcLink
Flease remember to select the appropriate destination drive, For example A:h
Convert Print Cancel

10



Conversion of donation records for Submission

3 ipeclink ¥2.3

B[E)

Conversion

Year of Donation (2011 -
Destination Drive |l§c: j
Directory = (o]

HIRAS

“AipeLink v2.3

[ Temp

Convert Print Cancel

Select the drive

Double click
the folder to
save the
converted file

11



Conversion of donation records for Submission

1. Click <Convert>
2. System

Conversion orompts

confirmation

y o message
ear of Donation |2011 M .
| [ 3. Click <Yes>to
Destination Drive |=Jc ~| proceed.
_ Conversion
BIFGEH7; = report will be
CHIRAS nted
“ipcLink v2.3 printed
A Temp automatically
rip[:LiI'Ik )’{1

y ou have selected the Year of Donation 2011 and [ CAIRASVIPCLIME W2.3 ] as vour destination drive, Do you want o continue?

-
fes | |_ Mo |

Convert Print Cancel
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Conversion of donation records for Submission

1. Confirmation
i message

Conversion displaying

converted file

name and its
Year of Donation |2D11 - location

L

Destination Drive |Qc; j 2. Click <OK>
Directory = (o)
EHIRAS
ipelink v2.3
[ Temp
ipcLink

Canversion For Year 2011 has been completed.
) The converted data is output to File 1123121 1DONS0000060 ,ipc in A IRASkpCLink v2,3

Convert Print Cancel
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Conversion of donation records for Submission

Sample of Conversion Report

ipcLink Conversion Report

Name of Organisation : ABC FUND
Tax Reference Mo: TOBCC1234A
Year of Donation: 2011

Checking of Conversion report against statistical report

In Conversion report In Statistical report

Total no of donors Total no of donors under ‘Tax-
Deductible Donations’

Total no. of donors : 1

Total no. of donation : 1

Total no of donation Total no of donations under ‘Tax

Total t submitted : 5% 10 . . ,
o amot stbmie Deductible Donations

Total amount submitted Total donation amount under ‘Tax
Deductible Donations’
Note : The amount submitted
might be more in conversion
report as compared to statistical
report as system will round up
each record with cents to the
nearest dollar
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Conversion of donation records for Submission

Click <OK>

Conversion

Year of Donation |2D11

Le

Destination Drive |IQ o)

L«

Directory A
EHIRAS

Sipelink v2.3

Ternn
,_g_n—

ipcLink
L E Report prinked
L

Convert Print Cancel
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Conversion of Data For Submission

— 1
JipeLink v2.3 =)o
File Edit ‘Wiew Favorites  Tools  Help 11'
= ) @) ; .
e Back \_/J Lﬁ; /- Search i Falders =) x K’
ddress |E} C\IRAS pcLink vz, 3 M Go
Mame Size | Tvpe Date Modified [ﬁ]
| m 11231211 DONS0000060 , ipc 1KB IPCFile 23/1zjz2011 1109
[l
£.12 MB 4 My Computer

The converted file
Is saved in the
directory in this
format :

YYDDMMYYDONSX
XXXXXO.ipc

YY=Year of
donation

DDMMYY=Date of
conversion

XXXXXX=system
generated number
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Submission of file

Now you may proceed to upload the converted file
YYDDMMYYDONSXXXXXXO.ipc’ via e-Submission of
Donation application

Please refer to the user guides on how to upload file at
IRAS website :
http://www.iras.gov.sg/irasHome/page04.aspx?id=3244
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http://www.iras.gov.sg/irasHome/page04_ektid3244.aspx

