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1 About the Greenshades Year-End Form Process

The Greenshades Year-End Forms process uses a combination of software, web sites and government E-
File services to ensure that employers can complete all of their year-end tax form requirements quickly
and easily.

Most administrators have W-2s, 1099s, T4s, or other forms stored in a corporate accounting package or
perhaps Microsoft Excel. The first step of the year-end forms process is to import that information into a
web portal called Year-End Forms (formally Year-End Forms) by signing in
atwww.GreenshadesOnline.com. This information will be turned into digital tax forms which can be
edited, accessed by employees/vendors, automatically printed and mailed, and also E-Filed to the
appropriate government agency. Administrators will use Year-End Forms to easily handle all of the
headaches that are typically associated with year-end forms.

Accessing the Year-End Forms Portal

After you have uploaded your form information to the Year-End Forms portal, you can access it on the
internet at www.greenshadesonline.com. The sign-in page will appear first and ask for your email address
and password.

If this is your first time logging in, you may not have a password. If you don't have a password or have
forgotten your password, simply click the ‘First time here or need password help?’ link and follow on-
screen instructions.

GreenshadesOnline

Account Login
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http://www.greenshadesonline.com/

2 Getting Started with the Year-End Forms

Year-End Forms allows you to complete your year-end process using year-end form data which is
managed by your accounting system or possibly stored in Microsoft Excel. To get started, you will need
to upload this data into a Year-End Forms workspace. A workspace contains all forms of a specific type
for any individual company and year.

1.1 Uploading Forms
There are multiple ways to upload your forms into a Year-End Forms workspace based on the
accounting package you use. This guide will provide assistance with using the Microsoft Excel

(Section 1.1.2) option.

2.1 1.1.2 Uploading forms using Microsoft Excel

0) Fabifab Payroll . + Home Employces PayHistory Tax Service lmam Reports  Settings W Gve Feadbeck  § Test Tester «
S v 2

Once your Excel file is ready and you’ve signed in, and click the link centered at the top of the page that
reads, "Click here to import new tax forms into Year-End Forms" (shown below outlined in red on both
Year-End Forms and GreenshadesOnline Portals).

Figure 1: Year-End Forms Portal
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Figure 2: GreenshadesOnline Portal
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Note: GreenshadesOnline Portal users will be transitioned in the Year-End Forms portal once that link has
been clicked.

You will now begin the upload process. Year-End Forms will first gather information from you about
your company. If you already have forms on Year-End Forms, you may use your existing company's
information by selecting your company from the drop down menu.

Year-End Forms

Import Forms Wizard

Company Info

Import Forms
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If you would like to setup a new company, select [Use a New Company] from the drop down and
complete the required information.

All bolded items are required.




Choose the year and type for your forms.
' ear 2013 E|

Form Type E|

Once you have selected a company to work with, you will select the year and type for your forms.

If you are using a company with existing forms, you may be asked to choose whether you want to add-on
your excel file or erase the existing forms.

There is already a set of forms loaded for that company, year, and type. What would you like us to do with these new forms?

< Replace: | wani o erase the existing forms and star fresh

Append: | wanl o add my eccel file 10 the exisling foms

Next, you will upload your completed Microsoft Excel template file. It is possible to skip this step and fill
in your forms manually on Year-End Forms, however for the purpose of this guide we will cover the next
steps as if that option has not been selected.

N |
Year-End Forms Nead Helg?
Import Forms Wizard
Company info #  Upload
Upload
Chck Below 10 salact the axcel B¢ contaming you forms
Choose Fite | 1o file chosen Rownloas 2 2013 W2 Excol Temelate
[ J1 wank b Bl an Sormis manuatly using Year£nd Forma
I Start O{vrerr‘] |_Cantinue C 7‘

Click the ‘Choose File’ button, locate your completed Excel file for import, and click “OK”, then click
the ‘Continue’ button.




Security
Who do you want to have access 1o the new formset?
Bill Bilier (bill@greenshades.com)

Next you’ll be presented with the option to grant other individuals within your company access to the
forms. If you do not already see their name and email address listed, you may add it at this time by
clicking “Add Administrator”.

Year Endd Foarms may take several mamies in prepare your new set of forms based on the size o
vyor excel file and yoor posiion i Ine. Pleace be pahent

=

If you wait on the current screen, you will be provided a continue option when your forms are uploaded.
This will open up the Welcome Wizard for your new workspace.

If you leave the import screen, your new workspace will appear at the top of the Change Workspace page
and listed as New when it is finished. When you are ready, select the workspace and complete the
Welcome Wizard as described in section 1.2 below.

3 1.2 Configuring a New Workspace

Once your form information has been uploaded into a new workspace on Year-End Forms, any authorized
Administrator can start completing the year-end form process.

The first time that you log into a new workspace on Year-End Forms, you will be presented with a
Welcome Wizard. The steps for the Welcome Wizard are explained below. Once you have completed the
Welcome Wizard, you can return to it at any time from the workspace homepage.

1.2.1 Company Information

For the first step of the Welcome Wizard, you must verify the basic company information and designate a
billing contact. This page will ask you for your Official Company Name, EIN, and a billing contact. If the
billing contact drop down does not contain the person you wish to designate, select “|Add a New
Contact]” to enter the correct contact’s information. Adding the appropriate billing contact is important as
this contact will be used for contact regarding billable services on Year-End Forms. Billable services
include:




Step 1 of the Year End Forms wizard collects data which pertains to 1095C forms -- specifically any
available transition relief, Aggregated ALE Group configuration, Self-Insured coverage, contact
information, and employee count.

A Year-End Forms GSU: GREENSHADES UNIVERSITY 2014 1095-C Tax Forms chris Haaden (G By £}

Welcome Wizard

Transition Relief Aggregated ALE Group Self-Insured Indicator Contact Information Employee Count

2015 Plan Start Date

Enter your 2015 Plan start date: 10-01-2015 =

Apply this Plan Start Date to all 1095-C forms
® Only apply this Plan Start Date to 1095-C forms that have not had the Plan Start Date manually modified

Transition Relief Indicator
Are you eligible to use and/or using one of the Qualifying Offer Methods and/or Transition Relief to indicate on your 1094-C?

[®] Yes No
Select all that apply:

[J Qualifying Offer Method [J Section 4980H Transition Relief

[J Qualifying Offer Method Transition Relief [J 98% Offer Method

Non-Calendar Year Plans
Did You sponsor a non-calendar year plan?

Note: This is only for employers that maintained non-calendar year plans as of December 27, 2012 and only if the plan was not modified
therearter. If "Yes" is indicated, Line 16 will be updated fo code 2/ for months prior to the plan start date for alf forms within this formset.

Yes @ No

Skip, No Changes Save & Continue




A Year-End Forms GSU: GREENSHADES UNIVERSITY 2014 1095-C Tax Forms chris Haaden (C» By £}

Welcome Wizard

Transition Relief POOICHEICH R  Self-Insured Indicator Contact Information Employee Count

Aggregated ALE Group

Are you a member of an Aggregated ALE Group?

®l Yes ) No

Aggregated ALE Group Members

You may verify and edit the other members of the Aggregated ALE Group below:

Member/Company Name EIN

Add ALE Member

Note: Any company added, edited, or removed as a member here will not update or recalculate the aggregated employee data imported for the
1095-C forms.

Back Skip, No Changes Save & Continue




Year-End Forms GSU: GREENSHADES UNIVERSITY 2014 1095-C Tax Forms cnris Hadden (G By £}

Welcome Wizard

Transition Relief Aggregated ALE Group [EEEERENEVELG ] Contact Information Employee Count

Self-Insured Indicator

Do you offer Self-Insured Health Coverage?

Yes '* No Changes Made to Individual Forms

Note: As a self-insured health coverage employer, you are required fo complete Part Il of the 1095-C, detalling the Covered Individuals
coverage information for each applicable employee.

The “Yes” indicator will apply to all forms within this formset, however it may be changed at the individual employee/form level.

Back Skip, No Changes Save & Continue

D2W3:2016085 * ©2003-2015 Green Shades Software Inc. By accessing and using this page you agree io the End User License Agreement  Read our Privacy Statement




Year-End Forms GSU: GREENSHADES UNIVERSITY 2014 1095-C Tax Forms

Welcome Wizard

Chris Hadden C-» By Q

Transition Relief Aggregated ALE Group  Self-Insured Indicator Contact Information Employee Count

Contact Information

Please enter the name and phone number of the person to contact who is responsible for answering any guestions pertaining to your 1095-C

submissions.

Contact Name

'stacy Collis |

Phone Number Ext.

(855) 255-3815 | | |
MMREF PIN

12345678 |

Designated Governmental Entity

Are you a Designated Government Entity (DGE) filing on behalf of the employer?
'l Yes ' Ne

Name of DGE EIN (XX-XXXXXXX)

Street Address

City State Country

ZIP or Foreign Postal Code

Contact Name Phone Number Ext.

]

Skip, No Ghanges Save & Continue
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GSU: GREENSHADES UNIVERSITY 2014 1095-C Tax Forms

Chris Hadden C-o By Q

Transition Relief

Employee Count

Welcome Wizard

Aggregated ALE Group Self-insured Indicator

Contact Information Employee Count

Designate one of the options below as the consistent determination for the total number of employees reported for each month.

First Day of Each Month

NOTE: Changing your determination designation above will not recalculate your employee tofals. It 1s your responsibility to accurately record
your employee count consistently based on your selection.

Enter the total number of employees, including full-time employees and non-full-time employees and employees in a Limited Non-Assessment
Period, for each calendar month.

Jan
Feb
Mar
Apr
May

Jun

Total Employee Count

July
Aug
Sept

Oct
Nov

Dec

Total Employee Count

Skip, No Changes Save & Continue
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Welcome to Year-End Forms
*fou can view your forms and reports below a5 well 35 a checklist which will guide you through the yesr-end forms process .

Eg My 1095-CS | view, Edit, and Frint individusl 1085-C Forms

m My Reporfs  iew Reports on User Activity and Overall Form Information

Year-End Forms Checklist:

1.

COMPLETEDON 9/ 11/2015

Stacy Colls used the welcome wizard to configure Year-End Forms on 81172015,

|_| 2. Duplicate Emplovees
P —— We found 1 SSN with duplicate form entries

| | 3. Emplovee [dentity Verification

DLE HOW There are currently 51 invalid SS5Ns (according to 55A) that need to be ficed.

[ | 4, Resolve Warnings with your Forms
DUE MOWY Thera are cumantly 103 warings with your forms, 57 of which are considered high s everity warnings .

| | 5. Verify Emplover-Provided Insurance Information

DLE HOW “'ou hawe loaded 53 forms .
y 6. Manage Employvee Access
0 employ ess viewed their forrms online after Stacy Colls sctivated socess on 4114205, (View Report)

COMELETED M 41142015 0 employess consented to receive their forms online-only before paper copies were Bsued. [View Report)

|_| 7. Email Employees with links to 1095-C Forms
DLE HOW &1 employess have email addres ses, 51 of which hawe yet to be notified sbout downloading their 1085-C.

|_| 8. Distribute any remaining 1095-Cs to your Employees
; 3T employeesmust dill be issued paper forms

17 employess cons ented to receive their form online-only, 0 employess first received or will receive their form
through our Print and Mail Senice, and 0 employess first received their paper form fom you.

*ou hawe two options to distribute your forms: 1se our mail senice or print and mail yourself. Deadlines wary
and are listed balow.

8a. Askus to Mail Remaining 1095-Cs
! Place your order today for just 51.75 per fom

OR




