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1 Getting Started with Year-End Forms

Greenshades’ Year-End Forms portal is used to complete the year-end process by
uploading data from your accounting software, from Greenshades’ Benefits or
Dynamics Payroll Inspector software, or an Excel spreadsheet. This powerful tool
allows you to upload data from multiple databases and store them individually as
“formsets.” You can have multiple form types (W-2s, 1099-MISC, 1095-Cs, etc.) stored
as individual formsets within your company’s own Year-End Forms workspace.

This guide will help familiarize you with uploading 1095-Cs to Year-End Forms and
using the Year-End Forms process to save time and money for your company.

1.1 Uploading Forms
1.1.1 Uploading from Greenshades Tax Filing Center

i Greenshades Tax Filing Center

" Your Upcoming Deadlines View Your Upcoming Deadlines

Review the reminders you have set for upcoming tax filings.

Create E-File Returns

%
“) View Filing History Filter: | Al Types »

(® Pending (O) Completed Edit Reminders

~ View Recent Tax Changes
= Due within 30 Days "
= CreateYearEnd Forms O 21 Due: 1/31/2019 Return for State Withholding
O 21 Due: 1/31/2019 Return for Federal Year End /-2

. . O 21 Due: 1/31/2019 Return for Federal 341
Slmpllfy O C_}I Due: 1/31/2019 Return for Federal Unemployment
Year E nd Process' n g & Due 14312019 Return for State Unemployment

= Due within a Year

O 21 Due: 41302019 Return for Federal 341
@ G RLFE;'ESI:L§DEQQ ES & Due 4302019 Return for State Unemployment

O 21 Due: 7/31/2019 Return for Federal 341
O 21 Due: 7/31/2019 Return for State Unemployment
€ Settings R
= A Due 1031209 Return for Federal 941 b

If you already have the Greenshades Tax Filing Center installed and are tracking your
ACA data in GP or in the Dynamics Payroll Inspector, you may select ‘Create Year-End
Forms’. This will begin the Year-End Forms wizard.

The Year-End Forms wizard will request the reporting year and form type to be
uploaded. Once you have selected 1095-C, click ‘Next’.
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I Greenshades Tax Filing Center

= Your Upcoming Deadlines Year-End Forms
Choose a set of Forms

U, Create E-File Returns

Use this wizard lo upload your 1W-2s, 10885, and other year-end tax forms fo
G Online.com. You will be able to use that website to complete your year-end

% View Filing History

process including: reviewing and editing your forms, enabling online access for recipients,

. View Recent Tax Changes mailing out any remaining forms, and finally submitting an E-File to the government.

=] Create Year-End Forms Please select the forms that you wish to work with: ) —

Year: 2018 ~
X

Type of Tax: 1035C ~ e _ N
Engage i i
Your Workforce S

@ GREENSHADES
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@) Seftings

< Back Mext >

L7 Quit

*If you have already imported forms into Year-End Forms, you will be given the option to
merge these forms into that workspace or add these forms to a new workspace.

o Greenshades Tax Filing Center - B8
Your Upcoming Deadlines Year-End Forms N
. Create a new Formset .
'75 Create E-File Returns
J View Filing History These forms are currently not available on GreenshadesOnline.com. This wizard will guide you
through the process of collecting and uploading your forms. Click Next to start uploading forms to
new formset

. View Recent Tax Changes

= There is a 50.31 fee for each form uploaded to GreenshadesOnline.com.
| Create Year-End Forms

X

Streamline
Benefits Enroliment
@ GREENSHADES
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@) Settinos

Next >

9 Quit <Back

The next step provides a brief summary about the Affordable Care Act. If you have
further questions about 1095-Cs, click here for additional information. Click ‘Next’ to

continue.

o Greenshades Tax Filing Center
" Your Upcoming Deadiines Prepare 1095-C Forms e

General Information about ACA 1035-C

L, Create E-File Returns

:u’ View Filing History ‘What is the ACA 1095-C Retum?

The 1095-C is a form that was introduced as  result of the Affordable Care Act. Each form
contsins basic information about an employee as well as the availability and cost of employer-
provided hezlth care plans. Employers are required to mail or electronically distribute 1095-C
forms to each of their employees and then file an electronic 1095-C return to the federal

|| Create Year-End Forms government each year. They function much like Federal W-2 forms.

|| View Recent Tax Changes

When is the 1095-C Due?

1095-C Forms must be distributed to employees by January 31st and must be filed
electronically to the IRS by March 31st. The form is required for all employers who have 50 or
mare full-time equivalent employees.

=y YourUpcoming
- Deadlines

View a list of your upcoming tax return
and tax payment deadlines. Choose
which taxes you wish to track and then
file and pay those taxes in just = few
clicks Click here for general IRS instructions

<Back Neat >

L) Quit

€ Settinas

Select the option to ‘Create 1095-C forms with Tax Filing Center’. If you have the
Benefits module, you may choose to continue to www.GreenshadesOnline.com to
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upload your forms directly from Benefits. You will not see this screen unless you own
the Benefits Self-Service module.

o Greenshades Tax Filing Center = =

= vour Upcoming Deadlines Upload 1095-C Forms

Flease review the message below.

L.I?“ Create E-File Returns

/'j/ View Filing History You are currently using the Benefit Self-Service and Administration module of the
Greenshades Online web portal. If you are using the Affordable Care Act features within
the benefits module then you should be using the portal to create your 1095-C forms. If
. View Recent Tax Changes you are not using these features online then you may continue to create the 1095-C
fbog'r_r\s ldidr:‘cjtly from GF, however no information from Greenshades Online Benefits will
included.

| | Create Year-End Forms

N () Create 1085-C forms using Greenshades Online Benefits
sy Your Upcoming
Deadlines
(@) Create 1085-C forms with Tax Filing Center
iew a list of your upcoming tax return
and tax payment deadlines. Choose
which taxes you wish to track and then
file and pay those taxes in just a few
clicks.

€ Settings t_)) Guit < Back Next >
=

When the forms are uploaded, you will receive an email confirmation. Click ‘Next’ to
continue.

Once your forms have been uploaded, you will need to grant administrator access to
those forms. Check the checkbox in the ‘Authorized’ column next to each administrator
who should have access to those forms. If an administrator needs to be added to this
list, click the ‘Add New Contact’ link. If an existing administrator needs to reset their
password, click the ‘Reset Password’ link to do so.

1 Greenshades Tax Filing Center
= Your Upcoming Deadlines Choose Payroll Administrators
y ‘who should be allowed to view/edit your 2018 online year-end forms?
L Create E-File Returns
A View Filing Histo Flease review the contacts below and indicate who should be authorized to administer your
(/" View Filing L w-2 forms and payroll data. You may also 2dd a new contact,
. ViewR nt Tax Ch:
i - Name Email Authorized ol
| | Create Year-End Forms Mike Peterman Ireprodthisbeast @gmail.com | Beset Password
Mills Test mmills @greenshades.com [ Rleset Password
Nick’s Admin Set... nick @greenshades.com O Bleset Password
- 7 Nicole Koeni nkoeni reenshades.com1 O Beset Password
Simplify e 9€0
Y E d P . Nota Superadmin  nosuper@greenshades.com O Reset Password
eartn rocessin g Rob T Glenn rglenngreen@greenshades.com O Reset Password
Ryan Ghost testb@greenshades .com O Reset Password
Shadey grshadesga@gmail.com [l Reset Password
G RLF." E HA%Ddﬁf\B ES Stephen sssmith 101 &comeast net O Beset Password y
@ Sstines 9 <Back || MNew>

After your administrator access has been set up, click ‘Next’ to continue.
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o Greenshades Tax Filing Center - O

Your Upcoming Deadlines Finalizing Upload

Finalizing your online workspace

Create E-File Returns

5

A = - =
_/ View Filing History .
Your forms have been uploaded to Greenshades Online.com and are ready for
administration. Flease log into this website to complete your year-end process:

~ View Recent Tax Changes

= hitps /fwww.GreenshadesO nline. comYEF/

=] Create Year-End Forms

- You may wish to bookmark this website for future visits, you will be able to access your
forms directly through the internet in the future without needing to use Dynamics GP.
Do not distribute this link to your employees, this is a link for form adminstrators only.

Streamline
Benefits Enrollment

@) GREENSHADES
LET US HANDLE THAT

@) Seftings L?) Quit < Back Finish

Once you are signed in, you will be able to configure GreenshadesOnline.com access
for your recipients. If you decide to give them access to use the site, they will use a
different link to log in and download electronic versions of their forms.

Your Year-End Forms are now ready. Click the link provided on this page to direct you
to the Year-End Forms portal. You may now click the ‘Finish’ button to close the Year-
End Forms wizard.

1.1.2 Upload using Microsoft Excel

If you do not have the Dynamics Payroll Inspector product or the Greenshades Benefits
module, you may upload your forms through a Microsoft Excel format (.xls or.xlIsx
format). To use this method, download and complete the Microsoft Excel template file
tailored to the type of form you want to upload.

*Click here to download a Microsoft Excel template file
(https://www.downloadmyform.com/ImportTemplates/2022/1095C.xIs)

Enter your data into the Excel template you have downloaded. Make sure that you do
not modify the columns, column headers, or formatting, as this may render the format
incompatible for importing your data into the website and cause an error. Once you
have populated the Excel template with your employee/form data, navigate to the Year-
End Forms import wizard by:

1. Logging into your GreenshadesOnline.com account

2. Click on the ‘Year-End Forms’ tab within top navigation

3. Click the ‘Click here to import new tax forms into Year-End Forms’ link centered
at the top of the page
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Fabrikam, Inc. « GreenshadesQA Account Settings Sign Out

@‘ Home Employees PayHistory Tax Service Year-End Forms Reports  Settings

Year-End Forms

Select a workspace below:

Click here to import new tax forms into Year-End Forms

Year: 2017 - Form Type: All e View: Expanded =~
Filter Workspaces: Enter Workspace Name Sort By: Workspace Title -- Ato Z Recipient Name/TIN:
TWO: Greenshades Demo Corp 2017 1095-C Tax Forms Formset D10W6:10000076

51 employees

How Forms Were First Issued

B 0 forms were printed and mailed by you. Important Dates:

Forms Loaded 11/22/2017
0 employees forms were mailed by us per your request. o' o8 !
M 26 employee(s) must still be issued a form E-File Submitted

You will now begin the importing process. Year-End Forms will first gather information
about your company. If you have previously uploaded to Year-End Forms, you may use
your existing company information by selecting your company from the drop-down list.

Year-End Forms Need Help?

Import Forms Wizard
Company Info
Import Forms

Welcome to the web forms importer. This process will allow you to create a new set of forms either by using data from an exoel file or by filling in information manually on Vear-End
Forms,

i possible, you should use the Greenshades Center YearEnd Forms Wi t
the Graens <

Sreens! zard to impart your forms directly from your acoounting package instead of using this webpage. Far help using
enter, piease contact Greenshades Support at 04-307-0160x1 or com.

”
support@greenshacs.

MOTICE: There will be a charge of $0.31 per imported form.

Company Info
Your new formset will belong to the following company.

Add New Company
Fabrikam, Inc. (TWO) v
Please veri the following information. Bold items are required.
Comp: des Demo
Compar H
Tax D 123555730
Company ID j:;auw
SSAUsrD (1122553
Address 1 338 W Butler Dr
Address 2
City Drums

State (sbbrev)  [PA
g 18222

United States v

Choose the year and type for your forms.
Year 2018 ¥

FomTyss (1095C ¥

Green Shades Software Inc. By scosssing and using this page you agre= io the End User License Agreement Resd our

If you would like to set up a new company, click the ‘Add New Company’ button,
complete the required information for you company, and click ‘Save Company’. All
bolded fields are required.

This functionality will allow you to add new companies ahead of importing, if needed.
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| Add New Company |

Please enter the following information. Bold items are required.

Company Name |New Company, Inc.

Company Name 2

Tax ID TT-T777777
Company ID NEWCO

SSA User ID 987654321
Address 1 9876 Test Drive
Address 2 Suite 100

City Jackensonville

State (abbrev.) FL

Zip Code 32256
Zip Extension 1234
Country United States v |

Save Company

Once you have selected a company to work with, you will select the Year and Form
Type for which you want to import. If you are using a company with existing forms, you
will be presented with options to either ‘Replace’ the existing formset or ‘Append’ (add
to) the existing formset.

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: | want to erase the existing forms and start fresh.

Append: | want to add my excel file to the existing forms.

Next, upload your completed Microsoft Excel template file. Click the ‘Browse’ button,
locate your completed Excel file for import, and click ‘OK’. Then click the ‘Continue’
button.

Year-End Forms

Import Forms Wizard
Company Info s Upload
Upload

Click below to select the axcel file containing your forms.

Choose File | Mo file chosen

| want to fill in forms manually using “fear-End Forms.
| amn using an XML generated by my Dynamics AX accounting package

Download 2 2018 1085-C Excel Template

) |
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You may choose to skip the upload and fill in forms manually using Year-End Forms by
checking the checkbox (as seen above), however for this guide we will continue with the
uploading method.

¢ N |
Year-End Forms Need Help?
Import Forms Wizard
Company Info sp Upload sp Security
Security
Who do you want to have access to the new formset?
¥ GS Demo (gsdemo@greenshades.com)
Finish
Click 'Continue’ when you are finished to start the import and view the status of your forms.
| o) Ccaninee0) ]

Next, you will be presented with the option to grant access to administrators within your
company to the forms. If you do not already see their name and email address listed,
you may add them at a later time. Any administrators selected on this page will be set
as Super Administrators. Later in this guide, you walk through how to set limited access
administrators for W-2 and 1095-C workspaces.

Once you’ve selected your administrators, click ‘Continue’. Year-End Forms will begin
to import your forms. It may take some time to import your data and create the formset
based on the size of your excel file and your position the queue.

If you remain on the current screen, you will be provided with a ‘Continue’ button when
your forms have imported successfully. This will open the Welcome Wizard for your new
1095-C formset.

N |
Year-End Forms Need Help?
Import Forms Wizard
Company Info sp Upload sp Security sp Finish
Import Status
‘Your forms have finished importing. Click 'Continue’ to view your new formset
L - |

If you leave the import screen, your new formset will appear on your workspace
homepage and will be listed as ‘New’ when it has completed and succesfully imported.
When you are ready, select the formset and complete the welcome wizard as described
in section 1.2 below.
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Year-End Forms

= Forms from tax year | 2018 ~

Forms MNumber % Issued E-File
) New! 1085-C a 0% Due 04/01/2019

1.1.3 Uploading from GreenshadesOnline Benefits Module

If you have the Greenshades Online Benefits Module, you can upload your 1095-C
forms directly from the Greenshades Online Benefits module.

GreenshadesOnline - Employees - Benefits > ACA Dashboard - Create 1095-Cs

(2 S o Pyl Talris Tl et S
Employee Management

wwwwwwww

Profile

Pay Hiewory : - q
R A

Time O . i -

— Tracking and Repor

L, w u 0 1 D

e B i

e e

D ts

Copprige 4 20012018 Gresrahace Sofre, A8 gt Revrved. En U icemse Agesermant

1.1.4 Uploading from Greenshades Online Connector

If you are tracking ACA information in GP or the Dynamics Payroll Inspector and have
the Greenshades Online Connector installed, but do not have the Benefits module, you
may import your data using the Greenshades Online Connector.
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Greenshades Online Connector

Year-End Form Synchronization

\/ Setup how to synchronize your year-end forms to GreeenshadesOnline Year-End Forms

Once you close out the year in Dynamics GP, the Greenshades Online Connector will upload your \/-2 forms automatically. If you wish
replace your W-2 Forms currently online for the most recent year, select Replace W-2s

We have noticed that you own Dynamics Payroll Inspector (DPI) for ACA and have a version of Dynamics GP that support 1095-Cs. If
you would like to upload 1095-Cs, please select the appropriate checkbox under Upload 1095-Cs. The upload fee is $0.00 per form

Upload 1095-Cs: -
Name CompanylD ReplaceW2s Upload 1095Cs Replace 1095Cs
Fabrkam HQ T™WO O O

< Back | Next>

1.2 Configuring a New Formset

Once your 1095-C form information has been successfully imported into a new formset
on Year-End Forms, any authorized administrator can start completing the year-end
forms process.

The first time that you log into the new formset on Year-End Forms, you will be
presented with a welcome wizard, which will walk you through some setup steps for
your 1095-C formset. The steps for the welcome wizard are explained below.

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 list does not contain the
person you wish to designate, select “{/Add a New Contact]’ to enter the correct
contact’s information. This will be the point of contact regarding billable services on
Year-End Forms, including:

e Form Uploads

¢ Mailing fees for the Greenshades Mail Service, including preference charges,
additional pages, and foreign postage

e Federal E-Filing Services

e Form CD orders
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ar-End Form

Welcome to your Fabrikam, Inc. 2018 1095-C Tax Forms
You can use this administrator portal to oversee your entire year end forms process: monitoring employee downloads, mailing the forms, making corrections, and e-
filing your information to the government. For help at any ime, please call Greenshades Support at 904-507-0160x1 or email support@agreenshades com.

Company Information
Please review the company information below and make any edits necessary.

Official Company Name
|Fabrikam, inc.
Your company's registered name that will sppesr on your forms

Company EIN
238260218
“Your company's Employer identificalion Number that will appear on your forms

Designate a Billing Contact
Choose the Accounts-Payable contact at your company who will pay for charged services from this site.

Your Company's Contacts
Test Tester {Q4 Connector Dealer) v
Select "[Add & New Gontsct]” to enter your billing contact’s information if it is not listed.

Please verify your account payable contact's information
We will use this informafion to contact your company about billing inquiries.
Name

Test Tester

The name of your accounts paysble contact

Phone Number

(123)123-1233 | et |:|

A phone number where we can reach your accounts paysble contact

Email Address

testiester@testtester.com

An email address where we can reach your accounts payable contact

1.2.2 Transition Relief

d Forms

1095-C Tax Forms

Welcome Wizard

Transition Refief Aggregated ALE Group Self-Insured Indicator Contact Information Employee Count
2018 Plan Start Date

Enter your 2018 Plan start date: ] Check this box if there was no healﬂ:l plan under which
coverage was offered to employees in the 2018 year.
00" will be entered for Plan Start Month on your 1095-C forms.
This date will apply to all forms within this formset, however it may be changed &t the individua! employseform level.

Transition Relief Indicator

Are you eligible to use andfor uging one of the Qualifying Offer Metheds andior Transition Relief to indicate on your 1094-C, Pari |, Line 227
© Yes @ Mo
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1.2.2.1 Plan Start Date

The Plan Start Date is required and will be applied to all forms. You may edit the
Plan Start Date per employee form, if needed. If there was no health plan under
which coverage was offered to employees in the 2018 year, check the box to the
right of the start date field to report “00” on your forms.

1.2.2.2 Transition Relief method
If eligible, select all transition relief options that apply. These selections will
correlate directly to the data on the 1094-C transmittal form.

1.2.3 Aggregated ALE Group
r

£ Year-End Forms TWO: Fabrikam, Inc. 2015 1095-C Tax Forms Nicole Nelson (%

Welcome Wizard

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

Aggregated ALE Group
Note: Aggregated ALE Group setup is only required if you intend fo electronically file your 1094-C for this company through the Year-End Forms
portal. If you are not efliing, you may chooss "No" for this setup and continue through the welcome wizard.

Are you a member of an Aggregated ALE Group?

* Yes No

Aggregated ALE Group Members

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

MemberiCompany Name EIN Avg. Full-Time Employee Count
Archer TWO 51-6835489 2 B

Add ALE Member

Note: Any membericompany added, edited, or removed as & member within this sefup will not update or recalculate the aggregated employee data
that was imported for this formset’s 1095-C forms.

DTW5T001020 - E2003-2019 Green Shades Software Inc. By accessing and using this page you agree to the End User License Agreement  Read our Privacy Statement

Select ‘Yes’ if you are a member of an Aggregated ALE Group.

Your company may be considered a member of an Aggregated ALE Group if it is under a
common control with a group of corporations, partnerships, proprietorships, affiliates, service
organizations, etc. as defined by the IRS code 26 U.S. Code § 414. The collective group of
employees from all companies within the aggregated ALE group are included in determining
the ALE (Applicable Large Employer) status for all members of the aggregated ALE group.
An employee’s collective hours and wages from all companies within the aggregated ALE
group are used in determining eligibility and affordability for coverage. An employee’s health
coverage offerings from all companies within the aggregated ALE group are used to
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determine if the minimum coverage requirements are met. The employer is responsible for
reporting coverage is determined by the employee’s hours worked at each company per
month.

If you have included or set up the Aggregated ALE Group member information in the
excel template, Dynamics Payroll Inspector, or Greenshades Benefits module, it will be
included on import.

It is important to note that any company added, edited, or removed as a member within
the welcome wizard will not update or recalculate the aggregated employee data
imported for your employee’s 1095-C forms.

1.2.4 Self-Insured Indicator

M Year-End Forms TWO: Fabrikam, Inc. 2015 1095-C Tax Forms Nicole Netson (S

Welcome Wizard

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

Self-Insured Indicator

Does your company offer health coverage through a Self-Insured Health Plan?

Yes My company only offers Self-Insured health plans. Include Part Il for Covered Individuals on my employee’s 1095-C
forms for all enrolled employees and their enrolled "dependents’, if applicable.

No My company dees not offer Self-Insured health plans. Part 1l for Covered Individuals is not applicable and will not be
populated for any employees.

is will be the only option if none of yo s have Covered Indivduals lisfed.

My company offers Self-Insured health plans and Non-Self-Insured health plans or not all employees offered Seff-nsured

Indicated coverage is enrolled. | have indicated this individually by employee through my import or will update manually through the
Individually ~ employees' Edit form pages for those employees that have not actually enrolled in Seif-Insured coverage for the year
through

Import

95-C, detailing the enrolled Covered Individual's
ed for AN 12 Months, resulting in no imporied

=3

DTWE:TO01020 - §2003-2018 Green Shades Software Inc. By accessing and using this page you agree o the End User License Agreement  Read ow Frivacy Statement

When importing using the excel template, you can mark each employee with
TRUE/FALSE in the ‘Self-InsuredCoverage’ column to indicate if they were offered self-
insured health coverage. If plans were designated as self-insured through Dynamics
Payroll Inspector or the Benefits module, the by-employee indication will be passed as
well and ‘Indicated Individually through Import’ will be selected. You may also use this
setting to bulk edit all forms to ‘Yes’ or ‘No’ for self-insured coverage.

1.2.5 Contact Information
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A Year-£nd Forms TWO: Fabrikam, Inc. 2018 1095-C Tax Forms Nicole Netson (G

Welcome Wizard

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 cenfact who is responsible for answering any questions pertaining to your 1095-C
submissions

Contact Name

Nicole MNelsan

Phone Number Ext.
(919) 621-3157

Designated Governmental Entity

Are you a Designated Government Entity (DGE]) filing on behalf of the employer?

D7WE:7001020 - £2003-2010 Green Shades Software Inc. By aceessing and using this page you agree to the End User License Agreement  Read our Privacy Statement

The contact information provided should reflect the company’s ACA contact in the event
that an employee has questions regarding the information reported on their 1095-C
form. This may differ from your formset administrator or billing contact.

If you are a Designated Governmental Entity, select ‘Yes’ and enter the information
below.

1.2.6 Employee Count

The Employee Count should include full-time, non-full-time, and full-time equivalent
employees for each month.

A consistent day should be selected from the drop-down list to designate the day of the
month you calculated employee totals on. Dynamics Payroll Inspector and the Benefits
module will pass these totals to the Year-End Forms formset upon import.
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A Year-End Forms TWO: Fabrikam, Inc. 2018 1095-C Tax Forms: Nicole Neison (3

Welcome Wizard

Transition Relief Aggregated ALE Group  Self-Insured Indicator Contact Information w

Employee Count

Designate one of the options below as the consisient determination for the total number of employees reported for each month,

First Day of Each Month v

NOTE: G
responsiby

g your determination

I recsicuiste your empioyee totals snd Minimum Essentisl Goversge. It is your
accuralely record your employes count o

y based on your seiection

Enter the total number of active employees, including full-ime employees, non-fulltime employees, and employees in a Limited Non-Assessment
Perind, for each calendar month

For additional IRS reference regarding Total Employee Count, click here

Total Employee Count Total Employee Count
Jan (12 Juy [15
Feb 12 Aug 12
Mar (12 sept |12
Apr 14 Oct 12
May 12 Nov 15
Jun 15 Dec  i5

2 Completing Formset Tasks

Now that the 1095-Cs are imported and the Welcome Wizard is complete, you will be
able to complete the task-driven checklist. You will see each task checked-off as it is

completed.

GREENSHADES
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Welcome to Year-End Forms
‘fou can view your forms and reports below as well as a checklist which will guide you through the year-end forms process.

% My 1095-Cs | \iew, Edit, and Printindividual 1095-C Forms
Ej My Reparts Wiew Reports on User Aclivity and Overall Form Information

Year-End Forms Checklist:

1. Complete Company Setup

COMSLETED ON (internal: mever] used the welcome wizard to configure Year-End Forms on (infermal; never).

2. Duplicate Employees

There were no Duplicate Employee forms found.

COMPLETE
3. Employee Identity Verification
DUE NOW There i 1 identity that needs to be verified.
4. Resolve Warnings with your Forms
DUE NOW There are currently 3 warnings with your forms, 2 of which are considered high severity warnings
5. Verify 1095-C Form Totals
Duﬁ'gw “ou have loaded 1 form.
6. Manage Employee Access
DUHOW Allow your employees to view their 1093-Cs online at GreenEmployee.com

7. Email Employees with links to 1095-C Forms

W

. 0 employees have email addresses.
COMFLETE

8. You have distributed 1095-Cs to your Employees
“fou do not need fo distribute any more forms.

W
DEFEMDS ON METHOD

1 employee consented fo receive their form online-only. O employees first received or will receive their
form through our Print and Mail Service, and  employees first received their paper form from you.

Ba. Ask us to Mail Additional 1095-Cs

OR

8b. Distribute Additional 1095-Cs Yourself
“You may download and print the remaning 1095-Cs and mail them or hand them out to your
employees by 3/4/2019.

9. E-File US 1095-C Return
DUE BY 4112018 ‘You must E-File your US 1095-C return by 4/1/2019.

GREENSHADES
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2.1 Complete Company Setup

The Complete Company Setup task is checked off once you complete the Welcome
Wizard. If you need to make any changes or updates to the information within the
Welcome Wizard, click the ‘Complete Company Setup’ link to do so.

2.2 Duplicate Employees

The Duplicate Employees task determines if you have duplicate employees found within
your formset based on SSN. If no duplicates are found, this task will be automatically
checked off. If duplicates are found, you will have the option to Ignore, Combine,
View/Fix, or Remove the duplicate entries.

2.2.1 Ignore

Clicking ‘Ignore’ will remove the warning for the duplicate employees with that SSN. The
Ignored entries will be moved to an Ignored grid on the same page in case you would
like to address these duplicate entries at a later time. This option will not remove the
employee data or either of their 1095-C forms.

2.2.2 Combine

Clicking ‘Combine’ will allow you to combine the information of the duplicate employees
into one of the employee IDs selected in the drop down. The ID selected will retain the
employee’s information and Lines 14, 15, and 16 will be combined to the benefit of the
employer based on built-in logic. Covered Individuals will combine based on the
individual’s SSN.

Clicking ‘Verify Combined Form’ will display the new combined form for you to review.
You will be unable to combine the forms until you check the ‘I have reviewed...’

checkbox. Selecting ‘Save’ will combine the forms.
Warning: This change cannot be undone without replacing the formset.

Combine Duplicate Forms

Which form would you like to Combine into?

The form associated with the employee |D chosen below will be retained and subsequent
form’s information will be combined to the benefit of the employer.

JACK0001 ¥

Cancel Verify Combined Form
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2.2.3 View/Fix
You may quickly edit one of the duplicate 1095-C employee forms by clicking ‘View/Fix'.

2.2.4 Remove

If the duplicate should be removed completely from your 1095-C forms, you can use the

‘Remove’ option.
Warning: This change cannot be undone once removed.

2.3 Employee Identity Verification

Recipient Identity Verification

If you wish, Greenshades Software can verify the identity of your employees against IRS records that match names with identification numbers. Any problem
found during this verification will be reported as a new warning with your forms. This service will reduce errors and penalties from submitting forms to the IRS with
incorrect employee information.

Identity verification is a completely optional and free service. If you wish to request the verification you may do so by clicking the button below. Depending on the
number of employees that you have in this workspace, the verification may take some time to complete.

There is 1 SSN with duplicate form entries that should be addressed prior to validating against SSA records.

Click here to review your duplicate employees

Eart Verification \
A Home J

If you choose, Greenshades can verify the identity of your employees against SSA
records that match names with identification numbers. Any problem(s) found during this
verification will be reported as a new warning with your forms. This service will reduce
errors and penalties when submitting forms to the IRS with incorrect employee
information.

Identity verification is an optional and free service. If you wish to request the verification
you may do so by clicking the ‘Start Verification’ button. Depending on the number of
employees that you have in this formset, the verification may take some time to
complete. Your submitted verification batches will be available for review through this
page and you may Fix or Ignore any invalid identities returned.
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2.4 Resolve Warnings with your Forms

Forms with Warnings Download Excel
The following problems have been found with your forms. Click 'Edit' to make changes to a
specific form.
T L
Filte ter Filte
Edit  Jackson Employee has Missing or Invalid Zip Code High
Edit Jackson Employee is Missing City High
Edit  Jackson Employee is Missing Street Address High
Edit Jackson Incomplete Employee Offers of Coverage Section, please enter a Line 14 code for All 12 Months or each individual month. High
Page 1 of 2 (181 items) [1] 2 J
Rows per page: 100
[ &) Back l

Greenshades will warn you of potential problems with your forms. The potential issue
will display the employee’s name, details of the warnings, and the severity. You may
make changes to the form by clicking the ‘Edit’ link to the left of the warning.

2.5 Verify 1095-C Totals

Year-End Forms will calculate the totals of your tax forms based on the data that was
imported and includes any changes made to the forms prior to verifying said totals.
These totals are provided so that you can verify them against your accounting package
totals.

Once you have reviewed the totals and verified that they are correct, you can select the
checkbox on the ‘Verify Totals’ page as shown below. Clicking the ‘Finish’ button will
mark the step as complete within the checklist. Any time an action is taken that modifies
a total after you have verified it, Year-End Forms will automatically reset the checklist
task, verification checkbox, and request that you review and re-verify the totals again.

Page | 19
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Totals for 1095-C forms for G5 Example Corp 551234567 Download Excel

The following totals were gathered from your 1095-C forms. Please review the totals and verify they are correct. Email Report

Employees Loaded|2| Monthly Coverage Codes |[1A [1B |1C [1D [1E[1F |[1G[1H |11 |1J [1K
January o) o of of of of of 1) 0of 0 0
February O o 0 0] of of of 1p0p 00
March o of 0o O] of of of 1j0] 0 O
April of of of of of of of 1fo] of 0
May of of of of of of of 1f 0] of 0
Jung of of of of 1] of of ofo] of 0
July O o 0 O] 1| 0| of oj0o] 0 0
August o) of o o] 1| 0| of oo o) 0o
September o) of of o 1f of of ojof o 0
Cctober of of of of 1] of of of o] of 0
November of of of of 1] of of ofo0] of O
December of of of of 1] of of ofo] of 0

Monthly Safe Harbor Codes |2A (2B |2C (2D |2E (2F|2G | 2H |21

January 1| o of o o] of o] ofo0

February 1l of of of o) of of ofo

March 1 of o o] of of of o]0

April 1 of o o] of of of o]0

May o of of 4 o) of of ofo

June ol of of of o) 1| of ofo

July of of o o] of 1 of o]0

August o of of o o] 1f o] of0

Sepiember o of of o o] 1f o] of0

October ol of of of o) 1| of ofo

MNovember o of o of of 1] o] ofo0

December ol of of of o] 1| of ofo

Verify these totals
| have reviewed the totals on this screen and verify that they are correct.

You had previously verified these fotals on 1/10/2019 but edited a form on 1/10/2018 that changed the totals and they now must be reverified

DEW1:8002040 = E2003-2019 Green Shades Sofiware Inc. By accessing and using this page you agree to the End User License Agreement  Read our Privacy Statement

2.6 Manage Employee Access

You may enable employee electronic access to their 1095-C forms through
GreenEmployee. Select ‘Yes’ under “Should employees be able to view 2015 1095-Cs
on GreenEmployee.com?”, then click ‘Continue’.

Basic Settings
2018 1095-C Access for Greenshades Demo Corp

Status: Your employees can cumrently access the GreenEmployee.com paortal.
Full employee access setfings can be managed on the Access Settings page.

Allow employees to view 2013 1085-Cs on GreenEmployee.com
% Enable
Disable

Verify the settings and additional options. You may provide a tax preparation coupon
and choose whether you would like the employee to be able to edit their address, name,
or social security number on their form. If you do allow the employees to edit their
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information, it will be approved and automatically updated unless “Approval is required
for any employee edits” is selected. After an administrator approves the changes, the

employee’s information will be updated within the formset and on their form.

Employee Access Wizard
Basic Settings ®p 1095-C Settings

1095-C Settings
What layout should we use for Employee 1095-Cs?

1095-C Layout

Employees are allowed to edit their social security numbers

Approval is required for any employee edits

2.7 Email Employees with links to 1095-C Forms

Notification Wizard
Recipients

Send Email Notifications to Employees
52 employees have email addresses, 52 of which still need to be emalled about downloading their 1095-C.,

emails will be sent. Download Recipient List

¥| Exclude employees who have already viewed their 1095-C online.
Exclude employees who have already been mailed their 1095-Cs using the Year-End Forms mailing service.
Exclude employees for whom | have printed and distributed 1095-Cs.
Exclude employees who have already been notified by email from this page.

Form 1095C
— Form 1095C
Preview
Additional Employee Options
Check the options you wish to enable Select which admins will receive employee change emails
¥ Provide tax preparation coupon group headed by H&R Block Administrators that are selected below will receive a notification email informing
them that an employee made an edit to a form.
Employees are allowed to edit their addresses N
Name Email
Employees are allowed to edit their names GreenshadesQA

If you have imported employee email addresses from GP or through the excel template,
you may send an email notification to your employees with a link to the web address to

view their 1095-C.

2.8 Distribute any remaining 1095-Cs to your Employees

In this step, you may Download & Print a batch to distribute 1095-Cs yourself, submit a
batch to have Greenshades Print & Mail your forms, or Download a batch for your
records/request Greenshades to mail you a CD with the PDF copies of your forms.

GREENSHADES
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2.8.1 Ask Us to Mail Remaining 1095-Cs

This option allows you to request Greenshades to Print & Mail the 1095-Cs at a small
additional fee. You will be directed to the Mail Service Status Page upon selecting this
option, where you can view previously submitted batches or submit a new batch. To
create a new Print & Mail request, select ‘New Order’ at the top of the page.

Mail Service Status Page

Order New Mail Service

Click the "New Order" button below to request that we print and mail forms to your employees on your behalf. You will get to chose exactly how we will send these forms
and will be quoted a total price before confirming your order.

Status of Previous Mail Service Orders
I S [ S
Filker Al Al Fiter

No data to display

Rows per page: [10

2.8.1.1 Mail Service Wizard

a) Choose Forms
Mail Service Wizard
Choose Forms

Which forms would you like to work with?

How Forms Were First Issued

® Al tax forms in this workspace
Allforms that must still be issusd
Select specific forms by searching for them

I 0 erplayee(s) w ued Forms by any method sbove

W oo

| Y ploy
. 27 Farm(s)

The first step in the Mail Service Wizard is to select which forms you would
like to Greenshades to print and mail.
Form selection options:

e All tax forms in this workspace

o Willinclude all of your employee forms, regardless of prior
distribution status or electronic consent designation.

o If any forms within the workspace have been edited/corrected and
marked as such, you will receive an additional option to indicate if
this batch should include the corrected forms or non-corrected
forms.

= |If you require to distribute for both, you will need to submit
two different orders.

Mixed Batch

You selected some forms that are marked as needing comrections aleng with other forms that do not need corrections. You may only include one of these
kinds of forms in a single order.

Please make your selection below and click 'Continue’

® Only include forms needing corrections (26 forms)
Only include forms not in need of comections (26 forms)

Page | 22
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e All forms that must still be issued
o Willinclude all employee forms that have not already been
distributed through Print & Mail, Download & Print, or consented by
the employee to receive electronically.
o This selection may also include the additional option to designate
corrected or non-corrected forms, if applicable.

e Select specific forms by searching for them
o Allows the administrator to individually select employees to include
in the order.

Choose the Forms to Mail
Use the filters below to indicate which forms you want to mail. Click ‘Continue’ when done

Unselect All | [/ Select Al | 4 |Excel Export | (8) Add Columns
B tasthame [ Frsthame W Gty B Department «
Filter Filter Filter Filter Filter Filter Filter
O 7rassi1in Jackson
774881111 Jackson Howard Tallahassee FL 32304 Accounting
774881115 Glass Mitchell FAIRVIEW cA 56913 Accounting
774881119 Grant Alisa NEWPORT AL 78541 Accounting
774881123 Bachman Scott CLEVELAND NI 62085 Accounting
774881127 Paters David CLINTON oK 70188 Accounting
774881131 Broskle Chad BURLINGTON SD 64037 Accounting
774881135 Wahlberg Donald DAYTON cr 20447 Accounting
774881139 Risner Tony WASHINGTON AL 23185 Accounting
774881143 Rickert sally AUBURN N 16831 Accounting
Page 1 of 6 (52 items) m 2 3 4 s s [

Rows per page: [10

b) Resolve Warnings

Mail Service Wizard
Choose Forms
Batch Warnings

You have 78 high-severity wamings in this batch of forms that you may wish to fix before continuing with this process. The forms with warnings are shown in the table
belaw. Us the Edit option to address sach waning

If you wish to proceed without fixing the wamings, you must choose to include or exclude these forms below. Click continue when ready to proceed
® Include forms with high-severity warnings
Exclude forms with high-severity warnings

[ e

Edit | Howard Complete Line 15 ONLY if code 1B, 1C, 10, 1E, 11, or 1K is entered on Line 14. Please remove Line 15 values for those months in which Line 14 is
Jackson code 14, 1F, 1G, 1H, or 11

Edit  Howard Complete Line 16 ONLY if code 1B, 1€, 10, or 1E is entered on Line 14, Please remove Line 16 values for those months in which Line 14 is code
Jackson 1A, 1F, 16, 1H, 11, 13, 1K

Edit  Howard Line 16 code 2A indicates the employee was not employeed for a given menth, therefore the corresponding menth's Line 14 code should not
Jackson reflect an offer of coverage.Please remave Line 16 values for those months in which Line 14 is code is not 1H.

Edt  Howard Line 16 code should be blank when the corresponding Line 14 coda is 14,
Jackson

Page 1 of 4 (78 items) Mmz z 406

If you have any high-severity warnings, you will be prompted to either include
or exclude them from the batch when you click ‘Continue’. You may edit the
forms prior to submitting the batch, or you can exclude them and submit them
in a separate batch once edited.

c) Delivery Options
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Mail Service Wizard
Choose Forms mp Delivery Options

® Have Greenshades Software print and mail these forms to your recipients.
Have Greenshades Software print these forms, insert them into envelopes, and ship them to your location for you to distribute

Delivery Options

Form Layout

Corrected Form 1095C

* Corrected Form 1095C
{Download 1095-C Instructions)

You may select for Greenshades to print the 1095-Cs and mail them directly to
your employees or you can request for them to be printed, sealed, and shipped

to your location to distribute.

If you would like Greenshades to print, seal, and ship them to your location, you
will select the shipping provider (UPS or FedEx) and your account number
through that shipping provider, the delivery timeframe (Overnight, 2" Day, or
Ground Shipping), and the address you would like them sent to. Greenshades
print team may reach out to the contact provided if additional information is

needed.

Delivery Options

Have Greenshades Software print and mail these forms to your recipients

® Have Greenshades Software print these forms, insert them into envelopes, and ship them to your location for you to distribute

Shipping Information

We will be shipping these forms using your shipping account. Which provider would you like to use?

FedEx v |
[T)flii::}?me FedEx Service FedEx Delivery Commitment
O Overnight E‘ziﬁﬁj:ﬁgdam Delivery by 3:00 pm***
® 2 Business Days FedEx 2Day® Delivery by 4:30 pm***
O 1-5Business Days” FedEx Ground® Delivery day based on distance to

destination

2017

What is your account number with that shipping provider?

123456738

Where should these forms be shipped?

Print Testing Address Line 1

1234 Testing Blvd Address Line 2

Suite 121 Address Line 3

Brampton OH||33333-1111 | City. State. & Zip Code

Whao is the person of contact and their contact information for this shipment?
GreenshadesQA

9045551234

|tester@test com]

Send a notification email when this order ships

Optional Information

Do you have special instructions for our Mailservice Team?

Optional

Although we CANNOT guarantee requests made here, we will make every attempt to do so

d) Review & Mall

GREENSHADES
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Your Batch is now ready to be submitted. You may review the order details and
cost breakdown. To finalize the submission, enter your name within the
‘Authorization’ field and click ‘Mail Forms’ at the bottom of the page.

Mail Service Wizard

Choose Forms mp Delivery Options mp Advanced Options mp Review & Mail

Summary for this Order of Forms

Order Name
Please choose a name for this order. This is the name you will look for when checking the status of this order

[Print Testing Co. 12.7.2017 (25 forms} |

Cost Breakdown
Below is the amount you should expect to be billed for this mail service. You will not be billed until the forms have left our printhouse.

Product Guantity _Unit Price_Total Price
VE 2077 Tax Form Wil Sarvice — February 25t through

February 28th or Later Returning Client s s
Total G

Estimated Processing Schedule

Greenshades cannol guarantee a postmark date for mailings ordered after Friday February 24, 2017. While we cannot make any guarantees, we estimate that your
forms will be postmarked no later than Tuesday December 12, 2017. This estimate is based on the how many forms you are mailing and the load we are
experiencing. The estimate may change as we process your order

Authorization
Once you click 'Mail Forms', we will begin the process of printing and mailing your tax forms_ All recipient addresses are processed through the United States Postal
Service MGVE Update system. This may change the address f the recipient has filed a MOVE Update form in the last 18 manths

You are responsible for reviewing your 1095-C forms and ensuring they are correct prior to requesting their mailing. You may view the forms here Please review our
End User License Agreement and type your name inte the box below to agree and autherize us to proceed

[Type your Name Here]

Return to the Mail Service Status page and click ‘View Details’ next to the batch
for more details on your order.

@ According to our initial estimate, these forms should be postmarked within 1 business day of Tuesday, 121212017

Print Testing Co. 12.7.2017 (26 forms) Legend

Status: Queued
‘Submitted Your order has been received and vill be processed shortly
Contents: 26 forms for 26 employees Processed Your order has been processed and is waiting to be quaued for printing
Cwner: Queued  The forms have besn added to the print queue and will begin printing soon
Printed  The forms are printed and are waiting to be pressure sealed or stuffed in envelopes
Sealed  The forms are waiting to be packaged for bulk mail
Packaged The forms have been packaged and are awaiting delivery to the post-afiice.

This batch has been broken down into smaller

parts to provide detailed tracking information
Mailed The foms have been mailed to their recipients

This baich is 0.00% complete. See the break-down below Cancelled You have asked us o cancel this balch

Printed: 0/ 26 (0.00%)
Sealed: 0/26 (0.00%)
Packaged: 0/26 (0.00%)

History for this Batch Preferences for this Batch
Option Selection

Submitted 12/7/2017 12:00 PM Shipping Greenshades Shipping

Processed 121712017 12:01 PM

Queued 121712017 12:15 PM

2.8.2 Distribute Remaining/Additional 1095-Cs Yourself

You may create a new PDF batch for self-distribution by clicking the ‘New Download
Batch’ button at the top of the page.

2.8.2.1 Download and Print Wizard
a) Choose Forms
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Download and Print Wizard
Choose Forms

Which forms would you like to work with?

How Forms Were First Issued

® All tax forms in this workspace
All forms that must still be issued
Select specific forms by searching for them

I, 0 employeets) were net issued Forms by any method above
W 0 forr(s)

0 form(s)
. 25 employ: orec arm o
I, 27 Farm(s) are being malled by us per your request,

maled by us per your raquest.
maile

The first step is the same as the Mail Service Wizard and is to select which
forms you would like to include in your downloadable PDF batch.
Form selection options:

e All tax forms in this workspace

o Willinclude all of your employee forms, regardless of prior
distribution status or electronic consent designation.

o If any forms within the workspace have been edited/corrected and
marked as such, you will receive an additional option to indicate if
this batch should include the corrected forms or non-corrected
forms.

= If you require to distribute for both, you will need to submit
two different orders.

Mixed Batch

You selected some forms that are marked as needing corrections along with other forms that do not need corrections. You may only include one of these
kinds of forms in a single order.

Please make your selection below and click 'Continue’

® Only include forms needing corrections (26 forms)
Only include forms not in need of commections (26 forms)

e All forms that must still be issued
o Will include all employee forms that have not already been
distributed through Print & Mail, Download & Print, or consented by
the employee to receive electronically.
o This selection may also include the additional option to designate
corrected or non-corrected forms, if applicable.

e Select specific forms by searching for them

o Allows the administrator to individually select employees to include
in the order.
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Choose the Forms to Mail
Use the filters below te indicate which forms you want to mail. Click 'Continue’ when done

‘ _| unselectall | | selectall [ ) excel Export | @) Add Columns
ast Name First Name p

Filter Filter Filter Filter Filter Filter Filter
774881111 Jackson

774881111 Jackson Howard Tallahassee L 32304 Accounting
774881115 Glass Mitchell FAIRVIEW GA 56913 Accounting
774881119 Grant Alisa NEWPORT AL 78541 Accounting
774881123 Bachman Scott CLEVELAND NI 62085 Accounting
774881127 Peters David CLINTON OK 70188 Accounting
774881131 Broskle Chad BURLINGTON s 64037 Accounting
774881135 Wahlberg Donald DAYTON cT 20447 Accounting
774881139 Risner Tony WASHINGTON L 23185 Accounting
774881143 Rickert sally AUBURN N 16831 Accounting

Page 1 of 6 (52 items) m 2 3 4 5 & [

Rows per page

b) Resolve Warnings

Download and Print Wizard

Choose Forms

Batch Warnings
You have 78 high-severity wamings in this batch of forms that you may wish to fix before continuing with this process. The forms with wamings are shown in the table
below. Use the Edit option to address each warning

fyou wish to proceed without fixing the warnings, you must choose to include or exclude these forms below. Click continue when ready to proceed.
® Include forms with high-severity wamings
Exclude forms with high-severity wamings

Edit  Howard Complete Line 15 ONLY if code 1B, 1C, 10, 1E, 1, or 1K is entered on Line 14. Please remove Line 15 values for those months in which Line 14 is
Jackson code 1A, 1F, 1G, 1H, or 1I.

Edit Howard Complete Line 16 GNLY if code 1B, 1C, 10, or 1E is entered on Line 14. Please remove Line 16 values for those months in which Line 14 is code
Jackson 1A, 1F, 1G, 1H, 11, 13, 1K,

Edt | Howard Line 16 eode 2A indicates the employae was not employeed for a given month, therefore the corresponding month's Line 14 code should not
Jackson reflect 2n offer of coverage.Please remove Line 16 values for thosa months in which Line 14 is code is not 1H.

Edt Howard Line 16 code should be blank when the corresponding Line 14 code is 1A.
Jackson

Page 1 of 4 (78 items) Mz 2 40

If you have any high-severity warnings, you will be prompted to either include
or exclude them from the batch when you click ‘Continue’. You may edit the
forms prior to submitting the batch, or you can exclude them and submit them

in a separate batch once edited.

c) Delivery Options

Download and Print Wizard

Choose Forms = Delivery Options

Delivery Options

® Download a PDF of these forms to your computer for you to distribute
Order a CD of these forms for you to distribute

Sort Forms by:
Last Name A

Form Layout

Corrected Form 1095C v

.
o Corrected Form 1095C
Download 1095-C Instructions)
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LET US HANDLE THAT

Page | 27



1095-Cs Year-End Forms User Guide

You may select to download a PDF copy of the 1095-C forms into a batch or
request Greenshades to create and mail you a CD with the PDF batch on it.
You may also choose to order the forms in the batch by Last Name, First
Name, City, State, Zip, or Department.

d) Advanced Options

Download and Print Wizard
Choose Forms mp Delivery Options =p Advanced Options

Paper and Envelopes
The forms you are going to receive are designed to fit properly on the perforated paper and envelopes used by Greenshades Software. Please match the codes on
the bottom of your perforated paper and on the inside flap of your envelopes to the codes below to ensure that the forms will fit properly when printed.

Paper Code 9JONEPERF05
Envelope Code: 99ENVA

Click here to order mare paper or envelopes for my forms.

If you would like to purchase the necessary perforated paper and envelopes
through Greenshades, you may click the link to navigate to our third-party
vendor’s website to order directly. The paper and envelope codes are
provided as reference for when placing your order.

e) Review & Download

Download and Print Wizard
Choose Forms mp Delivery Options ®p Advanced Options =) Review & Download
Review & Download

Depending on the number of farms you wish to download, it may take some time to prepare them. In order to allow you to continue to work on this site without
waiting, Year-End Forms will process them and send you an email when this baich of forms is ready for download.

Intent to Deliver
Please check this box if you intend to print this batch of forms and then deliver them to your employees. We will consider them delivered and will not prompt you
to issue them again

Batch Name
Please choose a name for this batch. We will use this name to notify you when the batch has processed

Your Batch is ready to be submitted for processing. You may review the
details, name the batch, and type your name to authorize. To finalize the
submission, click ‘Continue’ at the bottom of the page.

If you would like these forms to marked as ‘Distributed’, check the checkbox
for ‘Intent to Deliver’.

After clicking ‘Continue’, you will be redirected to the Self-Distribute Batch
Status Page where you can download the batch directly to your machine once
the batch is ‘Processed’.

If you need to remove a batch or would like to view the details of the batch,
click ‘More Info’.

Information about: 1095C_90ONEPERF

This batch is currently Processed

Owner

Issued to employees?  No (Change)

Requested at 121772017 35543 PM
Ready at 121772017 357.21 PM
Size 26 employees on 28 pages

Click here to download or print these forms.
Click here to order a CD of these forms to be created and mailed to you.

Click here hare if you wish to remova this batch of PDFs from your download batches. It will na longer appear on this screen or bs counted towards forms you have
delivered to your employees
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2.9 E-File US 1095-C Return

E-File Your Forms
Use tha links below to file these forms electroniclly with your agency or view historical information regarding one of your past filings.

Social Security Administration SSN
iewed by the IRS ACA Information
ervice to check your employee SSHs

AWarning! Warning: You have employees with invalid social security numbers according fo
Verification Servi ‘orms with missing or invalid SSNs will result in individual emrors wh

AWarning! Warning: You have 22 high priorily warnings in your 1085-Cs. Click here lo address the warnings before filing these forms

T T N

Filz Mow Unit=d States Qriginal Net Filed 123455789 4/1/2019

You may file your 1095-Cs by clicking on ‘File Now’. This will bring you into the

E-File Wizard.

If you have not validated employee SSNs through the Identity Verification step, you will
receive a warning, as validating SSNs is highly recommended as to ensure SSNs are

correct to avoid issues or errors when filing.

An additional warning will display if there are any high priority warnings within the
formset that are also recommended to be resolved prior to filing to avoid issues or

errors.

2.9.1 Submitter Information

Enter and/or confirm the submitter’'s contact information for the filing. This step includes
entering the Business Name Control for your company’s EIN. The Business Name
Control is a sequence of characters derived from the taxpayer’'s name that is used by

the IRS in processing the 1095-C/1094-C return being filed.

E-File Wizard
Submitter Information
Verify Submitter Information

Take a few seconds and verify the information below.

Contact Name
Enter the name of the employee who should be contacted by the IRS if needed.
GreenshadesQA

Contact Email
Enter the email of the employee who should be contacted by the IRS if needed
test@test. com

Contact Phone
Enter the phone number and extension of the employee who should be contacted by the IRS if needed
(904) 555-1234 | ext

Business Name Control

Enter the Business Name Centrol (BNC) for this company/EIN.
TEST

ANotice: Your company will be automatically billed for this tax return uniess you have paid in advance

GREENSHADES

LET US HANDLE THAT
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2.9.2 1094-C Totals

This task item allows you to review the information that comprises the 1094-C. Most of
this information is determined automatically or set in the welcome wizard. Click ‘Edit’ to

modify some of the items.

You may also download a paper copy of your 1094-C from the link in the upper-

righthand corner of the page.

Verify 1084-C Form Totals

Flzas raview e Information below End uerdy 11zt it is caEc

Part |

Applicable Large Employer [ALE) Member

ALE Member Information - Menthly
Important Note: The folloving
mport. Any data added, edi
iation moving fory
and included with your eFie

{z) Minimum Essentizl (5 Full-Time E
Coverage Offer Auto Calculate:
Auto Calculate’
enis g
Jan v 1
Fen v 1
Mar Yas v 1
har v 1
May v 1
un v 1
Jul v 1
o ez v 1
v 1
o v 1
Nov v 1
Dec v 1
Part IV

Other ALE Members of Agpregated ALE Group

E-File Wizard

Submitter Information wp 1084.C

Company Name 8 Example Corp EN 551234567
Address 1 020 A.C. Skinne Contzct Name dohn Doe
Address 2 Suite 100 Contact Phone # 2045651234
city

State L

zr 32256

Total £ of 1035-C Forms being Submitied with this Transmittal: 2

Is this the Autho Transmittal for this ALE Member? -

Partll

ALE Member information

Are you 2 member of an Agaregated ALE o Yes No

Group?

£t

Certifications of Eligibility (all checked apply). Qualifying Offer Method

Edit 98% Offer Method

Part il

ployes Count  (c) Total Employee Count Edit

-

ar vithin this
or average monthly total

will
e

ber

erting ALE N

erify that his information andior any changs | have ma
ing ALE member-company-ie
ing for th

company.

LET US HANDLE THAT

data and is not all-inclusive

(d) Aggregated Group Indicstor

Yes v
Yas v
Yes v
Yas v

v
v
e v
Yes v
s v
v
v
Yes v
Yes v

comglete. |
gated ALE Group

arety

all A
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2.9.3 Review Totals

E-File Wizard
Submitter Information wp Review Tofals

E-File United States 1095-C and 1094-C Employer-Provided Health Insurance Offer and Coverage

‘You must file a yesr-end return by 4/1/2019.

Year-End Forms is prepared to submit a report with employees/wages through 12/31/2018:

Field Value
Tatal 1085-Cs 1
Tatal Emplayess Manth 1 101
Full-Time: Emplayees Month 1 1
Full-Time: Employees Offered Minimum Essential Coverage Month 1 | 0
Tatal Emplayees Manth 2 101
Full-Time: Emplayees Manth 2 1
Full-Time: Employees Offered Minimum Essential Coverage Month 2 | 0
Tatal Emplayees Manth 3 101
Full-Time Ermplayess Manth 3 1
Full-Time: Employees Offered Minimum Essential Coverage Month 3 | 0
Tatal Emplayees Manth 4 101
Full-Time Empiayees Manth 4 1
Full-Time: Employees Offered Minimum Essential Coverage Month 4 | 0
Tatal Emplayees Manth 5 101
Full-Time Emplayees Manth 5 1
Fudll-Time Emplayees Offered Minimum Essentisl Coverage Month 5 | 0
Tatal Emplayees Manth & 101
Full-Time Emplayees Manth 6 1
Full-Time: Employees Offered Minimum Essential Coverage Month 6 | 0
Total Emplayess Manth 7 101
Full-Time: Employees Manth 7 1
Full-Time: Employees Offered Minimum Essential Coverage Month 7 | 0
Tatal Emplayees Manth B 101
Full-Time: Emplayees Month B 1
Full-Time: Employees Offered Minimum Essential Coverage Month 8 | 0
Tatal Emplayess Manth 9 101
Fudll-Time Emplayees Manth 9 1
Full-Time: Employees Offered Minimum Essential Coverage Month 9 | 0
Tatal Emplayees Month 10 101
Full-Time Employees Manth 10 1
Fudll-Time Employess Offersd Minimum Essentisl Coverage Month 10 | 0
Tatal Emplayees Manth 11 101
Full-Time: Emplayees Month 11 1
Ful-Time Empiayees Offered Minimuim Essentisl Coverage Month 11 | 0
Tatal Emplayees Month 12 101
Full-Time: Employees Manth 12 1
Full-Time Employees Offered Minimum Essential Coverage Month 12 | 0

| useful Links

Tax Information

oy Contact Infarmation

You may review your Employer-Provided Insurance Information once more prior to
submitting the E-File.

2.9.4 Submit E-File

Once the E-File has been submitted, the status will display on the homepage within the

checklist step.

GREENSHADES
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For additional support please contact us.

(888) 255-3815 ext.1

support@greenshades.com

www.greenshades.com
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