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About ipcLink v2.3

The ipcLink v2.3 is an alternative way to assist IPCs that do not
have a computer system in keeping the tax-deductible donation
records and generate a file for submission to IRAS yearly.

IPC can use the ipcLink to keep details of the tax-deductible and
non-tax deductible donation records from individual and non-
individual donors for donations received from 1 Jan 2011
onwards.

IPC must ensure that only authorised persons are allowed to
access the ipcLink Application and take appropriate steps to
keep the information captured in ipclink or printed in the reports
secured at all times.
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System Login — First time login

. ipcLink v2.3 =101x]
o [ o Spsses
l c ln OF SINGAPCRE & ipclink v2.3 1ol x|
p vzo 3
ipcLin
p vzo 3
Password I
Login ID | XXXXXXXX
Password I
I Change Password x
\?) Flease enter new password and verfiy the password.
ok Gz
Vst 2.3 " Change Password
1. Enter the Login ID. The Login ID will ok | Cancel |
be sent to the administrator Version: 2.3
2. Click <OK>

3. Click <OK>



System Login

W ipclink v2.3 -1ol x|

%

INLAND REVENUE

[ ] @ AUTHORITY
ipcLink,:;

Login I | XXXXXXXX Tax Reforents M. =

Name of Sector
I Administrator

Password

Name of Organisation
New Password I********

Address
Verify Password I********

¥ Change Password Email Address | Postal Code
Autherised Person I Tel No.

Decignation | Fax Neo.

Ok Cancel
rType of Fund
“ersion: 2.3 Registration No. I Receipt Mode System  Manual
Name of Fund I
Receipt Serial Ne. I I te
4, Enter <New password>* and
5. Enter <Ver|fy PaSSWO rd > ,CI | c k <Ok> Initialise Receipt Serial Number | Add Fund | Delete Fund

*must be at least 8 alphanumeric characters
Save Cancel

Organisation details screen launches successfully
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Organisation Detalls

Only staff with access level = Administrator is able
to access Organisation module

« Create/Update of Organisation Details

« Add/Modify/Delete Fund



Create/Update of Organisation Detalils

w, ipcLink ¥2.3

=10l x|

- UrganiEaTion Detarlz
Tax Reference Mo.

Hame of Sector
Administrator

Name of Organization

Addres=

Email dddress

|Tn 8CC12344

ABC FUHD

1

ABC Street #01-01

Postal Code I:l'2 J456

Authorized Perzon I'T'"'h" Tan Tel Mo. I
Designation IT"“““"" Fax Mo, I
~Type of Fund
Registration Mo. I Receipt Mode (v System ( Manual
Hame of Fund I
Receipt Serial Mo. I Il'.ll.'ll'.ll.'ll'.l:l. te |o1oo00
{ Initialize Peceipt Serial Humber : ddd| Fund Delete Fund

Save I

Cancel

1. Enter the following
mandatory fields:

Tax Reference No., Name of
Organisation, Address, Postal
Code, Authorised Person and
Designation

2. Enter/Click the following
mandatory fields:

Receipt Mode (System or
Manual), Receipt Serial No.
(mandatory if Receipt Mode
= system)

3. Click <Save>
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Receipt Mode — System / Manual

~Type of Fund

Registration Ne. | Receipt Mode & Syctem  Manual

Name of Fund |

Receipt Serial Ne. | |000001 to 1010000

i Initiolise Receipt Serial Number ll Add Fund Delete Fund

Save | Cancel

For System receipt mode, the receipt no. would be generated by the ipcLink each time you create a donation record.
Hence you will need to preset the Receipt Serial No. Once the range of receipt number has been used up, you can
enter the new range by clicking on <Initialise Receipt Serial Number> . Note : There is no check on the receipt number
range used previously

For Manual receipt mode, IPC would issue receipt from receipt booklet manually and key in the manual receipt no. as
per the receipt issued
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Create/Update of Organisation Detalils

&, ipcLink v2.3 =]
Main Menu
1. Creation of Records Create
2. Modification of Records Medify
3. Enquiry of Records Enquiry
4. Bulk Printing of Original Letters and Receipts Print
B. Statistical Report Statistics
6. Administrator's Menu Administration
7. ExitipcLink Exit

Main Menu screen launches successfully.
Note:

Only staff with access level = Administrator is able to access <Modify> and <Administration>
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Organisation Detalls

Only staff with access level = Administrator is able
to access Organisation module

« Create/Update of Organisation Details

« Add/Modify/Delete Fund

13



. ipclink v2.3

Add Fund

o]

Administrator's Menu

1. Particulars of Organisation

2. User ID Maintenance

3. Contents of Letter

4.  Conversion of Data for Submission
5. Archival of Database

6. Export of Database

7. Boackup of Database

8. Restoration of Database

9. Return to Main Menu

Conversion
Archive
Export
Backup
Restore

Back

1. Click <Organisation>

w ipclink ¥2.3

Organisation Details
TOBCC12344

Tax Reference No.

Nome of Sector
Administrator
Name of Organisation ABC FUND
Address Blk 1
ABC Street #01-01
Email Address ’

Postal Code [L23456

Autherised Person "h'"' Ton Tel No.
Designation ’A‘"""' Executive Fax Ne.
r Type of Fund
Registration No. I Receipt Mode System  Manual
Nome of Fund I
Receipt Serial Ne. | |°°°°°1 to ’010000
Initialise Receipt Serial Number | I Add Fund I Delete Fund

Save

Cancel

=101

2. Click <Add Fund>
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Add Fund

il

rOrganisation Details

Tax Reference No. TOBCC1234A

Name of Sector
Administrator
Name of Organisation ABC FUND
Address Blk 1
ABC Street #01-01
Email Address | Pestal Code [123456 (01 x

rOrganisation Details

Authorised Person |‘T°|"' Tan Tel No. Tax Refenence Ne. TOBCC1234A
Designation |A:u||n1' Executive Fax Ne. Name of Sactor

Administraton

 Type of Fund

Registration Ne. | Receipt Mede System  Manual Name of Organlsation ABC FUND

Name of Fund |G'||¢m| Fund

Blk 1
ABC Strect #01-01

Receipt Serial No. |GF |oooou1 to [o10000 Address

Initiolise Receipt Seriol Number | Add Fund | Delete Fund

Email Address ’ Postal Code 123456
Save LCE'I Authorised Person |‘T°|"' Tan 5N

Designation Account Executive .!S Record has been created | N@.
r Type of Fund oK

Registration Ne. | aceip e System  © Manual

3. Enter fund details and

CIle <Save> Name of Fund |G¢||¢|~q| Fund
|sF |ooooo1 to (010000

Receipt Serial Ne.

Initialise Receipt Serial Number | Add Fund | belete Fund
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Modify Fund

Type of Fund

Building Fund

General Fund

Ok

Cancel

1. If there are more than one fund, select the fund to modify. Click <OK> to proceed

=10l x|
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Modify Fund

LT

rOrganisation Details
Tox Reference No. TOBCL1234A

Name of Secton
Administrator

Nome of Organisation ABE FUND

Blk 1
ABC Street #01-01

Emoail Address ’ Postal Code [123456

Wohn Tan . Il

Authorised P
wthorised Person rOrganisatien Details

Designation ’A“w“ Executive Fax No. Tax Reference Mo. TOBCC12344

Address

Type of Fund Name of Secton
Administrator
Registration No. I Receipt Mode & System  Manual
Noame of Fund Is.,,.,.d Fund Name of Crganisati ABC FUND
Receipt Serial No. |GF ’000001 te 010000
Address Blk 1
ABC Street #01-01
Initialise Receipt Serial Number | Add Fund | Delete Fund ree

Save Cancel Email Address ’ Postal Code |123456
Autherised Person "T""" Tan Tel Ne. Ii

Designation ’AC“""" Executive Fax Ne.

rType of Fund

2. Fund details will be enabled for
modification if no donation record has

) Registration No. | Receipt Mode & Syctem  Monual
been created under this fund =]
) ) ) Name of Fund IGENERAL FUND '\ oo o e i
3. Modify fund details and click <Save> . LY st
Recaipt Serial No. IGF |oouoo1 s (010000 =
Initiclise Receipt Serial Number | Add Fund | belete Fund

_ Caneel

17



Delete Fund

Tax Reference Ne.

Organisation Details
TOBCC12344

MName of Sector

Administpraton

Name of Organisation ABC FUND

Address Bl 1

ABC Street #01-01

Email Address |

Postal Code [123456

Authorised Person I‘T""" Tan

—

Tel Ne.

Designation IAccouni‘ Executive

r Type of Fund

Registration No.

—

5

\.'p Are you sure you wank to delete Bulding Fund from the system?

—

Enw Ka

Yes Mo

Name of Fund

Receipt Serial Ne. IGF |°°°°°1

Initiolise Receipt Serial Number |

to |o1oooo

Add Fund | I Delete Fund “

Save

Cancel

Click <Delete Fund>
Click <Yes> to confirm deletion

& ipclink v2.3

=Iolx|

rQrganisation Details
T08CC1234A

Tax Reference No.

I:It:m-e.of Sfchv-
Name of Or ABC FUND
Address Blk 1
ABC Street #01-01
Email Address | Postal Code W

Authorised Person I*T ohn Tan

R

esignation |Ac¢oun1 Executive

 Type of Fund

Registration No. I

Tel No.
Eav Ko
pcLink X
1 Building Fund has been deleted
ey
R ¢ Manual
o |

Name of Fund |Bui|ding Fund

Receipt Serial Ne. |GF |°°°°°1

Initiolise Receipt Serial Number |

to |o1oooo

Delete Fund I

Add Fund |

Save

Cancel
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Contents of Letter

Only staff with access level = Administrator is able to create, edit
and delete the contents of the letters of appreciation if the receipt
mode is set as “System”.

The appreciation letter generated by ipcLink is printed together with
the receipt.

There are 3 templates for different type of donors:
- Tax-deductible donation — Individual
- Tax-deductible donation — Non-individual

- Non-tax deductible donation

20



Contents of Letter

& ipcLink ¥2.3

=10)]

Administrator's Menu

1. Particulars of Organisation

2. User ID Maintenance

3. Contents of Letter

4. Conversion of Data for Submission
5. Archival of Database

6. Export of Database

7. Backup of Daftabase

8. Restoration of Database

9. Return to Main Menu

User ID
o]
Conversion
Archive
Export
Backup
Restore
Back

1. Click <Letter>

o]
Contents of Letter

Letter Tgmpque ITa;o: Deductible Donation -ndividual Donor j Edit |

T
Maon-Tax Deductible Donation

Thank vyou for i

on behalf of our beneficiaries, we would like to express our
sincere appreciation for your generosity and kindness.

ile are pleased to inform you that vou do not need to make a
claim for tax deduction when filing your income tax return next
vear. The details of your donaticon will be given to the Inland
Revenue Ruthority of Singapore {(IBAS) and the tax deduction
granted will be reflected automatically in your tax bill.

e look forward to your continued support.

Yours Sincerely,

Top Margin (Maximum up to 10cm) |3'5 cm

Left Margin (Maximum up to Scm) |2 cm

Save Cancel | I Preview | Print || Exit
__ __

To preview or print a letter template:
2. Select the letter template from the dropdown list
3. Click <Preview> or <Print>

21




Contents of Letter

. ipcLink ¥2.3

Contents of Letter

g [ 3

Letter Template  |Mon-TaxDeductible Donstion

El Edit

Thank you for your gift and support.

on behalf of our beneficiaries, we would like to express our
sincere appreciation for your generosity and kindness.

From 1 January 2011, all indiwviduals, businesses, companies etc
that make donations to IPCs are required to provide tax
reference numbers {eg NRIC/FIN/UEN) in order to be giwven tax
deductions on the donations. Donors who do not provide their tax
reference numbers or wish to remain as anonymous will not
qualify for tax deduction.

Inland Revenue Authority of Singapore (IRAS) will not accept tax

Top Margin {Moximum up to 10cm) 35 cm
Left Margin (Maximum up tc Secm) € cm
Save | Cancel | Preview | Print: Exit:
To edit letter content and margin:
4. Select the letter template
5. Click <Edit>
6. Click <Save>to save the changes

. ipcLink v2.3

Contents of Letter

ITax Deductible Donation -Individual Donar

Letter Template

=10l x|

Thank you for your gift and support.

on behalf of our beneficiaries, we would
sincere appreciation for your generosity

like to express our
and kindness.

e are pleased to inform you that you do not need to make a
claim for tax deduction when filing your income tax reburn next
year. The details of vyour donation will be given to the Inland
Revenue Authority of Singapore (IRAS) and the tax deduction
granted will be reflected automatically in your tax bill.

We look forward to your continued support.

Tours Sincerely,

x|

] Content of letter has been modified.
ey

Top Margin (Maximum up te 10cm) I3 g cm

Preview |

Left Margin (Maximum up to Scm)

Save Cancel |

22
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Create Records

Both staff with access level = Administrator/user are able to
create donation records received from both individual and non-
individual donors.

From 1 Jan 2011, all donors are required to provide their tax
reference number to the IPCs in order to be given tax deductions
on the donations.

For donors who did not provide Tax reference number
(NRIC/FIN/UEN), you may issue manual official receipt to donors
who wish to remain anonymous or do not wish to claim tax
deduction. Alternatively you may issue receipt from ipcLink by
selecting ID type = ‘Others’

24



Create Tax-deductible Donation Records

& ipcLink ¥2.3 1ol x|

Main Menu

1. Creation of Records |

2. Modification of Records Modify
- . =
3. Enquiry of Records Engquiry . inclinkl 23 =10l ]

—Donor's Details

D 1 j 1D Ho. Search |
4. Bulk Printing of Original Letters and Receipts Print o o
Hame MRIC
FIN
5. Statistical Repert Statistics ad UEN-BUSINESS
ress UEN-LOCAL CO -
ASGD
- . < >
& Administrator’s Meny L 2 fl-lg:d-OTHEks o ’ dSrecl)E%tOV:/a ;Il-gfe from

7. Exit ipCLink Exit Postal Code I
Email 4ddress I Telephone No.

— Donation Details

Fund Type I j Receipt Mo. I

1. Click <Create> R I,,— (ddmm ey sment 8 |7 |_
Type of Donation lm

Mode of Payment Cazh -

Project I

Remark= |
Save Save & Print | Audit Trail | Clear |
Modify | Print, Receipt | Preview: | Cancel |

25



Create Tax-deductible Donation Records

. ipcLink ¥2.3

~ Donor's Details
ID Type

Hame

Address

Postal Code

Email Address

NRIC
FIN

ITR

UEN-BUSINESS
UEN-LOCAL &0
ASGD

UEN-OTHERS

—

— Donation Details
Fund Type I j
Date of Donation I L {dd/mm. yyyy)
Type of Donation IO'-l"‘ighi Cash j
Mode of Payment ICnsh j
Project I
Remarks |
Save L’ﬁnfl

Print Receipt |

Entity and ID Format ID type in ipcLink

Companies with UEN (yyyynnnnnX
format)

Companies with UEN (TyyPQnnnnX
format)

Businesses /Partnerships with UEN
(nnnnnnnnX format)

Limited Liability Partnerships with UEN
(TyyPQnnnnX format)

Clubs, Associations, Societies,
Government Agencies & Others with
UEN (TyyPQnnnnX format)

Others without UEN

Note:

Select "UEN-LOCAL CO" and enter the
number (e.g. 200312345A)

Select "UEN-OTHERS" and enter the
number
(e.g. TOBFC1234A)

Select "UEN-BUSINESS" and enter the
number (e.g. 52912345A)

Select "UEN-OTHERS" and enter the
number (e.g. TO8LL1234A)

Select "UEN-OTHERS" and enter the
number (e.g. TO8SS1234A)

Select "ASGD" and enter the number
(e.g. A2500123J) or

Select "ITR" and enter the number
(e.g. 2001123456X)

. All non-individual entities registered in Singapore will have a UEN. You can
search for their UEN from the UEN website at www.uen.gov.sg.

26



Create Tax-deductible Donation Records

— Donor's Details

w ipcLink ¥2.3

ID Type INIEIC j ID Ho. |S123456?A Search |
Hame IMﬂ j INunc'r Wong
Y [Bik 1 4BC strest
[#0s-0s
Pestal Code IIISIJSIIS
Email 4ddress I Telephone Mo.
= Individual
[~ Beonafion Details
Fund Type I j Receipt No. I I
bate of Donation III:..’IIZJEI:I:.:. (dd/mm/vry) Amount () 500 _ Il:lll
Type of Donation IOuirighf Cash j
- ch Ho.
Maode of Payment |eheque = eque Ho [t23456
Project I
Remarks I
Sove Save & Print | dudit Teail | Clear |
Modify, | Print, Receipt, I Freview | Cancel |

3. Enter/ Select the following mandatory

fields:

ID Type

ID No.

Name of Donor

Optional fields : Salutation, Address,
Postal Code, Email Address, Telephone
no

Enter / Select the following fields:
Fund Type

Receipt Prefix No. (Enabled if Receipt
Mode = Manual)

Receipt Serial No. (Mandatory if Receipt
Mode = Manual)

Date of Donation
Amount
Type of Donation

Mode of Payment (Mandatory if Type of
Donation = Outright Cash)

Payment Detail (Displayed only if Mode of
Payment= Cheque, Credit Card or Others)

Project (optional)
Remarks (optional)

27



Create Record for Existing Donor

=18l x|
- Select <ID type> and enter <ID No.> and/or
’7 1D Type IN“IC :I' 1o No.l"l Search <Name>
Name | | You can use the wild card characters “?” or “ *”
» | to search for the existing donor
Addresz
[ If no record is matched, system will enable
[ Donor’s Details screen
Postal Code I
Email 4ddress I Telephone Mo. l—
@ Individual
=10l
ID Type |ID Ho |Na11'e hddress
HRIC &S12345664, Alice Tan
HRIC &S12345674 Hancy Wong Blk 1 BBC Street #05-05 I
3. System will display the record list if more than 1 record is
found
4. Click on the respective record and click <Select> to
populate the donor’s particulars
KT 2

Select Cancel

28



Alert Message While Creating Records

[ o

ipcLink A

Diake of donation is more than 30 davs, Are wou sure?

-

ipcLink s

Donation amount is greater or equal to $1000, are you sure?

If date of donation > 30 days to current date,

select one of the appropriate actions:

1. Click <Yes> if correctly entered

2. Click <No> to re-enter the correct “Date of Donation”

If amount exceeds $1000, select one of the appropriate actions:
1. Click <Yes> if correctly entered
2. Click <No> to re-enter the correct “Donation Amount”

29



Create Tax-deductible Donation Records

i, ipcLink ¥2.3

— Donor 's Details

=0l x|

ID Type

Hame

Address

Postal Code

Email Address

|nrIE

j I N,.I.s:.zussm Search |

IMiss j INIII'IC‘_I" Wong

IBIk 1 4BC Strect

|¢ns-os

|

Telephone Ho. I

Type of Donation
Mode of Payment
Praject

Pemarks

IOufrigIli Cash

=

! E Donation record has been created and printed.
-

ICush

=

* Individual
— Donation Details
Fund Type I j Receipt Mo. I I
bate of Donation Iu:..fnz,rzn:.:. CCH Tty Amount ($) 500 . IIJI:I
x

To save the record created:
1. Click <Save>

To Save the record and print the
receipt:

1. Click <Save & Print>

Sawe & Print I Audit, Trail | Clear

Print Receipt | Preview | Cancel

30



Create Record for

Note:

Anonymous/without Tax Ref No

From 1 Jan 2011, all donors are required to provide their tax reference number to the IPCs in order to be given tax
deductions on the donations.

You may issue manual official receipt to donors who wish to remain anonymous or do not wish to claim tax deduction.
Alternatively you may issue receipt from ipcLink by selecting ID type = ‘Others’

w ipcLink ¥2.3

=10l x|

— Donor's Details

Project

Remarks

This donation is MOT tax-deductible. The record will not be included in the file for submission to IRAS.

ID Type Io”‘“"’ j ID Ho. Search |
o | | [anonymous 1. Select ID type ‘Others’ from the
| dropdown list. ID no field is not
Address | editable.
2. Enter Donor’s name and select the
I indicator (Individual or Non-
Postal Code I |nd|V|dua|)
Email Address | Telephone No. | 3. Enter Date of Donation, Amount
& Individul ' Non-Individual 4, Type of donation is defaulted as
. . ‘Outright Cash’
— Donation Detailz
Fund Type [ B Receipt Mo | |""“ 5. Click <Save> or <Save & Print> to
Date of Donation |02f02f2011 dd/mm/yrry) amount ($) I S0, IT prlnt the recelpt
Type of Donation IO""iSM Cesh j NOte
A [cash - All records created with ID type = ‘Others’

will not be included in the file for
submission to IRAS

=1

Sawe & Print

I Audit Trail |

Clear |

Modify | Print Receipt

| Preview |

Cancel |
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Bulk Printing

Both staff with access level = Administrator/user are
able to print letter in bulk based on the donation date
entered.

Only records created under receipt mode="System”
and have not been printed before will be printed
by this Bulk Printing function.

33



Bulk Printing

s pcinkv2s _[olx|
Main Menu
1. Creation of Records

2. Modification of Records MLI
3. Enquiry of Records Enquiry

4. Bulk Printing of Original Letters and Receipts I [ [E55]
5. Statistical Report Statistics

6. Administrator's Menu Administration
7 Exit ipeLink Exit Bulk Printing of Original
Letters and Receipts

From |01/01/2011 to  |Ol02/2011

Please enter the Date of Donation you wish to print

1. Enter the range of the date of o | Cloan Cancel
donation for the receipts to be - - -
printed

2. Click <Print>
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Modify Records

Only staff with access level = Administrator is able to
modify records.

. Search by Donor
. Search by Receipt No.
. Modify receipt with ID type = ‘Others’
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Modify — Search by Donor

Modify Menu

1 By Donor
2. By Receipt No Receipt No. |

3. Return to Main Menu _ Back |

1.
2.

Click <Donor>

Enter ID type, ID no and/or Name.
Click <Search>

=10l |

s ipctinkv23
ID Type [NRIC -] ID No. [51234>
Name

& Tndividual

Search Clear Cancel
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Modify Donor’s Details

w ipclink v2.3 —1Ol =l
I Type |ID Ho |Ha]T|3 Tddress
HRIC 512345664 Hlice Tan
nmuc S12345674 Hancy Womnyg Blk 1 ABC Street #05-035 I

If only 1 record is found, system will display the donor’s details and donation records otherwise a
record list will be displayed

1. Click on the desired record and click <Select>the donor’s donation records
Ki i
Select ‘\ Cancel |
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Modify Donor’s Details

ol x|
~Daonor's Details
ID Type [nR1c -] 10 No. [s12345674
Name IMiss j INancy Wong
Address [BIk 2 DEF Avenue
[#06-06
Postal Code Ioeosoe
Email Address I Telephone MNo. |
& Individual
Date of Letter Record &
Receipt Mo. Fund Type Donation Printed Statuz mount($)

000003

oifozfz011

0ooo0ns

0zf0zfz011

ipctink __ x|

! } Records updated
-

(a4 |
** Double click the record o be modified

I Select all records || ‘ Cancel |

Steps to modify donor’s details:

1. Modify the donor’s details accordingly
2. Click <Select all records>

3. Then click on <Modify>
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Modify Donation Detalls

i)

~Donor's Details

ID Type NRIC j IB No. |5123456?A
Name Miss j INancy Wong
Address Blk 2 DEF Avenue

#06-06

Postal Code 060606

Email Address Telephone No. I

& Tndividual

bate of Letter Record Amount($)
Receipt No. Fund Type Donation Printed Status

02f0272011

000005

** [ouble click the record to be modifisd

To modify donation details: Cancel
1. Double click the selected record
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Modify Donation Detalls

W ipcLink ¥2.3

=181 ]

Donor 'z Detailzs
( s [nRIC 7| 15w 512345674

1. Modify donation details

2. Click <Modify> or <Modify & Print>to save the changes and print receipt
3. Tovoid arecord, check on <Void> checkbox

Note:

Donation Details will be enabled for modification only if receipt mode = “System” and receipt has
not been printed or record has not been converted.

To void the record if the record is created under manual receipt mode

% Individual
— Donation Detailz
Fund Type I Receipt Mo. I |uuunns
Date of Donation Il.'lel.'lZfZl.'l:l.:l. (dd/mm."rrry) Amount ($) I | Il.'lll
Type of Donation IO“"'iSM Cach j
: x
Mode of Payment ICuh J =
Froject I ! E Danation recard madifisd,
Remari= | oK |
I~ converted [~ void Letter Printed I ]
sove  |L_Medifv g print | cudiv Tl | clear |
| Modify | Print, Peceipt | Preview | Cancel |
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Modify Records

Only staff with access level = Administrator is able to
modify records.

. Search by Donor
. Search by Receipt No.
. Modify receipt with ID type = ‘Others’
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w. ipclink v2.3

Modify — Search by Receipt no

Modify Menu

1. By Doner

2. By Receipt No

Back |

3. Return to Main Menu

—lojx]

1. Click <Receipt No.>
2. Enter receipt no and click <Search>
3. Double click the selected record

e
Record Status
C - Creation
Receipt Serial MNo. 000005 to aoooos Search M- hadified
Y- Waid
Type of bate of  Letter Record
Receipt No.ID Type Ib Mo. Hame Donor Fund Type Donation  Printed  Status amount (§)
—
000005 NRIC S51234567A Mancy Wong INDIV 03/02/2011 M 500.00 I
** Double click the record to wiew the full detailz of the record
Total Amount ($) | 500.00

Clear |

(exclude void record)

Cancel |
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Modify Donor or Donation Detalls

-l
— Donor s Details
ID Type INI!IC j b N°_|5123456?A
Hame IMES j INunc'_r Waong
Address Blk 2 BEF Avenue
F06-06
Postal Code 040606
Email dddres= Telephone Mo. I
% Individual
— Donation Details
Fund Type I Receipt Mo. I I'"'-"'-""-'5
Bate of bonation |nsxuzxzm (dd/mm.yyyy) Amount ($) | s00 |uu
Type of Donation IO'""iBM cazh j |
Mode of Payment Ic“h j
L ] E Donation record modified,
H LJ
Project I
Remarl= | 4”IK
[~ converted [ vaid L i I
1. Modify donor or donation details

Save | Codifysprint | 4w 2. Click <Modify> or <Modify & Print>to save the changes and print

Print Receipt I P receipt

3. Tovoid arecord, check on <Void> checkbox
Note:

Donation Details will be enabled for modification only if receipt mode =
“System” and receipt has not been printed or record has not been
converted.

To void the record if the record is created under manual receipt mode
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Modify Records

Only staff with access level = Administrator is able to
modify records.

. Search by Donor
. Search by Receipt No.
. Modify receipt with ID type = ‘Others’
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Modify ‘Others’ with

Tax Reference No.

_|gl x|
ID Type |Others J ID Ne. |
Name anonymous
& Individual  Non Individual
Search Clear Cancel
=1
rDonor's Details
ID Type Others ~| ID No. I
Name I j |Anonymous
Address
You can search the record by ‘Donor’ or
“Receipt No” Postal Code
Search by donor Email Address Telephone No.
1. Enter ID type, ID no and/or Name © fndividel
2. Select ‘Individual’ or ‘Non-individual’ ——— o o e G Amownst$)
000008 0zf0272011 C 500.00 E3
3. Click <Search>
** Double click the record o be modified
Select all records Modifz Cancel
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Modify ‘Others’ with

Tax Reference No.

. ipcLink ¥2.3 I =] 3]
rDonor's Details
ID Type [Others |z No. |
Mame 5
Address FIN
ITR
ASGD
|
Postal Code
Email Address Telephone No. I
& TIndividual
Date of Letter Record
Reeceipt MNo. Fund Type Donation Printed 5 Amount($)
oooo0G 0250272011 C 500. 00 [
N ioix]
etails
3 INRIC | D N |51234555A
IMr's j |Annie Tan
** pouble click the record to be medified s
Select all records | Modifz | Cancel | I
Postal Code
1. SelectID type and enter ID no & donor’s Email Address Telephone No. |7
name
. . & Individual
2. Selectthe record and click <Modify>
Receipt No. Fund Type ? I!er-d Amount($)
02/02/2011
x
_!5 Records updated

** Double click the record to be medified

Select all records | Modify | Cancel |
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Enquiry of Records

Both staff with access level = Administrator/user are
able to enquire the records created.

« Various enquiry modes

* Print the list of donation records
* Print the donation receipt
 View the audit trail record

49



Enquiry Records by Donor

Wi ipcLink v2.3

+a

Enquiry Menu

By Donor I Donor I
. By Date of Donation Donation Date |
. By Date of Creation Creation Date |
. By Receipt No. Receipt No. |
. Return to Main Menu Back |

=101 %]

1. Click <Donor>

2. Enterthe ID type and ID No.
and/or Name

3. Click <Search>

W, ipclink ¥v2.3 =13l x|
1D Type NRIC -| 1D Ne. |5123?‘

Name |

Record Status
to I /o C - Creation

M-
W - Void

Type of Date of  Letter Record
G Donation Printed Status

Date of Denation I /o

Fund Type IA" j

# Individual

Receipt No. Fund Typa Iypn ?f

Amount ()

** pouble click the record to view the full details of the record

Total Amount ($)

(exclude void record)

Preview Print Clear | Cancel |
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Enquiry Records by Donor

=lolx]
ID Type |II) Ho |Ha1re Address
HRIC 512345658 Annie Tan
HRIC 512345660 Alice Tan
HRIC S1234567A Hancy Wong
4. System will display the record list if more than 1 record is found
5. Click on the respective record and click <Select>to populate the
donor’s particulars

Record Status

=10l
ID Type INRzC o ot |51234567A
flae INancy Wong

‘I I Date of Donation I i to I ’ o/ € - Creation
M,
Fund Type =
Select Cancel v J4n [ _ Search |
_— & Individual
Type of bate of Letter Record
Receipt MNo. Fund Type et bonation Printed Status Iype:if Amount ($)
000003 Indiv 0140272011 P M Outright Cash 500.00
000004 Indiv 0240272011 P M Dutright Cash 50.00
000005 Indiv 0370272011 M Dutright Cash 600.00
6. Ifonly 1recordis found, system will display the
donation records for the donor
7. Double click the record selected to view the
donation details
U DI R TR TR eI TG e T T e TS e T TR e
Total Amount (5) | 1,650.00

(exclude void record)

Preview Print Clear | Cancel |
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Enquiry Records by Donation Date

W ipcLink ¥2.3 o =]}

Enquiry Menu

1. By Donor ‘ Donor |
2. By Date of Donation I Donation Date I
o
3. By Date of Creation Creation Date |
Date of Donation 01/02/2011 to |23f02f2011 Record Status
4. By Receipt No Receipt No | Fund Type All - € = O
- BY p : = - M - dod fied
Type of Donor All j Y - Void
5. Return to Main Menu Back | T €5 to I \L"chl
Type of Donation All j
Type of Fund Date of Letter Record
Receipt Mo. ID Type Ib Mo. Mame Donor Type Donation Printed Status Amount ()
000003  HRIC 512345674 Hancy Wong Indiv 0170272011 P M 50
000004  HRIC 512345674 Hancy Wong Indiv 0270272011 P M 5
000006  HRIC 512345654 Annie Tan Indiv 0270272011 M 50
000008  OTH Anonymous Indiv 0270272011 c 50
. . 000005  HRIC 512345674 Hancy Wong Indiv 0370272011 M 60
1. ClICk <Donation Date> 000007  UEH-OTHERS  S005500014 ABC Company Hon-Tndiv 0370272011 P M 5,00
2. Enter / Select the following fields:
a) Date of Donation
b) Fu nd type ** Double click the record to view the full details of the record Tetal Amount ($) I 7.150.00
C) Type Of Donor (exclude void record)
d) Amount of Donation (optional) Preview Print Clear Cancel |
e) Type of Donation
3. Click <Search>
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Enquiry Records by Creation Date

i ipcLink ¥2.3

_[Ol x|
Enquiry Menu
1. By Donor ‘ Donor |
2. By Date of Donation Donation Date |
ol
3. By Date of Creation I Creation Date ||
Record Status
) ) C - Creation
4. By Receipt No. Receipt No. | User Ib [an M i - dhodified
Creation Date  [17/42/2001 to [17712/2011 Search Y - Y
B. Return to Main Menu Back |
Type of Fund Date of Date of  Letter Record
Receipt Mo. ID Type ID Mo Name Donor Type Donation Creation  Printed  Status  Amount ($)
000003 NERIC S12345674 Nancy Wong Indiv 01f02/2011 11.‘12!2011‘
000004 NERIC S12345674 Nancy Yong Indiv 0zf02/2011 1741272011
000005 NRIC S12345674, Nancy Wong Tndiv 03f0zfz011 1741242011
000006 NEIC $12345654 fnnie Tan Indiv 02f02f2011  17/1242011
000007 VEN-OTHERS 2402800014 ABC Company Non-Tndiv 03f0zfz011 1741242011
000008 OTH Anonymous Indiv 0z2f0zf2011 1741252011
1. Click <Creation Date> = Dbl i e record o v Hhe ol detal of e recrd
2. Enter / Select the following fields: Total Amount (§) | 8.150.00
(exclude void record)
a) User ID
b) Creation Date Preview Print Clear | Cancel |
3. Click <Search>
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i ipcLink ¥2.3

Enquiry Records by Receipt No

=Bl

Enquiry Menu

1. By Donor ‘ Donor |
2. By Date of Donation Donation Date |
3. By Date of Creation Creation Date |
-loix
4. By Receipt Neo. Receipt No.
Record Status
C - Creatfion
B. Return to Main Menu Euck Receipt Serial Mo. I— I ooonn3 te 000003 Search W - Modified
V - Void
Type of Date of Letter Record
Receipt Mo, ID Type ID HNe. Hame Donor Fund Type Donation  Printed  Statuz Amount ($)
000003 HRIC S12345674 Hancy Wong Indiv 0170272011 P M
1. Click <Receipt No.>
2. Enter / Select the following fields:
a) Receipt Serial No Prefix (optional)
b) Receipt Serial No Start Range . _ _ _
. . ) Bouble click the record to view the full details of the record
(optional if end range is entered) Total Amownt (5) | 500,00
C) Receipt Serial No End Range (exelude void recard)
(optlonal if start range is entered) ERE S Clear | Cancel |
3. Click <Search>
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Enquiry of Records

Both staff with access level = Administrator/user are
able to enquire the records created.

« Various enquiry modes

* Print the list of donation records
* Print the donation receipt
 View the audit trail record
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Print List of Donation Records

T _ioix
ID Type NRIC | Re. |51234567A
Name
ch)’ Wong Record Status

Date of Donation | 77 to | /7 7 ¢ - Creation
M - Modified

Fund Type | an = Search |

. Y - Yoid
& Individual
Type of Date of Letter Record ,

Receipt Mo. Fund Type Donor Donation Printed Status Type of Donation Amount ($)
000003 Indiv 01f02/2011 P M Outright Cash 50000 3
000004 Indiv ozf0zf2011 P M Outright Cash 5000 1
000005 Indiv 03/02/2011 M Outright Cash 60000 5

** Double click the record to wizw the full detailz of the record
Total Amount (§) | 1,650.00
(exclude void record)
Preview Print II Clear | Cancel |
To preview or print List of Donations:

1. Click <Preview> or <Print>
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Enquiry of Records

Both staff with access level = Administrator/user are
able to enquire the records created.

« Various enquiry modes

* Print the list of donation records
« Print the donation receipt
 View the audit trail record
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Print Receipt

=
Ib Type INRIC j Ib No. |5123456?A
Name
chy Wong Recard Status
Date of Donation 77 to | i, € - Creation
M. - Modified
Fund Type [an = Search |
Y - Waid
& Individual
Type of bate of Letter Record q
Receipt No. IR U0 Donor Donation Printed  Status W70 G Bt Amount ($)
000003 Indiv 01/02/2011 P M Outright Cash 500.00 3
000004 Indiv 02/02/2011 P M Outright Cash 50.00 4
000005 Indiv 0370272011 M Outright Cash 600.00 5 1
o
— bonor 's betails
e [ppzc Fl 1o ue[s12345674
Mame IMlss j INuncy ‘Wong
. [pik 2 DEF Avenue
** Double ¢lick the record to wiew the full details of the record I‘I‘IS-IIS
Total Amount ($) I I
(exclude Ii
- - Postal Code 060606
Preview Print Clear | Cancel |

Email address I Telephone Mo. I

& Individual

~ Donation Details

Fund Type I Receipt No I Innnnns
1. Double click the selected donation [ooroereas Wm0 w00 [oo

bate of Donation

record Type of Donation IO“MSM Cash j‘
2. Click <Print Receipt> —or
Mode of Payment
Note : _
Project I

For re-printed receipt, ‘Duplicate’ indicator |
Remarls
will be shown on the receipt

Cach i

I= converted = waid Letter Printed I

Save Save & Print. Audit Trail | Clear |
Modify |I Print Receipt l Preview | cancel I
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Enquiry of Records

Both staff with access level = Administrator/user are
able to enquire the records created.

« Various enquiry modes

* Print the list of donation records
* Print the donation receipt
 View the audit trail record
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View Audit Trail

System will keep an audit trail history of all the
records updated.

It will store the user ID, date and time the record

was created, modified or void. Changes made to the
records would be highlighted.
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View Audit Trail

[Gpamczs il

~Donor's Details

DT [nrze Bl 1o wofs12345674
Mame IMnss j INuncy Wong
i [pik 2 pEF Avenue

[#06-06

Postal Code I“““
Email Address I Telephone Mo. I

& Individual

~ Donation Details

Fund Type I Receipt No I IIWIIIIIIS
Date of Denation |n=fnzxzm (dd/mm/yyrs) amount (4 600 Inn
Type of Donation IO"M!"' Cesh 'I

1D Type [ruerc Ib Mo, | 17396674

=10l x|
Mode of Payment Cozh s
SYSADMIN 11712f2010 19:03:11
Praject I 3 SYSADMIN 17f12f2011 11:32:57 Created
ol 4 SYSADMIN 17F12f2011 17:39:54 Modi fied
 Donor's Betails
Remaris

Name i
[~ converted = void Letter Printed I I'M'SS Maney Wong

A [Blk 2 EF Avenue

Save | Save & Print |I Audit Trail Il Clear | |ws,06

Modify I Print Receipt I Preview | Cancel I I
Postal Code W

i ) ) ) ) ) i i Email 4ddress I Telephone Mo I
1. Click <Audit Trail> to view its audit trail details e
2. Click on each audit trail to view the changes made - ! P ! _—
) ) ) . ate of Donation W Amount I 600.00

to the record. Comparing to the previous audit trail T b [Gotrig cach Maming Danatian [ e

record, the background color is changed to yellow Mads of Payment [eash

for updated fields et !

Remarks
= converted = woid Letter Printed
Cancel
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Backup of Database

Only staff with access level = Administrator is able to
perform backup of database.

It is recommended to backup your database as and
when the donation records are created.
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Backup of Database

=10l
Administrator's Menu

1. Particulars of Organisation

2. User ID Maintenance User ID |
3. Contents of Letter Letter |
4. Conversion of Data for Submission Conversion |
5. Archival of Database Archive |

6. Export of Database Export |

Backup of Database

7. Backup of Database
8. Restoration of Database Restore |
9.  Return to Main Menu Back |

1. Click <Backup>
2. Select the drive
3. Double click the folder to backup

the database

Destination Drive |Elc:

Directory

Cancel |

=1olx]
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w ipcLink ¥v2.3

Backup of Database

=100x]

Backup of Database

Destination Drive |Qc; j

Directory

x

1] : Database backup has been completed.
L

Cancel _|

& ipcLink v2.3

=lolx|

File Edt ‘iew Favorites Tools Help

| [z

/,j Search [E Folders

eBack - -Q e l_@

Address | C:\IRAStpelink v2.3

j Gn |L\nks >

@ Snaglt L1

Click <Backup>
The backup file will be named as the

date when the backup is done, e.g.
“17122011.mdb”

MName |

Size | Type

|Da

File and Folder Tasks ®

1712201 1.mdb
() Make a new folder 2 i

@ Publish this Folder to the
Web

[=! Share this folder

»

Other Places

) Ras

) My Documents

:-; Iy Camputer

\3 Iy Metwark Places

»

Details

ipcLink ¥2.3

File Folder

Date Modified: 20 December
2010, 11:19

560 KE  Microsoft Office Acc...

17,
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Conversion of Data for Submission

Only staff with access level = Administrator is able to
perform conversion of data into a file for submission. This is
to be done only when all the donation records have been
entered and is ready for file submission.

Important notes before the conversion:

1. Ensure all tax-deductible donation records are entered to
IpcLink

2. Do a backup of ipcLink database
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Conversion of Data For Submission

. ipcLink ¥2.3 =1Ol x|
Administrator's Menu

1. Particulars of Organisation . Organisation :

2. User ID Maintenance User ID |
3. Contents of Letter Letter |
4. Conversion of Data for Submission

5. Archival of Database Archive |

6. Export of Database Export | spotnkvzs =10
7. Backup of Database Backup | C onvers i on

8. Restoration of Database Restore |
Year of Donation |201 1 -l
9. Return to Main Menu Back | Destination Drive |[=Jc: -

Directory 3Ch
3 IRAS
& ipcLink v2.3
[ Termp
1. Click <Conversion> x|
2_ The backup f||e W|” be named as the Please remember to select the appropriate destination drive. For example A1}
date when the backup is done, e.g.
“17122011.mdb”
Convert Print Cancel
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Conversion of Data For Submission

&, ipcLink ¥2.3 =] |

Conversion

Year of Donation

Destination Drive Igci 'I

Directory 1o
ZHIRAS

& ipcLink

[ Temp

il x|

Conversion

Year of Donation |2011 j
Destination Drive |Q c -
Directory

I Convert I Print Cancel

3. Select the drive

5

4' DOUbIe CIICk the fOIder to Save \?/ ‘You have selected the Year of Donation 2011 and [ C:{IRASYIPCLIMNK ¥2.3 ] as wour destination drive. Do you wank ko continue?
the conversion file in

5 Click <Convert>

6. Click <Yes>to proceed

Convert | Print Cancel
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Conversion of Data For Submission

i ipcLink v2.3 10l =|

Conversion

Year of Donation |201 1 -l
Destination Drive |Qc: j
Directory

x

] Conversion For Year 2011 has been completed.
ey

The converted data is oukput ko file 1120121000MS0000010,ipc in CAIRASYpCLink v2.3
ipcLink Conversion Report
Name of Organisation ABC FUND
Tax Reference No: TOBCC1234A
Year of Donation: 2011
Convert | Print | Cancel |
7. Click <OK>
. . Total no. of donors : 3
8. Conversion report will be
printed automatically Total no. of donation : 5
Total amount submitted : S§ 6650
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Conversion of Data For Submission

_ibix
File Edit ‘iew Faworites Tools  Help ‘ 11.'
e Back ~ Q - l.@ p Search - Folders | v
Address |5 C:\IRASYpeLink v2.3 | B |lnks ® & snaglt 2

Mame | Size | Tvpe | Da
File and Folder Tasks e |3 1117121 10MS000001 C,ipc ZKE IPCFile 17,

J Make a new Falder

@ Publish this Folder to the
Web

bt Share this folder The conversion file name saved in your directory is in this format

“YYDDMMYYDONSXXXXXXO.ipc”.
Note:

Q RA3 You will need to upload this file to IRAS via myTax Portal
D My Documents

:g My Compuker
"ﬂ My Mebwork Places

]

Other Places

YY = Year of Donation
DDMMYY = Date conversion is done
XXXXXX = number is automatically generated by system

»

Details

ipcLink v2.3
File Faolder

Drate Modified: 20 December
2010, 11:48
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Conversion of Data For Submission

ipcLink Conversion Report
Name of Organisation : ABC FUND
frxeterence e fomeen Checking of Conversion report against statistical report
Year of Donation: 2011
In Conversion report In Statistical report
Total no of donors Total no of donors in ‘Tax-
Total no. of donors - 3 deductible donations’ category
Total no. of donation : 5 Total no of donation Total no of donations in ‘Tax-
Total amount submitted :  S§ 6650 deductible donations’ Category
Total amount submitted Total donation amount donations in
‘Tax-deductible donations’ Category

Note : the amount submitted might
be more in conversion report as
compared to statistical report as
system will round up records with
cents to the nearest dollar

Note :
Records created in ‘Non-tax deductible donations’ category will not
beincluded in the file converted.
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Statistical Report

Both staff with access level = Administrator/user are
able to retrieve and print a statistical report.

The report will show the statistics on the number of
donors, donations and amount for both individual
and non-individual donors.
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Statistical Report

S ipcinkv2s =10l x|
1. Creation of Records
2. Modification of Records Modify
3. Enquiry of Records Enquiry

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

6. Administrator's Menu Administration
7. Exit ipeLink Exit =loi x|

Statistical Report

1. Click <Statistics> Donation Date  [01/01/2011 to  [28/02/2011

2. Enter/ Select the following fields:
a) Date of Donation
b) Fund type Donation Type  |All -
c) Type of Donation

3. Click <OK>

Fund Type |All -

I oK I Clear Cancel
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Statistical Report

T il

Donation Date H 0ir01se0il 1o 2as0e/2011
Fund Type H All
Donation Type H All
Total no. of Donors Total no. of Donations Total Amount
| 4 | 5 | 7.150.00
Note:

Tox-Deductible Donations .
Tntiviael b cFemE T of dnme e To query the report separately for records with
- : 0 : i : date of donation > 01.01.2011 eg.

0 0 0.00

- I 0 I O] 01/01/2010to 31/12/2010 and

R i i 0,00
il ! ! ! 01/01/2011 to 28/02/2011
Total | 2 | Pl | 1,650.00
Hon -TIndividual
BN E— ! =10l
UEN-LOCAL CO | 0 | o | 000
UEN-CTHERS | 1 | 1 | E,000.00
ASED | 0 | 0 | 0.00
IR | 0 | ) | 0.00 u u
) Statistical Report
WEST | 0 | 0 | 0,00
Total | 1 | 1 | E,000.00

Mon-Tax Deductible Donations
Oters - Tl - — | Donation Date  |01/01/2010 to  [28/02/2011
Cthers —Non Individual | 0 | o | 0.00
Total | 1 | 1 | 500,00 Fund Type IA" j

__cancal | Donation Type In‘\ll X

1 Please query the report separately For records with date of donation = 01.01.2011
e

4. Click <Print> to print the
report Lo |

OK Clear | Cancel |
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Exporting Data

Only staff with access level = Administrator is able to
export data from ipcLink.

Exported data will be in excel format which will list down
the details of donation records entered.

You may export the donation details for your own data
analysis purpose.

Note:
The exported file is not the file for submission to IRAS.
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Exporting Data

=10l
Administrator's Menu

1. Particulars of Organisation i Organisation :
2. User ID Maintenance User ID |
3. Contents of Letter Letter |
4. Conversion of Data for Submission Conversion |
5. Archival of Database Archive |
6. Export of Database Export
7. Backup of Database Backup |
8. Restoration of Database Restore |
9.  Return to Main Menu Back |

1. Click <Export>

2. Enter date of donation

3. Selectthe drive. Double click the folder to

save the exported file
4, Enter file name

w ipcLink ¥2.3

Exporting Data

Date Of Donation |o1/02/2011 To |28/02/2011
Destination Drive |Qo: j
Directory 3CH

CHIRAS

8 ipclink v2.3

[ Temp
Filename Export02

=10lx]|
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Exporting Data

il

Exporting Data
Date Of Donation IW To |28/02/2011

Destination Drive IQC j

Directory

x4 i
File Edit Wiew Favorites Tools  Help | .",l
f Data has been exported to =
B Export02 1\ CiRASUPCLINK V2 AExpertoz.cov Qeack - () - (T | ) search [ Folders |v
Address IB CHIRASIpcLink v2.3 j GU Links ** @Snaglt &'

| Size: | Type | Da
File and Folder Tasks A '%]Exporttlz‘csv ZKB Microsoft Office Exc... 20,
9 Make anew Folder

@ Fublish this Folder to the
Wb

Z share this Folder

Export Cancel n
Other Places S

) RS
E‘, My Documents
5 Clek=5pen= G
6. Click <OK>
e o o . Details 2
7. The exported file is a .csv file. Double click etk v23
1 I i ile Folder
to open the file to view the donation etk
details 2011, 14:12

| | i
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Restoration of Database

Only staff with access level = Administrator is able to

restore the database.
You need to restore the database by using the backup

file only when

a) upgrade/change the computer or

b) the data stored in the system is lost due to some
unforeseen circumstances
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Restoration of Database

=10l
Administrator's Menu

1. Particulars of Organisation

2. User ID Maintenance User ID |
3. Contents of Letter Letter |
4. Conversion of Data for Submission Conversion |
5. Archival of Database Archive |
6. Export of Database Export |
7. Backup of Database Backup |
8. Restoration of Database
9.  Return to Main Menu Back |

=

Restoration of Database

Source Drive Igc; j

Directory

1. Click <Restore>

2.  Selectthe drive. Double click the folder
where backup database is saved

3. Click on the file name of the selected Filename
backup database

17122011.mdb

Restore | Cancel |
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Restoration of Database

Source Drive IQ e j

Directory

17122011.mdb =

Filename ST
T — =

\:.p Existing database wil be averwritten, Are you surs you want to praceed? Re St 0 rat i 0 n of D at a b a S e
=

Source Drive |Q c j

Directory 3Ch

SHIRAS
4. Click <Restore> & ipclink 2.3

5. Click <Yes>
6. Click <OK> to exit application

[ Termp

17122011.mdb

Filename
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Create / Modify New User ID

Only staff with access level = Administrator is able to
create/ modify/ delete login ID. There are 2 types of
access level:

. Administrator ID — can perform all functions

. User ID — can perform all functions except
Modification and Administration

. Create/modify new user ID
. Delete user ID
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Create New User ID

. ipcLink ¥2.3 =1Ol x|
Administrator's Menu

1. Particulars of Organisation . Organisation :

2. User ID Maintenance

3. Contents of Letter Letter |
4. Conversion of Data for Submission Conversion |

5. Archival of Database Archive |
=10 x|

6. Export of Database Export | .
User ID Maintenance
7. BCICI(I.IP of Database BCICEI.IP | 5/No. User ID Name Access Level

1 SYSADMIN System Adwinistrator Administrator
8. Restoration of Database Restore |
9.  Return to Main Menu Back |

1. Click <User ID>
2. Enter <User ID>, <Name> and select

Access Level
User ID USER1

|ANDV LI

Name

Access Level User j
Administrator

Create / Modify | | Cancel
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Create New User

W ipclink ¥2.3 =lol x|
User ID Maintenance
5/No. User ID Name Access Level
1 SYSADMIN System Administrator Administrator
x|

User D created

Uger ID |U5ER1 LI

IANDV LIM

Name

Access Level IUser‘ j

ICr'eute / Modifyl Delete | Clear | Cancel

3.  Click <Create/ Modify>
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Modify User ID

w2y 1ol
User ID Maintenance
5/No. User ID Name Access Level

sipcinkvz3 ol
USER1 H
v | User ID Maintenance
Nome IANDY LIM S5/No. User ID Name Access Level
Access Level IUser' j L MIN Edministratar Administrator
Create / Modifyl Delete | Clear | Cancel |I

1. Click the selected record from list of User x|

I DS User ID modified

2.  Modify user’s name or access level
3.  Click <Create/ Modify>

oK
User ID USERL

|ANDY LIM

Name

Access Level IAd ministrator j

Create / Modify Delete | Clear | Cancel
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Create / Modify New User ID

Only staff with access level = Administrator is able to
create/ modify/ delete login ID. There are 2 types of
access level:

. Administrator ID — can perform all functions

. User ID — can perform all functions except
Modification and Administration

. Create/modify new user ID
. Delete user ID
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Delete User ID

. ipcLink ¥2.3

User ID Maintenance

5/No. User ID Name Access Level

g [ 3]

SYZADMIN
T3ER1

Sustem Ad 2
ANDY LIM Administrator

Uszer ID

usery

IANDV LIM

Mame

IAdminisTr'afor' j

Access Level

I Create / Modifyl Delete | Clear | Cancel |

1. Click the selected record from list of User
IDs

2. Click <Delete>

Note:
User ID 'SYSADMIN’ cannot be modified/ deleted

i ipclink v2.3

User ID Maintenance

5/No. User ID Name Access Level

=10

1 SYIADMIN System Administrator Administrator

Administrator

x
A User ID deleted
oK
User 1D IUE’ER1
o |ANDY LIAt

IAd ministrator j

Access Level

Create / Modify| Delete | Clear |

Cancel
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Only staff with login access = Administrator is able to
archive past year data. The archived records will be
removed from the ipcLink database.

You are required to archive the database only when
the size and number of records stored in the ipcLink
IS large and affecting the application response time.

Note:

Once the archival i1s done, all donation records for
the particular year will _be removed from the
database and cannot be restored.

Archival of Database
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. ipclink ¥2.3

Archival of Database

i [=]
Administrator's Menu

Particulars of Organisation

User ID Maintenance

User ID |
Letter |
Conversion |
Export |
Backup |
Restore |
Back |

Contents of Letter

Conversion of Data for Submission
Archival of Database

Export of Database

Backup of Database

Restoration of Database

Return to Main Menu

N

Click <Archive>
Select Year of donation

Select the drive. Double click the folder to
save the archived file

Enter file name

Archival of Database

Year of Donation |201 0 j
Destination Drive |QC' j
Directory 30
E5IRAS
& ipclink v2.3
L Temp
Filename Arc2010

=10l
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Archival of Database

H=E
Year of Donation |201 0 -
Destination Drive |Qc: j
Directory
ST
Filename |Ar'C2010 File Edit View Favotites Tools  Help ‘ -:,'
| eBack - J e Lﬁ /:j Search i~ Folders ‘ v
9 Archival will delete donation records Address I@ CAIRASpeLink v2.3 j Go | Links ** 6 Snaglt |21
\"/ for wear 2010 fram the database. .
Are you sure? ame | Size | Type I -
File and Folder Tasks ®
es No 9 Moke & new folder LKE Microsoft Office Exc. .,
@ Publish this folder to the
Web
Cancel ka7 Share this Folder
Other Places S
[ IRAS
; ) B fy Documents
5. Click <Archive> i My Camputer
. \g Py Metwork Places
6. Click <Yes>
7. Thearchived file is a .csv file. Double click Details A
to open the file to view the donation b
d etal I S goaﬁ,nlozﬁi:i;d: 20 December




