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Workshop Overview

1. Initialize of New Year

This is a compulsory step. It creates payroll calendar for year
2026. Without this step, users will not be able to apply leave

or plan duty roster in advance or process 2026 payroll.

2. Bonus Processing

There are two types of Bonus Processing. Bonus can be

processed during year end 2025 or early 2026.

3. IRAS Year of Assessment (YA) 2026

A separate application to generate income tax data for payroll

and non-payroll related items.

e Two types of submission.

e E-Submission or Manual Submission.
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Highlights for 2026
1. CPF changes in 2026 (Check before processing 202601 Payroll)

For more information on CPF Changes:
https://www.cpf.gov.sg/employer/infohub/news/cpf-related-announcements/new-contribution-rates

a. CPF Ordinary Wage ceiling increases from $7400 to $8000

Times Software Pte Ltd | 2025 Edition

Max EE CPF $8000 x 20% = $1600
Max ER CPF $8000 x 17% = $1360

g SINGAPORE CPF SETUP

Standard | I Hatgl

Type [CLA551 _| |5ingaporean: (1) Age from :0 To:35

‘ Employee's wages Employer's contribution

Age (& From ¢ Above I_U To IE

Employee’s contribution

N.A

Not Exceeding | 50.00

N.A

Exceeding 50.00 000 +(] 01700 * [ Total Wages - | 0.00 J)
But
Not Exceeding | 500.00

[

0.00 +[| 0.0000 * [ Total'Wages - 0.00 )

Exceeding 500.00 000 +(| 01700 * [TotalWages - | 0.00 ))
But
Not Exceeding | 750.00

500.00 ))

000 +(| 0.6000 * [ Total Wages -

Exceeding 75000 || 17.00 %0w+| 17.00 Z&w [ 2000 xow+| 2000 %aw
max = 1360.00 max = 1600.00
- -« > » - o

b. CPF contribution rates changes for employees aged above 55 to 60

ER CPF 16%
EE CPF 18%

g SINGAPORE CPF SETUP
Standard | FIX Hatel

IType _I |Singapurean . [4) Age from :55 To:B0

‘ Employee’s wages Employer's contribution

Age |+ From (~ Above IE To IE

Employee's contribution

N.A&

Not Exceeding 50.00

N.A

[ 5000 | 000 «(| D600 * [TotalWages - | 0.00 ]

"500.00

Exceeding
But
Not Exceeding

I

= 0.00 )

000 +(| 0.0000 * (Total\Wages

Exceeding | 500.00 0.00 +[| 01600 * [ Total'Wages - | 0.00 )
But
Not Exceeding | 750.00

0.00 +|| 0.5400 * [ TotalWages - | 500.00 ]

| 18.00|%0w+| 1300 %A&wW

Exceeding | 750.00 16.00) XDW+| 16.00 % AW
max = 1280.00 max = 1440.00
- - > [ 2} -~ [ ]-.L Eluse
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c. CPF contribution rates changes for employees aged above 60 to 65

ER CPF 12.5%
EE CPF 12.5%

g SINGAPORE CPF SETUP
Standard 1 FIX Hatel

[vee

J |Singaporean . [5) Age from :E0 Ta:65

Employee's wages Employer's contribution

Age & From ( Above 'ﬁ To IE

Employee's contribution

NA

Nat Exceeding 50.00

N.A&

Exceeding 50.00 000 +(| 01250 * [Total'Wages - | 0.00 ) |
But
Naot Exceeding | 500.00

0.00 +[[ 0.0000 * [Total'Wages - 0.00 )

Exceeding 500.00 000 +(| 01250 * (Total'Wages - | 0.0 )) | 000 +(| 03750 * [ TotalWages - | 500.00 ))
But
N:l Exceeding 750.00
Exceeding 750.00 | 12,5n|z:nw4 1250 %AW :;DW+ 1250 %AW
max = 1000.00 max = 1000.00
I N L S (] L Close
2. Shared Parental Leave (SPL) changes
From 1 April 2026: parents will be granted 10 weeks of shared parental leave
The 10 weeks of leave is provided on top of GPML and GPPL entitlements.
Procedures to grant shared parental leave:
1. Proceed under Leave Application > Leave Adjustment Record.
2. Select Leave Code: Shared Parental Leave (SPL)
3. Indicated the effective date, number of days and remarks.
G Leave Adjustment Records — O X
Employee Code 003 v | Employee Name ‘Christy Chong (PR1 Paid PR_ER) jil
Leave Code Effective Date Day Hours Expiry Date Approval Remarks
|SF‘L J ‘EH-E‘J 2026 J | 10 | | J |.~'~.[19m:wx‘e::\ Y) J I‘S"a'ed Parental (Flexible
Leave Code |Date Days |Hours |Taken|BalanceIForFei1 |A|:lu| BalanoeIExpired Date |[Remarks ~
1 »|SPL 01/04/2026 10 0 10 0 10 Shared Parental (Flexible)

IRAS Changes

2,000 records) regardless of form type.

Submission via API 2.0 (instead of TXT/XML) for those using API.
The allowable submission size per API call will increase (from 800 records to

A new “Revision” method will be introduced for amendments: you can submit a

full replacement record to overwrite previous submissions.

Employers can submit back-year records for up to 4
new API.
Changes in IR8A form.

9)
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years (instead of 2) via the

Employers will no longer need to submit Form IR8S.
Enhanced filing for Appendix 8A up to 10 accommodations.
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Year End Payroll Procedures

a

Update TP8 application and
“ Installation of IRAS.exe (page 6)
‘o ? B
@ Processing Bonus/AWS in Year 2025

(page 15)

Backup of Database (page 41)

(4

Initialize New Year and Leave Carry

loxly
Forward (page 44)

'--

/ Processing Previous Year Bonus in
6 Year 2026 (page 55)

<:
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1.1 Installation Guide
(TIMESPAYS)

Key features added to this version:

e Updated Public Holiday table for year 2026
e Enhanced functionality for TimesPay8 & IRAS (Refer to release notes).
¢ |RAS.exe application for income tax submission.

e Changes in CPF contribution from 1 January 2026

Installation Procedures:

1. Before updating kindly ensure ALL USERS EXIT from the payroll application.

2. Only update both the server and client's PC if the TIMES application is
accessed remotely or installed on the client's PC and the database(s) is
directed to the server.

3. Please refer to the URL sent via email to download the executable file for the
update (URL may varies depending on version):

https://www.timesoftsg.com.sg/updates/payhr8/TP8-2026.exe

4. If you have not received the email, please reach us at
support@timesoftsghelp.zendesk.com to request for the update email.

5. PC will prompt user to select download method.

O,

FREQUENTLY ASK QUESTION
Q: If my software is on the server and | have 5 users mapped to
the server do | need to update 5 times?

A: No, you do not need to update 5 times since you program is
mapped. By updating at any 1 of the pc/server the program will
be updated.
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For Windows User

A window will be prompted at the bottom half
of the browser then select “Save As”
option.

Times Software Pte Ltd | 2025 Edition

am Windows

Do you want to run or save (55.5 MB) from timesoftsg.com.sg?

& This type of file could harm your computer.

Save
Save as

Run Save N

Save and run
I

Locate Desktop and retain the “File name” and select “Save as” and

click on “Save” button.

¥ Save As by l
4 Il > This PC * Desktop v D Search kit
Organize = Mew folder s (7]
i MName Date modified ]
# Quick access
¥ Downloads
& Documents
= Pictures
W
L 4 >
File narme: w
Save as type: Application (*.exe) b
# Hide Folders Cancel
Once the download is completed, locate the following icon on il

the desktop. Double click on icon to continue.

7|Page
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IMPORTANT NOTE!!!

For Windows 10 users, windows defender will prompt the
following message, click on “More Info” then click on “Run
Anyway” or “Run’

Defender Sm an g Vv efender S ed an un zed app from
ting. Running this app °C 3 ste . Running this ) i
More info

Publi
App
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6. The following screen will appear.

o Times Payroll Version — x

Thank you for your support. This is the year end update for the
Times Payroll. The update includes:
- Public Holidays

Destination folder
| :\TIMESOFT\TP8\| v Browse. ..

Extraction progress

cce

A

IMPORTANT NOTE!!!

If the destination folder is indicated wrongly, application will not
be updated.

9|Page
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O,

FREQUENTLY ASK QUESTION

Q: How to identify your Payroll Application Location?
A: To identify the location, @
[

e |ocate the “TIMESPAY8” icon on your desktop.
e Right click on the icon and select “Properties”. "o

e Click on “Shortcut” tab the location will be reflected under
“Start in:” field:

# TIMESPAYS - Shortcut Properties .
Security Details Previous Versions
General Shortcut Compatibility

% TIMESPAYE - Shortcut

Target type: Application

Target location: TPE

Target: |c:-..T|MEso FT\TP\TIMESPAYS exe |

Start in: |C:'-.TIMESO FT\TPS

Shortout key: ’I‘Hlu:une—‘

Bun: Momal window e

Comment: | |
Open File Location Change lcan... Advanced...

Cancel Aoply

10| Page
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7. Paste the directory from “Start in” to the Destination

Folder, then click on the "Extract” button to proceed.

= Times Payroll Version - x

Thank you for your support. This is the year end update for the
Times Payroll. The update includes:
- Public Holidays

Destination folder
:\TIMESOFT\TP8 “ Browse...

Extraction progress

Cance

8. Upon clicking on “Extract” button, system will prompt for
password. Password is indicated in the Update e-mail.
Enter password and click on “OK” to proceed.

Enter password d

Enter password for the encrypted file:
EPAYSLIPSG.dI

OK Cancel

11| Page
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9. The following window will be prompted:

Confirm file replace X

The following file already exists
EPAYSLIPSG.dIl

Would you like to replace the existing file

| 7,282,176 bytes
| meodified on 28/11/2018 4:49 PM

with this one?

7,282,176 bytes
“|  modified on 28/11/2018 4:49 PM

Yes E  Yes to Al

No No to All Cancel I
Select “Yes to All” button to proceed

10. Upon successful installation, the window will disappear.

O,

FREQUENTLY ASK QUESTION
Q1: How to verify if my version is updated?

A: To verify your version, @
¢ Run the TIMESPAY8 application.  *#

e Ensure the version is 9.9.1 St
q—r TIMES Payroll/Human Resource Ver 99.1 - O X
Code Company Name | Staff No | -
» TIMES SOFTWARE PTE LTD a Company Code
New
Diagnostic
System info |
Total Company 1 Total Staff 9 Licensed Headcount 9999
Remote Server ADS Version 8.10 (ACE 8.10) Data Dictionary " Logon X Exit

12| Page
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Q2: Why my version is not updated after | run the installer?

A2: You have selected the wrong destination folder. You will
need to update the patch again and select the correct destination
folder. Refer to FAQ on page 12 on How to identify your Payroll
Application Location.

COMMON ERROR/ STATUS CODE

e Cannot create TIMESPAYSNETSUBLICENSE.exe or
TIMESPAYS8.exe

B3 Vear Enl Error * x

Some files could not be created.
Please close all applications, reboot Windows and restart this
installation

CRITaCr g Imis-o SO T P TR L ERE

Eutracting IRAS 201 7H. exe

Ewxtracting TIMESPAYEBMETSUBLICEMSE exe

Cannot create TIMESPAYENETSUBLICEMSE .exe
|E:-:tracting TIMESPAYS exe

Destination folder
CATIMESOFTATPE Browsze...

Installation progress

Close Cancel

Possible reasons:

e System detects active user access during the update.
Please ensure all users exit from the application and
repeat the installation procedure.

e User do not have access rights to perform the update.
Please request system administrator/IT to assist with the
update.

13| Page
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e Encounter error 7008 when accessing the system after
update.

AdsTable1: Error 7008: The specified table, memo file, or
index file was unable to be opened.

o]

Possible reasons:

e System detects active user access during the update.
Please ensure all users exit from the application and
relaunch the system again to run the update script before
accessing the system for the first time after update.

e For verification, you may go to the Login Page > System
Info to check on users that are accessing the system.

-] System Information - (] X
System Information | License info Advantage Server information |
TableName lLockType ]LockTypeVameJ )
P|C:ATimesofATPE\MCOMPANY. adt ADS 1
CATimesoMTPE\COMPANY\TSPLIRAS\TSPLIRAS ADD ADS 1
C:ATimesoMTPE\COMPANY\TSPLIRAS\CUSTOM. ADT ADS 1
C:ATimeso M\TPE\COMPANY\TSPLIRAS\ALLOWNCE ADT ADS 1
v
—_—
OSUserLoginName JTSAddress UserName Address DictionaryUser ApplicationlD A
Dennise Koh 0.0.0.0 LAPTOP-CV1AHDES IPC Connection 342 TIMESPAYSNETSUE
v
< >
Diagnostic
System info
v

Total Company 2 Total Staff 26 Licensed Headcount 93999

Remote Server ADS Version 8.10 (ACE 11.10) Data Dictionary Port [UDP}
 Logon

x Exit ‘

e User do not have access rights to perform the update.
Please request system administrator/IT to provide access
or try to run the update script from server.
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1.2 PROCESSING BONUS
(IN YEAR 2025)

This section equips user with the knowledge of processing bonus.

Bonus Processing Procedures:
1. From the main menu, click on Process Payroll, then select

“Bonus Record’.

ﬂ TIMES SOFTWARE (S) PTE LTD = m] X

-
":-‘ ;“’ ‘sl’
UL L : S—

Update Employee Company Setup

1

- s - ]
//"“\8"1 l \ / ? ’ :
sy : _
Process Payroll Payroll Setup

Pay Record
I Bonus Record
Special Record i
Leave Transfer f £
| Claim Transfer Leave Setup

Leave Encashment

Festival Advance

r~ - ]
Process Voluntary CPF 7 S e ’:
Long Service Award oA A | ;

Payroll reports Change Period HR Setup

P §hpport Hotline: 62951998 Email: support@timesoftsghelp.zendesk.com
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2. Bonus Run screen will be prompted:

G Bonus Run for Period 202512

Bonus Code :

Bonus Method

Cut Off Bonus (Mth/Period)
Bonus Factor

default Bonus Factor From Update Employee
if '0" bonus factor entered.

Bonus Payment by
Bonus Amount
Include NPVP or Service Point paid on

Which Period to Pay Bonus

Bonus Calculation by

Contribute Community Funds ?

Leave Exclusion Days
™ Exclude NPL ==
[~ Exclude Sick Leave »=
™ Exclude Annual leave ==
[~ Exclude Absent leave >=

[~ Exclude Hospitalisation leave >=

Bonus Parameter lGroup | Individual | Update Bonus Factorl

|BDNU j

IBy Calendar |

I

[Fixed Amount

[ 80000]

[noT ApPLICABLE |
|separately j
|None j

|YB‘5 -I Rounding Formula

Exclude Bonus Condition
Exclude unconfirmed staff ?

[~ Exclude Employee Hired after
" Exclude Employee Resigned After

— [l x
Report Order by |commuwo&mnnasu‘rmm.«s j
=
Union Setting
Separate Union Table For Bonus Processing V

Union Code : Lo

Clear Record Trial Run

Process

<F4>-Delete code <Insert> - Add Code

16 |Page
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# Bonus Run for Pericd

Bonus Parameter leup l Individual | Update Bonus Fac:tﬂrl

1 Bonus Code : ﬂ Report Order by
Item Explanation Important Remarks
1 Bonus Code: Please DO NOT use BONUSP as

it's a reserved code for Contractual
Bonus for year 2025 which are
paid in the year 2026.

Select appropriate bonus code from the
Allowance/Deduction table.

Use recommended codes which starting with
BONU for example:

- BONUAWS
- BONU

Code starting with BONU is
hardcoded and linked to BONUS
column in the report.

If the allowance code AWS is used,
- BONUADV it falls under the Allowances
column. If the allowance code
contains BONUAWS, it will
automatically fall under BONUS
column in the payroll report.

[ [ Modify Pay Record ] - - O n
Employee # |[EMPO01 | Mame t |JENNIFER TAN | Ml

Leave |Quick Menu| Period =

Py Grosp 1T Other Cycle | Paid |Menthly Period 12 Type: -5 CPFilevy [CLASST

ISR | 2200 Basic Pay | 2100.00 Age: | 47.00 EEFEY riourly Rate | NRFEF
|NPLDay-C | 95.454545] 0.00 0.00 = Allowances / Deductions

[wpLHrc | 12.12| 0.00 000 % [Jcode [pescription [amount [T ]~
|absent-c | 96.92 0.00 0.00 5 |[Maws ANNUAL WAGES SUPPLEMENT  3000.00/A
m Total No Pay leave [ 0.00 B BONUAWS ANMUAL WAGES SUPPLEMENT 2500.00 | A
COAC  CHINESE DEVT ASST, FUND -3.00N
TIMES SOFTWARE PTELTD

PAYROLL DETAIL REPORT AS AT DECEMBER 2025

Basic NPL oT Shift RestDay Allowances GlossWage
NonCPF(AlW)  CPFwage CDAC  SINDA MOSQ EucF | Bonus
Department FIN ( FINANCE DEPARTMENT )
Category  JUNI (JUNIOR )
Employee : ( EMP001 ) JENNIFER TAN
2100.00 0.00 0.00 000 000
0.00 _ 7600.00 -3.00 000 000 0.00 [ 2500.00 Jre-

17 |Page
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2....| Bonus Method j
Item Explanation Important
Remarks
2 Bonus Method: Bonus Proration
method

Select the appropriate bonus method:

- By Calendar: Based on Calendar Year (Jan 2025 to Dec 2025)

- By Pay Period: Based on employee’s pay group’s period
(21st Dec 2024 to 20th Dec 2025)- Cross Month

- By Calendar Periodical: Based on company financial period
(July 2024 to June 2025)

BY CALENDAR BY PAY PERIOD BY CALENDAR PERIODICAL
Period 1 01/01/2025 31/01/2025| Period1 21/12/2024 20/01/2025| Period1 01/07/2024 31/07/2024
Period 2 01/02/2025 29/02/2025| Period2 21/01/2025 20/02/2025| Period2 01/08/2024 31/08/2024
Period 3 01/03/2025 31/03/2025| Period3 21/02/2025 20/03/2025| Period3 01/09/2024 30/09/2024
Period 4 01/04/2025 30/04/2025| Period4 21/03/2025 20/04/2025| Period4 01/10/2024 31/10/2024
Period 5 01/05/2025 31/05/2025| Period5 21/04/2025 20/05/2025| Period5 01/11/2024 30/11/2024
Period 6 01/06/2025 30/06/2025| Period6 21/05/2025 20/06/2025| Period 6 01/12/2024 31/12/2024
Period 7 01/07/2025 31/07/2025| Period?7 21/06/2025 20/07/2025| Period?7 01/01/2025 31/01/2025
Period 8 01/08/2025 31/08/2025| Period8 21/07/2025 20/08/2025| Period8 01/02/2025 29/02/2025
Period 9 01/09/2025 30/09/2025| Period9 21/08/2025 20/09/2025| Period9 01/03/2025 31/03/2025
Period 10 01/10/2025 31/10/2025| Period 10 21/09/2025 20/10/2025| Period 10 01/04/2025 30/04/2025
Period 11 01/11/2025 30/11/2025| Period 11 21/10/2025 20/11/2025| Period 11 01/05/2025 31/05/2025

Period 12 01/12/2025 31/12/2025| Period 12 21/11/2025 20/12/2025| Period 12 01/06/2025 30/06/2025

18| Page
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3....| Cut Off Bonus (Mth/Period) | |
4....| Bonus Factor Ii
default Bonus Factor From Update Employee
if "0" bonus factor entered.
Item Explanation Important Remarks
3 | Cut-off Bonus Change xxxx to current year for e.g. 2025 and yyyy to previous year e.g.
(Mth/Period): 2024
Determines the cut | Example:
off period of the
bonus computation If By Calendar: cut off bonus must be 12 xxxx
based on Bonus Bonus Method |E"-~r Calendar j
Method.
Cut Off Bonus (Mth/Period) E XHHX
By default, it follows
your login period. If Pay period, cut off bonus must be xxxx12:
Bonus Method |EF:..r Pay Period ﬂ
Cut Off Bonus (KMth/Period) KAXX12 -
Company’s bonus follows the calendar- periodical, the bonus cut off will
follow the company’s financial year. For example company’s financial
year is from July to June:
Bonus Method |EI',r Calendar - Periodical j
Cut OFf Bonus (Mth/Period) |7 |yyyy ™f 6 xoox
4 | Bonus Factor: Example:
This defines the To payout 1 month’s salary for AWS, indicate 1 under Bonus Factor.
multiplying factor for | o e o
b plying . if ’0” Bonus Factor is indicated, the “Bonus Factor” value specified in
onus computation. | ” ,
Update Employee” record will be used.
Please refer to screenshot below:
Employee # |EMPO07 | Name |\UDREY PEH ~| & B|d| g auick Menu|
Update lEmpIo',rment] Other ]Conﬂnn&Ten'nination ] Bank ]Addreas] Spouse ]AIIoeredu ] Career 1|}
Employee # |EI'-.-1F'DD? Name [Audrey Peh Pay Group |5.0DAYS -
Hired Date  |17/082015 | 0 month(s) Basic Salary |  4500.00
Birth Date 1710811989 - | 26 year 1 month(s) Increment 0.00
Type |5E—l.1thry Rated-NonOT j Semi-Month 2 W pew Salary ,m
Mid Mth Pay 50 of f 0.00
|Bunus Factor [ 1 Hide Wage Data 2 - Insert Photo
Original | j
Hired Date
19| Page
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Update Bonus Factor

This section allows user to update the employee’s bonus factor in one single window.
This is interlinked with Update Employee > Bonus Factor field, changes made will be
updated automatically.

Once this list is updated, when Bonus Factor is 0 on the parameter page, the system
will process the value indicated based on Update Employee > Bonus Factor.

Update Procedures:

1. Go to “Process Payroll” select “Bonus Record”, then click on “Update
Bonus Factor” tab. Click on “Generate Record” button to generate employee
listing.

2. To remove previous record, click on “Clear Record”. Please note that it does
not remove Bonus Factor indicated in Update Employee.

3. Any changes made to Bonus Factor will automatically be saved and updated to
Update Employee > Bonus Factor field.

4. The system will display a list of employee’s bonus factor:
r, Bonus Run for Period

Bonus Parameter] Group ] Individual| Update Bonus Factor |

I Generate Record I Clear Record ‘

Emp No Employee Bonus Factor
t oo Abdul B ahman Bin Al [MOSE Contribution) 1
|0z John Andrew Smith (10K, [ncome] 25
|03 Chinizty Chang [FR1 Paid PR_ER] 25
|04 Ong Lee Mooi [PR1 Paid CLASST) 1
|00 Jenniter Lim [CPF SHORTFALL) 1
Q08 Emily *+en Fang [Woluntany ER CFF) 4

5. Once the Bonus Factor has been updated, proceed back to “Bonus
Parameter” tab to process the bonus.

A

COMMONLY MADE MISTAKES

This setup will supersede the standard setup on the ‘Bonus
Parameter’ tabs. If ‘Update Bonus Factor’ option is not in use,
please click on ‘Clear Record’ before processing the standard
bonus run.
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This section allows user to enter the bonus amount/ factor by Individual Staff.

Processing Procedures:

1.

Under “Bonus Record”, click on the “Individual” tab.

# Bonus Run for Period

Bonus Parameter] Group [ Individual § update Bonus Fac‘lorl

., Generate Record |

-

Clear Record | 2 . Retrieve Bonus factor from Update employee ?

4 Update Bonus factor to Update Employee? I

2. (Optional) To retrieve the Bonus Factor from Update Employee, please v on

the option.

Click on “Generate Record”

The system will generate an employee listing which allows user to key in fixed
amount or the bonus factor for each staff. Once you are done with the entry,
proceed back to “Bonus Parameter” tab to process the bonus.

¥ Bonus Run for Period - m} x
Bonus Parametar] Group Individual I Update Bonus Factor]
Generate Record ‘ Clear Record | Retrieve Bonus factor from Update employee ? I
Update Bonus factor to Update Employee? I
“Yariable Bonus Code Setting
ariable Bonus 1 Variable Bonus 2
Hours iDays . Variable Variable ~
Emp No |Emp\oy5e Worked Bonus Factor Fix amount Bonus1 Bonus2 |
_|om Abdul Fiahman Bin li (MOS0 Contribution) 0.0 1} 0.0 000 000
|02 John Andrew Smith [10K, Income] 0.00 1] 0.00 0.00 0.00
| 003 Chrigty Chong [PRT Paid PR_ER] 0.00 0 0.00 0.00 0.00
004 Ong Lee Mool [PRT Paid CLAS51) 0.0o0 a 0.0o0 0.00 0.00
_| 008 Jennifer Lim [CPF SHORTFALL] 0.00 0 0.00 0.00 0.00

4. (Optional) Steps to update the bonus factor to “Update Employee” Bonus

Factor field:
a. Tick on the “Update Bonus Factor to Update Employee?” check box.

Update Bonus factor to Update Employee? B

b. Click on “Generate Record” button to update the Bonus Factor.

_+| Name [AUDREY PEH

j M||‘§|ﬂ|ﬂUickHenu|

Update \ Employ.rment] Other ] Confirm & Termination ] Bank ] Address] Spouse ] AIIowaedu] Career 4|}

Pay Group |5 00AYS -

Employee # |EMF’DDF"

Employee # |Er-.-1F'|:I|:I? Mame |,.'l'-,|_|.jr.35:|3.3|-|

Updated from .| 0 montgs) Basic Salary 4500.00
Bonus Record - i j" 26 year 1 month(s) Increment 0.00
Individual Tab ated-NonOT | Semi-Month 7 [V pay Salary 4500.00

Mid Mth Pay | 50

/ 0.00
Bonus Factor 1

Hide Wage Data 7 [

Insert Photo

Original I—L|

Hired Date
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Process Bonus by Group

This section allows users to be able to process the Bonus Run by Group. Group by
refers to options under Update Employee > Career Tab.

Processing Procedures:

1. Under “Bonus Record”, click on “Group” tab.

Bonus Parameterl Group Ilndividual ] Update Bonus Fac:lor]

. . Generate Record ‘ Clear Record ‘ Group by m hd
2. Option available for group by Category Code
inClUdeS: ‘ariable Bonus Code Setting ?ppraisal Code
. |—4| ) ob Grade Code
° Category COde Variable Bonus 1 +=-| “ariable Bonus 2 Classification Code

X

e Appraisal Code
e Job Grade Code
° CIaSSification Code Bonus Parameter Group l Individual ] Update Bonus Fac‘lor]

I Generate Record I Clear Record | Group by |Category Code h

3. Click on “Generate Record” _ _
b tt “Yariable Bonus Code Setting
utton. ariable Bonus 1 ---| Variable Bonus 2 |

4. Key in either of the combination below:
- Bonus Factor, Variable Bonus 1 and Variable Bonus 2 for each group or
- Fix amount, Variable Bonus 1 and Variable Bonus 2 for each group.

5. Once the entry is done, proceed to the Bonus Parameter tab to process the
bonus.

Bonus Parameter Group l Individual ] Update Bonus Fac:tor]

Generate Ftec:ord| Clear Record ‘ Group by |C‘“‘39°“r Code j

Y aniable Bonus Code Setting

Variable Bonus 1 =-=| Variable Bonus 2

Category Description E-,E)U,LSELDEH Bonus Factor Fix amount ;i:_:i:lf gﬁ:—:i:lze
LJUNI JUMIOR Q.00 I 1400.00 0.oo 0.00
_|MGRI MGRIAL Q.00 I a000.00 0.oo 0.00

HOME HOME 0.00 0 000,00 0.00 0.00

A

COMMONLY MADE MISTAKES

The bonus factor in ‘Individual’ or “Group” tab will supersede the
standard setup on the ‘Bonus parameter’ tab. If the group setup is not
used, please click on ‘Clear Record’ and ensure Variable Bonus 1 and
Variable Bonus 2 is blank before processing the bonus run.
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COMMON ERROR/ STATUS CODES

e Either Bonus factor or Fixed Amount are not zero!

If the

Bonus Factor and Fix Amount is used at the same time

‘ Bonus Parameter I Group Individual | Update Bonus Factor |

Generate Record I Clear Record I

Retrieve Bonus factor from Update employee ? r

Update Bonus factor to Update Employee? -

Variable Bonus Code Setting

Variable Bonus 1 Variable Bonus 2

‘ Emp No Employee cvc;ur:‘sedloays Bonus Factor Fix amount ;:::2': ;:::2’; &
X002 John Andrew Srmith (10K Income) 0.0 1/4000 0.00 0.00
|oo3 Chiisty Chong (PR1 Paid PR_ER) 0.00 0 0.00 0.00 0.00
{004 Ong Lee Mooi (PR1 Paid CLASS1] I 0.00. 0 000, 000 0.00
_|006 Jennifer Lim (CPF SHORTFALL) TIMES Payroll/Human Resource Ver X | 000 0.00
_|008 Emily Wen Fang [Voluntary ER ( 0.00 0.00
_|008 Hong i Ping (CPF Excess) | 0.00 0.00
_|003a Hong i Ping (IR8S SAMPLE) | e Either Bonus factor or Fixed amount are not zero! 0.00 0.00
|00 May Van Cleef (STAFF SHOWI} 0.00 0.00
*| Bonus Payment by ﬂ
Item Explanation
5. | Select your “Bonus Payment By:”
- New Base Salary
- Base Salary — Commonly used option.
- New Base Salary (Last year)
- Fixed amount
- + ) . .
New Base Salary + (NWC) NWC = National Wage Council
- Base Salary +(NWC) | (Union Employees)
- Base Salary + (NWC) Last Year ploy
- New Base Salary + (Svspt) ) Svs pt = Service Points. Only applicable to
- Base Salary + (Svs pt) client in hotels industries.
- Base Salary + (Svs pt) Last Year . _
- New Base Salary + (MVC) Only applicable if the company uses
- Base Salary + (MVC) —> MVC as recurring allowance.
- Average Paid Salary > Applies to all Pay Type
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Bonus Payment By
MVC
Employee # [T1] = | Mame [MAY VAN CLEEF (STAFF SHOWING IVC) ~| @4 | B | & | g | Quick Menul
Update | Employment' Other | Confirm & Termination | Bank | Mdressl Spouse AllowiDedu |Career 1 | Pl
. Effective Payment End Sta ~
Code Description Type | Amount Date Date Date Ml
b ve MONTHLY VARIABLE COMPOMNE Amt 300.00
Case 1 — Bonus Run on 202512
New Base Salary
Code Department  |Category |Job Grade  |Ine Date |puumu.
FJOM NOMNE MOME  MOME 01/02/2016 01/02/2016
b [mCR NONE NONE NONE  01/04/2025 01/04/2025

Base Salary
Case 2 — Bonus Run on 202601

New Base Salary (Last Year)

Code Inapmmm Category [Job Grade |ln|: Date Paid Date Obd Pay |hcrmnt
FJOIN NONE MONE  NONE 01/02/2016 01/02/2016  2000.00 0.00
b [mcR MNONE NONE  NONE 01/02/2025 01/02/2025  2000.00  1000.00

|mcr MOME NOME NONE  01/01/2026 01/01/2026 300000  100.00 __ 3100.00
|incr NONE NONE NONE  18/01/2026 18/01/2026 [ 310000 1au_m

* t*

Base Salary New Base Salary
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° | Bonus Amount
Union Setting
Separate Union Table For Bonus Processing [

Lnion Code : i

|
Include NPVP or Service Point paid on |
|
|

L Led Lo

Item Explanation

6. Bonus Amount

This field is applicable when Bonus Payment By:
Fixed Amount is selected under Item 5.

7. Which Period To Pay Bonus
Select which Pay Cycle to pay out the bonus:

- Mid-Month Period: The bonus amount will be lumped into the mid-month cycle.
- End-Month Period: The bonus amount will be lumped into the end-month cycle.
- Seperately: The bonus amount will be seperated and placed into Bonus Cycle.

Always select Separately when processing bonus. This will allow the system to
differentiate the CPF contributions of the bonus pay cycle from regular pay cycle.

8. Bonus Calculation By
Prorate the bonus based on:

- Service Month

Example:

Hired date: 11/05/2025

Cut Off Bonus: 12 - 2025

Bonus factor: 1

Bonus method: By Calendar

Basic Salary: $2,000

Which period to pay bonus: Separately
Service Month Cut Off Day: 15

The bonus will be computed as follows: (8/12) month X $2,000 =S$1,333.33
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Item Explanation
8. - Calendar Days :
Example:

Hired date: 10/05/2025

Bonus factor: 1

Bonus method by: Calendar

Basic Salary: $2,000

Which period to pay bonus: Separately
Cut Off Bonus: 12 — 2025

Exclude NPL= 3 days (Use the “Leave Exclusion” function to further prorate bonus if
staff is on NPL for more than 3 days)

The bonus will be computed as follows:
Total calendar days = 365 days

The bonus will be computed as follows:
Actual calendar days: (22+30+31+31+30+31+30+31) - 3= 233 days
233/365 calendar days X $2000.00= S$1276.71

- Working Days:

Example:

Hired date: 10/05/2025

Bonus factor: 1

Bonus method by: Working Days
Basic Salary: $2,000

Which period to pay bonus: Separately
Cut Off Bonus: 12 - 2025

NPL: 3 days

The bonus will be computed as follows:

Total working days for 5 Days/Week in year 2025: 261 days
Actual working days less NPL days (3)
15+21+23+21+22+23+20+23 -3= 165 days

The bonus will be computed as follows:

165/261 working day X S$$2000.00 = $$1264.37

- None: No proration will be done to the bonus amount
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°*|'0" No Cut off Day apply,

10....
12....

Leave Excluzion
[~ Exclude NFL

|~ Exclude Sick Leave

Service Month Cut Off Day

Contribute Community Funds 7

|~ Exclude Absent leave ==

l_
l_
[~ Exclude Annual leave - I_
l_
l_

31" must works for full complete month

11....

| -

- Rounding Fermula |

Exclude Bonus Condition
Exclude unconfirmed staff ? B

| Exclude Emploves Hired after |

| Exclude Emploves Resigned After |

|~ Exclude Hospitalisation leave ==

Item

Explanation

Important Remarks

9.

Service Month Cut-Off Day

This option is only applicable when Service Month
is selected under Item 8.

This is to indicate the cut off day of
a particular month.

‘15’ means that the staff must work
for more than 15 calendar days or
equivalent in the 1%t month from
the hired date, to be considered as
1 service month, otherwise will not
count.

10.

Contribute Community Funds

Option to exclude community fund contribution and
contributes in End Month Cycle only.

Only applicable when Bonus Cycle
is processed before End Month
Cycle.

11.

Rounding Formula

This option rounds the bonus amount based on the
following selection:

- None (Default)

- Round up to Dollar

- Round down to Dollar

- >05=10r05=050r<05=0
- >05=10r<=05=050r0=0

12.

Leave Exclusion

If any of the checkbox is v, system will prorate the
bonus amount according to the leave taken by the
employees.
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Leave Exclusion Days Exclude Bonus Condition 1 3

| Esxclude NFL == I_ Exclude unconfirmed staff 7 e e B
[ Exclude Sick Leave == I_ [~ Exclude Emploves Hired after |
|| Exclude Annual leave = I_ | Exclude Emploves Besigned After |
[ Exclude Absent leave == I_

| Exclude Hospitalization leave == I_

14 15 16—

=
E

Clear Record

Trial Run | Process | <F4»-Delete code <lnsert: - Add Code 1 7 csee j-'L Close

Item

Explanation

Important Remarks

13.

Exclude Bonus Condition

- Exclude Unconfirmed Staff

- Exclude Employee Hired after

- Exclude Employee Resigned After
The system will exclude the staff hired after the
date specified or resigned after date specified.

By default, the system will exclude
all unconfirmed staff.

14.

Clear Record

This option clears processed bonus records in the
Modify Bonus Record.

15.

Trial Run

This option generates a sample bonus report.

Payment will not be generated into
the Modify Bonus Record.

16.

Process

This option process bonus figure into the bonus
cycle.

17.

Close

To return to the main screen.
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1.3 Bonus Import with
EXCel Flle (Supports XLS/XLSX FORMAT)

User whom have prepared an excel file with the finalized bonus payout
amount for individual staff can import them via Bonus/Allowance Data
Import. A 5 C

Prerequisite: The amount column EMP1LOYEE CODE | AMT
001 2.800.00

1
H [13 ” H 2
should not contain “$” sign under 3 7002 10.000.00
4
5

Bonus Amount. The mandatory fields 003 5 50000
are employee code and amount. 004 3,000.00

1. Once the excel file is ready, go under Custom Add-On and select the
“Bonus/Allowance Data Import”.

Bonus/Allowance Data Import
Watrix Report

Message Footer

r

& I
Custom Add-on Access Right Report

Hourly Costing Report
Batch Data Entry
Batch Data Transfer

Increment Run

2. Select the allowance code from the “Code” drop down option.

Process Special Run =

Code BONUAWS ~

Filename [CATimesof TPRBONUS s s

Ceniriade Community Funds ? ["" j

Exclude resigned emploves? [

Fanr Pariod
" Mad Month
" End Month
* Bonus

" Special
T Weeakl

™ Weak?

" Weaki

~ Waeakd

T Weaks

Excel Format
Employee# Column [ﬁ« "~ Amount Column [Et

Clear Recod

Process jL Chosa
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3. Select the excel file from the look up button in the “Filename” field.

¥ Browse X L
Code Lookin: | | | TIMESOFT ~| & @ cf BB
Filename CATimeso| Name - Date modified A I_l'ﬁ'
B3 ALLW.CSV 30/01/2020 11:13 ...
B BONUS.CSV 23/01/2020 5:57 PM
Exclude resigned emplog) B9 EXCEL_REPORT.XLS 07/11/2020 11:43 ...
: {F|EXCEL_REPORTTS.XLS 01/10/2019 11:41 ...
Pay Period BE nMESOFTIRAS 2ip 30/10/2019 4:01 PM o,
" did Month < >
Bl Flename:  [EXCEL_REPORTTSXLS =
" Bonus
¢ Specal Fles of type:  |Allfiles (") | Cancel
T Weekl
" Week2
" Week3
" Weekd
" Weekh
Clear Record Frocess j-'|_ Close

4. Enter column for Employee# and Amount. For example, Employee#
is under Column A and Amount is under Column D of the Excel File.

5. Select the Pay period “Bonus” and click the “Process” button.

Process Specal Run A
Code | TI

Filename CATIMESOFT\EXCEL_REPORTTSXLS =

Contribute Community Funds 7 |Yes  ~

Exclude resigned employee? |

Pay Period
" Mid Month

" End M inth
i+ Bonus

™ Waskl

" Weak? A B D

© Wesk3 BIEMPLOYEMPLOYEE NAME VB 85% of VB
T Weekd
™ Weakhb

001 Abdul Rahman Bin Al (MOSQ Contribution) 4300 3655

Excel Format
Employee# Column |A Arnount Column |0

Clear Recoed Procass _rL Cloza ‘
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6. A confirmation dialog will be prompted to confirm the cycle to import,
Tick on the checkbox and “Import” to proceed.

¥¥ Confirmation Dialog — O X
Bonus Pay Cycle is selected. Please check the confirm box to proceed with the import data ~
j'|_ Close

7. System will prompt Warning “Reprocess Transaction, Do you want to
Proceed? “, Click “Yes” to proceed.

Warning X

Reprocess Transaction, Do you want to Proceed ?

N T

8. When the import is done, system would reflect number of imported
records.

TIMES Payroll/Human R... X ‘

Total Records processed : 9

.................................
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Modify Bonus cycle showing the import of AWS.

I'g | Modify Pay Record ] - Current Period - 202512 Cydle: B I - O X

Employes & 010 | Hame # [May Van Cleet (STAFF SHOWING MVC) | ﬂ

Leave |Quick Menu| Period | 202512 =
Pay Group 570 Other Cyche E S Manth Period 128 Type CPFiLewy CLASS

: [ise T
Age: [ w3 EYEC iicurty at- |ETES

AMlowances / Deductions

Code Description | amounts |1 ~
b - BonUs - 387500 A
EUCE EURASIAN COMMUNITY FUND 500 M
W
CPF Contribution Total Wages

D Emp&ua_mr| 650.00 Total Allowance 0,00
| Emnkr.lgal J75.00 Total Deduction 8,04

B8 SOF 9.6 CPF Wage 375.00
& L [ 000 Gross Wage 387500
a LIKINAL] o

Bank |3E¢ﬂlﬂlbt4 W Save | xc.nul| 1l crose

O,

FREQUENTLY ASK QUESTION
Q: Can my bonus amount in the Excel File be formulated?

A: Yes, system can read columns with formulas.

EMP NO EMPLOYEE NAME VE 85% of VB
'Elm Abdul Rahman Bin Ali (MOSQ Contribution) 4300 3655
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A

COMMONLY MADE MISTAKES
(i) The difference of Pay Period selection:

Contribute Community Funds option is only available when
Bonus Pay period is selected.

Process Special Run Process Special Run

Code | M Code | hd

Filename (CATimesof\ TPB\BONUS.CSY | Filename (C\Timesoft TPE{BONUS.CSY

Contribute Community Funds ? |Yes v

Exclude resigned employee? [ Exclude resigned employee? [

Pay Period Fay Period

" Mid Month " Mid Month
j h ¢ End Month

" Bonus f: s

" Special ¢ Special

" Weekl " Weekl

" Week2 " Week2

" Week3 " Week3

" Weekd " Weekd

" Weekh " Weekh

Clear Record Clear Record
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(i) The difference of Excel format used:

Excel Format will only be available when XLS/XLSX is selected.

Always import with XLS/XLSX format so the Employee Column
and Amount Column are prompted for you to define.

Process Special Run Process Special Run

Code | > Code ~

Filename |CATimesof, TP84BONUS.CSY | Filename |CATimesof, TPB\BONUS XL
Contribute Community Funds ? I‘r’es j Contribute Community Funds ? LF'ES j

Exclude resigned employee? [ Exclude resigned employee? [

Pay Period Pay Period

o Mid Month " Mid Month

" End Maonth

L EndMDnth * Bonus

t+ Bonus; " Special

" Special O Weekl

C Weeki &

" Week3

@  Weekd

" Week3 " ‘Weekh

" Weekd Excel Format

" Weekb Employee# Column |A Amount Column |Ei
Clear Record Clear Record

COMMON ERROR/ STATUS CODE
¢ Unable to locate Employee# EMPLOYEE CODE

Kindly ignore the following message prompt as the excel file
includes header.

Please take note that system is able to import with header.
CHECKING LISTING

MSG

Unaabbir B0 locabe Employeas EMPLOYEE CODE
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e Is not a valid floating point value
Amount column wrongly defined:

If Bonus amount is under column D in the excel report but
Amount Column is defined as B, system will take excel column
B (Employee Name) as amount and will show error.

User should define D in Amount column instead.

EMPLD\_'EMFLOYEE NAME VB 85% of VB
F . . . .

001 Abdul Rahman Bin Ali (MOSQ Contribution) 4300 3655
Code [BORU |

Filensme [CATIMESOFT\EXCEL_REFORT #LS 3|
Exclude resigned employes?

Pﬂ':-" Penod . TIMES PayrollMHuman Resource =

= Mid Month

i End Month Abdul Rahman Bin Al (MOS0 Contribution)” is not a valid float ang point walue

~ Bonug

" Specal 0K

 Waakl Q

 Waak?

T Weakd

~ Weakd

© Weekh

Excal Forrmat

Emploveed Column |A Amount Calumn |B

Clear Rlecond Process _f]_ Close
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1.4 CPF EXCESS
@

FREQUENTLY ASK QUESTION
Q: Why can't the system automatically adjust the CPF Excess?

A: According to the CPF Board, payroll vendors are not allowed
to adjust any CPF Excess automatically from the system. The
rightful way is to write in for the excess contribution.

However, the system can reflect CPF Excess through report. This is only
accurate upon completing December payroll.

Please refer to the link on CPF website to submit a CPF adjustment for
CPF contributions.

https://www.cpf.gov.sg/service/article/how-can-i-apply-for-refund-of-excess-cpf-contribution-paid-
above-additional-wages-aw-ceiling

How can | apply for refund of excess CPF contribution paid
above Additional Wage (AW) ceiling?

From 1 April 2025, if contributions have been made in excess of the AW ceiling, you should apply for
a refund by selecting ‘Refund of payments made for 1 employee/platform worker', followed by the
refund reason ‘Paid CPF above additional wage ceiling’.

This change is designed to streamline the application process, such that the employer only needs to
provide the requested refund amount and payment details for the affected month(s) instead of for
12 months of the year. You can use the AW ceiling calculator to derive the excess amount to be
refunded.

The total refund amount (employer and employee's share) will be refunded to you. You are
responsible to refund the employee's share of CPF contributions (where applicable) directly to your
employee.
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It is important for the payroll officer to view the CPF Variance Reports
located in Payroll Reports > Internal Reports before paying out
December payroll.

: . Internal Reports ] Payroll Department Report
X External Reports ¥ Payroll Cost Centre Report
: IF? Management Reports H ¥TD Departmental Report
= ‘ . ] Advance Management Reports ¥ Y¥TD Cost Centre Report
Payrnll reports Cuick Employee List » Pay-5lip >
Leave Reports > Pay History Report
Graphical Analysis Pay History - Excel Format
Gross Rate Pay Report Career Progression
MSP Report Employee Data Reports >
Hire Confirm Listing Allowance / Deduction »
CQuick Search by Dates Report NPL/Shift/OT/Rest-day ?
Auto Prompting Report e a
Mail Merge Bank Listing
Label Wizard LHP L
CPF Shortfalls Report
CPF Variance Reports

This report reflects employees with CPF excess contributions if there is a
positive value under Employee/Employer variance column.

TIMES SOFTWARE (S)PTELTD
. . Page 10f1

CPF Adjustment Listing

Ordinary Addtonal Sctual Addtional  Contributed Approved Total  Employes Employer
Empioyess CPF CAPPNG  CFF wages Wages Wages Wages CFF Fund Werance  aranoe Warance
003 Christy Chong (PR Paxd PR_ER) SB04035.7 102000.00 10450000 BEOOG.OD IB500.00 300000 351500 35SN5.00 0.00 0.00 .00
006 Junnifer Lim (CPF SHORTFALL) S83E5E2T 1 102000.00 114000.00 TI000.00 4200000 00000  ITTHO00  3ITTL0.00 0.00 0.00 .00
oo Hong ¥i Ping (CPF Excess) SoETELL1 D 102000.00 10414000 S£14000  40000.00 4000000 1848000  2TT40.00 T40.00 I £00.00 340,00
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Q: | would like to auto adjust the

Times Software Pte Ltd | 2025 Edition

CPF Excess, can it be done?

A: If you would like the system to automatically adjust the CPF excess
from December payroll provided if the employee has enough CPF

contributions to deduct from, you can

configure the settings as follows:

To activate the automation, you will need to go under Company Setup >
Company Profile, select CPF MAX Formula: Auto Capping (CPF
excess / Shortfalls), before processing December payroll.

# Company Parameter

company [TIMES SOFTWARE (5) PTE LTD
Address |10 JALAN BESAR
[#1 4-01, SIM LIM TOWER

|'S ingapore

Postal |2DB?37

Home Page URLI

Phone |62951933

Email | sales@timesoftsg.com.sg
CPF A/C# |199804415DPTEDT

Income Tax Nc#h 933044150

Company Bank-l:)l7171 I Branch IEIEII

Bank-AC#|0011234567

SWIFT Code#|

Company Profile () Misc F'arameter| Prorate Allowance| oT Cappingl Misc I Service PaintTabIeI Custom Setting|

Co Registration No [133804415D
MSO/PMBS Scheme |Not Applicable

=l
=l

MVC Scheme |Scheme 1 (AC)

MVC Max [10.00  MyC | v | Def MvT
MVC% Method |Flat MVC - (A1)

Te! [62951338 MSO Max$ |
Fax| MSO AddMaxs|

CPF Voluntary A/C# |

Mso A/ck |
Retired Age I 63 Enable Auto Prompting Report 7]

NSP Code I |
CPFMAX Formula IIAulo Capping [CPF excess / Shortfalls) LI I

Once payroll is processed, to verify CPF excess is auto adjusted, you
can generate the pay history report. In December, the CPF Wages

(OW+ AW) will add up to 102,000.

Employee's code : 009 ( Hong YiPing (CPF Excess) ) Hired Date : 11/12/2013
Department : EDP ( EDP DEPARTMENT )
DOB: 01/01/1980

Currency : SGD

Fund Class: CLASS1
Date of Cessation :

Occupation : PROG ( PROGRAMMER )

CPFTAX Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL

Basic Salary 01 §,000.00 5,000.00 200000 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 78,000.00 °
BONUS * A2 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000  30,000.00
CHINESE DEV'T ASST. FUND N 0 200 200 ~TT0 -200 200 -2.00 200 200 200 200 -200 200 -25.00
Gross Wages 500000 500000 3500000 700000  7,00000 700000  7,00000 7,00000 700000  7,00000 7,00000 7,00000  108,000.00
CPF Wages §,000.00 5,000.00 35,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 108,000.00
Employee CPF -1,00000 -1,00000 -7,00000 -1.40000 -140000 -140000 -1400.00 -1400.00 -1400.00 -1400.00 -140000  -200.00  -20,400.00
Nett Pay 399800 339800 2799700 559800 559800 559600 559800 559800 559800 559600 559800 679800 8757500

Employer CPF 850.00 850.00 5,950.00 1,190.00 1,190.00 1,190.00 1,190.00 1,190.00 1,190.00 1,190.00 1,190.00 170.00 1734000
= A r i L0000, L0000, S.000.00, 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 7,000.00 78,000.00
CPF Additional Wages 0.00 0.00  30,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000  30,000.00
Actual Additional Wages 0.00 0.00  30,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 500000  24,000.00
=S T s 1125 11.25 1125 1125 1125 1125 11.25 11.25 1125 135.00
arned CPF Ord ages £ 000 00 00000 00 00 000 00 700000 000 00 000 00 000 00 000 00 000 00 8 000 00
CPF Wages (OW+AW) 3500000 7,000.00 700000 7,00000  7,00000 700000  7,00000 700000  1,000.00  102,000.00
Total CPF 1,85000  1,85000 1295000  2.580.00 259000 259000 259000 259000 258000 258000  370.00  37.740.00

38| Page

The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change /

amend without prior notice given to clients.



TIMES

SOFTWARE Times Software Pte Ltd | 2025 Edition

FREQUENTLY ASK QUESTION

Q: How to check for CPF Excess?

A: Generate the Pay History Report. When Ordinary wages
increase, Additional wages capping decrease.

Employee's code : 009 ( Hong YiPing (CPF Excess) ) Hired Date : 11/12/2013
Department : EDP ( EDP DEPARTMENT ) Occupation : PROG ( PROGRAMMER )
DOB: 01/01/1980 Fund Class: CLASS1
Currency : SGD Date of Cessation :
CPF TAX Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
Basic Salary 01 5,000.00 5,000.00 5,000.00 9,000.00 9,000.00 8,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 0.00 87,000.00
BONUS * A2 0.00 0.00 30,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 30,000.00
CHINESE DEV'T ASST. FUNDN 0 -2.00 -2.00 -3.00 -3.00 -3.00 -3.00 -3.00 -3.00 -3.00 -3.00 -3.00 0.00 -31.00
Gross Wages 5,000.00 5,000.00 35,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 0.00 117,000.00
CPF Wages 5,000.00 5,000.00 35,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 0.00 117,000.00
Employee CPF -1,000.00 -1,000.00 -7,000.00 -1,480.00 -1,480.00 -1,480.00 -1,480.00 -1,480.00 -1,480.00 -1,480.00 -1,480.00 0.00 -20,840.00
Nett Pay 3,998.00 3,998.00 27,997.00 7,517.00 7,517.00 7,517.00 7,517.00 7,517.00 7.517.00 7,517.00 7,517.00 0.00 96,129.00
Employer CPF 850.00 850.00 5,950.00 1,258.00 1,258.00 1,258.00 1,258.00 1,258.00 1,258.00 1,258.00 1,258.00 0.00 17,714.00
CPF Ordinary Wages 5,000.00 5,000.00 5,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 9,000.00 0.00 87,000.00
CPF Additional Wages 0.00 0.00 30,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 30,000.00
Actual Addttional Wages 0.00 0.00 30,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 30,000.00
SOF 11.25 11.25 1125 11.25 11.25 11.25 11.25 11.25 1125 11.25 1125 0.00 123.75
Earned CPF Ord Wages 5,000.00 5,000.00 5,000.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 0.00 74,200.00
CPF Wages (OW+AW) 5,000.00 §,000.00 35,000.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 7,400.00 0.00 104,200.00
Total CPF 1,850.00 1,850.00 12,950.00 2,738.00 2,738.00 2,738.00 2,738.00 2,738.00 2,738.00 2,738.00 2,738.00 0.00 38,554.00
CPF TAX Jan Feb Mar Apr May Jun
Basic Salary 01 5,000.00 5,000.0 5,000.00 9,000.00 9,000.00 9,000.00
BONUS * A2 0.00 30,000.00 0.00 0.00 0.00
CHINESE DEV'T ASST. FUNDN 0 -2.00 2.0 -3.00 -3.00 -3.00 -3.00
Gross Wages 5,000.00 5,000.00  35,000.00 9,000.00 9,000.00 9,000.00
CPF Wages 5,000.00 5,000.00  35,000.00 9,000.00 9,000.00 9,000.00
Employee CPF -1,000.00 -1,000.00 -7,000.00 -1,480.00 -1,480.00 -1,480.00
Nett Pay 3,998.00 390800  27,997.00 7,517.00 7,517.00 7,517.00
Employer CPF 850.00 850.00 5,950.00 1,258.00 1,258.00 1,258.00
CPF Ordinary Wages 5,000.00 5,000.00 5,000.00 9,000.00 9,000.00 8,000.00
CPF Additional Wages 0.00 0.00  30,000.00 0.00 0.00 0.00
Actual Additional Wages 0.00 0.00  30,000.00 0.00 0.00 0.00
SDF 11.25 11.25 11.25 11.25 11.25 11.25
Earned CPF Ord Wages 5,000.00 5,000.00 5,000.00 7,400.00 7,400.00 7,400.00
CPF Wages (OW=AW) 5,000.00 5,000.00  35,000.00 7,400.00 7,400.00 7,400.00
Total CPF 1,850.00 1,850.00  12,950.00 2,738.00 2,738.00 2,738.00

Scenario on CPF Excess:

i. Change of age group. Where contributions are more than the
compulsory contributions (pegged to a CPF rate which is higher than the
rate for each age group of your employees) under the CPF Act

ii. Irregular Basic and Huge bonus payout. Where contributions on total
Additional Wages are more than the difference between $102,000 and
OW subject to compulsory CPF contributions.
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1.5 Initialize New Year

Initialize New Year is a compulsory step. The objective of this
feature is to:

Changes in CPF OW Ceiling and Contribution rates for
older worker from 1 January 2026

Create employees working calendar for year 2026.
Creating public holiday table for year 2026.
Carry forward unconsumed leave to year 2026.

A

IMPORTANT NOTE!!!

Employees can only apply leave for year 2026 after Initialization of
New Year. This is a mandatory step if employees would like to plan
2026 leave in advance via the Times Leave System.

Users who are not using the leave module will also have to
initialize the new year.

Initialization of new year can be done many times as system will
take the latest records.

For those who wish to allow employee to apply 2026 leave in
advance, under leave carry forward leave methods, please use
‘None” method. This is to avoid incorrect carry forward balance as
2025 leave is still open for application.
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1.5.1 Backing Up of Database(s)

It is highly recommended to perform a backup before the
initialization of New Year.

Backing up Procedures:

1. ENSURE ALL USERS LOGOUT FROM THE TIMES
APPLICATION. (INCLUDING E-MODULES), otherwise
backup will not be complete.

2. Select company from login screen and click on the
Diagnostic button:

¥ TIMES Payroll/Human Resource — a >
Company Name Staff No | L
pRE NI TIIES SOFTWARE (S) PTE LTD g| | CompanyCode
Delete
MNew
System info
L
Total Company 1 Total Staff 8 Licensed Headcount 93939
Local Server ADS Version 8.10 {ACE 8.10) Data Dictionary «" Logon x Exit ‘
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3. Click on the “Backup” button.

Database Maintenance hod

R euser

Bestare

Cptimize | j"L Cloze

4. By default, the backup is stored in the TP8 folder. You could
select your preferred location drive to store back up folder
by clicking on the “Folder” button. After selecting the
filename click on “START” button to commence backup

process.

Payroll Backup Utilities [TIMES]

Filename |CATIMESOFTATPE\BACKUPATIMES Wednesday, October 26, 20220213 PM.ZIP

Backup ADM files? v

5. Repeat steps 3 to 5 if you have more than one database.
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O,

FREQUENTLY ASK QUESTION
Q: If | have web modules, how to make sure all users are
logged out to proceed with backup?

A: By using Admin access, go to System > Param Setup page to
tick on the ‘Stop TimeSolution’ and Save to temporarily stop
the web modules access for all users.

(23 b
| SaveAl |
Domain: | https:/fwww times-sg.com
Stop TimeSolution:
Maintenance Message: |Sorry for the inconvenience but we're performing some maintenance at the
moment.
s~
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1.5.2 Initialize of New Year

9,

FREQUENTLY ASK QUESTION
Q: Why am | getting this Error when | login to period 2026017

A: System will prompt an error message when user login to
period 202601 without initializing New Year.

Error X ‘

8 Database not initialised.
¢ System will logon to Period 202512 to perform initialise New Year!
Do you want to initialize New Year?

.................................

Yes | Cancel

FOR CUSTOMERS WITH E-LEAVE MODULE, PLEASE
ENSURE ALL THE PENDING LEAVE(S) ARE CLEARED
BEFORE INITIALIZING THE NEW YEAR.

After backing up the database, you may proceed to initialize the
New Year.
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Initializing Procedures:

1. Login into the “Timespay8” program and select 202512 in
the period field.

Login Enrry
User D : IMASTER
Password : I

Period : [202512 L%ME |

Change
Password

’ Login X Logout |

2. Click on “Utility” button and select “Initialize New Year”.

8 TIMES SOFTWARE PTE LTD - O X

e‘l

" [t
LR s

= e ’&"‘ " Al

Update Employee Leave Application Human Resource | User Password Setup

Change Master Password

T .
f‘?s ' . ‘ Lock/UnLock Period
S - L ave Ut
Process Payroll Report Writer eave Ltility
Year To Date Update
Global Change
Initialize Mew Year

Free Field Description

Transfer Employee Record
Mid Menth Advance
g )/ | Import Utility
Payroll reports | Free Text Reminder

N — = Update HSBC Account
Times 30

User ID :MASTER Period: I Cycle: End | Emp Size : 13 Query: ALL Status: Unlock ECompany:TRG

\ Ensure period is 202512
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3. Make sure the database year is 2026

¥ Initialize New Year — [l X
Database Year 2026
To round Carry Forward Annual Leave 7 |N0l Round Ll
Carry Forward Leave Methods |One Yearfwithout B/F) |
Cary Forward Leave Method to excludes Annual Leave Adjustment [
Initialize Employee's Cost Centre Allocation T able [

B/F Leave Report ‘ _______ q/ UK fl_ Close

4. Select rounding method for the C/F leave
- If rounding is not required, select Not Round.
- To round carry forward leave, select Round.
Rounding method used is >0.5:=1 or <0.5:=0 or 0.5:=0.5

Case #1 Case #2 Case #3

Carry Forward Leave: 12.27 | Carry Forward Leave: 11.50 | Carry Forward Leave: 15.51
Round: 12.00 Round: 11.50 Round: 16.00
Not Round: 12.27 Not Round: 11.50 Not Round: 15.51

A

IMPORTANT NOTE!!!

Please note that the rounding only works for carry forward leave.
To round prorated annual leave, select method from Leave
Setup > Leave Administration > Current Leave.
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Carry forward leave methods:

Al [Balance Leave)

One earMithout BAF)

b amirmum D ays CAF[Manual)

b amirnurn Day CAF [Allocation)

Mone

b axirmum D ay CAF [By Percentage)

b amirnurm Day CAF [Allocation By Service ear|

Current vear CAF with Accurnulated BAF
e = |_:,-"

Balarce C

e All (Balance Leave) — This option carry forward ALL leave balance
to the following year.

- Current Year Screen capture

Hired Date |15/01/2015 Terminated Date Leave Scheme [NONE Department  |JUNIOR DEPARTME!
Cur, Year YTD Total
Code Description Full Adjustment Entitlement BF Forfeit Entitlement Entitlement Taken Balance
JANNU = ||ANNUAL LEAVE [14.00 | 000 1400 | 1055 | [14.00 |24.55 |7.00 [17.55

-Following Year Screen capture

Hired Date |15/01/2015 Terminated Date Leave Scheme |NONE Department  |JUNIOR DEPARTME!
Cur, Year YTD Total
Code Description Full Adjustment Entitlemeng BF Forfeit Entitlement Entitlement Taken Balance
JANMU  ~||ANNUAL LEAVE [14.00 | 000 | 1400 || 17.55]] [1.00 [18.55 |0.00 |18.55

e One Year (Without B/F) — This option carry forward current year
earned leave. Unutilized BF from previous year will not be carry

forward.
- Current Year Screen capture
Hired Date |15/01/2015 Terminated Date Leave Scheme|NONE Department | JUNIOR DEPARTME!
Cur, Year YTD Total
Code Description Full Adjustment Entitlement BF Forfeit Entitlement Entitlement Taken Balance
JANNU ~ ~|JANNUAL LEAVE [14.00 | 000 |  14.00 | 1055 | [14.00 |24.55 |7.00 [17.55

-Following Year Screen capture

Hired Date |15/01/2015 Terminated Date Leave Scheme |NONE Department  |JUNIOR DEPARTME!
Cur, Year YTD Total
Code Description Full Adjustment Entitlemeny BF Forfeit Entitlement Entitlement Taken Balance
ANNU  ~|[ANNUAL LEAVE 14.00 0.00 [ 14.00 § 14.00 [7.00 [21.00 J0.00 21.00
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e Maximum Days C/F (Manual) — This option carry forward leave
based on number of leaves the user define or the actual annual
leave balance, whichever lower.

Case #1 Case #2 Case #3

Annual Leave Balance: 7 | Annual Leave Balance: 10 | Annual Leave Balance: 16
days days days

Max Carry Forward: 10 days | Max Carry Forward: 10 days | Max Carry Forward: 10 days

BF in the following year: 7 BF in the following year: 10 BF in the following year: 10
days days days

e Maximum Day C/F (Allocation) — This option carry forward leave
based on number of days specified in “Current Year Carry Forward”
column under Leave Setup > Leave Allocation.

Entitlement Allocation

Leave Scheme [|LY_SCHE1 |

From To Entitlement| Curent Year
Years Years Days Carry Forward
n 1] 1 7 7
n 1 2 a a
n 2 3 9 9
a 3 93 10 10
Cur, Year | YTD Total
Code Description Full Adjustment Entitl BF Forfeit Entilement Entitlement Taken Balance
ANNU  ~|[ANNUAL LEAVE 14.00 0.00 14.00 | 10.00 | |7.00 17.00 0.00 17.00
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e Maximum Day C/F (By Percentage) — This option carry forward
based on the percentage of days as specified in “Current Year
Carry Forward” column under Leave Setup > Leave Allocation.

Entitlement Allocation

Formula:
Percentage multiplied by ~ LeaveScheme (Lv_SCHE2  ~|
number of Entitlement

Days From To Entitlement| Curent Year
Years Years Days Carry Forward
1] 4] 12 25
0 — _
25% x 12 = 3 days N . 10 14 =
10 93 16 =]
Cur, Year YTD Total
Code Description Full Adjustment Entitlemen) BF Forfeit Entitlement Entitlement Taken Balance
ANNU | |ANNUAL LEAVE [14.00 | 0.00 14.00 3.00 | |7.00 10.00 0.00 10.00

e Maximum Day C/F (Allocation by Service Year) — This option
carry forward leave based on Service Year.

The service year will always be rounded down. Example: 3 years 5
months become 3 years

Code Description Full Adju Cur. Yr BF Forfeit YTD Total Taken Balance
Entitle Entitle Entitle
ANNU  ~| [ANNUAL LEAVE 100 [ ooof 967 9.0 0.00 [8.05 17.05 8.00 9.05

Entitlement Allocation

Leave Scheme [|LY_SCHE1 |

From To Entitlement| Curent Year
Years Years Days Camry Forward
| 1] 1 7 7
] 1 2 g g
] 2 3 9 9| m—
| K] 99 10 10

¢ None — This option forfeits all balance annual leave.

Cur, Year | | YTD Total
Code Description Full Adjustment Entitlemeng BF Forfeit  Entitlement Entitlement Taken Balance
JANNU  ~|[ANNUAL LEAVE 14.00 0.00 14.00 0.00 | |7.00 7.00 0.00 7.00
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# Initialize New Year — ] X
Database Year
To round Carry Forward Annual Leave ? [Nol Round Ll
Carmy Forward Leave Methods |Dne Year{without B/F) Ll

Cary Forward Leave Method to excludes Annual Leave Adjustment [
Initialize Employee's Cost Centre Allocation T able Iv
B/F Leave Report J oK j.'|_ Close

5. Carry Forward Leave Method to exclude Annual Leave
Adjustment: This option allows user to select whether to

exclude Annual leave adjustment made to carry forward to
2026.

6. Initialize Employee’s Cost Centre Allocation Table:
This option copy current year's the Cost Centre Allocation to
the following year.

Option is ticked on the first time of initialization. Upon
subsequent initialization the option is unticked.

7. Click on “OK” button to continue.
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8. The “Holiday Table” under Leave Setup will be prompted.
The screen reflects the Public Holiday in the year.

5 Leave Setup - O X

Leave Adminstration
Annual Code 2026

Start date [01/01/2026 End date |31/12/2026

Method/Holiday Table }
Holiday Table h

Holiday Description |STATE ‘ A
01/01/2026  New Year's Day
17/02/2026  Chinese MNew Year
18/02/2026  Chinese New Year Holiday
21/03/2026  Hari Raya Puasa
03/04/2026  Good Friday

01/05/2026 Labour Day

27/05/2026  Han Raya Haji

31/05/2026  Vesak Day

01/06/2026  Vesak Day Holiday
09/08/2026 Mational Day

10/08/2026  National Day Holiday
08/11/2026  Deepavali

09/11/2026  Deepavali Holiday
25/12/2026  Christmas Day

I Y Y Y O I O .

<F4> - Delete PH <Insert=/<Right Click> - Insert New PH Proceed to initialise

A

IMPORTANT NOTE!!!

Please verify the PH dates and ensure PH replacement are

insert in the Holiday table.

9. Click on “Proceed to Initialise”, this will start the process.
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A

IMPORTANT NOTE!!!

The processing time may vary depending on the size of your
database. Please DO NOT attempt to perform End Task or
Force Shutdown during this period as it might corrupt the data.

10. Initialize New Year process is only completed when the
“COMPLETED PROCESS!” message is prompted. Click on
“OK” button to continue.

TIMES Payroll/Huma... X

COMPLETED PROCESS!

11. The Leave Carried Forward/Forfeit Report will be
prompted on the screen. This report displays the total leave
carried forward/forfeited.

TIMES SOFTWARE (S) PTELTD
ANNUAL LEAVE CARRIED FORWARD/FORFEIT REPORT

Page 1 of 1
Employee# Name BF From24 ENT n25 Adpust in2s  Taken in25 Forfet25 CF To26
001 Abdul Rahman Bin Ak (MOSQ Con 14.00 14.00 0.00 0.00 14.00 1400
003 Christy Chong (PR1 Paid PR_ER) 900 18.00 000 000 900 18.00
004 Ong Lee Mooi (PR1 Paid CLASS1) 500 1400 000 200 300 1400
006 Jennifer Lim (CPF SHORTFALL) 21.00 21.00 000 000 2100 21.00
008 Emily Wen Fang (Voluntary ER C 16.00 16.00 0.00 000 16.00 16.00
009 Hong Yi Ping (CPF Excess) 1400 1400 000 000 1400 1400
009A Hong Yi Ping (IR8S SAMPLE) 16.00 16.00 0.00 000  16.00 16.00
010 May Van Cleef (STAFF SHOWING M 0.00 1.00 0.00 000 0.00 1.00
012 012 000 9.00 000 000 000 900
013 BEN HUANG 0.00 6.00 0.00 0.00 0.00 6.00
015 AURORA SEE 000 1200 000 1.00 000 11.00
099 099 500 12.00 000 0.00 500 12.00
4455 4455 000 600 000 000 000 6.00
TS002 John Andrew Smith (10K Income) 18.00 1800 0.00 0.00 18.00 18.00
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12. The report can be retrieved after exiting the page by clicking
on the “B/F Leave Report” button. The system only keeps
the latest processed records.

# Initialize New Year — O >
Database Year 2026

Ta round Carry Forward Annual Leave 7 |N0l Round Ll

Cary Forward Leave Methods |U"'e Year[without B/F] Ll
Cany Forward Leave Method to excludes Annual Leave Adjustment [

Initialize Employee's Cost Centre Allocation T able Iv

I B/F Leave Report I V' 0K fL Close

13. Staff can now apply 2026 leave, and user can proceed to
process 2026 payroll after completing the initialize New Year

process.

Steps to Initialize of New Year for Financial Year

For example, the company’s leave period follows company
financial year from April to March:

Initialize of New Year must be done twice. Once in year 202512
and the other in period 202603, to repeat Step 3 to Step 12.
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1.6 Initialize Timesheet

New Year Initialization is required for Timesheet module to
create employees working calendar for the new year.

1. To initialize Timesheet, login to Timesheet module > Shift
Schedule.

Click Work Group drop-down to select all codes. Select all
employee with the checkbox, click Save follow by clicking
Process. Other settings not mentioned herein remain status
quo.

Do not navigate to another page when the process is in
progress. Once the process is done system will reflect
Process Completed message.

(33 (33

IWDrk Group 9 selected s (i I
Department - ALL - i

Employee - ALL -
| pate Range 01/01/2026 To|31/12/2026

Query I Save Process I
Options-

Show Blank Work Group Show Blank Shift Pattern

Emp No Emp Name

2. Once done, please verify the working calendars are
populated accordingly under Timesheet > Individual
Calendar.

kb 23

Work Group - ALL -

Department = ALL =

Employee AG

Date Range 01/01/2026 | To | 31/12/2026

Query Save
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1.7 PREVIOUS YEAR
B O N U S (2025 BONUS PAID IN YEAR 2026)

This section equips user with knowledge on how previous year
bonus are processed.

Processing Procedures:

¥ TIMES SOFTWARE PTE LTD

'ur 3~ 1Y i~ 2 53 |
7»-%‘;; i : pr . ’3’ A

. W Update Employee Leave Application Human Resource

=T Pay Record ‘ . S|
(Jr:\g" Bonus Record / i b

. v i
Process Payroll Special Record i Payroll Setup

Leave Transfer

! Claim Transfer

’# Leave Encashment : A

Modify Record Festival Advance Leave Setup

Process Voluntary CPF

1

Long Service Award

" %
N \ .
Payroll reports Change Period

Sﬁpport Hotline: 62951998 Email: support@timesoftsghelp.zendesk.com

User ID :MASTER lF‘eriod: 202501. Cycle: End l Emp Size : 1 Query: ALL ‘Statusr Unlock !Company:TlMES FAQ]

~

» HR Setup

Please ensure period is 202601
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1. To process a bonus, click on “Process Payroll” button and
select “Bonus Record”

¥ Bonus Run for Period 202601 _ 0 W

Bonus Parameter | Group ] Individual I Update Bonus Factor |

Bonus Code : Ilsonuse v|  ReportOrderby [COMPANY+DEPARTMENT+NAME -
Bonus Method |By Calendar j
Cut Off Bonus (Mth/Period) 12 {2025

2. Select BONUSP under Bonus Code in this case.

3. For the Cut Off Bonus (Mth/Period), please enter as
12/2025.

4. The rest of the setting should follow Chapter 1.2.

A

IMPORTANT NOTE!!!

BONUSP is a reserved code for previous year’s bonus.

According to IRAS only 2025 Contractual bonus paid in 2026 can
be declared as 2025 income.

Non-contractual bonus paid in 2026 must treat as 2026 income.

DO NOT process bonus with BONUSP after 1st March, (or
before February’s CPF cut off deadline by 14" March), as the
bonus will not be accurately reflected on IR8A forms.

Bonuses are assessed in the year that an employee becomes entitled to the bonuses:
i i. Contractual bonuses which are payable in accordance with the terms of a contract of service or a
bonus plan adopted by an employer and which cannot be rescinded by the employer without legal consequences.

i ii. Non-contractual bonuses which can be rescinded by the employer at any time prior to the actual
payment of the bonuses without legal consequences.

For examples of when bonuses are to be declared, refer to www.iras.gov.sg [Taxes > Individual Income Tax >
Basics of Individual Income Tax > What is taxable, what is not > Employment income > Salary, bonus, director’s
fee, commission and others]
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Part 2 — IRAS Submission

i Upon first login, the system will 1
© bring you to this option. You :
./ i must complete this setup |
1] IRAS Setiings | before proceeding. !

I f

' Link existing allowance /!
i deduction codes with their i
¥/ | ! respective Tax Line :

2.) Tax Line gﬁthp S .

E Setup : YES v
' Voluntary CPF WY Does your company
. contributions to i CPF ) have employees with
' Singaporeans ! / Voluntary CPF?
A RS ot o seup [No
|CPF i_ .....................
> e / i Input all taxable !
_____________________ / i benefits such as !
é Fill up the : 1) Recalculate CPF * > . : AccommoQation,
i Interest on CPF ! ¢ I’.ﬁ ] | gar t?eneflts and |
+ refund caused i YES Does the employee >/ p renson i
i by Excess : < have CPF Refund? qualiL In Kind
. contribution. | |, 0 ipes
....................... =<
i ; i NO .
! Zeroize i « YES m Print
i excess/voluntary i E v
! contributionto ! Do any of your
i CPF by || employees have v S
: employer ) benefits which are - ! Displays the !
e i taxable? ] E . Appendix 8A
/! form !
NO ! L e e e e e e = 1
R LI T TP Appendixz B4
;InputtheShare: 4 Do any of your
i Options for | H ) ¢ YES employees have [«
' Appendix 8B ! Share Options?
L e e e = 1 '5]1".“{:';159“
Print NO
A

.................................................

' Displays the ! ' Submits  electronic i

. Appendix 8B ; '. .0 | files to IRAS via API
! : 8B ! | .. !
!Lform ! ) / | Submission or to i

\4

CRIMSON LOGIC

Appendix BB IREA Repor 4.) e-Submiszion
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2.1 Creation of Profile for
IRAS Submission

To declare income tax submission for employees or director
outside of payroll we will have to create the employee’s profile.
The following steps includes how to exclude employee from
monthly payroll processing.

Creation procedures:

Click New to create Employee Profile*** indicates mandatory
fields:

.'ﬁ Update Employee record — O W
Employee [IEEEIN ~| NamgCHRISTIANA JO ~] #| 8| @/ g auick Meny

Update ]Emplwmunt[ Other | Confirm & Termination | Bank | Address | Spouse | Allow/Dedu | Career | Ce 4 | *

% %k %k % %k *k
Employee #|TSPLO10 Name [CHRISTIANA JO Pay Group[5.0DAYS ~

k%

Hired Date |15/03/2019 ~| 8 month(s) Hourly Rat £030. 00
e ourly Rate
Birth Date  |01/12/1962 | 56 year 11 month(s) Increment 2370.00

Type Hourly Rated Paid Weekl »| Semi-Month? W New Salary 8400.00
Mid Mth Pay| 50 o5, [ 0.00
Bonus Faclur| 1 Hide Wage Data? |

Origanal I—EI
Hired Date |nsart Photo |

Progression Data

Departmer [SUPP ~|[supp Category [JUNI ~|JuNi
Cost Centr{NONE - ||NONE Gc:upatll:-[”{:'m' J|N'DHE
Section [NONI - |[NONE Company [NONE - |[TIMES SOFTWARE
Job Grade [NONE - ||NONE Division |NONE - |INONE

Leave/Benefit scheme
Leave [SCH1 =] | Benefit |[EXEC | [EXECUTIVE BENEFIT SCHEME

Working Days/Hours
Days Work'W 5 Daily Rate |‘-“'-'nrklng Day/Mths ﬂ Mationality |SING  ~| Fynd#q [SINDA -
Hrs wmkedrﬂ 2288 NPL Daily |Working Day/Mths =| Race NONE «| Fund#2 -

kkok
ICICPFIFWL

IC #58290943E Other IC 4 CPFiLevy [CLASST  ~|CPF AVC# [58290943 ¢

New | Save | Bemove | Cancel | Change | ﬁ| H| ‘l |- | NI 1 Close
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To avoid processing monthly payroll, go under Confirm and
Termination Tab, select “Exclude payroll” under Stop Payment
Indicator field.

g Update Employee record - ([l X
Employee #0110 _~ | Name[MAY VAN CLEEF (STAFF SHOWING MVC) ~| M| | §| g | Quick Menu|

Update | Employment | Other ~Confirm & Termination | Bank | Address | Spouse | AllowiDedu | Career 4| ¥
Confirm/Termination

Probation By |BY lonth "| Exclude Auto Prompt ? v

Probation Period ﬁ Confirmation Due lm Hired date |16/02/200< 16 year 9 month(s
Notice Period Methodl vl Confirmation On Im Retire Age | 62

Notice Period [ Retire Date  [31/08/2047

: ) Leave
Resignation Reason I 'I e T 01/01/2013 -
Resignation Date I v I Last Payment Date I Previous I El

Employment
Exclude from IRAS? [No = Sta':u;' |F_Acme :I, Leave Scheme

Resignation Remarks |

Recommend NA -
for re-hired

Reason for re-hired |

Date of Notice Stop payment Indicator Exclude payroll -

% %k %k

Stop payment Effective Date "l
Stop payment End Date v|

T

IRAS Check List
App8A - Benefit In Kinds v
App8B -Share Option v
| Save | | Cancel | | | | | | { | j-'L Close

IRAS Check List (Refer to Topic 2.10.5)

Option to let user to generate report for reference.

To prompt user to generate Appendix 8A when benefits-in-kind are provided to the
employees.

To prompt user to generate Appendix 8B when employees derived gains or profit
from Employee Stock Option (ESOP) Plans or other forms of Employee Share
Ownership (ESOW) Plans.
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¥ Update Employee record - O *
Employee | TSPLO10 = | NamgCHRISTIANA JO - | B ] a | g | Quick hkmq

Update | Employment | Other | Confirm & Termination Bank | Address | Spouse | Allow/Dedu | Career | Ce 4|
 Bank Info 1
Bank *** |T1?1 j |I:IES Tampines Centre

Branch [029
Account¥ (0182312891
Reference |

Particulars |

Overmide =
payment mode |MA J

Other Banks |

, Update Employee record . O e
Employee | SPL010 | NamgCHRISTIANA JO -] ﬂ[ B | - | I [ |Qulcl( Monul
Update | Employment | Other | Confirm & Termination | Bank Address | Spouse | Allow/Dedu | Career | Ci 4| »

~Address/C
Alias i Country of Birth INONE vl Ownership Indicato{No vl

Sumame | Update Spouse Address From Employee’s address? [~
Address 123 Tampinese i |

[ro4-99 |
|

I
Postal Code{123456  Phone| Ext | Postal Coddl

k%
Mobidle Phor|62991111 Pager| EmailcJO@timesoftsg com sg

% %
%o;;gp{ma Address | Citizenship | -]
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2.2 Exclusion from IRAS
Submission

To exclude employee(s) from IRAS submission.

Exclude Scenarios:

(i) Foreigners who have left the organisation and Form IR21 has been
filed/ will be filed prior to 1 Mar 2026; and

(ii) Foreigners who are contracted by a Singapore employer to be based
overseas and who rendered their employment services wholly outside
Singapore for the whole calendar year without any physical presence in
Singapore.

Times Software Pte Ltd | 2025 Edition

1. To exclude employee, go under Update Employee Record >
Confirm & Termination Tab.

2. From the “Exclude from IRAS?” field, select “Yes” from the drop
down button. With this, the employee will be excluded from the IRAS
submission.

Update | Employment | Other ~Confirm & Termination |Bank | Address | Spouse | Allow/Dedu | Career 4| ¥
Confirm/Termination

Probation By Wz] Exclude Auto Prompt ? ~

Probation Period '—3 Confirmation Due [W Hired date  |24/03/2017 4 month(s)

Notice Period Method 'l Confirmation On W Retire Age 65

Notice Period [— Retire Date  |14/03/202(

Resignation Reason vl :7{1\;“1 Date [ﬁ

Resignation Date Last Payment Date Previous [—L]

‘ Exciude from IRAS? |Yes ;r;;;t)llfsyment R-Resigned v |Leave Scheme
Resignation Remarks
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2.3 |IRAS Program

To begin, the latest patch must be installed. Please note that
IRAS.exe is a separate application.

This application allows user to generate Income tax documents
(IR8A, IR8S, Appendix 8A and Appendix 8B) as well as E-
Submission files to Crimson Logic and AlIS submission to Inland
Revenue Authority Of Singapore (IRAS).

We also support IRAS API Service with Corp Pass login.

FREQUENTLY ASK QUESTION

Q: How to create shortcut to desktop?

A: To create a shortcut icon, perform a right click on Payroll
application, select “Open file location”.

PayHR Open file location I
FJ ‘ % FRun as administrator
TIMESPAYE = Troubleshoot compatibility

shortcut Pin to Start

You will be directed to the TP8 folder. Search for the “IRAS.exe”,
select the application then perform a right click, select “Send To”
and choose “Desktop (create shortcut)” option.

-
IRAS2022
® Pin to taskbar
# |RAS2022H _ ) . 10,121 KB
estore previous versions
# IRAS2022MCO paoep 10.134 KB
0,134 KB
. . IRAS I Send to I 9 Bluetooth device
Cut - i
Copy B Desktop (create shortcut)
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O,

ADDITIONAL INFORMATION

For client whom are having multi-company version, please use
“Select Company” option to manage subsidiaries within one
login.

Please select company to proceed if the following warning is
prompted upon report generation or import function.

‘Q' Please select Company Code to update share option.

oK

Q: What if | want to submit all companies under same UEN in a
single submission?

A: You no longer can submit together. Please ensure to select
company code before proceeding.

Q: What is in the FAQ icon?
A: It directs to our website where you could access @

our user guides and Income Tax Write Up.

A

IMPORTANT NOTE!!!

User will only be able to access employee’s IR8A details if they
have full access rights to payroll application.

E-FAQ
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Getting Started: e
1. Double click the icon to launch the program.

(]
[RAS-
Shorteut

2. The main login screen will be display on your screen. To
login, select the company by doing a left-click on the
company code. Then click on “Logon” button.

IRAS2025 PROGRAMS X ‘
Code Company Name Staff No | A~
L TIMES TIMES SOFTWARE PTE LTD 12
| |TSPLIRAS TIMES SOFTWARE (S)PTE LTD 14
Total Staff 26
Search | X Exit

3. System will prompt a Login Dialog. Please enter User ID
and Password to proceed. Indicate Income Year to 2025.

Login Dialog ‘

|D;|MASTEFI

Password : I

Y
Income Year | 2025 ;I

Printed Date | 31/12/20205 |

\/ Login x Logout

Print Date is reflected at the bottom of the IR8A form.

DECLARATION (See Explanatory Note 2)
Name of Employer TIMES SOFTWARE (S) PTE LTD
Address of Employer 10 JALAN BESAR #14-01, SIM LIM TOWER Singapore (208787)

gt s 62951998 / HR@TMESOFTSG.COM.Sq| 31/12/2025
Name of authorised person making the declaration Designation Tel No./Email Date
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2.4 IRAS Settings
241 Parameter

This option is crucial as it reflects global settings that will reflect
on IR8A form.

Settings Procedures:

After successful login, the system will prompt “IRAS Parameter
not defined! Please update the setup.”, click “OK” to proceed.

IRAS PROGRAMS X

IRAS Parameter not defined!. Please update the setup.

The system will also automatically link employees with more than
1 profile based on their FIN or NRIC No. Click on “OK” to

proceed.

IRAS PROGRAMS X

Link process done,
Number of record(s) linked: 1

Otherwise, the system will prompt “There is no redundant
NRIC/FIN number found in the database. You need not link
anything.”

There is no redundant NRIC / FIN number found in the database. You need not to link anything.
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After which you will be directed to IRAS Settings screen, system

will copy details from last year. To proceed, kindly verify in the
mandatory highlighted on the right:

|' e' IRAS Parameter Setup - [ 199804415D ] — O X
Setup I
Company Infomation
Type of Organisation |F'livate Sector | Payer's ID Type |UEN - LOCAL COMPANY [ROC) ﬂ
T AI0es Lommsson -
S apment by {Monthly |
Gross Commission for period 20250 v| To 20512 +|

[| Director's fee approval Date |3” 12/2025 "l
Bonus for period |2I32501 v| To |202512 v|

2. 2025 Non-Contractual Bonus declared date on |31 12/2025 ~ |
IR8A Supplimentary Form (If Applicable)
3. Do you have 2024 Bonus that are paid in 2025 [Y/N) ? [Exclude BONUSP) I

For 2024 Bonus paid in 2025 up to | - |

{BONUSP setting Parameter

4. Do you have 2025 Bonus that are paid in 2026 [ Y'/N] ? [For BONUSP Only) I
Other Parameters
Please tick if your D atabase was converted from other payroll software in year 2025 [
NSP Code 1 |MSP - NSP Code 2 | "I up to Period |2II|2512 "I
Eﬂ;:g':g[{grﬁ;;][) &= | s | Auto Compute Residence Value [For Appendix 84 [v
Ovenwrite Benefit In Kind - Cost of Home Leave Passage based on computation from Payroll - Allowance v
5. Authorised person |co|3v KOH|
making the declaration *
o |cE0
Designation

Email address of contact person* |HR@TIMESOFTSG.COM.5G

Tel No |52951993
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@

FREQUENTLY ASK QUESTION

Q: Why | cannot exit from IRAS Settings and system keeps
prompting “Invalid Payer ID!”.

A: This is because the mandatory fields have not been updated.
To exit click on “OK” to return to IRAS Setting page.

IRAS PROGRAMS X

'Q Invalid Payer ID!

Q: What happens if | do not have the details now can | update
the records later?

A: Yes, you can revisit this once you have the details.

A

IMPORTANT NOTE!!!

To make changes to the settings, it can be amended by
accessing the IRAS Settings icon from the main menu.
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Setup |
Company Infomation
Type of Organisation

1. Gross Commission
payment by
Gross Commission for period

Director's fee approval D ate

¥ |RAS Parameter Setup - [ 1998044 15D ] — O X

‘Pn’vale Sector LI

Payer's ID Type |UEN - LOCAL COMPANY (ROC) ~ |

IMonthly |

202501

3NN 272025 v

v| To 202512 |

Item

Explanation

Types Of Organization :

- MlNDEF (Ministry of Defence)

- Government Department ok, vor)
- Statutory Board (+ps, pus, crr, IRAS)

- Private Sector (For-profit organizations)

- Others (Non-profit organizations)

Payer’s ID Type
(Format yyyy = year,
n = numbers,

P, Q, X = alphabet)

UEN-BUSINESS (ROB)

Company registration ID with the following format nnnnnnnnX. E.g
52912345A

UEN-LOCAL COMPANY (ROC)

Company registration ID with the following format yyyynnnnnX. E.g
200312345A.

ASGD - Tax Reference number assigned by IRAS
ITR - Income Tax Reference number assigned by IRAS

UEN-OTHERS- Unique Entity Number Others (e.g.Foreign
Company Registration Number)

Company registration ID with the following format TyyPQnnnnX.
E.g TOBFC1234A

1. Gross commission
payment by :

Indicate if company payout commission by:
- Monthly

- Others

- NA

Gross commission
for period

For company that payout commission monthly indicate period
202501 to 202512.
- User can select the exact period if commission is paid one time.

- User whom do not payout commission please keep the fill as it
is at period 202501 to 202512.

Director’s fee
approval date

Indicate date when company's annual general meeting
/Extraordinary General Meeting (AGM/EGM) is held or approval
date of the director's fee by the board of the company.

For public listed company, if more than one meeting during the calendar year
to approve payments of director’s fees for the same accounting year, enter
the date of approval of the last held meeting;

By default, it is dated to 315t Dec 2025.

68| Page

The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change /

amend without prior notice given to clients.



https://en.wikipedia.org/wiki/Organisation_of_the_Government_of_Singapore#Ministry_of_Education_(MOE)
https://en.wikipedia.org/wiki/Organisation_of_the_Government_of_Singapore#Ministry_of_Finance_(MOF)

TIMES

SOFTWARE

Bonus for period

Times Software Pte Ltd | 2025 Edition

~| To 202512  ~|

|31}12/2D25 'l
IR8A Supplimentary Form [If Applicable)

3. Do you have 2024 Bonus that are paid in 2025 [Y'/N) ? [Exclude BONUSP) [

For 2024 Bonus paid in 2025 up to | v

1202501

2. 2025 Non-Contractual Bonus declared date on

BONUSP setting Parameter
4. Do you have 2025 Bonus that are paid in 2026 [ Y'/N) ? (For BONUSP Only) |

Item

Explanation

Bonus for period

For company that payout multiple bonus throughout the year,
indicate period from 202501 to 202512.

-User whom do not payout bonus please keep the fill as it is at
period 202501 to 202512

. 2025 Non-

Contractual Bonus
declared date on

Default to 31t Dec 2025.

What is contractual bonus?

Bonuses that are payable in accordance with the terms of a contract adopted
by an employer, which cannot be rescinded by the employer without legal
consequences. An example of a contractual bonus is the 13th month
payment, an annual wage supplement.

Do you have 2024
bonus that are paid
in 2025 (Y/N)?
(Exclude BONUSP)

If you have any contractual bonus to be declared payable in
2024 but was paid in 2025.

v to enable this option.

Important Note: The bonus amount will appear in a separate
IR8A form (Supplementary Form).

IRAS YA 2025 DEADLINE

DEC JAN FEB MAR APR MAY JUN JUL AUG 5EP OCT NOV DEC

2024 CONTRACTUAL BONUS

Do you have 2025
bonus that are paid
in 2026 (Y/N)? (For
BONUSP Only)

Companies that payout 2025 bonus in 2026 using BONUSP
code, will have to tick on this option before the bonus amount
could be declared under YA2025.

Contractual Bonus to declared in 2025 but paid in 2026.

v to enable this option.
IRAS YA 2026 DEADLINE

1AM FEE MAR APR MAY JUN JUL ALM: 3EP OCT MOV DEC JAN FEB MAR

—rTTE—

2025 CONTRACTUAL BONUS PAID IN 2026 (BONUSP)
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Other Parameters

NSP Code 1 |NSP

ERIS START-UPs Date
(Share Option only)

Please tick if your Database was converted from other payroll software in year 2025 [

Overwrite Benefit In Kind - Cost of Home Leave Passage based on computation from Payroll - Allowance v

- NSP Code 2 | v up to Period (202512 «

¥ |  Auto Compute Residence Yalue (For Appendix 84) Iv

Item

Explanation

Please tick if your
Database was
converted from
other payroll
software in year
2025

v’ if database is converted from other payroll software with data
migration.

Important Note: OT figures may not be captured into the form IRS8A
if this option is not indicated.

NSP Code 1/
NSP Code 2

e NSP Code 1/ Code 2

Select the previous National Service Pay code used. The default code is
NSP.

e up to Period
Default to 202512.

ERIS START-Ups
Date

(Share Option

Stock options or shares granted from 16 Feb 2008 to 15 Feb 2013 (both
dates inclusive). The grant date must be within the first three years of the
company's incorporation.

only)
Auto Compute When the option is v', system will auto compute Residence Value based
:T:i)srliepnp(;en\c;s:lgi) on user entry when Appendix 8A is generated.

Overwrite Benefit
in Kind- Cost of
Home Leave
Passage based on
computation from
Payroll —
Allowance

When the option is v/, system will capture amount from allowance code
assigned to Home Leave Passage.

The screenshot below shows a sample of how the allowance code is
linked to home leave passage from Tax Line Setup. Once the code is
done, users are not required to enter Home Leave Passage Amount
under Benefits in Kind.

Allowance / Deduction Code Maintenance X

Search Desc: ‘HOM

Sotted by [ALLOW_CODE ~|

Fied Col [0 =

Code ‘

Description

|TAX

Benefit
In Kind

DENT

DIR

ERP

EUCF
EXGRATIA
FwL
GRATUITY

DENTAL REIMBURSEMENT
DIRECTOR FEE

ERP CLAIMS

EURASIAN COMMUNITY FUND
EXGRATIA PAYMENT

FWL DEDUCTION

GRATUITY PAYMENT

0. Not Taxable
3. Director fees
0. Not Taxable
0. Not Taxable
74. Ex-gratia payment§
0. Not Taxable

71 Cratuity

HLP

HOME LEAVE PASSAGE

12_ Benefit In Kinds

Home Leave Passage

HOUSE
INCO

HOUSING ALLOWANCE
INCOME TAX DEDUCTION

63 Allowance - Other
12. Benefit In Kinds
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5. Authorised person ICDEY KOH|
making the declaration *
o |ceo
Designation

Email address of contact person® IHR@T"-TESOFTSG COM.SG

Tel No |52951995

Item Explanation

*Compulsory field

. Authorized person can be company secretary/director, precedent partner,
5. Authorized :
sole-proprietor, manager, honorary secretary/treasurer of Clubs and
Associations, local representative of a non-resident company or a person
authorized by the employer.
*Compulsory field
Designation of the Authorized Person making the declaration.

Email address *Compulsory field

person making
the declaration*

Designation*

of contact Email Address of the Authorized Person making the declaration.
person* Important if you are using auto-inclusion scheme.

*Compulsory field
Tel No Telephone number of the Authorized Person making the declaration.

Important if you are using auto-inclusion scheme.

This option exits the current screen and returns to the main screen. System
will prompt user to save the record before exiting. Click “Yes” to continue.

Confirm >

Save Record 7

After saving the record, system will prompt if you would want to recalculate
CPF.

Warning X ‘

Do you want to RECALCULATE CPF 7

Close |
e W |

System will prompt user to recalculate CPF. In this case, users who would like
to preview IR8A form for checking purposes, can access the report after
recalculating CPF. Please note that this is only feasible if there are no changes
in tax line made to the Allowance/ Deduction Table or you do not have
employees with Voluntary CPF.

 Process End Month Payroll Period : - [m] X

Employee Code [FT0003S ] ok!

Employee Code [TS111 ] ok!

Employee Code [TSPLOOL | ok!
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2.4.2 Linked Employee Setup

This option allows you to link two employee records with same
NRIC or FIN number. In cases where employee resigned and
was rehired in the same year, system will combine both records
as one for submission.

Linking Procedures:

1. Select Linked Employee Setup
2. Click on “Generate” button.

System will auto-generate the record as follows:

£ Linked Employee data record — O X

Employee No |Name Linked to Employee |[Name Hired Date | ~
2 ¥ | Tan Kok Keong (FOREIGN ADDRESS 809 Tan Kok Keong (FOREIGN ADDRESS | 01/01/2013

v

Report ‘ J-'|_ Close

Clear All ‘ Generate

Report function for users to generate the listing for checking

TIMES SOFTWARE (S) PTE LTD

. Page 1
Link Employee Report
EMP_NO NAME LINKTO NAME HIRED DATE
007 Tan Kok Keong (FOREIGN ADDRESS 809 Tan Kok Keona (FOREIGN ADDRESS 01/01/2013

In the event if there are no records linked, the following message
will be prompted:

IRASPROGRAMS X

Link process done.
Number of record(s) linked: 0
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2.5 Tax Line Setup

This function allows the assignment of the tax line to allowance
and deduction codes used in the payroll system for the year. With
this, the amount would be correctly reflected on the employees’
IR8A form.

Mapping Procedures:

1. Click on the “Tax Line Setup” icon.

° 2026 ASSESSMENT FOR YEAR 2025 INCOME. [TIMES SOFTWARE (S) PTE LTD] - O X
B
8A

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup

=)

2.) Tax Line Setup Modify IR8S Appendix 8B
3.) Recalculate CPF * Query CPF Excess/Short Shares Option

IR8A Report 4.) e-Submission EFAQ
User ID :MASTER Emp Size: 10 Query: ALL Company Registration No. : 199804415D
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The allowance / deduction code maintenance table will be
prompted. Ensure used codes are linked to their respective
tax line.

For more information, please refer to the sample IR8A Form
on the next page.

Allowances are no longer required to break down.
Allowances currently tagged to Code 61, 62 and 63 are
combined and reflected under Allowances field on the IR8A
form. There is no action required on the user end. For new
allowance code created, users could tag it to Tax Line 63.

Lump Sum Payment would also link up Allowances tagged
to Code 71 (Gratuity), 73 (Notice Pay by Employer), 74 (Ex-
gratia) and 75 (Gratuity- Others). Likewise, there is no
action required on the user end. For new gratuity code
created users could tag it to Tax Line 75.

Allowance / Deduction Code Maintenance

Search Code Sorted by |ALLOW_CODE ~| Fixed Caol Im
Code Description TAX Benefit
In Kind
M| SDEDNPL NO PAY LEAVE DEDUCTION 1. Gross Salary j
:%F‘UB FWORK/PUBLIC HOLIDAY PAY 1. Gross Salary
| *%RES #REST DAY PAY 1. Gross Salary
&ANL @PAID ANNUAL LEAVE 1. Gross Salary
:&NZ'L @ALL OTHER APPROVED LEAV 1. Gross Salary
_|&HOL @PAID HOLIDAY 1. Gross Salary
_|&MAT @PAID MATERNITY LEAVE 1. Gross Salary
n &NOL @MNOTICE IN LIEU BY EMPLOYER 73. Notice Pay$ ( By Employer)
|&NPL @MNO PAY LEAVE 1. Gross Salary
|&0T @OVERTIME PAY 1. Gross Salary
n &FLE EWORK/PUBLIC HOLIDAY PAY 1. Gross Salary
_|&RES @REST DAY PAY 1. Gross Salary
_|&SICK @PAID SICK LEAVE 1. Gross Salary
@SNSPCPF NSF Variable Allowance 1. Gross Salary
: ACTA ACTING ALLOWANCE * 63. Allowance - Other

<Fd:/<Right Clhck: - Delete code  <Inzert: /<0 ouble Click: - Add Code

=
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YA 2025 and before

FORM IR8A

Return of Employee’s Remuneration for the Year Ended 31 Dec

Fill in this form and give it to your employee by 1 Mar
DO NOT SUBMIT THIS FORM TO IRAS UNLESS REQUESTED TO DO SO

This Form will take about 10 minutes to complete. Please get ready the employee’s personal particulars and details of his/her employment
income. Please read the explanatory notes when completing this form.

Employer's Tax Ref. No. / UEN Employee’s Tax Ref. No.: "NRIC / FIN (Foreign Identification No.)
Full Name of Employee as per NRIC / FIN Date of Birth Sex Citizenship
Residential Address Designation Name of Bank to which salary is credited
If employment commenced and/or ceased during the year, state: Date of Commencement Date of Cessation
(See Explanatory Note 5)
0 planatory Note 9 55 0 se sp d
a) Gross Salary, Fees, Leave Pay, Wages and Overtime Pay 1. Gross Salary
b)  Bonus (nen-contractual benus paid in 2024 and/or contractual bonus) 2. Bonus
c) Director's fees (approved at the company’'s AGM/EGMon ___/__/_ ) 3. Director’s Fee
oth 61. Allowance — Transport
d) ers: 62. All .
/ . Allowance — Entertainment
1. Allowances: (i) Transport $ i) Entertainment $ iii) Others §
o POt e () Entertainment $ .. i 63. Allowance — Others
2..Gross Commission for the period * Monthly and — 4. Commission
3. Pension 5. Pension

4. Lump sum payment
(i) Gratuity $ 71. Gratuity | ‘ (ii) Notice Pay Sl 73. Notice Pay  |Ex-gratia payments | 74. Ex-gratia Payment |

(iv) Others (please state nalure) $

]
(v) Compensation for loss of office § 75. Gratuitv - Other |rom IRAS: "Yes/No  Date of Approval: ..........
Reason for payment: 72. Loss of Office | Length of service within the company/group:
Basis of arriving at the payment: is insufficient)

YA2026

FORM IR8A

Return of Employee’'s Remuneration for the Year Ended 31 Dec 2025
Fill in this form and to your employee by 1 M
DO NOT SUBMIT THIS FORM TO IRAS UNLESS REQUESTED TO DO SO

This Form will take about 10 minutes to complete. Please get ready the employee’s personal particulars and details of his/her employment
income. Please read the explanatory notes when completing this form

‘ Employer's Tax Ref. No. / UEN Employee’s Tax Reference. No.: *NRIC / FIN (Foreign Identification No. )
Passport
Full Name of Employee as per NRIC / FIN / Passport Date of Birth Sex
Residential Address Designation Name of Bank to which salary is credited
If employment commenced and/or ceased duning the year, state Date of Commencement Date of Cessation
(See Explanatory Note 5)

INCOME (See Explanatory Note 9 unless otherwise specified)

a) Gross Salary, Fees, Leave Pay, Wages and Overtime Pay 1. Gross sa|ary
b)  Bonus (non-contractual bonus paid in 2025 and/or contractual bonus) 2 Bonus
c) Director's fees (approved at the company’s AGM/EGMon ___ /[ | ) 3. Director’s Fee
d)  Others:
1. Allowences 63. Allowance — Others
2. Gross Commission | 4. Commission

3. Lump sum payment: Gratuity/ Notice Pay/ Ex-gratia payment | 75. Gratuitv - Other |

Compensation for loss of office $_______. | 72. Loss of Office
[See Explanatory Notes 9d (3)]

4. Pension/Retirement benefits accrued from 1993 (Other than CPF Benefils) ceee| 5. Pen n

Name of Designated Pension or Provident Fund for which employee made compulsory contribution
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YA 2025 and before

. Retirement benefits including gratuities/pension/commutation of pension/lump sum payments, etc from
Pension/Provident Fund: Name of Fund
(Amount accrued up to 31 Dec 1992 $ ) Amount accrued from 1993:
. Contributions made by employer to any Pension/Provident Fund constituted outside Singapore
[See Explanatory Notes 9d (6)]
. Excess/Voluntary contribution to CPF by employer (less amount refunded/to be refunded):
[Complete the Form IRBS] Key from
. Gains or profits from Employee Stock Optien (ESOP)/other forms of Employee Share Ownership (ESOW) Plans: Benefits In Kind
[Complete the Appendix8B] T _
. Value of Benefits-in-kind [See Explanatory Note 12 and complete Appendix84) =

TOTAL (items d1 to d9) :]
e)

. Remission: Amount of Income $ -
. Overseas Posting: "Full Year/Part of the Year (See Explanatory Note 8a)
3. Exempt Income: § ...... . (See Explanatory Note 8b)

o

o

~

o

o

&)

f) Employee’s income If tax is fully borne by employer, DO NOT enter any amount in (i) and (ii)
tax borne by (1) If tax is partially borne by employer, state the amount of income for which tax is borne by employer |
employer?
. 7255: NO (if) If a fixed amount of tax is borne by employee, state the amount of tax to be paid by employee

EMPLOYEE'S COMPULSORY contribution to *CPF/Designated Pension or Provident Fund (less amount refundedito be
refunded) Nameof Fund:

(Apply the appropriate CPF rates published by CPF Board on its website “www.cpf.gov.sg’. Do not include excess/voluntary
contributions to CPF, voluntary contributions to Medisave Account, voluntary contributions to Retirement Sum Topping-up
Scheme, SRS contributions and contributions to Overseas Pension or Provident Fund in this item)

Donations deducted from salaries for:

"Yayasan Mendaki Fund/Community Chest of Singapore/SINDA/CDAC/ECF/Other tax exempt donations

Contributions deducted from salaries to Mosque Building Fund:

Life Insurance premiums deducted from salaries:

DECLARATION (See Explanatory Note 2)

Name of Employer:

Address of Employer:

Name of autherised person making the declaration Designation Tel. No./Email Signature Date
There are penalties for failing to give a return or furnishing an incorrect or late return.
IRBA (1/2025) * Delete where applicable

YA2026

5. Contributions made by employer to any Pension/Provident Fund constituted outside Singapore
[See Explanatory Notes 9d (5)]
6. Excess/Voluntary contribution to CPF by employer (less amount refunded’to be refunded)
[See Explanatory Notes 9d (6)]
7 1 Gains or profits under S10(1)(b), including gains and profits from share options:
ii.Gains or profits under S10(1)(g), including gains and profits from share options (amount to be declared under “Other
Income” in tax retum, 1.e. Form B1/8/M by employee): e

[See Explanatory Notes d)7. To complete the Appendix 8B only if there gains and profits from share Key in via
options] ”
Benefits In Kind
8. Value of Benefits-in-kind [See y Note 12 and A 8A]

TOTAL of items d1 to d8 (excluding 7ii) [:
€) 1. Remission: Amount of Income $.

2. Overseas Posting: *Full Year/Part of the Year (See Explanatory Note 8a)

3. Exempt Income: $ (See Explanatory Note 8b)
D | Employee's income | !f tax s fully borne by employer, DO NOT enter any amount in (i) and (i)
tax bome by (1) If tax is partially bome by employer, state the amount of income for which tax is borne by employer
employer?
*YES /NO (n) If a fixed amount of tax is bome by employee, state the amount of tax to be paid by employee

DEDUCTIONS (See Explanatory Note 10 - Deductions)

EMPLOYEE'S COMPULSORY contribution to *CPF/Designated Pension or Provident Fund (less amount refunded/to be
refunded) Name of Fund

(Apply the appropnate CPF rates published by CPF Board on its website ‘www cpf gov sg". Do not include excess/voluntary
contributions to CPF, voluntary contributions to MediSave Account, voluntary contributions to CPF Retirement Sum
Topping-up Scheme, SRS contributions and contributions to Overseas Pension or Provident Fund in this item)
Donations deducted from salaries for

*Yayasan Mendaki Fund/Community Chest of Singapore/SINDA/CDAC/ECF/Other tax exempt donations

Contributions deducted from salanes to Mosque Building Fund

Life Insurance premiums deducted from salanes.

DECLARATION (See Explanatory Note 2)

Name of Employer

person making the declaration el. No./Email Signature Date
There are penalties for failing to give a return or furnishing an incorrect or late return.
IR8A (1/2026) * Delete where applicable
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YA2026 FORM IRSA

Return of Employee’s Remuneration for the Year Ended 31 Dec 2025

Fill in this form and give it to your employee by 1 Mar 2026
DO NOT SUBMIT THIS FORM TO IRAS UNLESS REQUESTED TO DO SO

This Form will take about 10 minutes to complete. Please get ready the employee’s personal particulars and details of his/her employment
income. Please read the explanatory notes when completing this form.

Employer's Tax Ref. No. / UEN Employee’s Tax Reference. No.: *NRIC / FIN (Foreign Identification No.)
/Passport

Full Name of Employee as per NRIC / FIN / Passport Date of Birth Sex

Residential Address Designation Name of Bank to which salary is credited

If employment commenced and/or ceased during the year, state: Date of Commencement Date of Cessation

(See Explanatory Note 5)

INCOME (See Explanatory Note 9 unless otherwise specified) $

a) Gross Salary, Fees, Leave Pay, Wages and OvertimePay [~ 1. Gross Salary
b) Bonus (non-contractual bonus paid in 2025 and/or contractual bonus) {7 2. Bon
. us
c) Director’s fees (approved at the company’s AGM/EGMon ___/__ /) [ | 3. Director’s Fee
d)  Others:
1. Allowances 63. Allowance — Others
2. Gross Commission | 4. Commission

3. Lump sum payment. Gratuity/ Notice Pay/ Ex-gratia payment | 75. Gratuitv - Other

Compensation for loss of office $

........ | 72. Loss of Office [
[See Explanatory Notes 9d (3)]

4. Pension/Retirement benefits accrued from 1993 (Other than CPF Benefits) | 5. Pension |

Name of Designated Pension or Provident Fund for which employee made compulsory contribution:

5. Contributions made by employer to any Pension/Provident Fund constituted outside Singapore
[See Explanatory Notes 9d (5)]

6. Excess/Voluntary contribution to CPF by emplayer (less amount refunded/to be refunded):

[See Explanatory Notes 9d (6)]

7 i Gains or profits under S10(1)(b), including gains and profits from share oplions
ii.Gains or profits under S10(1)(g), including gains and profits from share options (amount to be declared under *Other
Income” in tax return, i.e. Form B1/B/M by employee): e
[See Explanatory Notes d)7. To complete the Appendix 8B only if there are gains and profits from share
options]

Key in via
Benefits In Kind

8. Value of Benefits-in-kind [See Explanatory Note 12 and complete Appendix 8A]

TOTAL of items d1 to d8 (excluding 7ii) [:]
e) 1 Remission- Amount of Income $

2. Overseas Posting: *Full Year/Part of the Year (See Explanatory Note 8a)

3. Exempt Income: $ ... (See Explanatory Note 8b)
f) Employee’s income If tax is fully borne by employer, DO NOT enter any amount in (i) and (i)
tax borne by (i) If tax is partially borne by employer, state the amount of income for which tax is borne by employer |  ______
employer? . i .
*YES / NO () If a fixed amount of tax is borne by employee, state the amount of tax to be paid by employee

EMPLOYEE'S COMPULSORY confribution to *CPF/Designated Pension or Provident Fund (less amount refunded/to be
refunded) Name of Fund @

(Apply the appropriate CPF rates published by CPF Board on its website ‘www._cpf.gov.sg’. Do notinclude excess/voluntary
contributions to CPF, voluntary contributions to MediSave Account, voluntary contributions to CPF Retirement Sum
Topping-up Scheme, SRS contributions and contributions to Overseas Pension or Provident Fund in this item)
Donations deducted from salaries for:

“Yayasan Mendaki Fund/Community Chest of Singapore/SINDA/CDAC/ECF/Other fax exempt donations

Contributions deducted from salaries to Mosque Building Fund:

Life Insurance premiums deducted from salares:

DECLARATION (See Explanatory Note 2)

Name of Employer:

Address of Employer: _
Name of authorised person making the declaration B Designation " Tel. No/Email Signature T Date
There are penalties for failing to give a return or furnishing an incorrect or late return.
IR8A (1/2026) * Delete where applicable
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2.51 Allowance
Item Explanation Taxable?
1. Recurring fixed transport allowance Yes
2. Reimbursement between employee’s home and office.
Transport 3. Transport allowance for employee performing OT No
Allowance 4. Reimbursement between employee’s home and office if
(Tax Line 63) it is for Work/OT purposes.
5. Shuttle bus service between convenient meeting points
and the employment location
1. Recurring fixed entertainment allowance Yes
Entertainment
(Tax Line 63) | 2. Reimbursement of entertainment allowance for work No
purposes.
Laundry 1. Recurring fixed laundry allowance Yes
AIIowalnce 2. Laundry allowance made for washing special clothing, No
(Tax Line 63) | ¢ g. protective clothing
1. Recurring fixed meal allowance Yes
2. Meal reimbursement for OT purposes. No
Meal 3. Food and drinks (free or subsidised), e.g. food and drinks
AIIowa.nce provided in pantry and during meetings, festive occasions
(Tax Line 63) | like "lo-hei" during Chinese New Year, Christmas parties
and company celebrations.
Amount in excess of IRAS acceptable rates are taxable. Depends on
IRAS R Per Day for China = $ 88 Acceptable
ates Per Day for China=$ Rates

Per Diem
Allowance

(Tax Line 63)

If company gives $100/day only $100-$88 = $12 is taxable

If company gives $50/day which is lower than the rates given by
IRAS, it is not taxable.
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Source taken from IRAS Website on Acceptable Rates for Per

Diem Allowances:

https://www.iras.gov.sg/taxes/individual-income-tax/employers/understanding-the-tax-treatment/per-diem-

allowance/acceptable-rates-for-per-diem-allowance

IRAS Acceptable Rates for Per Diem Allowances — 2025

The rates for per diem allowances applicable to Singapore-based employees on business trips
overseas in year 2025 have been updated and are shown in the table below.

For overseas employees on business assignments travelling into Singapore in year 2025, the
applicable rate for per diem allowances is the rate indicated against Singapore in the table.

If an employee is paid a per diem allowance rate that is more than the IRAS acceptable rate
for a particular country/region, the amount in excess of the acceptable rate is to be included
as part of the taxable income of the employee in the Year of Assessment 2026.

Allowance = Acceptable Rate

Allowance > Acceptable Rate

Employer's obligation to
report the per diem
allowances in IRBA

No need to be reported

Yes, itis to be reported based
on the amount in excess of
acceptable rate.

Tax impact on employee

Not taxable income

The amount in excess of
acceptable rate is taxable
income.

The acceptable rates determined by IRAS are strictly for income tax purpose. The rates do
not determine the amount of per diem allowance that employers wish to pay their employees.

For information on per diem allowance, please see the Frequently Asked Questions on

Per Diem
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Acceptable Rates for Per Diem Allowances — 2025: Afo F

Country/ Region Rate Per Day (S$) | Country/ Region | Rate Per Day (S%)
Afghanistan 75 Canada 160
Albania 105 Cape Verde TG
Algeria 125 Cayman Islands 150
Andorra a5 (ﬁzgtral Alrican 95
Angola 160 Chad 85
Anguilla 185 Chile 160
pntiaua and 155 China 95
Argentina 125 Colombia 50
Armenia 140 Comoros 105
Aruba 140 Congo 135
Australia 135 Congo, Dem.Rep 145
Austria 130 Cook Islands 135
Azerbaijan a5 Costa Rica 125
Bahamas 165 Cote d'lvoire 120
Bahrain 180 Croatia 155
Bangladesh 115 Cuba 100
Barbados 185 Curacao 120
Belarus 110 Cyprus 85
Belgium 170 Czech Republic a0
Belize 105 Denmark 150
Benin 115 Djibouti 135
Bermuda 190 Dominica 190
Bhutan 130 Dominican Rep 95
Bolivia 70 Ecuador 80
Botswana a5 El Salvador 95
Brazil 75 Equatorial Guinea 160
British Virgin Islands 160 Eritrea 65
Brunei 75 Estonia 115
Bulgaria 110 (ELSIE:EZLI) 55
Bukina Faso 120 Ethiopia 135
Burundi 100 Fiji 135
Cambodia 120 Finland 135
Cameroon 110 France 155
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Acceptable Rates for Per Diem Allowances — 2025: Gto O

Country/ Region Rate Per Day (S%) Country/ Region Rate Per Day (S%)
Gabon 160 Lebanon 120
Gambia 95 Lesotho 70
Georgia 100 Liberia 100
Germany 150 Libya 110
Ghana 150 Lithuania 85
Gibraltar 75 Luxembourg 190
Greece 110 Macau 65
GGrenada 120 Madagascar 120
Guam 105 Malawi 80
Guatemala 90 Malaysia 70
Guinea 140 Maldives 160
(Guinea-Bissau 80 Mali 110
Guyana 175 Malta 105
Haiti 125 Marshall Islands a0
Honduras 85 Mauritania 85
Hong Kong 105 Mauritius 110
Hungary 105 Mexico 165
lceland 115 Micronesia a0
India 110 Moldova, Rep of a0
Indonesia 145 Monaco 145
Iran 40 Mongolia 100
Irag 125 Montenegro 75
Ireland 125 Montserrat a5
Israel 190 Morocco 115
Italy 140 Mozambique 105
Jamaica 115 Myanmar, Union of 85
Japan 170 Namibia [s]0]
Jerusalem (Shekel) 175 Nauru a0
Jordan 100 Nepal 105
Kazakhstan 110 Netherlands 125
Kenya 130 New Caledonia 130
Kiribati 45 New Zealand 135
Karea, Democratic Nicaragua 70
Rep of (North) 100
Korea, Republic of .

(Soutt) P 155 Niger 95

Kuwait 170 Nigeria a0

Kyrgyzstan 85 Niue 130

Lao People's 80

Demacratic Norway 135

Latvia 95 Oman 140
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Acceptable Rates for Per Diem Allowances — 2025: P to Z

Country/ Region Rate Per Day (S$) Country/ Region Rate Per Day (S%)
Pakistan a0 Sweden 160
Palau 115 Switzerland 170
Panama a0 Syrian Arab Rep 160
g‘*F’“a New 120 Taijikistan 70
uinga
Paraguay 80 Taiwan 70
Peru 125 Tanzania 115
Philippines 100 Thailand 110
The Republic of
Poland 95 Maorth I".-'IF:aceania 75
Portugal 120 Timor-Leste 70
Clatar 140 Togo 110
Romania 105 Tokelau Islands 35
Russian
Federation 125 Tonga 85
Rwanda 120 Trinidad & Tobago 135
Saint Maarten 110 Tunisia 75
Samoa 90 Tiirkiye 85
Sao Tome & 95 Turkmenistan 115
Principe
Saudi Arabia 150 LT::E Caicos 150
Senegal 135 Tuvalu 75
Serbia 95 Uganda 1410
Seychelles 145 Ukraine 110
Sierra Leone 120 pnited Arab 175
Singapore 160 United Kingdom 190
Slovakia 95 United States 160
Slovenia 110 Uruguay 90
Solomon Island 145 Lzbekistan 85
Somalia a0 Yanuatu 130
South Africa 65 Venezuela a5
South Sudan 40 Vietnam 7a
Spain 150 Virgin Island (US) 180
Sri Lanka 70 West Bank & Gaza 70
Strip
St Kitts & Nevis 150 Western Sahara 55
St Lucia 185 Yemen, Rep of 100
St Vincent- 105 Zambia
Grenadines 140
Sudan 115 Zimbabwe 110
Suriname a0

Maote: The rates in bold indicate that there is no change from the previous year (i.e_, 2024 rates).
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3. Any allowance codes that are used but not assigned to any
tax line will be highlighted in Red.

4. After assigning relevant tax line to respective allowance
and deduction codes. Click on “Close” button, to exit.

Allowance / Deduction Code Maintenance X ‘
Search Code | Sorted by |ALLOW_CODE Fixed Col [0 32
Code Description I TAX Benefit ‘ "
In Kind
PHONE PHONE ALLOWANCE 63. Allowance - Other
:PHONEE PHONE ALLOWANCE 63. Allowance - Other
PUBH PUBLIC HOLIDAY OT 1. Gross Salary
:SERVICE SERVICE ALLOWANCE 63. Allowance - Other
SHIFT SHIFT ALLOWANCE 63. Allowance - Other
:SINDA SINDA FUND 0. Not Taxable
SPEC SPECTACULAR ALLOWANCE 63. Allowance - Other
_TAXI TAXI FARES 0. Not Taxable
| TAXWH TAX WITHHELD 0. Not Taxable
_TELS TELS 0. Not Taxable
7TITLE TITLE ALLOWANCE 63. Allowance - Other
_TPRM TRANSPORT REIMBURSEMENT 0. Not Taxable
: TRAINING REIMBURSEMENT 0. Not Taxable
TRAN  TRANSPORT ALOWANCE ~ Undefineditem
JUNION UNION FEES 0. Not Taxable
»|uNIONF UNIONF 63. Allowance - Other
I v
<F4>/<Right Click> - Delete code <Insert>/<Double Click> - A4dd Code l-L Close
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2.6 Voluntary CPF Setup

This section is mandatory for employees with Voluntary CPF
contribution made by Singapore Citizens or Permanent
Residents.

Please proceed to Chapter 2.7 Recalculate CPF if voluntary
CPF is not applicable.

Voluntary CPF for Singaporeans
1. Click on “Voluntary CPF Setup” icon and click on

") )

1.) IRAS Settings Benefits In Kind Appendix 8A I Singaporean I

@ QO

2.) Tax Liﬁe Setup Modify IR8S Appendix 8B MOSQ Setup
3.) Recalculate CPF * Query CPF Excess/Short Shares Option
@ @

IR8A Report 4.) e-Submission EFAQ
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2. “Show Employees who Contributed Voluntary Fund?”
enables a filter function. With this, only employees who
contribute voluntary fund will be reflected on the dropdown
list. To activate the function, tick the box.

o Employee Veluntary Contribution Setup — =
Employee # |EIEI1 d Marne |.f1'-.BDL|L RAHMAM BIM ALl (MOSE COMTRIBUTION) ﬂ

Show emplovess who contributed woluntam Fund % [ I

Period  |Vol 'Ee [Vol "Er |~

Ld

asd | Delte | I Add Al I 4| €| »| M| Fices

Next, click on “Add All” button. System will automatically
churn out voluntary contribution amount under Vol’ Er
and/or Vol’ Ee column accordingly.

In the event if the employee’s name is not in the list. Select
the staff and click on “Add” button manually.
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The screenshot below illustrates how the setup is linked from
Update Employee > Misc Tab to Voluntary CPF Setup.

Employee #0028 '~ | ame [EMILY WEN FANG (vOLUNTARY ER CPF) ~| @ | [ | & | g | Quick Menul
Bank ] Address] Spouse ] AllowiDedu ] Career ] Calendar Misc ]FreeFieId ] Transfer] 1| r

Voluntary Fund/S0DF Fund?
Voluntary Fund |CF'F

Employer %
Employee % \

Actual CPFiLevy | -

Exclude SOF Fund Contribution? |No

ﬂ Ermnployee Voluntary Contribution 3stup — ot
Employes # |UE|E j M ame |E ' WEM FANG MOLUMNTARY ER CPF) j
Show employess wha contibuted woluntam Fund &
Period  |Vol 'Ee Vol 'Er ||~

B 201601 0.00 4.00

| 201602 0.00 4.00

| 201603 0.00 4.00

| 201604 0.00 4.00

| 201605 0.00 4.00

| 201606 0.00 4.00

| 201607 0.00 4.00

| 201603 0.00 4.00

| 201609 0.00 4.00

| 201610 0.00 4.00

| 20161 0.00 4.00

| |20E12 0.00 4.00

W
Add Delets addal | IR ==
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Voluntary CPF for Permanent Residents

A

IMPORTANT NOTE!!!

Contributions that are APPROVED by CPF board ARE NOT
considered as Voluntary Contribution.

1. Click on “Voluntary CPF Setup” icon, select “PR” for
Permanent Residents.

@ )

1.) IRAS Settings Benefits In Kind Appendix 8A Singaporean
I PR I

)

2.) Tax Line Setup Modify IR8S Appendix 8B MOSQ Setup

3.) Recalculate CPF *

IR8A Report 4.) e-Submission EFAQ

@ @

CPF Excess/Short Shares Option
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2. Employee CPF/Levy Fund screen will be prompted:

In the event where employee contributed graduated rate for
first year PR. Kindly indicate PR under “Actual CPF Levy
Fund” as a portion of the Employer CPF is considered as
voluntary contribution:

 Employee Fund Class — O x
Search Employes # ||
Paid CPF  |Actual CPF | »~
EMPNO NAME Levy Fund |Levy Fund
L oo Abdul Bahman Bin ali (MOS0 Contribution) CLASST
003 Chiisty Chonn (PR Paid PR_EE] PR EE_ PR
004 Dng Lee Mooi [PR1 Paid CLASS1) CLASS1 PR
| 008 Jennifer Lim [CPF SHORTFALL) CLAS51
_|o0s Erily “'en Fang MWoluntary ER CPF] CLASST
(003 Hong i Fing [CPF Excess] CL&SST
|00 Map Wan Cleef [STAFF SHOWING MYC) CLASST
W
ﬁgluse
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2./ Recalculate CPF

*THIS STEP IS COMPULSORY.

This process recalculates CPF contributions for the year 2025.
System will recalculate CPF to compute the following:

¢ Voluntary Contribution
e Supplementary Bonus
e CPF Contribution

Recalculation Procedures:
1. Click on the “Recalculate CPF” icon.

© 0 @

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup
=
weresess
8B
2.) Tax Line Setup Modify IR8S Appendix 8B MOSQ Setup
3.) Recalculate CPF * Query CPF Excess/Short Shares Option

)

IR8A Report 4.) e-Submission EFAQ
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2. Period Initialize screen will be prompted:
Click on “Process” button to start the process.

Period Initialize ot

Process Pay Transaction

This function will compute:
1. Voluntary Contribution
2. Supplementary Bonus
3. CPF contribution

\/ Procesz x LCancel

3. Upon completion, period initialize screen will disappear and
you will be directed to the main screen.
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2.8  Modify IR8S

This function allows user to indicate refund interest amount for
employee. This entry will reflect the figure under Allowances in
the IR8A form.

Procedures for update Interest on refunded employee’s
Contribution:

1. Go to Modify IR8S > Select Employee and make sure
Document Type is set as Original. Then proceed to “Refund
Info” tab to fill the information. Click “New” to start.

 IRgS FORM - D X
Employee Code 009 | Employee Name |Hong YiPing (CPF Excess) ;II Document Type |Original -

IR8S DETAILS REFUND INFO }

OWor AW (OWorAW |OWor AW |Employee's - - . |Employee |Employer
3:: oer’AW Wages Wages Wages Interest ER:;z:);'ee - 'El_:‘:::::r . ;rer;zl:ger *Refund Refund ‘
o From Date |To Date Paid Date Refund date Date
L4
New Save Cancel Get Excess “ ‘ ’ [ J-']_ Close

2. Next, enter “Employee’s Interest refund” amount and click
“Save’.

& IR8S FORM - O X

Employee Code (009 v Employee Name |Hong YiPing (CPF Excess) LI

IR8S DETAILS REFUND lNFOI

OWorAW |(OWor AW |OWor AW Employee's - Employe A
ev‘: Z;Aw Wages Wages Wages Interest g:nle:gee - f;?ep::::r‘s :r;zl:‘)c)"er‘s Refund
g From Date |To Date Paid Date Refund date
L 400.00
L4
< >
Cancel Get Excess q| 4| ) | Il | _l-'LQlose |
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Sample of the amount reflected under Allowances on IR8A form.

INCOME (See Explanatory Note 9 unless otherwise specified)
a) Gross Salary, Fees, Leave Pay, Wages and Overtime Pay 30,000.00

b) Bonus (non-contractual bonus paid in 2025 and/or contractual bonus)
c) Director's fees approved at the company's AGM / EGM on
d) Others:

1. Allowances 400.00

To manually adjust the excess or voluntary contribution in
the IR8A Form:

TIMES SOFTWARE (S) PTELTD 02/12/2025 5:19:27 PM
. ik Page 1 of 1
CPF Adjustment Listing
Ordinary Additional Actual Additional Contributed  Approved Totalf Employee Employer
Employee# CPF CAPPING CPF wages Wages Wages Wages CPF Fund Varianct Variance Variance
009 Hong Yi Ping (CPF Excess) S7023456.4 102000.00 126000.00 96000.00 30000.00 30000.00 41292.00 37740.00 3552 OI 1920.00 I 1632.00

Go to Benefits in Kind, under IR8A Additional Records

1) Check on the “Adjust Voluntary Contribution by
Employee” and “Adjust Excess/Voluntary Contribution
by Employer?” checkbox.

2) Enter the amount and click on the “Save” button.

Adjust Voluntary Contribution by Employee? v 1920.00

Adijust Excess/Voluntary Contribution by Employer? v 0.00

6. Excess/Voluntary contribution to CPF by employer (less amount refunded/to be refunded) 1.632.00

[See Explanatory Note 9d (6) ]

7 i Gains or profits under S10(1)(b), including gains and profits from share options : NA
ii.Gains or profits under S10(1)(g), including gains and profits from share options (amount to be declared under "Other NA
noome” in tax return, i.e. Form B1/8/M by employee)

[See Explanatory Notes d)7. To complete the Appendix 8B only if there are gains and profits from share

options]
| f 1
8 Vaweofenciis-lg - Before Manual Adjustment A
¢) 1.Remission: Amount L items d1 to d9 (excluding 7ii) 1,632.00
2. Overseas Posting te 8a)
3. Exempt Income :$ NA (See Explanatory Note 8b)
f) Employee's Income Tax if tax and fully borne by employer, DO NOT enter any amount in (i) and (ii)
borne by employer ? (i) If tax is partially bome by employer, state the amount of income for which tax is bome by employer | NA
NO (W) If a fixed amount of tax is borne by employee, state the amount of tax to be paid by employee | NA
DEDUCTIONS (See Explanatory Note 10 - Deductions)
EMPLOYEE'S COMPULSORY contributionto * CPF  / Bx - — +und (less r d
to be refunded) Name of Fund : CENTRAL PROVIDENT FUND I 20,400.00

(Apply the appropriate CPF rates published by CPF Board on its website ‘www.cpf.gov.sg’. Do not include
excess/voluntary contribution to CPF, voluntary contributions to Medisave Account, voluntary contributions to Retirement
Sum Topping-up Scheme, SRS contributions and contributions to Overseas Pension or Provident Fund in this item)

6. Excess/Voluntary contribution to CPF by employer (less amount refunded/to be refunded): | NA
[See Explanatory Note 3d (6) ]

T

Wnt in (i) and (i)

f Employee’s Income

wonevyemsoyer 4 After Manual Adjustment [ e oy enooye l W

of tax to be paid by employee

EMPLOYEE'S COMPULSORY contributionto * CPF /B — — Fund (less funded
to be refunded) Name of Fund : CENTRAL PROVIDENT FUND

{Apply the appropriate CPF rates published by CPF Board on its website ‘www.cpf.gov.sg’. Do not include

excess/voluntary contribution to CPF, voluntary contributions to Medisave Account, voluntary contributions to Retirement

Sum Topping-up Scheme, SRS contributions and contributions to Overseas Pension or Provident Fund in this item)

| 18,480.04
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2.9 |IR8A Report

This section enables the users to generate various reports for
checking and submission purposes or print hardcopies for

employee’s references.

29.1 IRSA Report

The following steps will enable the user to generate, view and
print the IR8A reports / (IR8E for electronic submission).

Generating Procedures:

1. Click on “IR8A Report” icon. Select “IR8A Report”.

1.) IRAS Settings

TAX
---
---

IRBA Report

v

Benefits In Kind

D @

Appendix 8A Voluntary CPF Setup

H» O

IR8A Checking Report
Grand Total IR8A Checking Report

User Defined IRAS Submission Indicator Checklist Report

FORME

Employee Medisave Report

IRBA Checking Report Landscape format
E- IRAS (For Email / Web Report)

IRASLINE Code Setup

IRBA Adjustment Record
Voluntary Report

Pay History Report By Employee
IRAS API Report

Company Checking Report

IR8A Report 4) e-StImission
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2. IR8A Form Print Dialog box will appear:
5 IRSA Form Print Dialog — O X
MAIN | EMPLOYEE | DEPARTMENT | COST CENTRE |

Sorted By |Emp No e

Employee  |001 | To [009A o]
Print Current Year IR84A Forms Only ? [
Frint Supplementary Forms Only [if applicable] ? [
To print IRS8E Heading ? ~
Frint Employee Number on IR84, Form 7 [
Print (POSTAL CODE ) ? [
Do not Print the Service Years? [
Do not round the Community Fund/Donations? [
Do not round down to the nearest dollar in the IR8& Report? B

| Except Value of [term D ]

Staff excluded from IR84 Submission Run v
Batch Indicator? Original Ll
Name of CPF Fund  |CPF v

Total IR8A [original™ ] Employee Count

Total IR8A [Adjustment Record as oniginal®™ ] Employee Count
Total IR8A [amendment] Emplovee Count

Total 1R21 Employee Count

oo o

Preview Print |

...............................

Close

g
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Print Supplementary Forms Only (if applicable] 7
To prnt IRBE Heading ?

Print Employee Number on IR84 Form 7
Print (POSTAL CODE | ?
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Forms Only?

Item Explanation
Print Current To print only IR8A forms. Applicable to user with both IR8A and IR8A
Year IRSA Supplementary

Print

v to print Supplementary Forms (for IRAS Year 2024)

Supplementary

Forms Only (if

applicable)?

To print IRSE The form header will display FORM IR8E instead of FORM IR8A.
Heading?

(Default Please note that if you are doing manual submission, this option must be
Ticked) untick.

Print To print the employee number on IR8A form. It will be displayed on the top
Employee left side corner of the form.

Number on 202 FORM IR8A

IR8A Form Return of Employee's Remuneration for the year ended 31 Dec 2025

Fill in this form and give it to your employee by 1 Mar 2026
(DO NOT SUBMIT THIS FORM TO IRAS UNLESS REQUESTED TO DO SO)
This Form will take about 10 minutes to complete. Please get ready the employee’s personal particulars and details of his/her employment
income. Please read the explanatory notes when completing this form

Employer's Tax Ref.No./ UEN Employee’s Tax Ref. No: *NRIC /FE{Forsignldentification-No-
199804415D Fassport 581345131

Full Name of Employee as per NRIC/FIN/Passport Date of Birth Sex

Abdul Rahman Bin Ali (MOSQ Contribution) 01/09/1981 Male

Print (POSTAL
CODE)

Postal Code description is indicates in the IR8A form.
2026 Employee No - 001 FORM IR8A

Return of Employee's Remuneration for the year ended 31 Dec 2025
Fill in this form and give it to your employee by 1 Mar 2026

(DO NOT SUBMIT THIS FORM TO IRAS UNLESS REQUESTED TO DO SO)
This Form will take about 10 minutes to complete. Please get ready the employee’s personal particulars and details of hisfher employment
income. Please read the explanatory notes when completing this form

Employer's Tax Ref.No./ UEN Employee’s Tax Ref. No:  *NRIC /FEiN{Forsignldentification o}

1998044150 FPasspedt 581345131

Full Name of Employee as per NRIC/FIN/Passport Date of Birth Sex

Abdul Rahman Bin Ali (MOSQ Contribution) 01/09/1881 Male

Residential Address Designation Name of Bank to which salary is credited

BLK 794 TOA PAYOH HR EXECUTIVE

CASH
'Poslal Code (200079) I

If employment commenced and/or ceased during the year, state : Date of Commencement Date of Cessation
(See Explanatory Notes 5)
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Do not round the Community Fund/Donations? [

Do not round down to the nearest dollar in the IR84 Report? |
[ Except Value of ltem D )

Fund/Donations?

Item Explanation
Do not round the | The IR8A form does not allow you to input cents under:
Community Income (items a to e)

Deduction (Employee's compulsory contribution to CPF, Donations,
Contributions for Mosque Building Fund and Life Insurance premiums)

For income fields, drop the cents. For the items d1 to d9, drop the cents only
after obtaining the total for items d1 to d9.

For deduction fields, round up to the next dollar.

E.g.1 Salary of $31,220.98 is to be entered as $31,220 (drop the cents).

E.g.2 Deduction such as CPF contributions of $5,566.22 is to be entered as
$5,567 (round up).

Do not round to
the nearest
dollar in the
IR8A Report?
(Except Value of
D)

Display original figure of the community funds.

A

IMPORTANT NOTE!!!
In the final submission, figures submitted will always be rounded.
Community fund contributions will be rounded up and earnings will be
rounded down as IRAS only accept rounded figure without cents.
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Staff excluded from IR84 Submission Run v

Batch Indicator?

Onginal j

Name of CPF Fund |CPF =

Item Explanation
Staff excluded v to exclude Staff with Yes indicator under Exclude from IRAS.
from IR8A IR8A form will not be generated.

Submission Run

Employee # |00 | Mame [EMILY WEN FANG (VOLUNTARY ER CPF) +| ¢4 | [ | & | g | ouick Men|
Update | Employment | Other Confirm & Termination | Bank | Address | Spouse | AllowiDedu | career 4[|
Confirm/Termination
Frobation By By Month ~ Exclude Auto Prompt 7 ra
ProbationPeriod | 2 Confrmation Due [3/msots  Hreddate [01/031201¢ 1 year 7 montn(s)
Motice Period Method - Confirmation On W Retire Age 65
Motice Period Ii Retire Date ’m
Resignation Reason I—L| Ir.:?fae\;ive Date ’—Ll
Resignation Date ~ | Last Payment Date TS ’—L|
exclde fromRas? [[Ves  +] c ™" [FAcive  v|Leave Scheme

Batch Indicator

Allows user to show Original figures, Amendment figures (if any),
Revision or the Final figures which is the combination of both the original
and amendment.

Name of CPF This enables user to choose the name of the Employee’s compulsory
Fund contribution fund. It is either “CPF” or “Designated Pension/Provident
Fund”.
Mame of CPF Fund  |[EEE ﬂ
D ezgighated Pengion/Provident Fund |
The screenshot shows a sample of how it will appear in the IR8A form.
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 Peyiew | Piin | 1 Close ‘ |
Item Explanation
Preview Click the “Preview” button to preview the IR8A report.
Print Click on “Print” button to directly send IR8A forms for printing to the printer.
Close This option exits the current screen and returns to the main screen.

©,

Additional Filter Information:

MAIN l EMPLOYEE l DEPARTMENT l COST CENTRE |

Sorted By |Emp No hd
Employee  |001 | To 010
Item Explanation
Sorted By Allow user to sort IR8A forms by the following options:

‘Emp No
Employes Mame
Department
Cateqorny
Fric Mo

Income Tax Ref Mo
Cozt Centre
Sechion

Employee To filter a range of employee by the employee number.

Ermnployes |DD'| J Ta |D'I'I J

Tabs
MAIN | EMPLOYEE | DEPARTMENT | COST CENTRE |
“Employee”
o IR8A Form Print Dialog = B -
MAl TR T
Search |
EMP_NO  |EMP_NAME |setected] BY EMPLOYEE
L oo Abdul Rahman Bin Ali (MOS0 Contribution) I
ooz John Andrew Smith (10K Incame) r NUMBER
|00z Christy Chang (PR Paid PR_ER] r
|04 OngLee Moai [PR1 Paid CLASS1] r
|00 Ernily *fen Fang [Voluntary ER CPF) I
009 Hong ' Ping [CPF Excess) I
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Item Explanation
“Department”
—— 1

L IR8A Form Print Dialog = B
MaIM | EMPLOYEE |DEPARTMENT [T e

Search |

CODE |pEscrIPTION |selected| A
»|EDP EDP DEPARTMENT r
_|JUNIDR JUNIOR DEPARTMENT r
_|MBMT MANAGEMENT DEPARTMENT r
_|NONE NOME r
| |supF SUPPORT DEPARTMENT r

BY DEPARTMENT —

“Cost Centre”

o IR8A Form Print Dialog - o
MAIN | EMPLOYEE | DEPARTMENT |COST CENTRE | <=

Search |

CODE |DESCRTION I]Sel&l:ted| n
PcosT COST CENTER 1 r
|cosT2 COST CENTER 2 r
| NONE NONE r

BY COST CENTRE —

Upon previewing the IR8A Report system will prompt a
Negative amount checking report. This report will only be
prompted when there is any negative figure on tax line

61/62/63 which will deduct from Line 1.

Negative amount Checking Report

Page 1

Employees# MName Description Amount
ABCO20 Bebe Rex EMTERTAINMENT -399.00
ABCTTT Ang Mikoi LEAVE ALLOWAMNCE -799.00
ABCTTT Ang Mikoi SHIFT ALLOWANCE =499 00
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2.9.2 IR8A Checking Report

This report allows the user to print out the IRBA Checking
Report for checking purposes before submission.

Generating Steps:
1. Click on the “IR8A Report” icon. Select “IR8A Checking

© 0@

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup

IR8A Checking Report |

Grand Total IR8A Checking Report
User Defined IRAS Submission Indicator Checklist Report

FORME

Employee Medisave Report

IRBA Checking Report Landscape format

E- IRAS (For Email / Web Report) >

IRASLINE Code Setup CPF Excess/Short Shares Option

Appendix 8B MOSQ Setup

IRBA Adjustment Record
Voluntary Report

Pay History Report By Employee
IRAS API Report

Company Checking Report

IR8A Report 4.) e-Submission EFAQ
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2. IR8A Checking Report Print Dialog box will appear:

6‘ IR8A Checking Report Print Dialog
MAIN | EMPLOYEE | DEPARTMENT | COST CENTRE |

=]

| To |0034

Sorted By |Emp No
Employee IEIEH

Do not round the Community Fund/Donations?
Do not round down to the nearest dollar in the IRBA Report?
[ Except Walue of ltem D )

Staff excluded from IR84 Submission Bun v

-
-

O X

Batch Indicator? Original

Total IR84 [original™ ] Employee Count

Total IR84 [Adjustment Record as onginal™ ] Employee Count
Total IR84 [amendment] Employee Count

Total IR21 Employee Count

=]}

L s s e |

Print | J1 Close

3. The following is a sample of the IRSA

Checking Report:

GRAND TOTAL FOR ROC ENTITY 1

20/11/2025 2:52:30 PM

Gross Salary, Fees, Leave pay etc.
Bonus (non-contractual bonus paid i 2025 and’or contractual bonus)
Previous Year's Bonus declared on
Previous Year's Employee's CPF Conribution
Director's Fees
OTHERS : Gross Commision
Pension
Allowances : -
Others
Lump sum pavment Gratuity / Notice Pay / Ex-gratia payment
2. Compensation for loss of office § 5,000.00
Employer Contribution. Outside Singapore
Voluntary / Excess Employer CPF
Gains and Profits from share amount
Value of Benefits - in - kind
Retirement benefits
Round down value per employee for Grand total (Items di to d9)
GRAND TOTAL OF OTHERS
DEDUCTIONS : -
ACTUAL EMPLOYEE CPF
Vohmtary Employee CPF

EMPLOYEE'S COMPULSORY Contribution to CPF
Employee Contribution to Overseas posting
MOSQ / COMM CHEST / SINDA / CDAC / ECF

Life insurance premiums deducted through salaries

101 |Page

30,000.00
0.00

0.00

0.00
120,000.00
5,050.00
0.00

4,600.00
32.165.00

5,000.00
1,000.00
102.10
19,719.00
5,000.00
-$0.10
72.636.00

17,000.00
0.00

17.000.00
0.00
20.00

10.00
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29.3 IR8A Checking Report Landscape Format

The IR8A Checking Report allows user to perform checking in
one-page view.

Generating Steps:
1. Click on “IR8A Report” icon. Select “IR8A Checking Report

@ ©

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup
n\ = T— |
- apren
HH-H 8B
IRBA Report
IR8A Checking Report

Appendix 8B MOSQ Setup
Grand Total IR8A Checking Report

User Defined IRAS Submission Indicator Checklist Report

FORME
I IR8A Checking Report Landscane format I )
E- IRAS (For Email / Web Report) >

IRASLINE Code Setup CPF Excess/Short Shares Option

IR8A Adjustment Record
Voluntary Report

Pay History Report By Employee
IRAS API Report

Company Checking Report

IR8A Report 4.) e-Submission EFAQ
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2. IR8A Checking Landscape Format Dialog box will appear:

'Q IR8A Checking Report Print Dialog - O X
MAIN | EMPLOYEE | DEPARTMENT | COST CENTRE |

Sorted By |Emp No Ll
Employee |001 | To [0094 o]
Do not round the Cormmunity Fund/Donations? I

Do not round down to the nearest dollar in the IRBA Report? |
[ Except Value of ltem D )

Staff excluded from IR8A Submission Run v
Batch Indicator? Original EI
Export IRAS data to excel? N
Show Employee with Zero Wage I
Total IR84 [original®™ ] Employee Count 0
Total R84 [Adjustment Record as onginal™ | Employes Count 0
Total IR84 (amendment] Employee Count 0
Total IR21 Employee Count 0
Preview Print j-'|_ Close
Item Explanation
Export IRAS data | This option allows user to export Landscape Checking Report to excel:
to excel? v' on Export IRAS data to excel? and the File Location field will be
activated.
Export IRAS data to excel? v
Show Employee with Zero Wage [
File Location |CATEMPARAS. wls Hl
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3. The following is a sample of the IR8A Checking Report
Landscape Format:

Times Software Pte Ltd | 2025 Edition

EMPLOYEE REMUNERATION REPORT

Page 10of 1
Gratuity
compensation Value in cPF temD110D9 Employee
Line EmpNo Names GrossWage Bonus Commission Director Fees  Allowances and others Kind  Varisnce  Gain/Loss Total CPF  FUND MOSQ
1 EMPA Employee A 30000.00 0.00 5050.00 120000.00 4800.00 32165.00 19719.00 1000.00 102.10 7263600  17000.00 1000 10.00
20000.00 0.00 5050.00 12000000  4600.00 32105.00 19719.00 1000.00 102.10 72636.00 17000.00 1000 10.00
20000.00 0.00 5050.00 12000000  4800.00 32165.00 19719.00 1000.00 102.10 7263600  17000.00 1000 10.00
=] B [Compatibility Mode] - Excel 72 B - O
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW M
LT - 1 Insert + 2 v A
D B - Arial 10 A A = &~ ¢ Wrap Text General ’;‘J ’_—‘;‘ %j[]aete . - ZY [H]
Paste B I U . . . === &= M & Center - -0 s w0 Conditional Formatas Cell e Sort & Find &
- 4 - A = Foe Ener $ e Formatting - Table~ Styles~ =1 Format ~ — 7 Filter - Select -
Clipboard Font ] Alignment [ MNumber [ Styles Cells Editing
Al - Jx || eaTcH_nD
AB c D E F G H | J
1 :f_F EMP_NO EMP_NAME APANY_Ct NEW_IC INCOME_TAX_AC_NCAPPROVE_L EMP_PASS_AC_NO FUND_AC_NO PASSF
2 [0c’ho1 Abdul Rahman Bin Ali (MOSQ Contribution) NONE 581345131 S81345131 561345139
3 ocos Christy Chong (PR1 Paid PR_ER) NONE 56904035G S6904035G 01/03/2015 56904035.7
4 |0cho9 Hong i Ping (CPF Excess) NOMNE 570234560 S7023456D S7023456.4
5 |oc’hos Jennifer Lim (CPF SHORTFALL) NONE S8365627A S8365627A 583656271
6 |0cho2 John Andrew Smith (10K Income) NONE F1449991K F1449991K
7 0cho May Van Cleef (STAFF SHOWING MVC) NONE 585044538 585044538 01/01/2013 585044532
8 oc’o4 Ong Lee Mooi (PR1 Paid CLASS1) NONE 58003019C S8003019C 03/01/2012 58003015.3
n
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294 Grand Total IR8A Checking Report

This report summarizes the company’s income tax report by sub-
totaling the income tax items to its respective lines.

Generating Steps:

1. Click on “IR8A Report” icon.
Select “Grand Total IR8A Checking Report” option.

© 0 @

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup
IR8A Report O)
Appendix 8B MOSQ Setup
Grand Total IR8A Checking Report
User Defined | ubmission Indicator Checklist Report
FORME i
Employee Medisave Report
IRBA Checking Report Landscape format
E- IRAS (For Email / Web Report) >
IRASLINE Code Setup CPF Excess/Short Shares Option
IRBA Adjustment Record
Voluntary Report
Pay History Report By Employee
IRAS API Report
Company Checking Report
IR8A Report 4.) e-Submission E-FAQ
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2. Click on the “Preview” button to generate the grand total
figure for IR8A.

Q Grand Total IR8A Checking Report Print Dialog
MAIN | EMPLOYEE | DEPARTMENT | COST CENTRE |

Sorted By

— O X

Employee {001 | To |003A

Do not round the Community Fund/D onations?

Do not round down to the nearest dollar in the IRBA Report?

[ Except Value of ltem D |

Staff excluded from IR8A Submission Fun

v
v

Batch Indicator? Original

Total IR84 [original™ ] Employee Count

Total IR84 [Adjustment Record as original™ | Employee Count

Total IR84 [amendment] Employee Count
Total 1R21 Employee Count

v
~

Preview

Print | ff| Close

3. The following is a sample of the IR8A Checking Report:
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GRAND TOTAL FOR TIMES SOFTWARE (S) PTE LTD

Gross Salary, Fees, Leave pay etc.

Bonus (non-contractual bonus paid in 2024 and/or contractual bonus)

Previous Year's Bonus declared on
Previous Year's Employee's CPF Conribution
Director's Fees

OTHERS : Gross Commision
Pension
Allowances : -
Transport
Entertainment
Others
Gratuity / Compensation (Exclude item 2)
1, Gratuity $ 0.00
2. Compensation for loss of office $ 0.00
3. Notice Pay § 0.00
4. Ex-gratia payment $ 0.00
5. Others (please state nature) $ 0.00

Employer Contribution Outside Singapore
Vohlmtary / Excess Employer CPF

Gains and Profits from share amount
Value of Benefits - in - kind

Retirement benefits

GRAND TOTAL OF OTHERS
DEDUCTIONS : -
ACTUAL EMPLOYEE CPF
Voluntary Employee CPF

EMPLOYEE'S COMPULSORY Contribution to CPF
Employee Contribution to Overseas posting
MOSQ / COMM CHEST / SINDA / CDAC / ECF

Life insurance premiums deducted through salaries

510,800.00
162.200.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
1.292.00
0.00
0.00
0.00

1.292.00

97.680.00
4.360.00

93.320.00
0.00
219.00
0.00
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O,

FREQUENTLY ASK QUESTION

Q: How to tally Grand Total IR8A Checking Report with
History (Whole Company)?

A: Generate Company’s Pay History from Timespay8.

1. Go under Internal Reports > Pay History Report:

Pay

- %
- =

Internal Reports > Payroll Department Report . =5
External Reports > Payroll Summary Report (Landscape) - : C;rnpany Sétup
Management Reports > Payroll Cost Centre Report
Advance Management Reports > YTD Departmental Report
| Quick Employee List > YTD Cost Centre Report ?‘ = \
> N

Gross Rate Pay Report Pay History - Excel Format

Leave Reports Pay-Sli >
l Graphical Analysis I Pay H'stotyRepott

NSP Report Career Progression

Hire Confirm Listing Employee Data Reports >
Quick Search by Dates Report Allowance / Deduction >
Auto Prompting Report NPL/Shift/OT/Rest-day >
Mail Merge Code Table >
Label Wizard Bank Listing

Payroll Setup

I o N4 I
- 3

Leave Setup

. CPF MAX Report - 1
g 1 CPF Shortfalls Report /;',, |
,"f"' CPF Variance Reports ' . a / h -

Payroll reports Change Period ili HR Setup
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2. Under Print Dialog for Employee Pay History Report:
e From Period: XXXX01 to XXXX12 (XXXX defines year)
o Select Pay Cycle: Full Month
e Print By: By Whole Company
e Print Format: Landscape Format

Click on the “Report” button to generate the Pay History

Report.
5 Print Dialog for Employee Pay History Report — O X
FromPeriod |[HEE01 ~| 1o (2 'I
Select Pay Cycle
" Mid Month " Week1 included Special [
{" End Month " Week2 Included Bonus [~
{" Special Period " Week3
{" Bonus Period " Weekd
{s Full Month " WeekS
Mid And End
Print By

" By Employee
i~ By Department
{" By Cost Centre

Employee l'fl :J l.’ 10

Department |':'_: = J

Cost Centre |d_-_'l J ||,_:'

L)<

Mew page for second half ? I_

Exclude Leave info? I
Exclude from IRAS? r
Print Format |Landscape Format j
Report 1] Close

108 |Page

The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change /
amend without prior notice given to clients.



TIMES

SOFTWARE Times Software Pte Ltd | 2025 Edition
3. The following shows a sample of the Pay History Report by

Whole Company:

CPF TAX Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
Basic Salary 01 40,400.00  40,400.00 40,400.00 44,800.00 44,800.00 44,800.00 44,800.00 44800.00 44,800.00 44,800.00 36,800.00 36,800.00 508,400.00
VARIABLE BONUS A2 162,200.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 162,200.00
CHINESE DEVT ASST.FUND N 0 -14.00 -10.50 -10.50 -11.00 -11.00 -11.00 -11.00 -11.00 -11.00 -11.00 -8.00 -8.00 -128.00
MOSQUE MENDAKI BLDG FUIN 0 -19.50 -6.50 £.50 -6.50 -5.50 £.50 -6.50 -5.50 £.50 -6.50 -6.50 -5.50 -91.00
OT ALLOWANCE 01 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 2,400.00
Gross Wages 202,800.00 40,600.00 40,600.00 45,000.00 45,000.00 45,000.00 45,000.00 45,000.00 45,000.00 45,000.00 37,000.00 37,000.00 673,000.00
CPF Wages 182,600.00 30,400.00 30,400.00 34,800.00 34,800.00 34,800.00 34,800.00 34,800.00 34,800.00 48,400.00 26,800.00 26,800.00 554,200.00
Employee CPF -27,420.00 -5,700.00 -5,700.00 -6,540.00 -5,540.00 -5,540.00 -5,540.00 -5,540.00 -5,540.00 -9,260.00 -5,180.00 -5,180.00 -97,680.00
Nett Pay 175,346.50 34,833.00 34883.00 3844250 3844250 3844250 3844250 38344250 38,44250 3572250 31,80550 31,805.50 575,101.00
Employer CPF 23,307.00 4,845.00 4,845.00 5,559.00 5,559.00 5,559.00 5,559.00 5,559.00 5,559.00 7,871.00 4,402.00 4,403.00 83,028.00
CPF Ordinary Wages 30,400.00 30,400.00 30,400.00 34,800.00 34,800.00 34,800.00 34,800.00 34,800.00 34,800.00 34,800.00 26,800.00 26,800.00 388,400.00
CPF Additional Wages 152,200.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 152,200.00
Actual Additional Wages 108,600.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 13,600.00 0.00 0.00 122,200.00
SDF 78.75 69.75 69.75 70.00 70.00 70.00 70.00 70.00 70.00 70.00 58.75 58.75 825.75
MVCS 500.50 500.50 500.50 500.50 500.50 500.50 500.50 500.50 500.50 500.50 500.50 500.50 6,006.00
Earned CPF Ord Wages 28,500.00 28,500.00 28,500.00 32700.00 32,700.00 32,700.00 32700.00 32,700.00 32,700.00 32,700.00 25500.00 25,900.00 366,200.00
CPF Wages (OW+AW) 137,100.00 28,500.00 28,500.00 32,700.00 32,700.00 32,700.00 32,700.00 32,700.00 32,700.00 46,300.00 25900.00 2590000 488,400.00
BASICNVCS 11,999.50 1199950 11,999.50 1199950 11,99950 11,999.50 1199950 11,999.50  11,999.50 11,999.50 11,999.50 11,999.50 143,994.00
Total CPF 50,727.00 10,545.00 10,545.00 12,099.00 12,099.00 12,099.00 12,099.00 12,089.00 12,098.00 17,131.00 9,583.00 9,583.00 180,708.00
Total Employee : 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 6.00 6.00 82.00
Gross Wages/HC 2897143 5,800.00 5,800.00 6,428 57 6,428.57 6,428.57 6,428 57 6,428.57 6,428.57 6,428 57 6,166.67 6,166.67 97,904.76

4. Next, proceed to IRAS Application to generate Grand Total

IR8A Checking Report.

Go under IR8A Report > Grand Total IR8A Checking
Report: Select option as follows and click on “Preview”.

Q Grand Total IR8A Checking Report Print Dialog — O X
MAIN | EMPLOYEE | DEPARTMENT | COST CENTRE |

Sorted By
Employee [EII]‘I _| To |EI1EI _|
Do not round the Community Fund/Donations % v

Do not round down to the nearest dollar in the IR84 Report?  [v
[ Except Value of ltem D |

Staff excluded from IRBA Submission Run
Batch Indicator?

Total IR8A [oniginal™ ] Employee Count 0

Total IR84 [Adjustment Record as onginal™ ] Employes Count 0

Total 1RG4 [amendment] Employee Count 0

Total IR21 Employee Count 0
Preview Print j'L Close
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The following is a sample of the IR8A Checking Report:

GRAND TOTAL FOR TIMES SOFTWARE (S) PTE LTD

Gross Salary, Fees, Leave pay etc. : 510,800.00
Bonus (non-contractual bonus paid in 2024 and/or contractual bonus) - 162.200.00
Previous Year's Bonus declared on : 0.00
Previous Year's Employee's CPF Conribution : 0.00
Director's Fees : 0.00
OTHERS : Gross Commision : 0.00
Pension : 0.00

Allowances : -
Transport : 0.00
Entertainment : 0.00
Others : 0.00
Gratuity / Compensation (Exclude item 2) : 0.00

The amount under Gross Salary, Fees, Leave Pay etc.
comprised item from Tax Line 1 is $510800.

Add up item from the pay history:
508,400 +2400 = $510,800

CPF TAX TOTAL
Basic Salary 01 508,400.00
VARIABLE BONUS A2 162,200.00
CHINESE DEVTASST.FUND N 0O -128.00
MOSQUE MENDAKIBLDG FUIN O -91.00
OT ALLOWANCE 01 2,400.00
Gross Wages . 673,000.00
CPF Wages 554 .200.00
Employee CPF -97,680.00
Nett Pay 575,101.00
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User Defined IRAS Submission Indicator Checklist

Report

This section allows users to generate a report based on App8A

and App8B buttons on Update Employee > Confirm and
Termination Tab.

IRBA Report

IRBA Checking Report

Grand Total IRBA Checking Report

Ij-ﬁ

User Defined IRAS Submission Indicator Checklist Report

FORME

Employee Medisave Report

IR8A Checking Report Landscape format
E- IRAS (For Email / Web Report)

IRASLINE Code Setup

IRQA Adivirtmmant Rarard

Sample of the User Defined

Checklist Report:

Employee #[010 | ame 1Ay VAN CLEEF (STAFF SHOWING WVC) ~| #8| B | & | g | Quick Menu
Update | | other [Confirm & Termination | Bank | Address | Spouse | AllowiDedu | career ¢ »
Confirm/Termination

Probation By By Month » Exclude Auto Prompt ? "2

Probation Period

Notice Period Method » Confirmation On [16/052004 Retire Age 62

Notice Period Retire Date  (31/08/2047
Resignation Reason - ::;:;M Date [01012013

Resignation Date v | Last Payment Date Previous -

3 Confirmation Due [15/052004 Hired date |16/02/200< 16 year 9 month(s

Exciude from RAS? [No

= status [Factve  v]-eave Scheme

Resignation Remarks '

Recommend M =]
for re-hired

Reason for re-hired |

Date of Notice - Stop payment Indicator -

Stop payment Effective Date el

IRAS Check List
AppBA - Benefit In Kinds
App8B -Share Option

Stop payment End Date -

o/

Appendix 8B

v *Default in Grey tick is not ticked

_—

I | wen | | o]« o ln) e |
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2.9.6 FORM E
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This section applies to user who are doing manual submission.

IR8A Report
IRBA Checking Report
Grand Total IR8A Checking Report

- S

User Defined IRAS Submission Indicator Checklist Report

FORM E

Appendix 8B

Employee Medisave Report
IRBA Checking Report Landscape format
E- IRAS (For Email / Web Report)

IRASLINE Code Setup
IR8A Adjustment Record
Voluntary Report

@

CPF Excess/Short

el

MOSQ Setup

-

Shares Option

Click on the “Preview” button to generate the grand total figure

for IR8A.

 IR8A Form Print Dialog - O X
MAIN | EMPLOYEE | DEPARTMENT | COST CENTRE |
Sorted By |Emp No -
Employee IEIIII1 _I To |UUSA _I
Do not round the Community Fund/Donations? r
Do not round down to the nearest dollar in the IR8A Report? [
[ Except Value of ltem D )
Staff excluded from IR8A Submission Run v
Batch Indicator? Original hd
Export IRAS data to excel? r
Total IR8A [original™ ] Employee Count 0
Total IR8A [Adjustment Record as original™ | Employee Count 0
Total IR8A [amendment) Employes Count 0
Total IR21 Employee Count 0
Preview Print | j'|_ Close

Sample of the FORM E:

TIMES SOFTWARE (S) PTELTD RETURN OF EMPLOYEE REMUNERATION
FORM E Page 1 of 1
TOTAL EMPLOYEE DATE DATE
SEQNO INCOME TAX REF NRIC/PASSPORT FULL NAME SEX REMUNERATION CPF COMMENCE CESSATION EMP NO
SINGAPOREAN CITIZEN INCLUDING PERMANENT RESIDENT
1 S81345131 Abdul Rahman Bin Ali (WOSQ Contribution) M 30,000 6,500 02/05/2018 001
2 F1449991K John Andrew Smith (10K Income) M 122,400 0 16/06/1999 002
3 S6904035G Christy Chong (PR1 Paid PR_ER) F 90,000 17,820 01/01/2014 003
4 S8003019C Ong Lee Mooi (PR1 Paid CLASS1) F 36,000 7,800 08/06/2007 004
5 S8365627A Jennifer Lim (CPF SHORTFALL) F 80,000 20,400 18/11/1999 31/10/2024 006
6 S7023456D Hong Yi Ping (CPF Excess) F 78,000 20,400 111272013 009
7 ST7025456E Hong Yi Ping (IR8S SAMPLE) F 74,400 20,400 01/01/2015 009A
Grand Total 510,800 93,320
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IRSA Adjustment

This section allows users to adjust to IR8A form for Original,
Amendment or Revision submission.

CPF Excess/Short
I IRBA Adjustment Record
oluntary Repo

Pay History Report By Employee
IRAS API Report

Shares Option

Company Checking Report

IR8A Report 4.) e-Submission

E-FAQ

Amendment Procedure for Original Record:
1. Click on “IR8A Report” icon and select “IR8A Adjustment”
option.

2. Adjustment Employee Record window will be prompted. A
blank screen would mean that there are no amendment
records for any employees.

& Adjustment Employes Record - [m] x
Search By |[EMP_ND - Lockup |
| selected| source Document| EmployeeNo [Name Company|Department|Hired Date [Termination Date |Last Payment Date|Revision ~
b 0 EMPA Employes A AAA WGMT 1740172020 1
r A EMPA Employee A AAA MGMT 1740112020 1
r o EMPB Employee B AAA SALES 0140712021 1
v
New | Edit | Delete | Import Orginal ‘ Import Amendment ‘ Download Template | Excel (*xls) * fl_ Close
3. T te amendment d, click on “New” butt
. 10 Create amen ent recoraq, CliICK on ew putton.
..................................... ] = =
New Edit Delete Import Orginal Import Amendment Download Template | |CSV v ] l Close
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4. The adjustment window will be prompted.

 IR8A Record — O e

Employee Code | e Employee Name I
IRAS Year |CumentYear | Batch Indicator |Drigina\ ﬂ 1- Add Record

Important Note: You may input the adjustment in the event of the manual adjustment is required.
-For Original, “The values will overwrite the system generated IRBA"

-For Amendment, “The values input in this form will be the difference for the IR8A form previously submitted 2 - Populate IRSA |
a) Gross Salary, Fees, Leave Pay, Wages and Overtime Pay:
b) Bonus [non-contractual & contractual) ’7
c] Director Fees ’7
d) Allowances : Transport ’7 Entertainment ﬁ Others ’7
d1) Gross Commission li
2] Pension : ﬁ
d2) Lump sump payment : Gratuity ﬁ Motice Pay ﬁ
Compensation for loss of office li Ex-gratia payment '7
Others [please state nature) li

g] Excess/Voluntary contribution to CPF by employer [less amount refunded/to be refunded)

h) Gaing and profits from Employee Stack Option (ESOP)/ Other farms of Employee Share

Share option profit for SOIG [ Shareoptionprofitfor SO [
i) Value of Benefits-in-kind

a) EMPLOYEE'S COMPULSORY contibution to * CPF / Designated Pension/Provident Fund
b) Donations, deducted through salaries for Y ayasan Mendaki Fund / Community Chest of Singapore / SINDA / CDAC /

ECF / Other tax exempt donations

c] Contributions, deducted through salaries for Mosque Building Fund
DEDUCTIONS - Life insurance premiums deducted through salaries

[Less: NSP)

Save | Cancel | Close

5. Select the affected employee from the button located
beside Employee code.

Employee Code |

6. Select Original under “Batch Indicator” then click on “1-Add
Record” button to create new record.

@ IR8A Record - O X
Employee Code |EMF'B J Employee Name |EI‘I‘||:||E|_I,IEE B
IR&S Year  |Cunentvear | Batch Indicator Company Code A48 j 1- Add Record

Important Note: You may input the adjustment in the event of the manual adjustment is required.
-For Original, “The values will overwrite the system generated |IRBA"

-For Amendment, “The values input in this form will be the difference for the IR8A form previously submitted 2 - Populate IR2A
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7. Click on the “2-Populate IR8A” button and you will be able to
add on to current figures. Then click Save.

@ IR8A Record - O X

Employee Code |EMF'B J Employee Name |EI‘I‘||:||E|_I,IEE B

IRAS Year  |Cumentear | Batch Indicator |Original - Company Code A48 - 1- Add Record

Important Note: You may input the adjustment in the event of the manual adjustment is required.
-For Original, “The values will overwrite the system generated |IRBA"
-For Amendment, "The values input in this form will be the difference for the IR8A form previously submitted 7 - Populate IRBA

8. Click on the “Save” button to save the changes.

‘ | Save I Cancel | Cloze ‘

Re-Submission methods:

Amendment submission Revision submission
- Amendment to submit the - Revision submission to overwrite
differences in amount to rectify any previously submitted
the discrepancies to the employment income information.

submitted records.
- Submit the full and correct values

- Submit positive values to add-on for all relevant fields, as this
the values to the submitted records. method overwrites the previous
record.

- Submit negative values to negate
the values to the submitted records. - Cannot be negative values.

- Leave all other numeric
fields which were not affected
by the error as blank.
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Scenario 1: Under/Over declaring particular item for an
employee

Actual Salary = $28,000

Original Submission = $24,000

Amended record should show as “$4,000”

Perform Amendment submission for affected employee.

Procedure for Amendment Submission:

1. Select Amendment under “Batch Indicator”.

# |R3A Record - ] *

Employee Code |EMF'E J Employee Name |Emplu:u_l,lee B

IRAS Year  |CurentYear Batchlndicator Company Code  |Add, - 1- Add Record

Important Mote: You may input the adjustment in the event of the manual adjustment is required.

-For Original, “The values will overwrite the system generated IRSA™
-For Amendment, “The values input in this form will be the difference for the IR8A form previously submitted I - Populate IRBA

For Multiple-company version, users will have the option to
select company code.

@ IR2A Record - O X

Employee Code |EMF'B J Employee Name |Emplu:|_l,lee B

IRAS Year  |Curentvear | BatchIndicator |.-’-'l.rnendrnent jl Company Code  [Add, Li 1- Add Record

Important Mote: You may input the adjustment in the event of the manual adjustment is required.

-Far Original, “The values will overwrite the system generated IRSA™
-For Amendment, “The values input in this form will be the difference for the IR84 ferm previeusly submitted 7 - Populate IRBA
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Example 1:

Times Software Pte Ltd | 2025 Edition

Actual Salary = $28,000
Original Submission = $24,000

Amended record should show as “$4,000”

@ IRBA Record

Employee Code |EMF'B J

Employee Name |E mployes B

IRAS Wear  |CurrentYear «| Batchlndicator |4mendment Company Code  [&d0 - 1- Add Record

Important Mote: You may input the adjustment in the event of the manual adjustment is required.
-For Original, “The values will overwrite the system generated |IRBA™

-For Amendment, “The values input in this form will be the difference for the IRBA form previously submitted

2 - Populate IRBA
INCOME/DEDUCTION l

a) Grogzz Salam, Fees, Leave Pay, Waages and Overtime Pay:

$4,000.00
b) Bonusg [mon-contractual & contractual)

Example 2:
Actual Bonus = $3,000
Original Submission = $5,000

Amended record should be shown as “-$2,000”

& IR8A Record

Employee Code |EMF'B J

Employee Name |EIT||:||D_|.JEE B

IRAS Year  |Cumrentyear  »| Batchndicator |Amendment - Compaty Code  [Abd, - 1- Add Record

Important Note: You may input the adjustment in the event of the manual adjustment is required.
-For Original, "The values will overwrite the system generated IRBA”

-For Amendment, “The values input in this ferm will be the difference for the |IRBA form previously submitted

2 - Populate IRBA
IMCOME/DEDUCTION ]

a) Gross Salay, Fees, Leave Pay, Wages and Overtime Pay:

b] Bonus [hon-contractual & contractual)

[$2,000.00]
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Scenario 2: Submitted wrong NRIC/FIN number

You have submitted the employee's ID record with a wrong NRIC S2345678Z. The
correct ID number should be FIN F2345678A.
You must submit 2 records to correct both the incorrect and correct ID.

1. Perform a Revision Submission for Incorrect ID S2345678Z: Submit a revised
record for Incorrect ID S2345678Z, with all fields set to zero to remove the
earlier record.

2. Submit an original record with the Correct ID (F2345678A) with the correct
income details using the correct NRIC/FIN number.

For wrong submission of an invalid FIN number, IRAS will cancel the record at their
end. User will require to use the Cancellation of IRAS APl Submission (refer to
Chapter 2.17) and submit original record for the employee with the corrected FIN

number.

Procedures for Revision Submission:

**During a revision submission, if the affected employee has
Shares Option or Benefit in Kind, user is required to create the
Shares Option Revision and Benefit in Kind Revision records.

1. Select Revision under “Batch Indicator” then click on “1-
Add Record” button to create new record.

& IR8A Record

Employee Code |UU‘I

O X
IRAS Year  |CumertYear «| Batch Indicator IiHevisiun vI

J Employee Name |L"::_‘ Rahman Bin &l (MOSQ Contribution)

Important Note: You may input the adjustment in the event of the manual adjustment is required

-For Original, "The values will overwrite the system generated IRBA
-For Amendment, “The values input in this form will be the difference for the IR8A form previously submitted

2. Click on the “2-Populate IR8A” button and you will be able to
add on to current figures. Then click Save.

& IR8A Record = a X
Employee Code |UU1 J Employee Name |L'n: dul Rahman Bin &l (MOS0 Contribution)
IRAS Year |CumentYear w| Batch Indicator |Hevision j 1- Add Record

Important Note: You may input the adjustment in the event of the manual adjustment is required

-For Original, "The values will overwrite the system generated IRBA
For Amendment, “The values input in this form will be the difference for the IRSA form previously submitted

3. Click on the “Save” button to save the changes.

Save
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Scenario 3: Submitted multiple wrong records for the same employee.

If you submitted more than one incorrect record for the same employee, we
recommend using the revision submission method. This allows you to submit
the actual income and deduction amounts in a single record, replacing all
previous entries.

Example
You submitted three sets of records for the same employee using the

amendment submission method:

Amounts Amounts Amounts Total of all 3 Actual
submitted submitted submitted submissions income
in 1st in 2nd in 3rd (A) +(B) + (E)
submission submission submission (C)=(D)
(A) (B) (€)
Salary $12,000 -$5,000 52,000 $9,000 $12,000
Bonus 0 $2,000 $1,000 $3,000 $2.000

Refer to the table below to correct the records based on your selected
submission method:

Method What to submit
Revision submission Submit a revised record with the full and correct values for all relevant
(recommended) fields.

= Salary=12,000
+ Bonus=2,000
Amendment submission (E) Submit an amendment record showing only the difference between what
- (D) was previously submitted and the actual income.
= Salary=3,000
» Bonus =-1,000 (include a negative sign)

Leave all other numeric fields blank if not affected.
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After exiting the adjustment window, user will be directed to
Adjustment Employee Record window.

The screen will reflect employee details of the employee who has
an amendment record.

&% Adjustment Employee Record

= o X
L Search By [EMP_NO hd Lookup |
1 !Source T ]Name ICumDenvIDeDaﬂmenlIHIredDale]TermlnatlonDu(elLa:lPuvmentDa(eIRewsnon Isubmissmnuale
L r o 900 SPASS PRORATE JULY 2023 TSPL NONE 12/07/2022 1
1] r A cc100 CPF CAPPING NEW HIRED TSPL NOR 05/02/2021 1
| | r R CHO02 SPASS PRORATE SEPTEMBER 2023 TSPL NONE 06/02/2020 1
‘ “New Edit Delete Import Orginal I import ‘ " ‘ Excel ("xis) 7| L Close
Item Explanation
Source ‘A’ indicates that employee has an Amendment Record.
Document
‘O’ indicates that employee has an Original Record.
‘R’ indicates that employee has a Revision Record.
Tabs
New ‘ Edit ‘ Delete ‘ Import Orginal Import Amendment Download Template | |CSV A ﬂglose
New: To create an amendment record for affected employee.
Edit: To make changes to existing records created.
Delete: To remove existing records created.
Import Original: To import original record in batch using excel template provided.
Import Amendment: To import amendment record in batch using excel template
provided.
Download Template: Allow user to download excel template file to perform Import
function.
Close: To exit from Adjustment Employee Record and return to the main screen.
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O,

FREQUENTLY ASK QUESTION
Q: Can we perform mass upload for adjustment?

A: Yes.
Download Template Function

User can download excel template to upload IR8A Adjustment in
batches.

1. To download template, click on “Download Template”
button, the Download Template Window will be prompted.
User can indicate preferred location on where to save the file
under Download To. When ready user can click on
“Download” button. (Supports XLS/XLSX FORMAT)

# Adjustment Employee Record [m} >4
= I '
Search By [EMP_NO - Lookup | I Document |Amendment =| I

Selected| SourceDocumenllideayeeNo[Nnme ]f‘ ,: pal : ‘Dalel.m inati DatelLlsl". D: :"‘ ion I b i Da(el
Ph i

‘ New | Edit ‘ Delete ‘ Import IRBA Record I IDgwnlom Tempmel |E~:em'xls.j ﬂguse

This is a sample of Import IR8A Adjustment Import Template.

** Please note to indicate records from Row 4 onwards, Definitions of the
columns are indicated under Row 2.

A B C D E F G H | J K L M N 0
1 EMPCODE GROSSWAGE BONUS DIRECTORFEE TRANSAMT ENTERAMT OTHERAMT COMMISSIONAMT PENSIONAMT GRATUITY1 GRATUITY2 GRATUITY3 GRATUITY4 GRATUITY5 VARIA
2 Employee co Gross Salary, IBonus (no Director Fees Allowance - "Allowance - EntAllowance - (Gross Commission Pension Gratuity Compensati Notice Pay Ex Gratia Pa'Others (plea Excess

3 Your record to import should start from below:
4
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2. When the file is ready for importing, click on “Import” option
an Open window will be prompted. Select the import excel file
and click on “Import”. Once the import is done, employee
details will be reflected on the Adjustment Employee Record

.
Window.
e
Search By [EMP_NO ~| Lookup l Document |Amendment j
] ISource" : lName ll‘ }wwl : Date lrc- i DmelLul ay } ] Dale]
DS \ \
& IMPORT IR8A Record - Amendment — [m] X
FileNamett [CATIMESOFTATP8\Import_Detail_Template. s I:I
Revision 1 2
Import T.ce
New Edit Delete l I Import IRBA Record I Download Template Excel:'uis,j l.'L Close
L

A

IMPORTANT NOTE!!!

Remember to change the “Batch Indicator” to Amendment
during IRAS submission as shown below.

) IRAS APEX Submission — O X
General Option
Staffs Excluded From IR84 Submission Run 7 v
IR84 Option |IH3A Ll
Batch Indicator Amendment v
Name of CPF Fund  |CPF |
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2.9.8 Voluntary Report

This section allows users to generate employee’s with CPF
voluntary contributions.

IRASLINE Code Setup CPF Excess/Short Shares Option

IRBA Adjustment Record
I Voluntary Report I
Pay History Report By Employee
IRAS API Report
Company Checking Report

IR8A Report 4.) e-Submission EFAQ

Click on the “Preview” button to generate the CPF Voluntary
Report.

CPF Voluntary Report X

Employee |UU1 v I To 009A LI
Selection |D ETAIL - |

Frint Employee with Voluntary Contribution ? [V

M Close

Sample of CPF Voluntary Report

TIMES SOFTWARE (S)PTELTD
YTD CPF VOLUNTARY REPORT AS AT PERIOD 12
Query : ALL

Period Vol Ee % Vol Er % Ord Wages Add Wages Act Aw Paid CPFee CPF’er Vol CPFee§ Emp'erd Vol Total
008 Emily Wen Fang (Voluntary ER CPF) Fund/Levy : CLASS1 Actual Fund/Levy : CLASS1
202401 0.00% 4.00% 3250.00 3250.00 3250.00 -1300.00 1365.00 0.00 260.00 260.00
202402 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202403 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202404 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202405 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
2024086 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202407 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202408 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202409 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202410 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202411 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00
202412 0.00% 4.00% 3250.00 0.00 0.00 -650.00 683.00 0.00 130.00 130.00

39000.00 3250.00 3250.00 -8450.00 8878.00 0.00 1690.00 1690.00
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Pay History Report is used to check against IR8A form. That

includes Taxable
Employees’ CPF contribution.

Generating Procedures:

Income, Additional Wage Capping and

1. Click on “IR8A Report” icon. Select “Pay History Report by

Employee” option.

IRASLINE Code Setup
IR8A Adjustment Record
Voluntary Report

I Pay History Report By Employee

IRAS APl Report
Company Checking Report

IR8A Report

4.) e-Submission

CPF Excess/Short

Shares Option

E-FAQ

2. The Reports Parameter window will appear. Select the period
range, employee and click on the “Process” button to

generate the report.

Q Reports Parameter

|202501 i

Select Pay Cycle

From Period

81018 18 18 18

Employee om J |U1D
New page for second half ?
Sorted by Employee Name ?
Exclude Mon Payroll tems?

iHide Employee Header:

77@7'5_

- O X
7 [202512

Print Format |Landscape Format

Process

Exit
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3. The following is a sample of the Pay History Report. Only Pay
History Report By Employee in IRAS Application will reflect
2026 BONUSP.

TIMES SOFTWARE (S) PTE LTD
PAY HISTORY BY EMPLOYEE FROM PERIOD 202501 To 202512

Query : ALL plus (Emp :001 To Emp :009A ) Userid : MASTER
Employee's code : 001 ( Abdul Rahman Bin Ali (MOSQ Contribution) ) Hired Date : 02/05/2018
Department: JUNIOR ( JUNIOR DEPARTMENT ) Occupation : HR EXECUTIVE
DOB: 01/09/1981 Fund Class: CLASS1
Date of Cessation :
CPFTAX Jan Feb Mar April May June July August Sept Oct Nov Dec Total
Basic Salary 0o 1 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 30,000.00
VARIABLE BONUS A 2 2,500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,500.00
MOSQUE MENDAKIBLDGFN 0 -19.50 -6.50 -6.50 -6.50 -6.50 -6.50 -6.50 -6.50 -6.50 -6.50 -6.50 -6.50 -91.00
Gross Wages 5,000.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00  2,500.00 2500.00 32,500.00
CPF Wages 5,000.00 2500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 32,500.00
Employee CPF -1,000.00 -500.00 -500.00 -500.00 -500.00 -500.00 -500.00 -500.00 -500.00 -500.00 -500.00 -500.00 -6,500.00
Nett Pay 3,980.50 1,993.50 1,993.50 1,993.50 1,993.50 1,993.50 1,993.50 1,993.50 1,993.50 1,993.50 1,993.50 1,993.50 25,909.00
Employer CPF 850.00 42500 425.00 42500 425.00 42500 425.00 42500 425.00 425.00 425.00 425.00 5,525.00
CPF Ordinary Wages 2,500.00 2500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 30,000.00
CPF Additional Wages 2,500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,500.00
Actual Additional Wages 2,500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,500.00
SDF 11.25 6.25 6.25 6.25 6.25 6.25 6.25 6.25 6.25 6.25 6.25 6.25 80.00
Earned CPF Ord Wages 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 30,000.00
CPF Wages (OW+AW) 5,000.00 2500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 32,500.00
Total CPF 1,850.00 925.00 925.00 925.00 925.00 925.00 925.00 925.00 925.00 925.00 925.00 925.00 12,025.00
BONUSP 202601 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3,000.00 3,000.00
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2.9.10 IRAS API Report

This section allows users to check the submission details.

IRBA Adjustment Record
Voluntary Report
Pay History Report By Emplovee

Al W ]
IRAS API Report Ve /
Company Checking Report ¢
IRBA Report 4.) e-Submission

Click on = to select Submit Date then click on Report.

There will be no submission date if you have not performed any
submission.

# IRAS API Report - O X
Filter By

Submit Date

H

L Fepot 3| ] Close
Sample of IRAS API Report
SUBMITTED EMPLOYEE(S) LIST FROM API Page 1 of 1
Query : ALL 28/11/2025 2:30:35 PM
Userid : MASTER
EMP NO EMP NAME DEPT HIRED DATE RESIGNED DATE IRS8A A8A A8B
EMPA Employee A MGMT 14/02/2025 28/05/2025 | o) O
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E-Submission

This section allows user to setup the parameters and generate the Auto-
Inclusion Scheme text files required for E-Submission.

This application caters to two types of e-Submission method which
complies with the IRAS Auto-Inclusion Scheme. They are:

Submission Type

Submission
Medium

Description

Crimson Logic
Method

Submit via CRIMSON
LOGIC website

This is an electronic application developed
by Crimson Logic Pte Ltd and subscription is
required.

IRAS API Service

Submit via IRAS.exe
Application

This API allows payroll software developers
to incorporate within their payroll software
the feature for employers to validate and
submit employment income information
(IR8A, IR8S, Appendix 8A and Appendix 8B)
to IRAS directly.

-AIS-API 2.0

CPF Data Link-Up
Service

Do not use it if you
are using IRAS API
Service.

This is only applicable
to companies, who do
not use payroll

IRAS will obtain the income details of

your NRIC employees from CPF Board and
MOM to pre-fill the details in 'Submit
Employment Income Records' at myTax
Portal.

You may receive an email to register for this
service, please ignore that email.

software.

What is IRAS Auto-Inclusion Scheme (AIS)?

Under the Auto-Inclusion Scheme (AIS) for Employment Income,
employers do not need to distribute hardcopies to their employees
anymore as employees can view their annual remuneration via their pay
slips via the Income, Deductions and Reliefs Statement (IDRS) at myTax

Portal.
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Grant IRAS API Access

This section allows users to grant IRAS APl Submission access

to selective payroll users.

Go to Utility > User Password Setup > Enter Master password to access

the Password Setup page:

-\ / User Password Setup
él im R = Change Master Password
SRS Lock/UnLock Period

Leave Utility
Year To Date Update
x Global Change
LY Initialize New Year
Custom Add-on Free Field Description

Transfer Employee Record
Mid Month Advance

Import Utility

Free Text Reminder

Update Citibank/SCB Account
Update Retired Age

Select the respective payroll user > Tick on ‘Enable IRAS API’ as shown
and click Save. User will be able to perform IRAS APl Submission when

login to IRAS application.

Password Setup X

Password Setup | Menu Access I Batch Entry Setup
Password

User ID AESOP I:::I Transfer User ID & Pwd

User Name [asE0P KOH

Password -

Hide Wages No b
Query Access m
View Data Only (No  ~

Select Printer |KDNICA MINOLTA C360iSerniesPCL j

Employee ID#

Restrict User's Record access ? r I EnablelRASAP! v I

Lock Modify Basic Salary? r

Enable Auto Prompting Report ? r _ _ _ _

Disable update Salary in Career Record | *Default in Grey tick is not ticked
Disable Allow/Dedu view access r

Accessed Date
Password Effective Date |[23/12/2021 ~

Renew Password every 63| Months

Password Expired Date 23/06/2022 ~

Reset Password ? N
New | Delete I Save I Cancel | Change ID | Copy Profile From | Print Audit Trail j-'LQIuse
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This section allows users to generate and submit directly from

IRAS.exe Application.
*Submission is available from 6™ January 2026 onwards.

Prerequisite Requirement

Prerequisite Requirement

Database ¢ Client environment database db driver
must be version 10 or above

e Data dictionary

Windows environment: | The API endpoint has to be triggered from a

Server-to-Server connection.  Transport

Layer Security (TLS) and IP Whitelisting will

be used to secure end-to-end

communications between the server

invoking the APl and APEX.

Your server, software or application must be
able to:

1. Support the following protocols:
HTTP/2, TLS 1.2/1.3, and

2. Trigger HTTP/GET and HTTP/POST
requests.

Do take note of the supported TLS cipher suite as
listed:

ECDHE-RSA-AES256-GCM-SHA384
. ECDHE-RSA-AES128-GCM-SHA256

129 | Page
The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change /
amend without prior notice given to clients.



TIMES

SOFTWARE Times Software Pte Ltd | 2025 Edition

2.10.1 IRAS API 2.0 Submission (New)
IRAS API 2.0 Submission Procedures:

1. Click on “e-Submission” icon. Select “IRAS API 2.0
Submission (NEW)” option.

:

/

IRAS API 2.0 Submission

Crimson Logic Format

A

IMPORTANT NOTE!!!

For clients with multicompany - The following warning will be
prompted if you have not selected any company. Please select
company under Query > Select Company to proceed.

IRAS PROGRAMS X

Company : NONE, TSPL with different company registration number
Please check your Query Selected!

................................

Please be reminded that you will need to perform separate submission
if you have more than 1 company code.
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2. The IRAS API Submission screen will be prompted.
#% IRAS API Submission = ] X
General Option :
Staffs Excluded From IR84 Submission Fun % v (API Sandbox Tes’ﬂng)
IREA Option GED |
Batch Indicator |U'iQ'”3| LI
| Name of CPFFund  |CFF ]
Generate Prosy Server Setup
_l-'|_ Close
Item Explanation
Staff Excluded | Tick to exclude employees that has been set to
from IR8A Exclude from IRAS submission

submission
IR8A Option IR8A - Submission for 2025 Income
IR8A — Supplementary - Submission for 2024
Income
Batch Indicator | Original — First submission
Amendment — Subsequent submission
Revision — Subsequent submission

CPF Fund Default - CPF
Step 1- Generate

Click on “Generate”, system will generate.

&% IRAS API Submission = O X

General Option |
Staffs Excluded From IR8A Submission Run 2 v (APl Sandbox Tes’ﬂng)
IR&& Option |IF|3A LI
Batch Indicator |Drig|na| LI
| Name of CPF Fund  [CPF ~]
I Generate I oo S ot

_l-'|_ Close
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there are any compulsory IRAS

submission which is missing in the system. Users will not be able to

proceed if the fields are empty.

a) Fin Number

Fin Number is a mandatory field for IRAS Submission.

System will prompt Update Fin Number Dialog window when the employee’s FIN

Number is absent.

Update Fin Number Dialog X
EMP_NO  [EMP_NAME [NEw_IC [FIN_ND | ~
L 002 John Andrew Smith (10K Income] F1443391

Please fill the Employment FIN# Number.

_I-'L Close |

Copy the FIN Number from NEW _IC field to FIN_NO field. Click on “Close” to

proceed.
Update Fin Number Dialog
EMP_NO  |EMP_NAME NEW_IC
X|oo02 John Andrew Smith (10K Income) F1449991K F1449991K
!
b) Gender

If the employee’s gender has not been assigned under Update Employee the
system will then generate a list of affected employees in the Update Gender Dialog.

Update Gender Dialog X
EMP_NO  |EMP_NAME [NEW_IC GENDER A
L 002 John Andrew Smith [10K Income) F1449391K

Please fill the gender.

j'|_ Close

Select Gender from E then click on “Close” to proceed.

Update Gender Dialog

EMP_NO |EmP_name |NEW_IC | cEnper
| 001 Abdul Rahman Bin Al (MOSQ Contribution) 58134513 -
FEMALE
MALE
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Step 2- Corp Pass Login

Click on “Corp Pass Login” to proceed.

Note: Tick on ‘IRAS Submission by Tax Agent’ only if you are
submitting on behalf of your client’'s company.

82! Apex Submission (NEW) Submission version 1.01 = ] X
Year Type ission Revision  DocumentData Status Sldm Message
1998044150 |2025 |O 1 { "orgAndSubmis... |U 20/11/202511:56 ... |14 1
«| »
(Step 2) Corppass Logon
Corp Pass Login ™ IRAS submission by Tax Agent?
Guide to check the Tax Fllmg Status
(Step 3) Validate Submission
Validate
Guide to prepare the Amendment Submission
(Step 4) API Submission https://go.gov. sgliras-ais-amend
Submit I

ata generated

View Message from IRAS View IRAS Total
Close

You will be directed to CorpPass login page. Enter your credentials to
proceed.

P Asingapore Government Agen

singpass

Beware of account takeovers ~

Scammers may manipulate victims to change their Singpass contact details, e.g. emoail and mobile number. This allows the scammers to receive the vietim's One-Time Passwords or take over the Singpass
account to commit crimes. If you suspect your account has been compromised, call the singpass hotline.

singpass app

Scan with Singpass app
Logging in as Business User

“*  Login with Singpass

- Your trusted digital identity
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Upon successful login, there will be a confirmation window to request
authorization. Click “Yes” button to continue.

M @ ConsentPlatform x +

< C @ | ©® https//sandbox.apigov.sg/oauth/cp/v2/authorize?client_id=b260dd70...

ﬁ A Singapore Government Agency Website How to identify~

e apex

Request for Permission

Your permission is required for the following purpose(s):

Submission of Employ t Income Records

Do you allow TimesApexAPl to connect and transact on your behalf with GovTech

(APEX) based on the Terms of Use [

De: iﬂe |

A

IMPORTANT NOTE!!!

Client using multi-company version or submitting on behalf -
Select the specific UEN number to proceed with submission.

-0 - U

corppass oO-
Select entity
Active (8) )
mpany o company Pt
2c) (1800ga0570) I )
Company 670 onuE
4706 710M, [( 00525G) [( )
Page

Once authorized, there will be a prompt to indicate that the login is
successful. Click on ‘X’ to close the browser and continue.

i) @ tsoauth.com/apex/redirectaspx?c X -+

< O @ (O hitps//tsoauth.com/apex/redirectaspx?code=apex-cp-sandbox-2f. ah A 7

token:0fff2784-c45b-4165-bfa0-489cb93dd7ae
token:eyJ0eXA101JKV1QiLCIhbGeiOJFUZI INiIsImtpZ CI6ImFwZ X gtc2InL. XYxIn0.eyJzdWIiOiIxODAWM TEwMzIDX 1M50Tks
Login Successfully, You can close the Browser and click get token button to continue.
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Step 3- Validate Submission

Return to the Apex Submission Screen and proceed to Validate the
Submission. Click on “Validate” button to continue.

85! Apex Submission (NEW) Submission version 1.01 — () X

Submission Status

Year Type Revision DocumentData Status Cod Message
18001103C  [2025 |0 1 { "orgAndSubmis... U \' \ [20/11/2025 331 PM |1 1

«| | »

(Step2) Corppass Logon
l Corp Pass Login l I™ IRAS submission by Tax Agent?

Guide to check the Tax Filing Status
(Step 3) Validate Submission g y
I Validate I

Ritps Jwww i3S so'media/docs/default-source/y

Guide to prepare the Amendment Submission

(Step 4) APl Submission hetps //go o m
Submit I

Progress: 100% Apex Data

generated

View Message from IRAS View IRAS Total I
Close |

Validate- Fail

Upon failed validation, system will reflect ‘Failed’ status and prompts the
error message.

o Apex Submission (NEW) Submission version 1.01 - o X

RCB Year ‘rm“m Revision DocumentData Status Stam Message r ssion

Date
1998044150 2025 O 1 { “orgAndSubmis... F 30 { "retumCode™: ... 20/11/202511:48 .. 14

(Step 2) Corppass Logon

Corp Pass Login | ™ IRAS submission by Tax Agent?
Guide to check the Tax Filing Status
4] Ll i) m: ./ J|

(Step 3) Walidate Submission

Validate
Guide to prepare the Amendment Submission
(Step 4) APl Submission hitps-/igo oov 30/irg-pig-pmand/
Submit

Progress: 100% Validation failed
ANERERRRRERER AENRERERERENNEREREREREEEEENE

[ View Message from IRAS || View IRAS Total
Close

Click on ‘View Message from IRAS’ to view the error message.
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From Message Dialogue, under “Status message” will state error

message, under “Errors:” it would indicate the record. User may
download the error and email us at support@timesoftsghelp.zendesk.com.
We would advise on how to rectify the error(s).

X |

S

85 Iras APl Message Dialog = (]
Filename [C\TEMP\APILOG TXT

“retumCode": 30,

“info™ {

"message”: "Generc emor”,

: ode”: 850302, [
}'ﬂeldlrfcll..lst' 0

I

Validate- Success

Upon successful validation, the system will reflect “Validation successful’
status and prompted with the message below. Click “OK” to proceed.

Click “View IRAS Total” system will prompt IRAS APl Submission Detail
which shows a summary of total Income to be submitted. From this screen
user can tally it with Grand Total IR8A Checking Report.

8. Apex Submission (NEW) Submission version 1.01 — m] X I
Year ?:;:ﬂm Revision | DocumentData Status Sldm Message
3 180011032C |2025 |O 1 { "orgAndSubmis... |V 20 {"retumCode":"2... [20/11/20253:29PM |1 1
(]
4| 1

(Step 2) Corppass Logon )

Corp Pass Login I ™ IRAS submission by Tax Agent?
Guide to check the Tax Filing Status
(Step 3) Validate Submission hitps //www iras. gov sq/media/docs/default-source/uploadedfiles/pdf/com pany-guide-on-how-to-log-ir
Validate
Guide to prepare the Amendment Submission
(Step 4) AP| Submission hitps /g0 gov slirss-ais-amend/
Submit I
Progress: 100% Validation passed

View Message from IRAS View IRAS Total
Close
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To export into API data, click on “API Data Download”.

85 IRAS API Submission Detail == (] X

Id IR8A
20251120033123 C

Consolidated

<« | »
Organisation Name ROC ENTITY 1 Acknowledgement No#

Organisation Id 180011032C Userld MASTER

Basis year 2025

No. Of Records (IR8A) 1

No. Of Records (Appendix84): 1
No. Of Records (Appendix8B): 0 |

==

| Salaries 9,917.00 CPF / Designated Pension or Provident Fund 1,983.00

{ Bonus 0.00 Donation 0.00 |
‘ Director's fees 0.00 MBF 0.00 |
I Others 4,150.00 :

SR TR\ TIMESOFT\TP8\IRASAPIREPORT XLSX /() |

| IGenerate Report |I AP Data Download I |

Indicate the path to save the data > API Data Download

o5 API Data download Dialog = O X l

Api Files |C:ATIMESOFT\TPE\IRAS JSON /O ‘

I API Data Download I Close I

Sample of downloaded file:

- = ] X
=l IRAS.JSON X +

File Edit View L/ I B
{

"orgAndSubmissionInfo": {
"validateOnly": true,
"bypassWarning": true,
"incomeYear": 2025,
"employerTaxRefNumber": "l8eelle32cC",
"authorisedPersonName": "Jeff Lim Ming Kwin",
"contactNumber™”: "12345678",
"emailAddress": "jeff.lim@timesoftsg.com.sg",
"submissionType": "0,
"softwareCompanyName": "CP_1998@4415D",
"softwareName": "Tmesoft-APEX API",
"totalNumberIR8A": 1,
"amountTotalIncomeOfIRSA": 14067,
"totalNumberOfApp8A": 1,
"totalNumberOfApp8B": @

s
"employeePersonalParticulars”: [

Ln1, Col 1 3,962 characters Plain text 100% Windows (CRLF) UTF-8
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To export details to excel, click on “Generate Report” button.

A B © D E F G H 1 ] K L M N (] P Q R =
1 DOCUMEI\. EMP_NO EMP_NAM COMPANY NEW_IC INCOME_TPR_APPRO EMP_PASS FUND_AC_PASSPORT MARITAL_!OCCUPATISEX DEPARTMECOST_CEN DOB HIRED_DA1 I
20 EMPA Employee . AAA T80000021 T8OO0002I T8000002.9 5 DIR M MGMT NONE MY HHRHHETY |
3
9
10 =
IRAS Report == i 4 G »

Step 4 — IRAS Submission

Return to the submission Dialog and click on “IRAS Submission”.

8y’ AIS Marketplace(OLD) Submission version 1.01 —_ 0 X

Information
[Reco:d Type - Original| ITotal Records|  [Status|

v IR8A 1 Validation successful I~ IRAS submission by Tax Agent?
v R8s 1 Validation s ful
v Aza 1 on s ful

5 Guide to check the Tax Filing Status
v Asg 1 alidation ful ’ ’

h L -5 D!

Guide to prepare the Amendment Submission
AP Submission Option

I‘ Apex Submission (NEW _J

(Step 2) Corppass Logon

CorpPass Login

(Step 3) Validate Submission

Validate I

(Step 4) IRAS Submission

IRAS Submission
View Message from IRAS View IRAS Total Close I

V.

You will be prompted with the confirmation below. Please ensure the
status is “Yes, has warning and proceed with submission”. Click
“Submit” to proceed with submission.

85 IRAS Submission Dialog = O X

Confirm Submission Status? |h’es,has waming and proceed with submission LI

[}
| | Submit I Cancel |
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Submit- Success

Upon successful submission, the status bar would reflect “Progress: 100%
Submission passed” and you will receive the submission confirmation
email from IRAS thereafter.

85! Apex Submission (NEW) Submission version 1.01

ission Revision DocumentData @ Status Sldm Message

Year Type
» 180011032C (2025 (O 1 { "orgAndSubmis... | Y 20 {"retumCode":"2... |20/11/2025 3:39PM |1 1

| | »

(Step 2) Corppass Logon
Gl | [ IRAS submission by Tax Agent?

Guide to check the Tax Filing Status

hittps /jwww iras.gov.sg/media/docs/default-source/u

(Step 3) Validate Submission

Validate
Guide to prepare the Amendment Submission
(Step 4) APl Submission https://go gov soliras-gis-smend/
Submit |
Progress: 100% Submission passed

View Message from IRAS View IRAS Total
Close
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2.10.2 Crimson Logic Format

This section allows the user to generate text file for IRAS
submission via Crimson Logic portal.

Generating Steps:

1. Click on “e-Submission” icon. Select “Crimson Logic
Format” option.

The system will display the following dialog box.

IRAS API 2.0 Submission

Crimson Logic Format

2. The IRAS Generator Dialog Box will be prompted.

rIRAS Generator - Crimson Logic Format X
File Detail

| IRGA

Appendix B4 |c:'\TIMESD FTATPS\CrimsonLogichabd,_CS_AppSa. tut

IRS4 Supplement |c:'\T|MESEI FT4TP8\CrimsonLogichaad,_CS_IRBASLIP. txt

IR8AB Ic: STIMESOFTATPEACrmsonLogichads_CS_APPEB tat
Staffs Excludes From R84 Submission Run ? v
I ||
Global update IRAS submission to zero values? [
Batch Indicator [Clriginal LI
Name of CPF Fund |':PF LI

Total IR84 Supplement Employes Count - 0
Tatal IR8A Employee Count : 0
I Total AP84 Employee Count :0

Total IR84E Employes Count : 0

Amendment : 0
L Generate

_]-'L Close
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File Detail
IR8A o\ TIME SOFTATP8\CrimsonLogic\AAA_CS_IRBA.tf ]

Appendix 84 |c: \TIMESOFTATPE\CrimsonLogichaas_CS_Appaa. txt

IR84 Supplement |c: \TIMESOFTATP8\CrimsonLogich&ds_CS_IRBASUP. tat

IR8AB [c:\TIMESUFT \TP8\CrimsonLoagichaad_CS_APPEB.txt

Item Explanation

File Detail This indicates the default directory of where the text file
will be saved.

The system will direct the text file to the following default
directory. C:\Timesoft\TP8\CrimsonLogic

To change the directory, click on || button to select

the directory.

IMPORTANT NOTE!!!

If employee do not have Benefit in Kind or Share options,
system will only generate file 1 file ie. IR8A file for

submission.
Staff Excludes IR8A form will not be generated for employees with “Yes”
From IR8A indicator under Exclude from IRAS.

Submission Run
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Staffs Excludes From IR84 Submission Run ?

1<

Global update IRAS submission to zero values?

Batch Indicator [Clriginal

MName of CPF Fund |':PF

Total IR84 Supplement Employee Count : 0
Total IR84 Employee Count: 0

Total AP84 Employee Count :0

L L]

Total |IR8AE Employee Count: 0

Amendment : 0

Item Explanation

Global update | This option remains unticked.
IRAS
submission to
zero values?

Batch For initial submission to IRAS select Original under Batch
Indicator Indicator.

Subsequent submission to IRAS for adjustment select
Amendment under batch indicator.

Batch Indicatar

mendment

Name of CPF Indicate CPF under Name of CPF Fund.
~

| Desighated Pension/Provident Fund |

Mame of CPF Fund
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Generate j'|_ Close
Generate This option generates text files to the designated file location.
During the file generation process, the system will check through
employees’ details. Any missing details which is compulsory for
IRAS submission will be reflected on the screen and it will force
user to enter the relevant information before proceeding further.
Otherwise, system will generate the relevant text file and prompt
“COMPLETED PROCESS”.
-- COMPLETED PROCESS --
_________________________ OK .
System will reflect the total count for the respective forms at the
bottom of the screen.
Total IRBA Supplement Employee Count @ 0
Tatal IREA Employes Count : 8
Tatal IRES Employes Count : 1
Total &P84 Employes Count @ 1
Total IRBAR Employes Count : 0
Amendment : 0
Generate | j-'LEIose |
Close This option exits current screen and returns to main screen
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9,

FREQUENTLY ASK QUESTION

Q: How to retrieve/locate generated text file?

A: To retrieve the text file(s), refer to File Detail and go to
respective folder. The file(s) name will be indicated with your
company code. For example, company code ‘TSPL’, IRAS file(s)
name is TSPLIRAS CS_IRS8.txt.

File Detait
IREA

]

Appendix 84 |c: \TIMESOFTATPE\CrimsonLogichads_CS_AppBa, bt

|IR&4 Supplement |c: STIMESOFTATP8\CrimsonLogich\add,_CS_IRBASUP. tut

IR8AB [c.'\TIMESUFT\TF'B\ClimsunLDgic\AﬁA_CS_APF'BB‘lxl
¥ | Cnmsonlegic — J 4
Huome Share Wikw 0
L S » ThisPC » Acer(C:) » TIMESDFT » TPE » Crimzonlogic w 1 L =]
B Desktop o . Date modified
5| Dacuments TSPLIRAS. €5 IREA 1P Text(

Here is a sample of the IRAS text file:

" TSPLIRAS_CS_IR8A - Notepad - O e

File Edit Format View Help

UNB A
UNH IREERN811
BGM 938

RFF  AlWJG

RFF  AWKG

RFF AWLG8

RFF  AWME

RFF  AWZO

DTM 4412018 682

DTM 416208181829182

NAD SE 199884415D

COM 62951998

LIN 1

RFF  AWI1

RFF AWMl

RFF  AWO384

RFF  AWPF

RFF  AWQN

< >

144 | Page
The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change /
amend without prior notice given to clients.


file:///C:/Timesoft/TP8/IRAS

TIMES

SOFTWARE Times Software Pte Ltd | 2025 Edition

2.11 Benefits in Kind

This section allows user to input any taxable benefits which are
paid and/or not paid through the payroll system in order for
it to reflect in the Appendix 8A.

@

FREQUENTLY ASK QUESTION
Q: What is Benefits in Kind?

A: Benefits in Kind is a non-wage compensation given to employees in
addition to their normal wages or salaries.

Skip this step if employees are NOT ENTITLED to Benefits in Kind.

Link claim code to Appendix 8A from Payroll Setup> Others Code Table >
Claim code

Claim Code Code Maintenance X
Search Code | Sorted by |code -| Fixed Columns |0 :|

Code Description Allow Code Benefit In Kind .
[ J DENTA DENTAL CLAIM DENT

HOSP HOSPITALISATION CLAIM

HP HANDPHONE CLAIM
| MCHECK MEDICAL CHECK UP CAR_BENEFIT

MEDICAL MEDICAL CLAIM MED

<F4>-Delete code <Insert> - Add Code 1] System Code _l-'|_ Close
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IMPORTANT NOTE!!!
Taxable vs. Non-Taxable Reimbursements

If an employee seeks reimbursement for an item that has been granted
concession or exempt from tax, the reimbursement is not taxable.
Reimbursement for an item that has not been granted concession or

exempt from tax is taxable.

For example, reimbursement to an employee for expenses incurred for
medical treatment sought by the employee remains not taxable even if the
reimbursement is claimed under the flexible benefits scheme.

On the other hand, holiday reimbursement remains taxable even if it is

one of the items which an employee can claim under the scheme.

Procedures to create Benefits in Kind:

1. Click on “Benefits in Kind” icon.

G

1.) IRAS Settings

)

Benefits In Kind

n

2.) Tax Line Setup

8

3.) Recalculate CPF *

Modify IR8S

)

Query

)

IR8A Report
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4.) e-Submission

CPF Excess/Short

)

Voluntary CPF Setup

)

Appendix 8B MOSQ Setup

@ W

Shares Option

E-FAQ
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2. Benefits In Kind (Original Record) window will be prompted.

This window shows staff with Benefits In Kind record. A blank
screen indicate that there are no employees with Benefits In
Kind records.

| Q Benefits In Kind (Original Record) = (m] X ‘
1 Search By [EMP_NO - Lookup Document |Original v

\

selected[EMP_NO  |EMP_NAME |compaNY_cope |DEPARTMENT_CODE|LAST_PAYMENT_DATE |HIRED_DATE | TERMINA |

D T ewea Employee A AAA MGMT 28/05/2025 1400212025 | 28057202 | |

Excel (*xls) ¥

New | Edit | Delete | Import ‘ Download Template

3. To create a record, ensure Document indicate as "Original”,
then click on “New” button.

Excel (*xls) « I

New Edit Delete Import Download Template
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4. The Additional Employee Record window will be prompted.

@ Additional Employee record - O X

Employee Code ...| Employee Name [

Housmgl HoieI.’Travell Oihers| Remarksl Misc |

Company

IR8A
Director's fees approved at the company "s AGM amount $ |

Retirement benefits including gratuities/pension/commutation of pension /lump sum payment . etc from
Pension / Provident fund : {

Amount accrued from 1993 B I
Contribution made by employer to any Pension/Provident Fund constituted outside Singapore 3 I
Pension / Provident fund : ‘
Are Contributions Mandatory? !_
Full Wages contributions charged/deductions claimed by a Singapore permanent establishment? V
Section 45 applicable indicator ? (applicable for foreign director's withholding tax) V

Adijust Voluntary Contribution ? [V

Adjust Employer Variance 7 ¥

Whether Voluntary CPF contribution are obligatory by contract of employment ? bt

Approval obtained from IRAS for Compensation/ Retrenchment benefits w | Date of Approval -

Employee’s Income Tax Borne by Employer? | j

Gains from exercise of stock option? | j

Save | Cancel | Close

5. Select the employee from the button located beside
Employee code.

Employee Code | T

For clients who are using the multi-company version, please
verify the company code reflected under “Company” after
selecting employee.

'e Additional Employee record - m] X

Employee Code Employee Name |

‘ Housnngl Hotel!‘l'rnvel‘ Olhersl Remarksl Misc |

Company
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2.11.1 IR8A Additional Record Tab

This section allows the user to enter additional record details of

employee’s IR8A.

Company |

IREA
Director's fees approved at the company ‘s AGM

l Housing | HuieVTravel} Olhers| Remarks| Misc |

amount $ |

Retirement benefits including gratuities/pension/commutation of pension /lump sum payment . etc from

Pension / Provident fund :

Amount accrued from 1993 S [

Item

Notes

Director’s fees approved
at the company’s AGM

Director’s fees are assessed in the year that a director entitles to
the fees if it is paid outside of payroll.

Retirement benefits
including gratuities/
pension /commutation
of pension /lump sum
payment .etc from
Pension/ Provident fund

All retirement benefits including gratuities and pensions are
taxable unless they are specifically exempted under the Income
Tax Act.

Amount accrued from
1993

Amount are taxable only on funds accrued from 1 Jan 1993 to
date of retirement. The funds will be taxed at the time the benefits
are received.
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Contribution made by employer to any Pension/Provident Fund constituted outside Singapore 3 [

Pension / Provident fund :

Are Contributions Mandatory? 2

Full Wages contributions charged/deductions claimed by a Singapore permanent establishment? 2

Section 45 applicable indicator 7 (applicable for foreign director's withholding tax) v
Item Notes

Contribution made
by employer to any
Pension/Provident
Fund constituted
outside Singapore

Any contribution made by employer to any Pension/Provident Fund
outside Singapore is taxable.

Declare the amount and name of the fund.

Are contributions

If contribution made above by employer to any Pension/Provident

charged/deductions
claimed by a
Singapore
permanent
establishment?

Mandatory? Fund constituted outside Singapore is/are mandatory, tick on the
option.
Default grey tick is unticked.
Full Wages If full wages contributions charged/deductions claimed by a
contributions Singapore permanent establishment, tick on the option.

Default grey tick is unticked.

Section 45
applicable
indicator?
(applicable for
foreign director’s
withholding tax)

If withholding tax has been paid on director’s fees payable to a
nonresident director, indicate ‘S45 applied’ against your employee’s
designation on the Form IR8A.
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~ ﬁ
2 —

Whether Voluntary CPF contribution are obligatory by contract of employment ? v

Approval obtained from IRAS for Compensation/ Retrenchment benefits

w | Date of Approval -

Employee’s Income Tax Borne by Employer? I L]
Gains from exercise of stock option? I L]
Item Notes
Adjust Voluntary Adjust Voluntary Contribution by Employee?
Contribution by Figure input will be deducted from Employee’s compulsory contribution to CPF.
Employee?
DEDUCTIONS (See Explanatory Note 10 - Deductions)
. EMPLOYEE'S COMPULSORY contribution to * CPF  / Desigrated- Frovident-hund ( less amount refunded/
Adj ust to be refunded) Name of Fund : CENTRAL PROVIDENT FUND
{(Apply the appropriate CPF rates ;\:bh‘sv:‘e: :5"CiF' E'os': o: ',5 Teiﬂ?. A"A':.“:p: ;o.-si D?:;{ iw:;_‘;er )
Excess/Voluntary i Tipigey o, S aitiabas S St o st Pt s oA o e BN
Contribution by To manually adjust the excess or voluntary contribution in the IR8A
Employer? Form:

Check on the “Adjust Excess/Voluntary Contribution Employer?”
checkbox.

Click on the “Save” button.

Enter the amount that will override the computed amount in “Variance
Amount” input field.

To remove excess or voluntary amount indicate O:

Adjust Voluntary Contribution by Employee? v

—

Adjust Excess/Voluntary Contribution by Employer? v 0.00

Employee’s Income
Tax Borne by
Employer?

Do not report tax
reimbursement in this
section.

The reimbursement
should be

reported under
“Allowance —
Others”.

If employee’s income tax is borne by employer, select from “Tax
fully borne by employer” or “Tax partially borne by Employer” or
“A fixed amount of income Tax borne by Employee”.

If “Tax partially borne by Employer” or “A fixed amount of
income Tax borne by Employee” is selected a textbox will appear
for user to enter the amount.

Gains from exercise
of stock option?

Indicate if ESOP/ESOW plan granted while an individual is exercising
employment in Singapore / NOT exercising employment in Singapore.
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2.11.2 Housing Tab

This section allows the user to enter details of employee’s
residential related benefits in the Appendix 8A.

IR8A Additional Record | H

First Address | Additional Address |
Value of Place of residence

I HnteI.’Travell Dthersl Remarksl Misc |

Period of occupation

Addr |

From j To | j

No of Days

|
|
Postal Address?

Furniture Type

[na ]

Number of employee sharing the Quarter
Annual value

(2a) AV of premises for the period provided
(2b) Total Value of Furniture/Fitting

(2c) Rent paid to landlord including rental of Furniture/Fittings

(2d) Total Taxable value of Residence (2a+2b) or 2c Amount populated

from TP8 system

e

(2e) Rent paid by employee

(2f) Total Taxable value of Residence (2d-2e)

Item Notes
First Address Enter address.
Additional Address System supports up to 10 accommodations via the Additional
Address tab.
First Address Additional Address |
Ag“ o[ e [ om | v [ == | =
';‘ o Period if u::upa(mn -
; No of Days ,7
?u Number of employee sharing the Quarter ,7
Furniture Type fnnualvelue ,—
NA - (2a) AV of premises for the period provided ’—
(2b) Total Value of Furniture/Fitting
Address? To port address from UPDATE EMPLOYEE > Address tab, tick
on the checkbox.
Furniture Type If the premise is partially furnished, the value of the furniture and
fitting will be 40% of the “Annual Value”.
If the premise is fully furnished, the value of the furniture and
fitting will be 50% of the “Annual Value”.
Partially furnished - Only fittings (e.g. lighting, air-
conditioners/ceiling fans, water-heater) are provided.
Fully furnished - Both fittings and furniture / household appliances
are provided.
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First Address | Addtional Address
Value of Place of residence

Addr
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Period of occupation

From j To | j

| No of Days |
| Number of employee sharing the Quarter |
Postal Address? .
Annual value |
Furniture Type
|NA j (2a) AV of premises for the period provided
(2b) Total Value of Furniture/Fitting |
(2c) Rent paid to landlord including rental of Furniture/Fittings |
(2d) Total Taxable value of Residence (2a+2b) or 2c | Amount populsted
from TP8 system
(2e) Rent paid by employee |
(2f) Total Taxable value of Residence (2d-2e) |
Item Notes

Period of Occupation

Indicate date from and to when the accomodation is
provided by the employer.

No of Days

Auto populated by system after Period of
Occupation is indicated.

Number of employee sharing the
Quarter

Indicate number of employees living / sharing the
accommodation

Annual Value

Enter Annual Value (AV) of the property or market
rent of the property

Total Value of Furniture/Fitting

Auto populated by system after Furniture Type is
indicated.

Rent Paid to landlord including
rental of Furniture/Fittings

Enter Annual rent paid to landlord

Rent paid by employee

Enter rent paid by employee

Residence Auto populated by system after Total Value of
Furniture/Fitting and Furniture Type or Rent Paid
to landlord including rental of Furniture/Fittings is
indicated.

Calculate Click on “Calculate” button to populate Residence
Value

Clear This option clears all data entered.

Overwrite This option disable auto population of rescidence
values and allows user to define residence value to
be declared.
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Value of Furniture & fitting/Driver/Gardener

Public Utiities 8 ﬁ
Telephone 5 ﬁ
Pager 5 li
Suitcase g ,7
Golf Bag/accessories  § li

Times Software Pte Ltd | 2025 Edition

Camera g

Servant / Gardener /
Upkeep of Compound

1]

Driver

Save | Cancel | Close
Item Notes

Public Utilities Utilities bills will be taxed based on the actual amount paid by
employer.

Telephone Handphone / Internet / Cable for TV: For private usage, the
employer can either:
report the amount attributable to private usage in the Form IR8A;
or report the full subscription amount.

Pager

Suitcase Payment to buy luggage or warm clothing for business trips is

taxable.

Golf Bag/accessories

Camera

Refers to digital camera

Servant/ Gardener/

Gardening/Upkeep of compound and housekeeping costs will be

Upkeep of Compound | taxed based on actual wages paid by employer to the gardener
and domestic helper.

Driver Amount Taxable = [Annual cost of driver x (private mileage / total
mileage)]

Save This options Saves all record ot changes made.

Cancel This options cancel data or changes made.

Close This options exits current screen and returns to Benefits In Kind
Window
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Hotel / Travel Tab

This section allows users

to enter details of Hotel

Accommodation for the staff's dependents and children as well
as Travel benefits entitled in Appendix 8A.

IR8A Additional Record I Housing HO‘EVTTB-HI Others | Remarks | Misc |

and/or loans provided by employer interest free or at a rate below market rate to the employee
who has substantial shareholding or control or influence over the company

1. Actual cost of Hotel accommodation /Service Apartment within hotel building 3 ﬁ
2. Amount paid by the employee S ’—
3. a. Cost of home leave passages and incidental benefits provided to employee and his family S I I
b. Interest payment made by the employer to the third party on behalf of an employee 3 l l
l

c. Free or subsidised holidays including air passage, etc.

Amount populated
from TP8 system

Item

Notes

1. Actual cost of Hotel
accommodation/ Service
Apartment within hotel building

The actual costs incurred by the employer for the hotel
stay less the amount paid by employee.

2. Amount paid by employee

3.a. Cost of home leave
passages and incidental
benefits provided to employee
and his family

Tax Treatment of Home Leave Passage From YA 2018

The home leave passages provided to expatriates, their
spouses and children are taxable in full.

b. Interest payment made by the
employer to third party on
behalf of an employee and/or
loans provided by the employer
interest free or at a rate below
market rate to the employee who
has substantial shareholding or
control or influence over the
company

Loans to Company Directors

Benefits directors derive from loans are taxable. The
Income Tax Act regards company directors as
employees, the benefits from interest-free / subsidised
loans are taxable as employment benefits.

Information on prime lending rates is available on the
MAS website.

c. Free or subsidised holidays
including air passage,etc.

Overseas holiday trip and Holiday reimbursement is
taxable

Amount populated from TP8
system

Will reflect amount if mapping has been done from TP8
Allowance& Deduction table
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This section allows the user to key in other benefits which are
not covered in the previous tabs.

IR8A Additional Record | Housing | HotelTravel |

Education expenses including tutor provided

| Remarksl Misc |

s | |

Entrance/transfer fees and annual subscription to social or recreational clubs 5 I |
Gains from assets,e.g. vehicles property,etc sold to employees at a price lower than open market value 3 | [
Item Notes

Education expenses including
tutor provided

Taxable situation includes subsidy of course fees or
scholarship given as reward for services rendered and
remuneration paid during the period of study /
scholarship leave.

Taxable if Subsidy for employee's child who is in a
childcare centre. Not taxable if the childcare centre is
licensed under the Child Care Centres Act.

Taxable if Subsidy for employee's child who is in
student care.

Entrance/transfer fees and
annual subscription to social or
recreational clubs

Tax treatment of subscriptions paid by the employer for
employees including gym subscriptions and
subscription fees for professional networks.

Taxable if membership subscription fee paid to Singapore Institute
of Accredited Tax Professionals (SIATP) and The Institute of
Singapore Chartered Accountants (ISCA), Singapore Medical
Association (SMA), the Institute of Engineers Singapore (IES) and
etc.

Not taxable if registration fee paid to ACRA as a public accountant,
the Singapore Medical Council (SMC) as a registered doctor, the
Professional Engineers Board (PEB) as a professional engineer
and etc.

Gains from assets,e.g. vehicles,
property,etc sold to employees
at a price lower than open
market value

Tax treatment of staff discounts on products and
services given to employees, employees' family
members, relatives and friends.

Taxable Staff Discount = Market Value - Amount Paid by Employee

If the market value of goods or services offered to the employee exceeds
$500, the full amount of the staff discount, i.e. the difference between the
market value of the item and the amount paid by the employee, is taxable.

For example, if the market value of a handphone is $600 and the
employee is able to purchase the handphone at $550 from his employer,
the taxable amount is $50 ($600 - $550).

The benchmark of $500 is applicable to market value inclusive of GST
where applicable.
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Full cost of motor vehicle given to employee S

Car benefit. Please refer to IRAS website for more detailed information.

s [

Item Notes
Full cost of Car-related benefits given to an employee are taxable based on the value of benefit
motor derived from the employee’s private usage of the car or car-related items.
v.ehicle Taxable conditions includes
given to , . ,
lovee 1. Car park charges reimbursed or provided by employer when an employee drives from
employ home to work and parks his own car in the office car park or a nearby car park (season
parking or daily car park charges)
2. Taxes, repairs and maintenance expenses of employee's own vehicle
Allowance on ERP Charges
Car benefit.
(Please refer (a) New Car provided by employer
to IRAS Value of Benefit:
website for 37 x [(car cost — PARF rebate)/10 + actual running and maintenance costs incurred by the
more employer]
detailed i) “3/7” refers to th f th tside office h f ivat tt hich i timated at 3 out of
. . i refers to the use of the car outside office hours for private matters, which is estimated at 3 out o
information.) 7 days in a week,
ii) "Car cost" refers to the acquisition cost of a car (inclusive of COE) paid or payable on the date of
purchase. If the car is not provided to the employee for the full year, the cost of the car can be
apportioned based on the number of days that the car was provided to employee in the year.
i) “PARF rebate” refers to the Preferential Additional Registration Fee rebate to be granted when the
car is de-registered at the age of above 9 but not exceeding 10 years.
iv) Actual running and maintenance costs incurred by the employer (including reimbursements made to
the employee by the employer) refer to costs such as road tax, petrol, car park charge, ERP charge, car
insurance, repairs and maintenance, if any.
(b) Leased car provided by employer
Value of Benefit:
3/7 x (rental cost incurred by the employer + actual running and maintenance costs incurred by
the employer)
i) “3/7” refers to the use of the car outside office hours for private matters, which is estimated at 3 out of
7 days in a week.
ii) If you have rented a car for your employee's use, the rental cost of the car should be used instead of
the car cost.
iii) Actual running and maintenance costs incurred by the employer (including reimbursements made to
the employee by the employer) refer to costs not borne by the car hiring company, such as petrol, car
park charge, ERP charge, if any.
For more information on how to compute the taxable value of a second-hand car, refer to
www.iras.gov.sg [Taxes > Individual Income Tax > Employers > Understanding the Tax Treatment >
Car and Car-related Benefits]. 4j. Non-monetary awards/benefits Non-cash awards/benefits are taxable
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Insurance premiums paid by the employer

Other Non-monetary awards/benefits which do not fall within the above items : 4 ‘ | 0.00

S | | 0.00

Amount populated
from TP8 system

Item

Notes

Insurance
premiums paid by
the employer

Tax treatment of insurance premiums paid by employers including
personal insurance policies, group insurance policies, travel
insurance policies and workman compensation.

Taxable Condition includes:
1. Personal Insurance policy where employee is the policyholder.

2. Group Insurance policy (e.g. group insurance policies covering
life, personal accident or critical illness) where employees
are entitled to the payout contractually

e |If the employer subsequently disburses the insurance
payout to its employees, the payout is taxable as additional
remuneration, unless it is received by way of death gratuity
or as compensation for death or injuries (which is tax-
exempt under the law).

Other Non-
monetary
awards/benefits
which do not fall
within the above
items:

Tax treatment of awards given to employees for passing
examinations, innovation, long-service, service excellence, referrals,
work performance, etc.

a) Retirement award (non-cash)
b) Long service award (non-cash)

For (a) and (b), the award is not taxable if it is symbolic and a token
of little or no commercial value.

As a guide, an award not exceeding $200 is considered to be not
substantial in value. If the award exceeds the exemption threshold,
the whole value is taxable.

Amount populated
from TP8 system

Will reflect amount if mapping has been done from TP8 Allowance&
Deduction table
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2.11.5 Misc Tab

This section contains other miscellaneous items for tax reporting.

f @ Additional Employee record — O X

| Employee Code ++| Employee Name |

| IRBA AddrtmnalRecurd} Housnng| Holev‘l'ravell Otners| Remarks "‘*3

| Supplementary Employee CF |

: Adjusted Employee CP I

Supplementary Vol Ee CP |

Supplementary Vol Er CP I

For IRAS e-Submission Only

Remission / Overseas Posting / Exempt Indicator “"‘A j

Exempt Income / Income subject to Tax Remission / Income from Overseas Employme 3
Income from Overseas Pension Fund with Tax Concession

Overseas Posting: [l' B :l

‘ Save | Cancel | Close

@

FREQUENTLY ASK QUESTION

Q: What should we do for employee posted overseas?
A: For employees working outside Singapore:

|.Overseas posting incidental to Singapore employment

You are required to report the employee’s income and CPF
contribution for the whole year.

If you render your employment services in Singapore as part of your overseas
employment, your income attributable to services rendered in Singapore is subject to
tax in Singapore as follows:

- Employment exercised in Singapore for not more than 60 days in a calendar year:
Employment income will be exempt from tax.

- Employment exercised in Singapore for 61 to 182 days in a calendar year:
Employment income will be taxed at either a flat rate of 15% (no personal reliefs would
be granted) or progressive resident rates, whichever gives rise to a higher tax.

- Employment exercised in Singapore for 183 days or more in a calendar year:
Employment income, after deduction of tax reliefs, will be taxed at progressive resident
rates.
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Il. Overseas posting not incidental to Singapore employment

Period of overseas Income
Posting

Deductions

Whole year
¢ Not required to report the

employment income in items
a) to d).

o Select “Full Year” in item “e) 2.
Overseas Posting”.

o Employers participating in AIS,
select 'Income from
Overseas Employment’
under Remission / Overseas
Posting / Exempt Indicator.

e Not required to report
employee’s CPF
contributions.

e Report donations,
contributions to Mosque
Building Fund, life insurance
premiums for the whole year

Part of the year

e Only report the employment
income for the Singapore
employment in items a) to d).

o Select “Part of the Year” in
item “e) 2. Overseas Posting”.

o Employers participating in AIS,
select 'Income from
Overseas Employment’
under Remission / Overseas
Posting / Exempt Indicator.

e Report the employee’s CPF
contribution for the Singapore
employment.

e Report donations,
contributions to Mosque
Building Fund, life insurance
premiums for the whole year.

Posting.

1. Select “Income from Overseas Employment” under Remission / Overseas Posting /
Exempt Indicator and Select “Part of the Year” or “Full Year” under Overseas

Remission / Overseas Posting / Exempt Indicator |Incume from Overseas Employment

Exempt Income: / Income subject to Tax Remis=ion / Income from Overseas Employment /
Inceme from Overseas Pension Fund with Tax Concession

=~

s |

Overseas Posting: |FU" fear

e
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2. Go under Others Tab, indicate insurance premium if applicable.

IR2A Addttional Record ] Housing ] HotelTravel Remarks l Misc ]

Education expenses including tutor provided 3 li
Mon-monetary awards/benefits €.g. non-cash gift or long service award exceeding 5200 g li
Entranceftransfer fees and annual subscription to social or recreational clubs g li
Gaing from assetz, e.g. vehicles, property,etc 2ol to employees at a price lower than open market value g li
Full cost of motor vehicle given to employes g li
Car beneft. Pleaze refer to IRAS website for more detailed information. 5 li
Insurance premiums paid by the employer g lim

3. Go under IR8A Report > IR8A Adjustment.

Indicate batch indicator to “Original” > Add Record > enter CPF contributions, donations,
contributions to Mosque Building Fund for the whole year accordingly. When done click on
“Save” button to save the entry.

IIFIAS Year ICunentYear LI Batch Indicator |Driginal ﬂ ICornpany Code |AAA vl 1- Add Record

| Important Note: You may input the adjustment in the event of the manual adjustment is required.
-For Original, "The values will overwrite the system generated IRSA™

| -For Amendment, “The values input in this form will be the difference for the IR8A form previously submitted 2 - Populate IRBA |

| INCOME/DEDUCTION |

| (a) Gross Salary, Fees, Leave Pay, Wages and Overtime Pay:
| [b] Bonus [mon-contractual & contractual)

[c3) Director Fees
Other

[1] Allowances

(2] Gross Commission

[3] Lump sum payment Gratuity / Notice Pay / Ex-gratia payment I

Compensation for loss of office |

E. ExcessMoluntary contribution to CPF by employer (less amount refunded/to be refunded): |

71 Gains or profits under S10(1)(b). including gains and profits from share options ; I

Share option profit for S[10)G | Share option profit for S(10)8 |

9. Value of Benefits-inkind | $200.00

a) EMPLOYEE'S COMPULSDRY contribution ta * CPF / Designated Pension/Frovident Fund |

b) Donations, deducted through salaries for ¥ ayasan Mendaki Fund / Community Chest of Singapore / SINDA& / CDAC
ECF / Other tax exempt donations

$400.00

c] Contributions, deducted through salaries for Mosque Building Fund

DEDUCTIONS - Life insurance premiums deducted through salaries

Save | Cancel Close |
L
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2.12 Benefits in Kind
Amendment/Revision

This section allows the user to create Benefits in Kind details for
either amendment submission or revision submission.

A

IMPORTANT NOTE!!!

Users will only need to indicate the difference for amendment
submissions.

Amendment/Revision Procedure:

1. Click on the “Benefits In Kind” icon.

O 06 ©

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup

rosn
8B
2.) Tax Line Setup Modify IR8S Appendix 8B MOSQ Setup
3.) Recalculate CPF * Query CPF Excess/Short Shares Option

)

4.) e-Submission E-FAQ
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2. User will require to select either Amendment or Revision. A
blank screen would define that there are no employees with
Benefits In Kind amendment records.

¥
) Benefits In Kind (Original Record) - a X

‘ Search By |EMP_NO - Lookup Document |SIT ~
| [seiectealemp_no  [emp_name |comPaNY_cope [pePARTMENT_CODE LA ST_PAYMEE 2:mendment IMINATION_DATE [REVISION | N DATE | submission ia#|
ClE IRevslun I |

Excel ("xis) v 1 Close

New | Edit ‘ Delete | Import ‘ Download Template

3. After selecting the Document type, click on “New” button to
create amendment record.

New Edit | Delete | {| Close

4. The additional employee record window will be prompted.
@ Additional Employee record = [m] X 1

| Employee Code ...| Employee Name |
Houslngl Hn(ellTraveI} Olhersl Remarksl Misc |

|| Company
| ~IR8A
|| Director's fees approved at the company 's AGM amount $

Retirement benefits including gratuities/pension/commutation of pension /lump sum payment . etc from

Pension / Provident fund
Amount accrued from 1993 s

Contribution made by employer to any Pension/Provident Fund constituted outside Singapore s
Pension / Provident fund :

Are Contributions Mandatory? ~
Full Wages contributions charged/deductions claimed by a Singapore permanent establishment? ~

Section 45 applicable indicator ? (applicable for foreign director's withholding tax) V

Adjust Voluntary Contribution ? [

Adjust Employer Variance ? ~

Whether Voluntary CPF contribution are obligatery by contract of employment ? -

Approval obtained from IRAS for Compensation/ Retrenchment benefits w | Date of Approval -

Employee's Income Tax Borne by Employer? | LI

|| Gains from exercise of stock option? ﬂ

l Save Cancel Close
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5. Select the affected employee from the = button located
beside Employee code.

Employee Code |

6. Fill in the details accordingly.

Amendment Example 1: Under declare

Actual Life Insurance Premiums Paid By Employer = $5,000
Original Transmission = $4,500

Amended record should show as “$500”

Amendment Example 2: Over declare

Actual Full Cost of motor vehicles given to employee = $3,000
Original Transmission = $3,300

Amended record should be shown as “-$300”

Gains from assets e.g. vehicles, property,etc sold to employees at a price lower than open market value 3

Full cost of motor vehicle given to employee S -300.00

Insurance premiums paid by the employer $

Other Non-monetary awards/benefits which do not fall within the above items : $

Car benefit. Please refer to IRAS website for more detailed information. $ |
| 500.00

Revision Example 1: Under declare

Actual Life Insurance Premiums Paid By Employer = $5,000
Original Transmission = $4,500

Revision record should show as “$5,000”

Revision Example 2: Over declare

Actual Full Cost of motor vehicles given to employee = $3,000
Original Transmission = $3,300

Revision record should be shown as “$3,000”

Full cost of motor vehicle given to employee S 3000.00
Car beneftt. Please refer to IRAS website for more detailed information. S

Insurance premiums paid by the employer s 5000.00

1 |1

Other Non-monetary awards/benefits which do not fall within the above items : $
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7. Click on “Save” button to save the changes. System will
prompt “Record saved.” message upon saving.

8. After exiting the Benefit In Kind window, it reflects a list of
employee who has a Benefits In Kind amendment record.

6 Benefits In Kind (Original Record)

Document ’W‘

Search By |[EMP_NO - Lookup
|selected[EMP_NO  [EMP_NAME | COMPANY_CODE [DEPARTMENT_CODE [LAST_PAYMENT_DATE [HIRED_DATE | TERMINATION_DATE [REVISION | SUBMISSION DATE _[Submission Id#]
ﬂ r EMPA Employee A AAA MGNMT 28/05/2025 14/02/2025 | 28/05/2025 1 0
# Benefits In Kind (Original Record) — m] X
Search By |[EMP_NO - Lookup Document [Revision b
ISeIenedlEMP_NO IEMP_NAME ]COMPANY_CODE DEPARTMENT_CODE | LAST_PAYMENT_DATE IHIRED_DATEITERMINATION_DATEIREVISIDN ISUBMISSIDN DATE |Submission Id#
ﬂ I EMPA Employee A AAA MGMT 28/05/2025 14/02/2025 | 28/05/2025 1 0
Item Explanation
Tabs
Edit Delete ‘ Import | Download Template | |CSV - j-'LQIose
New: To create a shares option record.
Edit: To make changes to existing records created.
Delete: To remove existing records created.
Close: This option allows user to exit from Stock Option Data Entry and return to
the main screen.
Selected: This option allows user to perform multiple deletion.
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2.13 Appendix 8A

This section allows user to print Appendix 8A report.

A

IMPORTANT NOTE!!!

This report will be generated when there are entries under the
Benefit In Kind section. If there are NO entries, NO report will be
generated.

Generating Steps:
1. Click on “Appendix 8A” icon.

i

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup

@

pras——

8B
2.) Tax Line Setup Modify IR8S Appendix 8B MOSQ Setup
3.) Recalculate CPF * Query CPF Excess/Short Shares Option

)

IR8A Report 4.) e-Submission EFAQ
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2. Appendix 8A Form Print Dialog box will appear:

f:" Appendix 84 Form Print Dialog - O x

MAN | EMPLOYEE | DEPARTMENT | COST CENTRE |

Sorted By [Emp No -]
Employee |ou1 J To [010 -]

Do not round down to the nearest dollar in the IR8A Repori? v

Staff excluded from Appendix 8A Submission Run v

Batch Indicator? Original Ll

Preyew Print ‘ J Close |
Item Explanation
Do not round Appendix 8A allows decimal place.
down to the This option is default ticked.
nearest dollar in
the IRSA
Report?
Staff excluded v 1o exclude Staff with Yes indicator under Exclude from IRAS.
from IR8A IR8A form will not be generated.
Submission Run
Batch Indicator | Allows user to show Original figures, Amendment figures (if any), or the
Final figures which is the combination of both the original and
amendment.
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The following is a sample of the Appendix 8A form:

2026 APPENDIX 8A

Value of Benefits-in-Kind for the Year Ended 31 Dec 2025

(Fill in this form if applicable and give it to your employee by 1 Mar 2026)
Full Name of Employee as per FIN/NRIC Employee A Tax Ref No: T8000002I s
1. Place of Residence provided by Employer (See Explanatory Note 12)

Address Period of occupation:
14 JURONG WEST ST 124 #14-532 SINGAPORE From To No. of days

520014 01/04/2025 | 28/05/2025 58

Number of employee(s) sharing the premises (exclude family members who are not employees): 2.00

2. Accommodation and related benefits provided by Employer (See Explanatory Note 12):
a. Annual Value (AV) of Premises for the period provided  (state apportioned amount, if applicable) 0.00

b. Value of Furniture & Fitting Mandatory if 2a is completed) -

(i) 40 % of AV if premises is partially furnished or
(i) 50 % of AV if premises is fully furnished

c. Rent paid to landlord including rental of Furniture & Fittings (state apportioned amount, if applicable) 5000.00
(Mandatory if the rent is paid by employer)
d. Taxable Value of Place of Residence : (2a + 2b) or 2¢ 5000.00
e. Total Rent paid by employee for Place of Residence 1000.00
f. Total Taxable Value of Place of Residence (2d - 2e) 4000.00
g. Utilities / Telephone/ Pager / Suitcase / Golf Bag & Accessories / Camera / Electronic Gadgets (e.g. 0.00
Tablet, Laptop, etc) [Actual Amount]
h. Driver [Annual Wages X (Private / Total Mileage)] 100.00
i .Servant / Gardener / Upkeep of Compound 50.00
[Annual wages or actual amount paid by employer to a company to perform these services]
j. Taxable value of utilities and housekeeping costs (2g + 2h + 2i) 150.00
3. Hotel Accommeodation Provided (See Explanatory Note 12)
a. Actual cost of Hotel accommodation / Serviced Apartment witihin hotel building 0.00
b. Amount paid by the employee 0.00
c. Taxable Value of Hotel Accommodation (3a - 3b) 0.00
168 |Page

The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change /
amend without prior notice given to clients.



TIMES

SOFTWARE Times Software Pte Ltd | 2025 Edition

2.14 Shares Option
©,

FREQUENTLY ASK QUESTION
Q: What is Appendix 8B?

A: Appendix 8B is only applicable to companies that have
stock option. This portion must be completed and signed off by
the company secretary/director, representative of a non-resident
company or a person authorized by the employer.

In respect of an employee who has derived gains or profits; either
directly or indirectly from the exercise or any benefit where such
a right/benefit was obtained by any office or employment reason.
This section is for users to key in Appendix 8B information.

ESOP gains are taxable in the year in which it is exercised. The
date of exercise is the date when the gains are accrued to your
employee.

ESOW gains are taxable in the year in which it is granted.
However, if there is a vesting period imposed on the ESOW, the
gains will be taxed in the year in which it is vested.

If a moratorium (selling restriction) is imposed on an
ESOP/ESOW plan, the gains are accrued on the date when the
moratorium is lifted. Where the exercise/ vesting of ESOP or
ESOW plans result in a ‘loss’, there is no need to report the
transactions in Appendix 8B since there is no gains derived. The
‘loss’ cannot be offset against the other ESOP or ESOW plans.
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Shares Option Original Procedure:

1. Click on the “Shares Option” icon.

© 0 @

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup

!

IR8S ) v b

aprenX
.\ SB i |
B
2.) Tax Line Setup Modify IR8S Appendix 8B MOSQ Setup
3.) Recalculate CPF * Query CPF Excess/Short Shares Option
!
IR8A Report 4) e-Submission EFAQ

2. Stock Option Data window will be prompted. This window
shows which staff have a shares option record. A blank screen
would define that there are no employees with Share Options.

@ Stock Option Data - [m] X

Search By |EMP_NO - Lookup Document Type |Original | Revision |1 | ‘
Selected[EMP_NO __[EMP_NAME |PAY_GROUP | DEPARTMENT_CODE LA ST_PAYMENT_DATE [HIRED_DATE | TERMINATION_DATE [COMPANY_¢

4 ABC009 See Mei Mei 40DAYS CK 30/12/2015 ABC

New Edit Delete | geulcumel Import l ngmldeemph(el Excel("xs) ¥| | Close
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3. The Share Option Data window will be prompted. Ensure

Document Type: Original.
e Stock Option Data - O X
Search By |[EMP_NO - Lookup I Document Type m Revision ,—_|
LDe-SerlectedliMP_NO |EMP_NAME PAY_GROUP |DEPARTMENT_CODE | LAST_PAYMENT_DATE IHIRED_DATEITERMINATION_DATEICDMPAN ~
4. To create Share Options record, click on “New” button.
New Edit ‘ Delete Recalculate Import ‘ Download Templale| Excel (*xIs) ¥ j‘LQIo;e
Item Explanation
Tabs New: To create a shares option record.

Edit: To make changes to existing records created.
Delete: To remove existing records created.
Import: To import shares option record in batch using excel template provided.

Download Template: Allow user to download excel template file to perform
Import function. Supports XLS/XLSX FORMAT

Close: This option allows user to exit from Stock Option Data Entry and return to
the main screen.

Selected: This option allows user to perform multiple deletion.

5. Select the employee from the == button located beside
Employee code.

Employee Code | J
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6. To auto-populate the RCB number from TIMESPAYS, tick on
the “Populate RCB No”, alternatively user can input the
RCB No. manually.

Q Stock Option Data Entry = O X

-| Employee Name See Mei Mei Populate RCB No [v

Employee Code

Batch Id# |1 —

Date of Exercise Mkt Value (a
RCB No Company name Plan Type g?sﬂs:me Exercise of Price of at Time of :::l“::r:c'quired C .

Stock Option Stock Option Exercise of Stock Option $ C
88619568C ABCPTELTD ESOW 31/01/2002 31/01/2025 0 51.14 31.00000
98619568C ABCPTELTD ESOW 31/01/2023 31/01/2025 0 51.14 £6.00000
88619568C ABCPTELTD ESOW 31/03/2023 31/01/2025 0 51.14 66.00000
88619568C ABCPTELTD ESOW 31/01/2021 30/04/2025 0 86.01 £1.00000
898619568C ABCPTELTD ESOW 31/ /2022 30/04/2025 0 86.01 32.00000
88619568C ABCPTELTD ESOW 31/01/2023 30/04/2025 0 86.01 16.00000
88619568C ABCPTELTD ESOW 31/03/2023 30/04/2025 0 86.01 16.00000
88619568C ABCPTELTD ESOW 31/01/2024 30/04/2025 0 86.01 50.00000
88619568C ABCPTELTD ESOW 31/01/2021 3N/07/2025 0 88.26 £1.00000
88619568C ABCPTELTD ESOW 3/01/2022 31/07/2025 0 88.26 32.00000
88619568C ABCPTELTD ESOW 31/01/2023 31/07/2025 0 88.26 17.00000
88613568C ABCPTELTD ESOWwW 31/03/2023 31/07/2025 0 88.26 17.00000
88619568C ABCPTELTD ESOW 31/01/2024 31/07/2025 0 88.26 43.00000
88613568C ABCPTELTD ESOWwW /0172021 3110/2025 0 124.64 £1.00000
88619568C ABCPTELTD ESOW 31/01/2022 31/10/2025 0 124.64 3200000

New | Delete | Save | j‘Lglose

7. Click on “Delete” button to delete the records.
8. To save the records, click on “Save” button.

9. After exiting the Stock Option Data Entry window, the Stock
Option Data window will reflect the list of employees who have
Share Option record.

Q Stock Option Data — m} X
‘ Search By |EMP_NO - Lookup [ Document Type |0r|g|nal j Revision |1 J
selected[EMP_NO  [EMP_NAME PAY_GROUP | DEPARTMENT_CODE [LAST_PAYMENT_DATE [HIRED_DATE | TERMINATION_DATE [COMPANY_(
ABCO0S See Mei Mei 4.0DAYS cK 30/112/2015 ABC
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2.15 Shares Option
Amendment/Revision

This section allows the user to create Shares Option details for
either amendment submission or revision submission.

A

IMPORTANT NOTE!!!

Users will only need to indicate the difference for shares options
amendment submissions.

Amendment/Revision Procedure:

1. Click on the “Shares Option” icon.

0 @

)

o)

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup
IR8S ' 'l
. appeNX
N 8B
»
2.) Tax Line Setup Modify IR8S Appendix 8B MOSQ Setup
3.) Recalculate CPF * Query CPF Excess/Short Shares Option

)

4.) e-Submission E-FAQ
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SOFTWARE

2. User will require to select either Amendment or Revision. A
blank screen would define that there are no employees with

Benefits In Kind amendment records.

Q Stock Option Data — a X
Search By |EMP_NO A Lookup Document Type ISl >l Revision |!
[Original
Selec‘[edIEMP_NU IEMP_NAME PAY_GROUP |DEPARTMENT_CODE | LAST_PAYMENJ Amendment thATIDN_DATEICOMPANY_(
|Revision

=

(hd

3. After selecting the Document type, click on “New” button to

create amendment record.
ﬁglose ‘

Edit | Delete |

New

4. The Stock Option data Entry window will be prompted.

| @ Stock Option Data Entry — O X |
|
| Employee Code ««.| Employee Name Populate RCB No v
{EEBH |
BatchIdit |1 =
Date of Exercise Mkt Value (
RCB No Company name Plan Type e Exercise of Price of at Time of e . 4
Granted Date Shares Acquired
Stock Option Stock Option Exercise of Stock Option $§ 4
14
| New ‘ Delete ‘ Save ]-'L Close |

button located

5. Select the affected employee from the
beside Employee code.

Employee Code | e
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6. Fill in the details accordingly.
Amendment Example 1: Under declare

Actual number of shares = 500
Submitted number of shares = 300
Difference = 200

You should submit:

* 1 Amendment Form IR8A record with difference in the amount for stock
option gains

* 1 Amendment Appendix 8B record with 1 sub-record with 200 shares
and the corresponding amount for stock option gains

Amendment Example 2: Over declare
Actual number of shares = 300

Submitted number of shares = 340
Difference = -40
You should submit:

* 1 Amendment Form IR8A record with difference in amount for stock
option gains field

* 1 Amendment Appendix 8B record with 1 sub-record with -40 shares
and the corresponding amount for stock option gains, which is the
difference in the number of shares
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2.16  Appendix 8B

This section allows user to print the Appendix 8B report.

A

IMPORTANT NOTE!!!

This report will be generated when there are entries under the
Shares Option section. If there are NO entries, NO report will be
generated.

Generating Steps:

1. Click on “Appendix 8B” icon.

0 0O ©

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup
) =
aprerX
- )
2.) Tax Li;le Setup Modify IR8S Appendix 8B MOSQ Setup
3.) Recalculate CPF * Query CPF Excess/Short Shares Option

)

IR8A Report 4.) e-Submission EEAQ
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2. Report Printing Dialog box will appear:

Report Printing %
From Employee : |ABCUU1 LI
To Employee |N SPO1 ﬂ
Document Type [Driginal LI

Print FORMSE Heading [
Print Revised Copy [

Order By Name? [
Print Employee Number on Appendix 8B Form 7 [
_l-'l_glose ‘
Item Explanation
Print The default report title is Appendix 8B. When the option is ticked report will
FORMSE | reflect Appendix 8E.
Heading Appendix 8B
I)WOTHER FORMS OF EMPLOYEE SHARE OWNERSHIP{ESC
= | submit to IRAS by 1 Mar 2013. Please read the explanatory no
Appendix 8E
*)WOTHER FORMS OF EMPLOYEE SHARE OWNERSHIP(ESC
in your tax form. It will be automatically included in your Incom
Print In the event when revised copy are printed, user can indicate by ticking on
Revised | this option. The report will be indicated as revised copy as follows:
Copy - | |
Appendix 8B REVISED COPY
Order By | Default order is by employee number. When Order By Name is ticked,
Name Appendix 8B form will order by name.
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3. The following is a sample of the IR8B (Appendix 8B) report:

2026 Appendix 8E
DETAILS OF GAINS OR PROFITS FROM EMPLOYEE STOCK OPTIONS(ESOP)OTHER FORMS OF EMPLOYEE SHARE OWNERSHIP(ESOW) PLANS FOR THE YEARENDED 31 DEC 2025 ‘
Fill in this form and give it to your employee / submit to IRAS by 1 Mar 2026. Please read the explanatory notes when completing this form

Tax Ref.(NRICFIN) : 50012232G  Full Name of employee as per NRICFIN:  Alin Chin
gump;n: Name of Company mmgmgjman Date of grant | pate of exercise of ESOP or date of E;%:‘l?e I;nce of Open garke}: gumner of Grossf:\mnunt of
egistration ranted or Price Value Per share hares gains from
Number / UEN| vesting of ESOW Plan (if applicable). It | b payapie per as atthe date Acquired ESOP/ESOW
1) ESOP moratorium (Le. selling restiction)is | snare under ESOW reflected at Plan (S)
or imposed, state the date the moratorium | Plans($) column (d) of this
2) ESOW is lifted for the ESOP/ESOW Plans form ($)
(a) (b) (c1) (c2) (d) (€) (f) (@) (h)=(t-e) x g
EMPLOYEE EQUITY-BASED REMUNERATION (EEBR) SCHEME
88619568C ABC PTELTD ESCW 31/03/2024 31/03/2025 0.0000 72.38000 283400 205.124.92
88619568C ABC PTE LTD ESOW 30/08/2024 30/06/20258 0.0000 97.02000 2,175.00 211,018 50
88619568C \ﬁc PTE LTD ESOW 30/09/2024 30/09/2025 0.0000 120.73000 1,907.00 230.232.11
88619568C | ABC FTE LTD ESOW 31/12/2024 31/12/2025 0.0000 144.33000 1,416.00 204,371.28
$8619568C ABC PTELTD ESCP 30/04/2019 18/01/2025 0.0000 46.80000 371,620.00 9,899,956 .80
88619568C ABC PTELTD ESCOP 30/04/2019 18/01/2025 0.0000 46.80000 371.819.00 9.899.930.18
88619568C ABC PTELTD ESOP 30/04/2019 18/01/2025 0.0000 46.80000 371.8618.00 9.899,.902.52
28019508C ABC FTELTD ESOP 30/04/2019 18/01/2025 0.0000 40.80000 371.817.00 9.895.370.88
88619568C ABCPTELTD ESOP 30/04/2019 180172025 0.0000 46.80000 371.816.00 9.899.850.2¢
88619568C ABC PTELTD ESOP 30/04/2019 18/01/2025 0.0000 40.80000 371.815.00 9.899.823.00
886819588C ABC PTELTD ESOP 30/04/2019 18/01/2025 0.0000 4880000 270.295.00 7.200.858 80
28019508C ABC PTELTD ESOP 30/04/2019 18/09/2025 0.0000 104.02000 117.020.00 9.899.892 00
88619568C ABCFTELTD ESOP 30/04/2019 18/09/2025 0.0000 104.02000 117.019.00 9,895,807 40
£8619568C ABC PTELTD ESOP 30/04/2019 18092025 0.0000 104.02000 117.018.00 9.895.722 .80
88619568C ABC FTE LTD ESOP 30/04/2019 18/09/2025 0.0000 104.02000 117.017.00 9,895,838 20
$8019508C ABCPTELTD ESOP 30/04/2019 18/09/2025 0.0000 104.02000 117.016.00 9.899.553.00
88619568C ABC PTELTD ESCOP 30/04/2019 18/09/2025 0.0000 104.02000 117.015.00 9.895.489 00
88619568C ABC FTELTD ESCP 30/04/2019 18092025 0.0000 104.02000 117,014.00 9,895,384 40
88619568C ABC FTELTD ESOP 30/04/2019 18092025 0.0000 104.02000 117.0132.00 9.899,299.80
88819588C ABC PTELTD ESOP 30/04/2019 18092025 0.0000 104.02000 117,008.00 9,898,707 .60
880195038C ABC PTELTD ESOP 30/04/2019 18/09/2025 0.0000 104.02000 117.005.00 9.898.623.00
88619568C ABC PTELTD ESOP 30/04/2019 18/092025 00000 104 02000 117,004.00 9,898,538 40
88019568C ABC PTELTD ESOP 30/04/2019 18092025 00000 104.02000 10.796.00 913.341.60

TOT, ROSS AMOUNT OF ESOP/ESOW GAINS AMOUNT IS TO BE REFLECTED I M d7 OF FORM IR!

FREQUENTLY ASK QUESTION
Q: How to file for Appendix8B Amendment?

A: Refer to link below:

https://www.timesoftsg.com.sg/updates/irasinfo/Amendment-Guide.pdf
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2.17 Cancellation of IRAS
APl Submission

This section allows users to check submitted details and cancel
submission to allow API re-submission if record submitted is

using incorrect NRIC/Fin credentials.
**Use only when instructed by IRAS

Go to E-submission > Cancellation of IRAS APl Submission
to choose the submission details > Click on Record Details

/

4.) e-Submission CPF Excess/Sh«
Income Tax Format
IRAS AIS API Submission
Crimson Logic Format

IRAS File Checker

Cancellation of IRAS AP| Submission I[
e IRAS Submission Dialog — O X
- document . Document Submission e
Submissionid Type Revision |CompanyCD Batch Indicator Documentid Date Headcount
t 221102163656 1 A8A 0001 A IR84 02/11/2022 4:37:47 Pt 1
| |221102163343 C 1 Adh 0om n] IR84 02/11/2022 4:34:23 Pt 1
j-'l_ Close

Choose the employee that you wish to cancel > Click on Cancel
Record
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Q Submission Records Dialog - O X

Search Name

Cancel Record

Tick on the checkbox to confirm and click on proceed button

& Confirmation Dialog — 0 X

Confirm to cancel the susbmission of employeelf EMPE: v I o,/ Proceed

Note: Please ensure that this employee’s record has been requested by IRAS to do resubmission.

j'L Close

Once cancellation completed, the Active column will change to
‘N’ for the respective employee and may re-generate API
submission after amending the NRIC/Fin details.

IRAS PROGRAM... X

Cancellation is successful

.................................

) Submission Records Dialog - | x

Search Name

| -]

EMPCODE ACTIVE| Type | BONUS GROSSWAGE |ENTERAMT [TRANSAMT|OTHERAMT |[FUNDAMT |NSPAMT  |GRATUITYAMT |RETIREAMT |PEN ~

($1.000.00)
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2.18 Query

This section allows users to select a particular group of

O © ® ©

1.) IRAS Settings Benefits In Kind Appendix 8A Voluntary CPF Setup

il

2.) Tax Line Setup Modify IR8S Appendix 8B MOSQ Setup

D) 9 0@

3.) Recalculate CPF * Query CPF Excess/Short Shares Option

IR8A Report 4.) e-Submission EFAQ

Query Options:

Query Expert

Query Selection
Adhoc Query

Quick Search By NRIC
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“Query Expert"
Query Expert is an advance querying tool which involves more complex
conditions.

 Query Generator O X

|No |HEADING A
PR EIMPLOYEE CODE
2 EMPLOYEE NAME
3| PAY GROUP
| 4| BATCH NO
| 5| OLD BASIC -
6 INCREMENT
7|NEW BASIC

& CITIZEN CODE
% BONUS FACTOR

| 10| PAY_TYPE
| 11 | SEMUMONHLY — W
Query Name : Description :
{ |NO DESCRIPTION OP] | |VALUE ) ||REL | 2
l \l/
‘: W
New ‘ Delete ‘ Save ‘ Cancel ‘ "7{: Preview ‘ j-'L Close
No Description

1 | The criterias available to choose. You can do a quick search of the criteria by
clicking on HEADING.

No HEADING

2 | Once you had selected the criteria from (1) it will appear here.
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3 | OP stands for Operators. The Operators available are
Symbol Description
= Equals. Only select employees with the exact criteria.
< Lesser than (for numeric values e.g, Basic Pay)
<= Equal or lesser than (for numeric values e.g, Basic Pay)
> Greater than (for numeric values e.g, Basic Pay)
>= Equal or greater than (for numeric values e.g, Basic Pay)
<> Not equals. Select everything except of employees meeting selected
criteria.
Like | Wild card.
4 | The value of the criteria.
5 | REL stands for Relational Operator.
REL Description
AND | Used to combine different criterion into one. All criteria linked with “AND”
operator must be fulfilled
OR Select by either criterion within the query. Select by either this condition or
that condition
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“Query Selection”

Allows users to work with specific Query.

Cluery Selection Lookup =

Search Characters

CODE DESCRIFTION A

ACTIWE STAFF
AD-HOC |aD-HOC QUERY
AL SELECT ALL EMPLOYEE
COMF CURREMT MONTH COMFIRMED ST,
HIRE CURREMNT MONTH HIRED STAFF
TERM | CURREMT MOMTH TERMIMATED 5

W

« 0K X Cancel ‘

“Adhoc Query”

Allows users to select the employees using field such as employee code,
employee name, department, occupation. Tick on ‘Selected’ column to
select employee and click the button ‘Use query’. User can also apply
exclusion on the selected group or employee.

% Adhoc Query - O X
Query Field |Empl0yee# j
Search |
EMP_NO  [EMP_NAME |setectea | N
L 001 Abdul Rahman Bin Ali (MO5Q Contribution) r
o o002 John Andrew Smith (10K Income) r
|03 Christy Chong (PR1 Paid PR_ER) -
| 004 Ong Lee Mooi (PR1 Paid CLASS1) r
| 008 Jennifer Lim (CPF SHORTFALL) r
| oog Emily Wen Fang (Voluntary ER CPF) r
|oos Hong i Ping (CPF Excess) -
_[010 May Van Cleef (STAFF SHOWING MVC) r
| |01z Chong Pei Fen (R85 SAMPLE) -

Apply Exclusion? Use Query ﬁ Close:
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“Quick Search By NRIC”
Allows user to search employees by NRIC/FIN.

Lookup X
Search Characters
[
EMP_MAME Pay_GROUP|HIRED_DATE | TERMIMATION_DATE|LAST_PAYMEMT_DATE( A
Christ, g [PR1 Paid FR_ER]
| Hang i Ping [CPF Excess) 5.00AYS 111242013
| |S70244562 Emily "w'en Fang [Voluntary ER CFF) 5.0DAYS 01/03/2018
| 580030150 Ong Lee Mani [PR1 Paid CLASST) 5.0DAYS 03/06/2008
_|58023423F 0z Chong Pei Fen IR8S SAMPLE] 5.0DAYS 21/11/2010
| 58134513 | &bdul R ahman Bin &l (MOS5Q Contribution) 5.0DAYS m/o1/2010
| 553656274, 00g Jennifer Lim [CPF SHORTFALL) 5.0DAYS 16/11/15959
| 595044530 0o ay Wan Cleef [STAFF SHOWING MYC) 5.0DAYS 16/02/2004
| 58798324E ooy Tan Kok Keong [FOREIGN ADDRESS) STD 0./01/2013  03/08/2016 03/08/2018
| 58795524R a03 Tan F.ok Keong [FOREIGH ADDRESS) 5TD 24/08/2016  0B/08/2014 08/08/2014
|| 589434560 011 Hank Ong [Retrenched Staff) STD 17/11/2000 311272016 AM2/2018 v
Search By
NEW_IC -]
o 0K X Cancel |
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2.19API Status Code List

This section allows users to check IRAS API Code List during API
submission.

Parameter Name Data Type Description

returnCode Integer 10 : Success — The request was successfully processed
20 : Success with warnings — The request was
successfully processed, but with non-fatal issues. Refer
to the “info” object for diagnostic information

30 : Error — The request was not processed

40 : Warning — The request was not processed

Refer to the “info” object for diagnostic information

data Object The object payload containing the
acknowledgement code for a successful submission.

data.acknowledgementCode Number System generated acknowledgement code if
submission is successful

info Object This complex object holds any diagnostic information
that will allow SWDs to debug their failed requests.

Info.messageCode Integer Integer code signifying the type of error or warning.

850300 : Request object is null — The incoming
JSON request is null.

850301 : Arguments error — There is an error
with one or some of the arguments provided.
850302 : Generic error — There is an exception
within the service.

850303 : Service is inactive.

850304 : Service is not authorized for usage
based on the provided credentials.

850305 : Invalid test user — The input fields
provided are not valid for sandbox testing.

info.message String Diagnostic message in the event of warning or error.

Info.warnings Array An array for Warning objects. Will follow the same
format as fieldInfoList array.

info.fieldinfoList Array An array for FieldInfo objects.
Info.fieldinfoList.section String Name of the object that resulted in a warning/ error.
info.fieldInfoList.field String Name of the field that resulted in a warning/ error.
Info.fieldinfoList.message String Diagnostic message provided to aid consumer’'s SWD.
Info.fieldinfolist.recordID String The unique identification number of the affected record.

Record IDs with similar error will be lumped together.
E.g. "recordID": "3,5,7"
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