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PART 1 - IR21 PROGRAM 
What is IR21 program? 
 
IR21 program is a windows program to allow the payroll officer to complete IR21 
form for foreign worker who ceases employment at least one month before. 
In the program, the system will generate both income tax records for current year 
assessment and last year income tax assessment. 
It does not apply to person who worked 60 calendar days or less. 

 

 

 

 

 

 

 
1) Only foreign worker with Employment Pass (NONE), SPASS, Skill or Un-

skill work permit are require generating the IR21 form when they resigned 
or terminated. 

 

 
 

2) Once the payroll officer key in the resignation date in the Update 
Employee Record, Confirm and Termination, the form is ready for viewing. 

 

 
 

3) Payroll officer can indicate ‘Yes’ for “Exclude from IRAS?” to exclude him 
or her from generating the IR8A during the yearend. 
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PART 2 – GENERATING OF IR21 FORM 
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IR21 PROGRAM 
 
This program is to equip the user to generate their yearend tax (IR8A, IR8S, 
Appendix 8A and Appendix 8B) for Income Tax Department Submission.  
 
Steps: 
 

1. On your desktop, look for “IR21.exe” shortcut icon. If you cannot find the 
shortcut icon, please go to \\TP8 folder and look for the ‘IR21.exe’ icon. 
Simply select the icon and do a right hand click, select the option ‘Send 
To’, ‘Desktop (create shortcut)’. 
 
 

 
 
 

2. Double click the icon to launch the program. 
 

3. The main login screen will be display on your screen. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select the company to login by doing a single left mouse click on the 
company code. Click on “OK” button to proceed.  
 

file://///TP8
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5. Please key in your User ID and Password.  
 
 
 
 
 
 
 
 
 
 
 
 

 
6. Click on “Login” button to login into the program. 

 
7. You will see the main menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
             System will show number of resigned staff for the current month. 
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The 2 Compulsory Steps are as below: 
 

1. Parameter (Compulsory Step) 
 
This section is to equip the user to setup the detail parameters in the IR21 
program. 

 
 
 
 
 

Steps: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Full Name of Authorized person 
Enter the name of the person who has the authority to 
confirm the information. 

Name of Contact Person Enter the name of the contact person. 

Designation Designation of the person making the declaration.  

Telephone Contact number for the person making the declaration. 

Mobile Phone Mobile number for the person making the declaration. 

Fax Fax number for the person making the declaration. 

Email Email address for the person making the declaration. 

ERIS START-Ups Date 

 

SME share plan start-ups date 

 

Is your Database converted from 
other payroll software? 

Tick if your database is converted from other software.  

Convert up to Period 
Please choose up-to-period “201112”. If you do not do so, 
the OT figures may not be captured into the form IR21. 
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2. Allowance Setup (Compulsory Step) 
This function is to allow the user to setup the correct tax line for the allowance 
and deduction codes in the year, so that the amounts will be able to reflect 
correctly on the employees’ IR21form.  
 
Steps: 

1. Click on “Allowance Setup” button 
  
  
 
 
 
 

2. You will see the screenshot below “Allowance/ Deduction code table”. 
Ensure you key in the correct Tax Line Number for all the codes.  
 
 
 

3. Click on “Close” button and the system will prompt you to save the 
changes if you have made any changes on the line number. 
 

Important note: Line number for IR21 for allowance is ‘5’ it is different 
number compared with IR8A tax line number which is line ‘6’. 
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You may refer to the IR21 Tax Line Setup table below. 
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IR21 RECORD 
 

1. Click on ‘IR21 Record’ to input the employee’s 
spouse particular and employment record. 

2. Under the employee’s spouse particulars, please 
enter the name and address of employer. 

3. For married date, system will capture from update     
                             employee record. 
                       4.   For nationality, please select it from the drop down. 
                       5.   Please fill in the information accordingly at the  
                             employment record. 
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IR21 Report 
 
 
 
 
 
 

 
1) Select the employee from the drop down and click ‘Preview’ button to view 

the IR21 form. 
 

 

 

 

 

 

 



Page 12 of 19 

 

Sample Form IR21 (Page 1 of 2) 
 
 

 
 
 
Important note: Employee’s and Employer’s address in the IR21 form 
would only appear in the ‘Street name’, no information would appear in the 
Blk / Hse No. 
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2) You should see current year and last year income in the IR21 form on 
page 2. 
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IR8A Record  
 
 
 
 
 
 

 
 
1) IR8A Record is for data entry for value of benefit in kind. 
2) Please key in the value accordingly if applicable. 
 

 

 

 

 

 

Appendix Report 
 

 

 

1) Select the right employee from the drop down and click 
the preview button to view the report. 
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Sample of IR21-Appendix 1 
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Appendix 2 Record (Exercised share option) 
 

 
 
 
 
 

 
This Appendix is only applicable to listed companies which has stock option. This portion 
must be completed and signed by the company secretary/ director, manager, honorary 
secretary/ treasurer, representative of a non-resident company or a person authorized 
by the employer, as the case may be, in respect of an employee who has derived gains 
or profits, either directly or indirectly from the exercise, assignment or release of any 
share option right or benefit where such a right or benefit was obtained by reason of any 
office or employment. 
 
To furnish “details of the stock option gains” derived by the employee in the year and 
segregating the gains into the following schemes, where applicable:- 
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Appendix 2 Report 
 

 

 

1) Click the ‘Preview’ button to view the employee stock 
option form. 

 

 

 

 

 

 

 

 

 

 

 

                    
 
 
 
 

 
 
   
                    Sample of Form IR21 Appendix 2 
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Appendix 3 Record (Unvested share option) 
 

 

 

1) Appendix 3 Record is share option given to employee 
but unvested or exercised. 

 

 

 

 

 
 
 
 
Appendix 3 Report 

 

 

 

 

1) Click the ‘Preview’ button to view the employee stock 
option form. 
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         Sample of Form IR21 Appendix 3 

 


