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About ipcLink Application

1. ipcLink is an application to assist approved IPCs (including Grantmakers under the Double Tax Deduction (DTD)
Scheme and Government Agencies) that receive tax-deductible donations to capture the donation records and
generate a file for yearly submission to IRAS electronically.

2. IPCs/ Grantmakers can use the ipcLink Application to keep details of the tax-deductible and non-tax deductible
donation records from both individual and non-individual donors.

3. IPCs/ Grantmakers must ensure that only authorised persons are allowed to access the application and take
appropriate steps to secure the information and the printed reports from the application.
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Hardware and Software Requirements

Ensure your computer fulfils the minimum hardware/ software requirements:

Operating System
. Windows 7 and above

Hardware Requirements

. Pentium Il or higher (Pentium Il = Class recommended)

. Minimum 350 MB of free hard disk space (600 MB is recommended)
. Minimum 128 MB RAM

Software Requirements
. Microsoft .NET Framework 4.0
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Get Started with e-Submission of Donation

ipcLink users may refer to below to get started with e-Submission of Donation.

Existing ipcLink Users—
Change in PC or Change in
Administrator

Backup of ipcLink Database v

New ipcLink Existing

Users ipcLink Users

N

Download ipcLink Application

N

Install ipcLink Application

Restoration of Database

NN NS

Setup: Create/ Update/ Delete user ID

Setup: Create/ Update/ Delete Organisation and Fund
Details

Preparation: Tax Deductible Donations — Donor’s Particular

Preparation: Tax Deductible Donations — Donation Records

Preparation: Non-Tax Deductible Donations

Preparation: Conversion of Tax-Deductible Donation
Records from ipcLink for Submission

Submission

NN N NN NS
NN NN NS
NN N NS
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1. Download and install ipcLink Application

1. Download and install ipcLink Application >S28Set=tp 3. Preparation

P ASingapore Government Agency Website

At IRAS" Website www.iras.gov.sg

r - ) . Select <LOGIN>.
Who We Are Taxes v Schemes Digital Services S LOGIN ~ x

. Click <Login to myTax Portal>.

ARG B
»

OF GuGARHE

4
For All Profiles v Q  what are you looking for?

< )
Login to e-Stamping

' Note:
Download/ restore ipcLink application is

. applicable for new ipcLink users or staff
Taxes for our nation PP e .
VIEW ALL DATES > taking over e-Submission of Donation
matters.
L — o o o
31 DEC 2021 31 JAN 2022 31 JAN 2022 31 JAN 2022 01 MAR 2022

G te | Goods And Servi
Drpcr?r:x ncome oo ':axrlﬁs;‘;wms Property Tax

File Estimated e-Submission of File GST return 2022 Property Tax e-Submission of
Chargeable Income Donation > (period ending in Bill >
(ECI) (Sep year-end) Dec) »

Commission >

At myTax Portal
e  Select Log in for <Business Tax

Matters with Corppass>.

Login to myTax Portal

! Personal Tax

Singpass app Password login I—Ogin USing:
- e Singpass App, or
Scan with Singpass app Log in . Password login
to log in ) g
- =, singpass ID

OR - Password

Forgot Singpass ID Reset password

——singpass——/

Register For Singpass
Don't have Singpass app? Download now



https://www.iras.gov.sg/
https://mytax.iras.gov.sg/ESVWeb/default.aspx
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‘4 Singapore Government
Integrity - Service - Excellence
INLAND REVENUE

AUTHORITY

OF SINGAPORE

Feedback | Technical FAQ #or 2 1718

N Email Us
l—_l (myTax Mail) ¥

8 Account v E~ Logout

Employers v

e-Submission

Download Donation Application & Submit Records I
Others

Submit Document

Download Donation Application & Submit Records

Download Application

Download ipcLink Application to record tax-deductible donation details and generate - _[]
. SR 3 . q DOWNILOAD IPCLINK
file for submission. Suitable for IPC without any supporting software.

Download Offline Validation Program (OVP) to validate records and generate file for
submission. Suitable for IPC with your own customised software.

DOWNLOAD OVP

e  Mouse over to <More>.
e (lick <Download Donation
Application & Submit Records>.

Note:

Only staff authorised with the
"Approver”(AP) or “Preparer”(PR) role for
SUBMISSION OF DONATION RECORDS
at the Corppass can download the
application.

Authorisation must be done via
Corppass. Learn how to authorise staff
via the Corppass systems.

e Under Download Application, click

<DOWNLOAD IPCLINK> to
download and install the
application.



https://www.corppass.gov.sg/
https://www.corppass.gov.sg/
https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/e-Services/Other_Taxes/Institutions_of_a_Public_Character_and_Grantmakers/To%20authorise%20staff%20to%20access%20e-Submission%20of%20Donation.pdf
https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/e-Services/Other_Taxes/Institutions_of_a_Public_Character_and_Grantmakers/To%20authorise%20staff%20to%20access%20e-Submission%20of%20Donation.pdf
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1. Download and install ipcLink Application >S28Set=tp 3. Preparation

Download ipcLink Application

< Back to Donation Main Menu

System Requirements
« Windows 7, Windows 8/ 8.1
« Microsoft .NET Framework v4.0
« Minimum 350 MB of free hard disk space (600 MB recommended)

ipcLink Application is an offline application which enables you to record the tax-deductible donation details, generate file
and submit to IRAS.

Information captured and reports printed from the ipcLink Application may contain the donors' confidential information.
Thus, itis the IPCs' responsibility to ensure that only authorised personnel are allowed access to the ipcLink and appropriate
measures are taken to control the dissemination of reports printed from the ipcLink.

Download ipcLink Application for Standalone PC Download ipcLink Application for LAN

wEm 9 ==

1 ipclink - X

Welcome to the ipcLink Setup Wizard [

The inztaller will guide vou through the steps required to install ipcLink on pour computer.

WARMNIMG: This computer progran iz protected by copyright lavw and international treaties.
Unauthorized duplication ar distribution of this program, or any portion of it, may result in zevera civil
aor criminal penaltiez, and will be prozecuted to the maximum extent poszible under the law.

e You may choose to download the
application for standalone PC or
local area network.

e Click <DOWNLOAD>.

e A dialog box will appear, click
<Run> to begin the download. If
you are using Google Chrome, click
<Keep>.

e  Click <Next>.
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1. Download and install ipcLink Application

15 ipcLink - X

License Agreement [

Please take a moment to read the license agreement now. If vou accept the terms below, click |
Agree", then "Mext". Otherwizse click "Cancel”.

TERMS OF USE &

Thank you for using ipcLink Application (henceforth known as
"Application "). By accessing and/or using any part of this Application,
you are required to agree to be legally bound by these Terms of Use. If
you do not agree to these Terms of Use, please do not use this

Application.
el i
()1 Do Mot &gree - @i Agres
Cancel < Back -
#7 ipelink — *
Select Installation Folder A

The installer will install ipcLink to the fallowing falder.

Toinztall in thiz folder, click "Mest". Toinztall to a different folder, enter it below or click "Browse".

Folder:
C\IRASNipcLink )|  Bows.

Dizk Cozt. .

Install ipcLink for yourself, or for anyone who uses this computer:

(®) Everone
(1 Just me

Cancel < Back -

Read the Terms of Use. Select
<| Agree> and click <Next>.

To install to a different folder, click
<Browse> and select your preferred
folder.

Click <Next> to start the
installation.

10
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1. Download and install ipcLink Application >S28Set=tp 3. Preparation

1 ipclink — = e Installation is completed. Click
<Close> to exit the installation.

Installation Complete A

ipcLink has been successfully installzd.

Click. "Cloze" to exit.

IPCLink waz inztalled on C:ARASIpcLink'. Pleaze use Windows Update to check for any critical
updates to the MET Framewark.

Cancel < Back -

N
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System Login — First Time Login

ipcLink Application ipcLink v3.3

POTENN

Password

New Password | |

Verify Password | |

Change Password

I Ok I-Clear ] [ Cancel ]

Please enter Wew Password.

my[ o< ]

ipcLink Application ipcLink v3.3
Log-in ID _

Password

New Password l

Verify Password

Change Password

1 Ok I-:Iear ] [ Cancel

e Enter Login ID given by IRAS and
click <Ok>.

e Click <OK>.

e System prompts to enter new
password. Click <OK>.

e Enter <New Password> and <Verify
Password>. Click <Ok>.

Note:
Password set must be 8 alphanumeric
characters.

12
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2a. Setup: Create/ Update/ Delete User ID

(a) Create new User ID

Home  TaxDeductible Donations  Mon-Tax Deductible Dona User Admin || Bulk Print/Statistics  Exit A Select <User Adm|n>, <User Access
Funds Update .
' - Rights>.
Welcome to ipclink ipcLlink v3.3! Leracces Rights
Database Admin
Note:

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details OnIy S Admiinisiaior accass leva
and generate the file for submission to IRAS.

can create User ID.

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donars.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Non-Tax Deductible Donations ~ User Admin  Bulk Print/Statistics ~ Exit

) e Enter <User ID>, <Name> and
User Access Rights
s/No User ID Name Access Level select <Access Level >,
System Administrator Administrator ° C | |Ck < Save >,
User ID. ]

Name I - Note:
accessLevel @ User User ID is limited to 8 characters.

e

e Click <OK>.

UserID created. Please login with the new user ID. System will prompt to create
password.

o]

13
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(b) Update User ID

Home  Tax Deductible Donations  Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
User Access Rights
S/No User ID MName Agcess Level
2 SYSADMIN System Administrator Administrator
User |
Name .
Access Level o User -

(c) Delete User ID

Home Tax Deductible Donations  Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

User Access Rights

5/No User ID Name

2 SYSADMIN System Administrator
User ID
Name L
Access Level 0 User -

Update ][ Clear ]l Delete |.

Access Level |

Administrater

e  Select the record from list of User
IDs.

e Update <Name> or <Access Level>
where necessary.

e Click <Update> to save the
changes.

Note:
Only staff with Administrator access level
can update User ID.

Default user ID 'SYSADMIN' cannot be
updated.

e Select the record from list of User
IDs.
e C(lick <Delete>.

Note:
Only staff with Administrator access level
can delete User ID.

Default user ID ‘SYSADMIN' cannot be
deleted.

14
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2b. Setup: Create/ Update/ Delete Organisation and Fund Details

Only staff with Administrator access level can create Organisation and update Fund Details.

Create Organisation and Fund Details

Home  Tax Deductible Donations  Mon-Tax Deductible Dona Uzer Admin | Bulk Print/Statistics  Exit ° Click <User Admin> and select
Funds Updat
- unds Update <Funds Update>.
User Access Rights

Welcome to ipcLink ipcLink v3.3!
Database Admin

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donors.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations ~ Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit 5 5 9
Organisation Details

e Enter the Organisation Details

Organisation Details

TTexRerlie I Fextie accordingly and click <Update
+Name of Organisation | Tel No | Organisation Details>.
* Address |
#I secror administracor | Fund Details
e At <To Perform>, select <Add
* Authorized Person ] * Postal Code ] Fund>.
R I e  You may leave the Fund Name and
R -I T Reg|str§t|on Number blank as these
are optional fields.
Fund Details e At <Receipt Mode>, select either
To Perform - © Update/Delete Fund - <Manual> if issuing receipts
Fund Name Please Select - from bOOk|et Or,'
Registration Number -l Receiptode & @ system © Manuall B <SySte.m>. if printing the rece!pt
from ipcLink. Enter the receipt
Receipt Number oq From to I
number <From> and <To> of

* Compulsory fields

the receipt number range. A
pt Serial No - Save Fund Details ‘ Delete Fund | . . .
L_sewefurdpems ]| oeicieruns sequential receipt number will be
automatically assigned each time
a donation record is created.
e Click <Save Fund Details>.

Note:
Click ﬂfor more information.

15
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Scenarios:
(a) To Update Fund Details

Fund Details

) Add -h Update/Delete Fund |

To Perform

Fund Name

Please Select

Registration Number Receipt Mode o @ System MNon-tax Deductible Donations

Receipt Number o From to

* Compulsory fields

o [ Initialise Receipt Serial No ]-I Save Fund Details I [ Delete Fund

(b) To Delete Fund Details

Fund Details

To Perform @ Update/Delete Fund I

Fund Name l PIeaseSeIecl E

Please Select

Receipt Mode 0 @ System | Mon-tax Deductible Donations
B General

w Fund Raising 2016

Registration Number

Receipt Numbero From

* Compulsory fields

0[ Initialise Receipt Serial No ] [

Save Fund Detai‘]l Delete Fund ]

(c) To update new receipt number range (when receipt number range is used up)

Fund Details

To Perform

©) Add -l@ Update/Delete Fund I

Fund Name - Pleaze Select| E

Please Select
Receipt Mode 0 @ System |MNon-tax Deductible Donations

Registration Number

Receipt Number o From to

* Compulsory fields

-l o I Initialise Receipt Serial No I [ Save Fund Details ] [ Delete Fund
Fund Details
To Perform © AddFund ® ipcLink =
Fund Name General .

Are you sure you want to initialise the receipt serial no?

S [

Registration Number

Receipt Numbero ef

* Compulsory fields

o[ Initialise Receipt Serial No ] l Save Fund Details ” Delete Fund ]

Fund Details

At <To Perform>, select
<Update/Delete Fund>.

At <Fund Name>, select the specific
fund to be updated from the drop-

down list.

e Update the fund details and click
<Save Fund Details>.

Fund Details

o At <To Perform>, select
<Update/Delete Fund>.

e At <Fund Name>, select the specific
fund to be deleted from the drop-
down list.

e Click <Delete Fund>.

Note:

Only staff with Administrator access level
can delete Fund Details.

Fund Details

At <To Perform>, select

<Update/Delete Fund>.

e At <Fund Name>, select the specific
fund to set the new receipt number
range.

e  Click <Initialise Receipt Serial No>.

e Click <Yes> to confirm and enter
the new range accordingly.

Note:

There is no check on the receipt number
range used previously.

16
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3a. Preparation: Tax Deductible Donations — Donor’s Particular

1. Download and install ipcLink Application 2. Set-up

Create Donor's Particular

)- Tax Deductible Donations | Won-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
Donor's Particular 3 Create |

Deonation Details 3 Enquire/Update

elcome To IR TP V3737

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

In using ipclLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donors.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Mon-Tax Deductible Donations User &dmin Bulk Print/Statistics Bt

Tax-Deductible Donation
Create Donor's Particulars

ndividua MNon-Individua
“hame | |
Address | | B | |
| | Tel No | |
| |
* Compulsory fields
?I Save I | | [ Clear

Home  Tax Deductible Denations  Mon-Tax Deductible Donations User Admin  Bulk Print/Statistics  Exit
Tax-Deductible Donation

Create Donor's Particulars

SN 0 BRCOE 0 [owen ]

@ Individua

MNon-Individua

Address Email

ipeLink [ | —
1

Doner's particular saved.

Postal Code

* Compulsory fields

I Save ] | Proceed to Create Donation Record | ’ Clear

e Select <Tax Deductible Donations>,
<Donor's Particular> and click
<Create>.

To check if the donor’s particulars are in

the database:

e Select <ID Type> from the
dropdown list, enter <ID No> and
click <Query>.

e If donor's record does not exist,
proceed to enter the donor’s name.
Click <Save> to save the donor's
particulars.

Note:

<Address>, <Postal Code>, <Email>
and <Tel No> are optional fields.

e C(lick <OK>.

17



User Guide for ipcLink Application

Update Donor’s Particulars

3. Preparation

Tax-Deductible Donation
Create Donor's Particulars

Home  Tax Deductible Donations  Mon-Tax Deductible Donations

User Admin  Bulk Print/Statistics  Exit

* Name

-

Compulsory fields

Save

Clear

Tax-Deductible Donation

Enquire/Update Donor's Particulars

Home  Tax Deductible Donations  Mon-Tax Deductible Donations

User Admin  Bulk Print/Statistics  Exit

0. @ I -) - o~ T Query
Postal Code _
* Compulsory fields

ﬂ Update || | Retrieve Donation Records | |Pr0ceedt0€reate Donation Recordl | Clear

Select <ID Type>, enter <ID No>
and click <Query>.

Update the donor's particulars
accordingly except for ID no. If
donor’s ID was entered wrongly,
create a new donor's particulars
record.

Click <Update> to save the donor’s
particulars.

18
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3b. Preparation: Tax Deductible Donations — Donation Records

1. Download and install ipcLink Application > 2. Set-up

All donors are required to provide their tax reference number (i.e. NRIC/ FIN/ UEN) to IPCs in order to be given tax
deductions on the donations.

For donors who did not provide their tax reference number because they wish to remain anonymous or do not wish to
claim deduction, you may issue a manual official receipt. Alternatively, you may issue a receipt from ipcLink by creating
non-tax deductible donation records.

Create Tax-Deductible Donation Records

Home | Tax Deductible Donations |_Non-Tax Deductible Donation User Admin  Bulk Print/Statistics  Exit

P e C(Click on <Tax Deductible
Donation Details  » Creste Donations>, select <Donation
elcome Tl Enquire/Update Details> and click <Create>.

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donars.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

. . e At Donor Particulars, select <ID
Create Tax-Deductible Donation

Type> and enter <ID No>.
Donor Particulars

e — e — m] | ik <Quens o retieve e

donor's particulars.

* Name: | -|
Address : | | Tel - ‘ | Note:
Email : )
|‘ || | | You can also use the wild card characters
“?" or "*" to search for the existing donor.

Postal Code : :

Doiionietaii> System will display the matched records
" Fundfype: | v]  ReceiptNumber: | | | in the record list if more than 1 record is
" Type of Donation - | Qutright Cash - * Amount($]: | | | | found
. Date of Donation : (dd/mm/yyyy) Made of Payment - | Cash -

Project © | |

Remarks : ‘ | Bulk Print : @ Yes Mo
* Compulsory fields

Save || Save and Prin |[ Clear ]

Donor's Particulars .

_ e If more than one record is

s/n 1D Type 1D No Salutation Name Add 1 Add 2 Add 3 Postal Code d | d h th rt |

- isplayed, choose the particular

? | | ' record and click <Select> to

q n »

- R populate the donor’s particulars.

19



User Guide for ipcLink Application

3. Preparation

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
Create Tax-Deductible Donation

Donor Particulars

* Neme [
Address Tel:
Email
Postal Code :
@ Individual ipclink B

Donation Details =
lej Mo record found. Proceed to create new donor's record?

* Fund Type :

* Type of Donation Qutright Cash

. Date of Donation: | /[ / (dd/mm, -I ‘fes I ‘ No
Project
Remarks : Bulk Print :

* Compulsory fields

Clear

Home  Tax Deductible Donations  Mon-Tax Deductible Donations User Admin Bulk Print/Statistics  Exit

Tax-Deductible Donation

Create Donor's Particulars

L Query

* Compulsory fields

-I Proceed to Create Donation Record I [ Clear

If donor's record is not found, click
<Yes> to create new donor's
record. System will return to ‘Create
Donor’s Particulars’ screen.

Once the record is saved, click
<Proceed to Create Donation
Record>. System will return to
‘Create Tax-Deductible Donation’
screen.

20
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Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
Create Tax-Deductible Donation

Donor Particulars

* IDType : _ D _
* Neme I |
Address Tel :
Email :
Postal Code
Donation Details
* Fund Type : [ v] Receipt Number :
 Type of Donation [Outrightcasn '] * Amount ($) :
. Dateof Donation: [ [ (dd/mm/yyyy) Mode of Payment - | Cash -
Project
Remarks : Bulk Print : @ Yes ) No

* Compulsory fields

Save Clear

(a) Update/ Cancel Tax-Deductible Donation Records

Home | Tax Deductible Donations uﬂoﬂ—Tax Deductible Donations | User Admin  Bulk Print/Statistics  Exit

- Donor's Particular

Donation Details 3 Create
Welcome to ||

Enquire/Update |

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donars.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

Tax Deductible Donation Records- Query Menu

1D Type [ v] Date of Creation /! w [/ (dd/mm /)

ID No Receipt No - to

Name Date of Donation I w /) (dd/mm /)
@ Individual ) Non-Individual

Fund Type IAII v] Donation Ameount : 1o

Type of Donation [ vl

Total No of Records :

(Exclude Void Records)

e At Donation Details, enter/select
the following mandatory fields:
- <Fund Type>
- <Receipt Number>
(mandatory if receipt mode =
manual)
- <Type of Donation>
- <Amount>
- <Date of Donation>
e (lick <Save> when ‘Bulk Print’
indicator = ‘Yes’ or <Save and
Print> when Bulk Print indicator =
‘No' to print the receipt
immediately.

e Select <Tax Deductible Donations>,
<Donation Details> and click
<Enquire/Update>.

Note:
Only staff with Administrator access level
can update donation records.

e Enter any of the fields to search for
the record(s) and click <Query>.

21
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1. Download and install ipcLink Application > 2. Set-up

Home  Tax Deductible Donations  Non-Tax Deductible Donations  User Admin

Tax Deductible Donation Records- Query Menu

Bulk Print/Statistics  Exit

1D Type : [ v] Date of Creation: [/ / to [/ (dd/mmvywy)
IDNo: Receipt No to
Name : Date of Donation : [ / to [/ (dd/mmvywy)
@ Individual (&) Non-Individual
Fund Type [nu -] Donation Amount : to
Type of Donation : [ vl Query
sn 1D Type IDNo Name Add 1 Add 2 Add 3 Postal Code pcliadual
Indicator
2 ] —— B Indricual
3 | I Indiviual
< n | 3
‘ << Previous ‘ ‘ MNext > ‘ 1/1 Total No of Records :
500.25
[ Preview/Print Report ] [ Clear l Total Amount
(Exclude Void Records)
Donation Details
“ Fund Type - |General ~|  Receipt Number - ‘ | |DDDDDl ‘
* Type of Donation : [Outright Cash v] * Amount (5) : 100 25
. Date of Donation :  02/12/2017 (dd/mm/yyy) Mode of Payment : [Cash ,]
Project =
Remarks - _ .
Bulk Print : @) Yes @ MNo
Letter Printed : No |
Please note that Original Receipt will not be printed during Bulk Print.
- [] Converted
* Compulsory fields
-I Update | | Update and Print I [ Print ] [ Preview ] [ Audit Trail ] [ Cancel

e Double-click the record in data grid
to view the donation details.

Update Donation Details
e Update the donation details, where

necessary. Click <Update> to save
the changes or <Update and Print>
to save the changes and print the
receipt.

Note:

Donation details may be updated only if
receipt mode = ‘System’ and receipt has not
been printed or record has not been
converted. For '‘Manual’ receipt mode, no
update of donation details is allowed. Record
need to be voided.

Cancel Donation Record

e To cancel the record, check the
<Void> checkbox and click
<Update>.
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(b) To print List of Tax-Deductible Donation Records

Home  TaxDeductible Donations ~ Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

Tax Deductible Donation Records- Query Menu

1D Type : [ v] Date of Creation : Ir wo [/
1D No: Receipt No 0
Name Date of Donation =/ / w [/
@ Individual ) Non-Individual
Fund Type : [Au v] Donation Amount : to
Type of Donation [ -]
sn 1D Type 1D No Name Add 1 Add 2 Add 3

-I Preview/Print Report I [ Clear

(dd/mm/yyyy)

(dd/mm/yyyv)

Individuzl

Postal Code o —

Individual

Individual

Individual

1/1 Total No of Records : |3

Total Amount :
(Exclude Void Records)

Print the list of records:

e  Click <Preview/Print Report>.

Print individual tax deductible receipt:

Home  Tax Deductible Donations ~ Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
Enquire/Update Tax-Deductible Donation

Donor Particulars

* Type of Donation : | Quright Cash ~| = Amount (3):

> IDType: I - - oro: |
" Wame: B
adaress: I -
N
postaicove: |
Donation Details
* Fund Type Genera Receipt Number: 0000

100 25

. Date of Donation :  02/12/2017 (dd/mmyyy) Mode of Payment : | Cash
Project :
Remarks : - = =
Bulk Print : ) Yes @ No
Letter Printed No

Please note that Original Receipt w

[£] void

* Compulsory fields

not be printed during Bulk Print

Update I [ Update am‘l Print 1 [ Preview I [

AuditTrail | |

Cancel

e  Double-click the record in data grid
to view the donation details.

e You may click <Preview> to view
the before printing.

e To print the tax deductible receipt,
click <Print>.
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3c. Preparation: Non-Tax Deductible Donations

The steps to create/updating non-tax deductible donations records is similar to tax deductible donations records (refer
to page 19 to 23) are the same except to select the Non-Tax Deductible Donations from the menu.

Home  Tax Deductible DD‘ Non-Tax Deductible Donations | User Admin  Bulk Print/Statistics  Exit
Create

Enquire/Update
Welcome to TpCLINK IPCLINK va.37

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donors.

ipcLink Application ipcLink v3.3
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3d. Preparation: Statistical Report

Before you submit the file, you may print the statistical report for reconciliation of records.

Home  Tax Deductible Donations  Mon-Tax Deductible Denations Userﬁ- Bulk Prmfffttatlstlcs I Exit . Select <Bu|k Print/statistics> and
- Statistical Report o
Bulk Print of Receipts select <Statistical Report>.
Welcome to ipcLink ipcLink v3.3! Content of Letters

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and egquipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donors.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit .
e  Enter the Donation date ‘From’ and
Statistical Report ‘To’ and click <Query> to retrieve
Donation Date :I 01/01/2017 to  30/11/2017 I -d Type : [AII v] the statistics.
Donation Type - | AlL - -[ quey | [ ciear | [ prin | e  Click <Print> to print the statistical
Total No. of Donors Total No. of Donations Total Amount report.
47 58 55150,636.50
Tax-Deductible Donations
Individual R
MNo. of Donors Total No. of D Amount

NRIC 31 41 54 886 50

FIN i i 500.00

ASGD 0 0 0.00

ITR 1 1 50.00

Total 33 43 55,436.50

Non-Individual

UEN-Business 0 0 0.00

UEN-Local CO 11 12 95,050.00

UEN-Others 0 (1] 0.00

ASGD 0 0 0.00

ITR i i 50.00

CRN 0 (1] 0.00

MCST 0 (1] 0.00

Total 12 13 95,100.00

Others-Individual 0 0 0.00

Others-Non Individual 0 0 0.00

Total 0 (1] 0.00

Mon-Tax Deductible Donations

Others-Individual Z 2 100.00

Others-Non Individual 0 0 0.00

Total 2 2 100.00
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3e. Preparation: Bulk Print of Receipts

Home  Tax Deductible Donations  Non-Tax Deductible Donations U;erb- Bulk Print/Statistics I Exit

T E— e Click on < Bulk Print/Statistics> and
- Bulk Print of Receipts <Statistical Report>.
Welcome to ipcLink ipcLink v3.3! Content of Letters
ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details Note:
and generate the file for submission to IRAS. Bulk print of receipts can only be done for:

- Records created under ‘System’ receipt
In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and

secure their passwords, information, software and equipment. Access to ipcLink should be only be mode,
given to authorised persons as the information captured by and reports generated from ipclLink - Bulk Print Indicator = ‘Yes', and

contain confidential information of donors. _ Receipts not been printed before.
ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Mon-Tax Deductible Donations User Admin Bulk Print/Statistics  Exit O Enter either<Donation Date> or

Bulk Print of Receipts <Receipt Number> for the range of
receipts to be printed.

Donation Date Inl,ful,fzul? to 31/12/2017 I- e Click <Print>.

Receipt Number I to I-

Fund Type ’AII .l

| |
-I Print I [ Clear

Mote:
Only records created under “System’ receipt mode where Bulk Print indicator = Yes,
and receipts have not been printed before will be printed during bulk printing

If there are more than 100 receipts to be
printed, an alert message will be
displayed.

@ ipclink

e C(Click <Continue>.

100 receipts have been printed. Click <Continue> fo print balance
receipt from the selected receipt range.

-ICm'ﬂ'uel [ Cancel
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3f. Preparation: Content of Letters

Home  Tax Deductible Donations  Non-Tax Deductible Donations  User Bulk Print/Statistics I Exit a 0 9 g
“ — e  Click on <Bulk Print/Statistics> and
Statistical Report
Bulk Print of Receipts select <Content of Letters>.
Welcome to ipcLink ipcLink v3.3! - Content of Letters
ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details Note:

and generate the file for submission to IRAS. Only staff with Administrator access level

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and can Create/edit the content of the letters.

secure their passwords, information, software and equipment. Access to ipcLink should be only be

You can edit the letter template if the
given to authorised persons as the information captured by and reports generated from ipcLink ) , , .
contain confidential information of donors. record is created under SyStem rece'pt
- e mode.
ipcLink Application ipclink v3.3

Home  Tax Deductible Donations ~ Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

e Select the
Content of Letters

Letter Template

respective letter

o ]- templates and click <Edit> to

change the content and margin.

Tax Deductible Donation - Individual Donor

Thank you for yoully, peductible Donation - Non-Individual Donor
MNon-Tax Deductible Donation - In dual Donor

MNon-Tax Deductible Donation - Non-Individual Donor R L e s,

0On behalf of our

We are pleased to inform you that you do not need to make a claim for tax deduction when filing your income tax return next year.

The details of your 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.

Yours Sincerely,

Top Margin (Maximum up to 10cm) 4

om
Left Margin {Maximum up to 5cm) 7 om
Save | | Cance | [ Preview ] l Print

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

e Edit the letter content or margin,
Content of Letters

where necessary and click <Save>.
e You may preview or print to view
p the changes made to the respective
letter template.

Letter Template Tax Deductible Donation - Individual Donor

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.

We are pleased to inform you that you do not need to make a claim for tax deduction when filing your income tax return next year.

The details of your donatien 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.

Yours Sincerely,

Top Margin (Maximum up to 10cm) a om

Left Margin (Maximum up to 5cm) 2 cm

#[ Save I [ Cancel ] | Preview | | Print
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3g. Preparation: Convert Tax-Deductible Donation
Records for Submission

(a) Backup of ipcLink Database

After entering ALL the donation records for the year, you need to output the donation records into a file for submission.

You need to backup the ipcLink database before performing the conversion to output the tax-deductible donation
records into a file.

Home  Tax Deductible Donations  Mon-Tax Deductible Donat User Admin | Bulk Print/Statistics  Exit o Click on <User Admin> and select

Funds Updat .
N <Database Admin>.
User Access Rights

- Database Admin
Note:

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details Only staff with Administrator access level
and generate the file for submission to IRAS. y

can backup the ipcLink database.

Welcome to ipcLink ipclink v3.3!

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donors.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  MNon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit . At <To Perform>, select <Backup of

Database Admin database>.
e C(lick <Browse> to select the
Toperform € M [Eackup of darabase M designated drive and folder to save

Location -I Browze. | the backup file.

e Enter the backup name in the <File

Year of Donation Name> field.

| e Click <Proceed>.

Date of Donation From | I | To | I

File Name -I I Note:

Click @) for more information.
| |
*I Proceed I | Print | [ Clear

Date of Donation From | /[ | To |_f_f e C(lick <OK> when backup is
completed.

File Name BACKUP_IRAS DONATION (2017)

-

ipeLink =]

Database backup has been completed,

Proceed || Print “ Clear ]
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(b) Conversion of Records

Once you have completed the backup of database, you will have to convert the records into a file for submission. This

can only be done ONCE.

Home  Tax Deductible Donations  Mon-Tax DeductibleDonat"' User Admin I Bulk Print/Statistics ~ Ewit
Funds Update

User Access Rights

Welcome to ipcLink ipclink v3.3!
- Database Admin

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

In using ipcLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donors.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin Bulk Print/Statistics  Bat

Database Admin

Ta Perform 0 -IYearI\,' conversion of recards for submission - I

Rancy -l Browse.. I
Year of Donation - 2017 -

*I Praceed ” Print H Clear

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

Database Admin

To Perform o Yearly conversion of records for submission -
Location C\Users\Users\Desktop
Year of Donation 2017 -
ipcLink 2

You have selected the Year of Donation <2017> and [C\Users'\Users\ Desktop]
as your destination drive. Do you want te continue?

=,

Proceed ][ Print H Clea

e Select <User Admin> and
<Database Admin>.

Note:
Only staff with Administrator access level
can perform the conversion.

e At <To Perform>, select <Yearly
conversion  of  records  for
submission>.

e C(Click <Browse> to select the
designated drive and folder to save
the conversion file.

e Select <Year of Donation> for the
donation records to be converted.

e  C(lick <Proceed>.

Note:
Click 0 for more information.

e Confirm the Year of Donation and
destination drive. Click <Yes> to
proceed.
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1. Download and install ipcLink Application > 2. Set-up

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

e Confirm the number of records to

. be converted. Click <Yes> to

Database Admin proceed

To Perform e Yearly conversion of records for submission -
Note:

Location C\Users\Users\Desktop Browse.. System will round up each record with
cents to a dollar.

Year of Donation 2017 -

Date of Donation From | I | To | I |

File Name |

Records to be converted and ocutput in the file:
Total no of donors: 1
Total no of records: 1
N Total amount of denaticn in database: $505.25
P ed Print Cl
I roce I [ rn ] I sar Total amount of donation in .don file: $506.00

N

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

e Click <Yes> to proceed.
Database Admin

Note:
To Perform o Yearly conversion of records for submission - ConVerSiOI’] Of reCOFdS can only be
Pt C\Users\Users\Deskiop [ — ] performed once. Hence, ensure all
donation records have been entered in
Year of Donation 2007 M the ipcLink Application.
Date of Donation From | Iy | To | I/ |

File Name | |

| | iz

Please confirm if the information is correct. Proceed to convert the records?

-l ves |[ Mo

I Proceed I[ Print ” Clear
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Home

Database Admin

To perform €D

Location
Year of Donation
Date of Donation

File Name

Tax Deductible Donatiens

Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

Yearly conversion of records for submission -

Browse..

Ci\Users\Users\Desktop

2017 -

From | I | I ‘

Conversion for the year <2017> has been completed. The converted data
is cutput to CiUsers\Users\ Desktop17301117DOMNS0000000.don
| Proceed | l Print I [ Clear Please proceed to submit this file to IRAS via mytax.iras.gov.sg
a5 ipclink v3.3 =n Hel(T|
ipcLink Conversion Report
Nams of Organisation I
Tax Reference No I
Year of Donation 2017

Report printed.

Tax-Deductible Donations

Total no. of donors 1
Total no of donation 1

Total amount submitted 3506.00

the
the

Conversion is completed and

converted data is saved to

designated file location.

e Click <OK> and a report will be
printed.

e Conversion report printed. Click
<OK> to proceed.

Note:
The file has yet to be submitted to IRAS.
Log in to myTax portal to submit the file.
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4. Submission

N
waoery

At myTax Portal
! Announcement:  wisekiymainienancehous Sispagoce Uine): e Select Log in for <Business Tax

Wod 2:00 AM - 6200 AM | Sun 2:00 AM - §:30 AM 8
Matters with Corppass>.

Login to myTax Portal
Note:

] .% : Only staff authorised with ‘Approver’
' role for the “SUBMISSION OF

DONATION RECORDS" e-Service will be
' Iedentiosn ¥ able to submit file to IRAS.

> Client Notice of Transfer

Singpass app Password login LOgin USing:
- e Singpass App, or
Scan with Singpass app oo e Password login
to log in )
- ~ singpass ID

OR - Password

o .
LT-1 "'L o Forgot Singpass ID Reset password

——singpass——/

Register For Singpass
Don't have Singpass app? Downlodad now
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1. Download and install ipcLink Application 3. Preparation

7 e Mouse over to <More>.
Singapore Government

Integrity - Service - Excellence . .
e C(lick <Download Donation

Application & Submit Records>.

INLAND REVENUE
AUTHORITY Feedback | Technical FAQ 7o 2 171

OF SINGAPORE

E Email Us v 8 Account v E" Logout

(myTax Mail)

1y Overview GST v Employers v

e-Submission
Download Donation Application & Submit Records I

Others
Submit Document

Download Donation Application & Submit Records e Under the Submission section, click
<UPLOAD FILE>.

Download Application

Download ipcLink Application to record tax-deductible donation details and generate _
. . o . " DOWNLOAD IPCLINK
file for submission. Suitable for IPC without any supporting software.

Download Offline Validation Program (OVP) to validate records and generate file for
_ . 5 - DOWNLOAD OVP
submission. Suitable for IPC with your own customised software.

Submission
= (D)

Upload donation file generated from ipcLink or OVP.

Upload Donation File e  Click <SELECT FILE>.

< Back to Donation Main Menu

1. File Upload

This function allows you to upload the file which you have prepared offline (on your local machine) to IRAS.

This file to be uploaded must be a .don file generated by using the ipcLink Application or Donation Offline Validation
Program.

Supported File Type .don
Maximum File Size 10.00 MB

Select a file to upload -

Select the year of information ending 31 Dec

2017 v

UPLOAD
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1. Download and install ipcLink Application > 2. Set-up

= Choose File to Upload

=

mv‘- Desktop »

Organize *  Mew folder

W Favorites o phame

[ +4 ][ Search Deskiop »

=~ 0 @

Size Ttem type

e Select the ‘don’ file that was
generated from the ipclink
Application and click <Open>.

& Downloads I,_‘ 17150118D0NS50000000.den I 2KB DONFile

m

%5 Recent Places
Bl Desktop

=3 Libraries
= Documents

J’ Music

=] Pictures

B videos

File name: ~ | All Files (*.7) -
o

M Comniter

Upload Donation File You will be returned to ‘Upload
<Back to Donation Main Menu Donation File' page. The selected file will

This function allows you to upload the file which you have prepared offline (on your local machine) to IRAS.
Ensure that you have selected the

This file to be uploaded must be a .don file generated by using the ipcLink Application or Donation Offline Validation correct year of information.

Program.

e e S0 « Click <UPLOAD> to submit the fle.
Select a file to upload
@I 17150118DONS0000000.don (1.01 KB) X

Select the year of information ending 31 Dec

2017

Ensure that you have selected the
correct file for submission.

File Submission e Click <YES> to proceed.

Please ensure that you have selected the correct file for submission to IRAS.
Proceed to submit?

Cump[@D]
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1. Download and install ipcLink Application > 2. Set-up

An acknowledgement page will be
displayed once you have successfully

e . e o

Note the Submission Ref No. for future

Upload Donation File & PRINT

Acknowledgement reference.
Successful Submission You may click <DONATION MAIN
MENU> to return to Download Donation

This file has been successhully submitted to IRAS and will be processed within 5 working days. Application &, Syl Padeis page

name of organisation | NN EEEEEEEE o:c-nisation Taxrerno. (NN
Submission Ref Mo, ES18150118DONS5377213748  Duate/ Time 15 JAN 2018 12:15 PM

wame of approver [N

Year Ending 31 Dec 2017

File Mame 17150118DONS0000000.don
File Status SUBMITTED

Haobe

You are encouraged to save a copy of your Acknowledgement for future reference

-l:' DOMATION MAIN MENU ‘:-
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(a) How do | view submission status?

Submission Status

View status of submitted files.

Authorised Person's Details

View or update authorised person’s details.

VIEW [ UPDATE

View Submission Status for Donation ®

< Back to Donation Main Menu

Year Ending 31 Dec #I 2017 v @I

Search Result

1-1of 1 Record(s)

Decti

ES18150118DONS5377213748 FILE UPLOAD 2017

Submission Ref No. 1. Submit viat YearEnding31 Statusti

Date/ Time 14

15JAN 2018
12:15PM

Actions

-

To view your submission status, click
<VIEW> at the Download Donation
Application & Submit Records page.

Select <Year Ending 31 Dec>.

Click <SEARCH>.

List of files submitted will be
displayed.
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Database Administration

(a) Export Data

Welcome to ipclink ipcLlink v3.3!

and generate the file for submission to IRAS.

contain confidential information of donaors.

Home  TaxDeductible Donations  Mon-Tax Deductible Dona

User Admin || Bulk Print/Statistics ~ Exit
Funds Update

User Access Rights

- Database Admin

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details

In using ipclLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink

ipcLink Application ipcLink v3.3

Database Admin

Home  Tax Deductible Donaticns  Non-Tax Deductible Donations  User Admin  Bulk Print/Statistics

To Perfarm 0 -IExport of data

Location

Date of Donation from [/

File Name -

Location CA\Users\Users\Desktop

Year of Donation Year -

Browse..

Date of Donation From 01/01/2017

Te  31/12/2017

File Name IRAS DONATION (2017)

ipeLink (=3

Data has been exported successfully.

mp[ o< ]

e Select <User Admin>, <Database
Admin>.

Note:
Only staff with Administrator access level
can export the data.

e At <To Perform>, select <Export of
Data>.

e C(lick <Browse> to select the
designated drive and folder to save
the backup file.

e Enter Date of Donation From and
To date.

e Enter the file name in the <File
Name> field.

e Click <Proceed>.

Note:
Click o for more information.

e Click <OK>.
e Exported data is saved in .csv file in
the designated file directory.

Note:

The exported data is not the file for
submission to IRAS but for restoration of
database.
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(b) Restoration of Database

Home  Tax Deductible Donations  Non-Tax DeductibIeDona- User Admin I Bulk Print/Statistics  Exit
Funds Update
User Access Rights

- Database Admin

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details
and generate the file for submission to IRAS.

Welcome to ipcLink ipcLink v3.3!

In using ipclLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink
contain confidential information of donars.

ipcLink Application ipcLink v3.3

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
Database Admin

To Perform D -lRestoration of database |
SacShon -l Browse.. l

Year

= ]

Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit

Database Admin

To Perform o Restoration of database -
Location C:\Users\Users\Desktop\IRAS DONATION {201
2017
01/01/2017 01/12/2017

RAS DONATION (2017)

ipcLink 3

Only denation records with date of donation on or after 01.01.2009 will be
restored to ipclink. Records with date of donation prior to 01.01.2009 (if any) will

Cled be cutput in an excel file. Do you want to proceed?

e C(Click on <User Admin> and select
<Database Admin>.

Note:

This function is applicable for ipcLink/
Grantmakers who wish to restore
previous records created from another
computer.

Only staff with Administrator access level
can restore the data that had been
exported.

o At <To Perform>, select
<Restoration of database>.

e C(lick <Browse> to select the
backup file to be restored.

e Click <Proceed>.

Note:
Click ﬂ for more information.

e Click <Yes> to proceed.

Note:

Only donation records with date of
donation > 01.01.2009 will be restored to
ipcLink Application. Records prior to
01.01.2009 will be output to an Excel file.
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Home  Tax Deductible Donations  Men-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
Database Admin
To Perform o Restoration of database -
Location C:\Users\Users\Desktop\IRAS DONATION (201
2017
01/01/2017 01/12/2017
AS DONATION (2017)
ipclink E3
Mo of donation recerds to be restored : 2
Mo of records to be saved in the excel file : Mil
-I Yes | ’ No
Home  Tax Deductible Donations  Mon-Tax Deductible Donations  User Admin  Bulk Print/Statistics  Exit
Database Admin
To Perform o Restoration of database -
Location C:\Users\Users\Desktop\IRAS DONATION (201
2017
01/12/2017
RAS DONATION (2017)
ipcLink E3

Existing database will be overwritten. Are you sure you want to proceed?

01/01/2017 01/12/2017

RAS DOMATION (2017)

ipeLink (=25

Database has been restored. Please re-login.
Mo, of records restored: 2

Clear

mp[ o< ]

Check and confirm if the record
count is correct. Click <Yes> to
proceed.

Click <Yes> to proceed.

Database is restored. Click <OK>
and re-login to ipcLink application.
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(c) Archive Records

Home  Tax Deductible Donations Non—TaxDeductibIeDona- UserAdminI Bulk Print/Statistics  Exit

Welcome to ipcLink ipcLink v3.3!

- Database Admin

Funds Update
User Access Rights

ipcLink is an offline application that allows IPCs/Grantmakers to record tax-deductible donation details

and generate the file for submission to IRAS.

In using ipclLink, it is the responsibility of IPCs/Grantmakers to take appropriate steps to protect and
secure their passwords, information, software and equipment. Access to ipcLink should be only be
given to authorised persons as the information captured by and reports generated from ipcLink

contain confidential information of donors.

ipcLink Application ipcLink v3.3

e Select <User Admin>, <Database
Admin>.

Note:

This function is applicable for ipcLink/
Grantmakers who wish to archive
records after the submission.

Once archival is done, all donation
records for the particular year will be
removed from the database and cannot

be restored.

Home  Tax Deductible Donations

Database Admin

MNeon-Tax Deductible Donations

User Admin  Bulk Print/Statistics  Exit

To Perform e -IArch'wal of records

vI

Year of Donation 2017 -
File Name -I I

Home  Tax Deductible Donations  Mon-Tax Deductible Donations

Database Admin

To Perform o Archival of records

Location C\Users\Users)\Desktop

Year of Donation 2017 -

File Name IRAS DONATION (2017)_ARCHIVED

User Admin  Bulk Print/Statistics  Exit

-

Browse..

ipclink

Are you sure?

Archival will delete donation records for the year <2017> from the database.

-[ ves || Ne

e At <To Perform>, select <Archival
of records>.

e C(lick <Browse> to select the
designated drive and folder to save
the archive file.

e Select the Year of Donation to be
archived.

e Enter the file name in the <File
Name> field.

e C(lick <Proceed>.

Note:
Clickﬁ for more information.

e Click <Yes> to proceed.

e Archived file is saved in .csv file in
the designated file directory.
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(d) Uninstall ipcLink Application

For Windows 10 Users

Recently added

AIS Salary File Validation and Sub...

0 MyoOffice
B cofgure aa
Expand -

Most used

© Google Chrome
W Word 2016
P e Bplorer
XH Excel 2016
0% Outiook 2016

@ raint

AE Access 2016

Life at a glance

Hellven chua's
birthday
Today all day

Friday 22

(-

Microsoft Edge

Play and explore

n © =

Xbox Groove Music  Films & TV

4 @@

Weather Phone Compa...  OneNote

g

File Explorer Recycle Bin

[} |G e

Microsoft Store

314PM

L A =) NG

017

Windows Settings

Network & Internet Personalisation -

WiFi, flight mode, VPN Background, lock scree

Apps

i Apps & features

1.0.0

N

e Click E followed by .

e Clickon <Apps>.

T %
AF ® 3 =
Accounts Time & language Gaming Ease of Access Privacy
mail, sync, Speech, region, date arrator v, high ation, camera
I br
N
N/
Update & security
& Home Apps & features e  Click <Uninstall> to uninstall ipcLink
Find a setting ] ipcLink 1.94 MB Application.
o a st - l 1RAS 30/11/2017
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For Windows 7 and 8 Users

Excel 2016
EI PowerPoint 2016
@I Word 2016

0 ClearPass OnGuard

_h | Notepad

Documents
Computer

Control Panel
Command Prompt

@{ Snagit 11 Editor

Donation Offline Validation
Program va.1 Run.

Devices and Printers

Help and Support

| Adobe Acrobat X1 Standard

@ Skype for Business 2016
. Acrobat Reader DC

Sticky Notes

B snagit11

PrimaPDF - Drop Files Here to
Y Convert!

Citrix Receiver

qD Symantec Endpoint Protection

7-Zip File Manager

BT o

»  AllPrograms

&= » conolpenel +

Adjust your computer’s settings Viewby: Category ™

gl  System and Security User Accounts
5 Review your computer's status
Back up your computer

Find and fix problems

@ Change account type

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound ﬂ Clock, Language, and Region
@
</

. : - Change keyboards or other input methods
View devices and printers ’

Add a device

Change display langusge

Ease of Access
LetW

Uninstall a program

&t programs

suggest settings
visual display

@\J"ﬁ } Control Panel » Programs  Programs and Features

Control Panel H .
ontrol Panel o Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
@) Turm Windows features on or
Bt R

Install a program from the

Publisher Installed On _Size. Version
network
IRAS 6/7/2017 282 MB_10.0

Click 9 and select <Control
Panel>.

Under Programs, click <Uninstall a
program>.

Select  <ipcLink>  and  click
<Uninstall> to uninstall ipcLink
Application
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Contact Information

For enquiries on this user guide, please call 1800 356 8015 or email data mgmt@iras.gov.sg.

Published by

Inland Revenue Authority of Singapore

Published on 28 Dec 2021

The information provided is intended for better general understanding and is not intended to
comprehensively address all possible issues that may arise. The contents are correct as at 28 Dec 2021
damages, expenses, costs or loss of any kind however caused as a result of, or in connection with your use
of this user guide.

While every effort has been made to ensure that the above information is consistent with existing policies
and practice, should there be any changes, IRAS reserves the right to vary its position accordingly.

© Inland Revenue Authority of Singapore
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