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General Overview

About the Greenshades Center

The Greenshades Centerer ves as a single point of acce

filing products. By assembling our-fEling, Forms, and Archive capabilities into a
single application we can provide easier access for our clients and better communication
between our serviee

Requirements for the Greenshades Center

The Greenshade€enterhas some basic requirements that must be met in order to
function properly. First, the Greenshades Center requires an active internet connection.
We require this so that we can ensure thatfiles we create comply with the very latest
gover nment regul ations. Greenshades does
operate without an active internet connection. The Greenshades Center can be configured
to authenticate with a corporate pyogerver, but the responsibility is on the client to
ensure that adequate internet access is provided to the Greenshades Center.

Secondly, the Greenshades Center requires an update to Microsoft Windows called the
OMi crosoft . NET Frthecenteorequirés verssop safinewerfobea | | vy ,
installed.

Starting the Greenshades Center

To run the Greenshades Center fronDynamics GP.

The Greenshades Center can be accessed in Dynamics GP version 8.0 and newer by
navigating from the top bar menu thghu Tools > Routines > Payroll > Greenshades
Center. In version 7.5 or older, the Greenshades Center can be started by navigating to
either: Routines > Greenshades, or: Routines > Payroll > File and Pay Center.

To run the Greenshades Center fronDynamicsSL:
Open Greenshades using the desktop icon placed on your desktop after installation.

To run the Greenshades Center fronThinkware Darwin :
The Greenshades Center can be accessed in Thinkbeanen by navigating from the
top bar menu by selecting: Routines > Greenshades Center.

no



Creating and Electronically Filing your New Hire Report

This guide will explain each screen you will encounter as you create your eledtemic
Hire file. If you have any questions that are not addressed in this guide, please contact

our support team.

When using the Greenshades Centet, can also access-pmoduct help by clicking the
@) icon in the bottom left corner of the wizard.

Step 11 Starting the E-File Wizard

You will use theE-File Wizard to create your electroniew Hirefile. You can begin
by clicking 6 Hile Wizarddon the main Greenshades Filing Center page

\.% Greenshades Filing and Payment Center
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Q_:g View Recent Tax Changes

9 eFile Wizard
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File and Pay Shortcuts Reminders
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i@ Pending ) Completed

Edit Beminders
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iﬁ Tax Payment Wizard
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Other Information
Weather for Chicago, lllinois
Currently: Overcast weather icon
— Feels Like: T3°F
) wind: 12 mph 5
78° Humidity: 53%

= Low: High:
Chance of precipitation: 0%
Useful Links:

IES Business Home
554 Business Home

Tomorrow: Thunder storms weather ico

= PastDue
& Due: 2/28/2008
Filing for Federal Year End w2

& Due: 4/30/2008
Filing for State Unemployment

& Due: 4/30/2008
Filing for Federal 341

=l Duewithin 3 Months
& Due: 7/31/2008
Filing for Federal 341

& Due: 7/31/2008
Filing for State Unemployment

¥ Due:9/1/2008

Filing for Social Secunity Verification

=l_Duewithina Year

F 2

m
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¥ Settings

Fabrikam, Inc.




Step 27 E-Filing Wizard
Since New Hire reportare not filedannually or quarterly, you will find it listed under

0 Ot h e r.ChHecklwithryaubstate for the frequency with which your New Hire reports
will need to be filed.

&) E-File Wizard

E-Filing Wizard
Select the type of filing you would like to create from the list below.

This wizard will assistyou in building various electronic
files, both tax and otherwise. Once the file has been built,
you can use the Generate E-File Wizard to take the
information and generate the electronic file. To begin,
please select z filing type from the options below.

) Annual Filing
©) Quartery Filing
@ Other Filing

Enter the Company Name as it should appear on your e-file

Fabrikam, Inc.

] ] < Back [[ Next > ]

Youwilal so notice that t heaonehisscseendhisdefanltsmmoany Nan
the company name retrieved from your accounting package but you can modify it to
match the company name you wish to appear in Mewv Hirefile.

Click O6Nexto6 to continue.



Step 31 Choose a Date Range and Filing Types

On this screeyou canselect thestart date, end date, agdarter that you are filing your
New Hire report forMakesurd o pl ace a check in the ONew Hi

[ &) E-File Wizard |
Choose a Date Range and Filing Types

Choose the date range and filing types for which you would like to create the
electronic files.

Start Date: 11/ 6/2008 [E~ Choose Presat Filing Periods
End Date: 11/20/2008 (B~ (7 Last Pay Period
Types of Files () Last Two Pay Periods
() Last Quarter
|:| Mew Hire i
(70 This Quarter
401k)
[ EEO-1 Survey

[7] Cumrent Employee Statistics (CES)

Would vou like to combine multiple Great Plains companies into a single company
for this filing? iF) Yes i@ No

(7)) | out | [ <Back || Nea> |

The final option on this screens for combining multiple companies into a single file.
This is an additional module and must be purchased for it to be actiVfaten are
interested in purchasing this feature or if you have any questions ti®dinction
please contact our suppéeam.

Once you are satisfied with your selections,



Step 41 Choose New Hire Options
Listed on this screen are a few questions specific to your comBanply answer the
guestionsaccording to your company policies.

%) E-File Wizard [F5C

Choose New Hire Options

Answer the gquestions below and complete the additional new hire options.

Does your company offer health insurance to newly hired employees? TiYes @ Mo
Does your company offer health insurance to dependents of newly hired . .
employses? ez @ Mo
\what is the waiting period (in days) before 3 newly hired employes is eligible for 0

health insurance?

Are you filing your Mew Hires to lowa? If Yes, enter lowa EIN Suffix below. 1 Yes @ Mo
lowia EIN Suffix
(7)) | out | [ <Back || Nea> |
Once yothave completeg our sel ections, click O&dNext



Step 51 Build Data

The Build Data step extracts your New Hire data from your accounting software with the
settings you have previously selected in tREIlE wizard. Depending on the number of
empbyees you are exporting, this process may take a few minutes.

&) E-File Wizard X

Build Data
The electronic filing wizard is collecting and building your information so that it \_)

may be used to generate your electronic files

You have now successfuly completed all of the options for
your electronic filings. Click the 'Next' button to extract the
necessary data to complete the electronic filing process.

Click Next to Export...

) Coa ) ([eme]) Chein )

Once you are satisfied with your selections,



Step 6 7 Employee Identity Verification (Optional)

Greenshades offers you the opportunity to electronically veyibyr employee
identification each time you create a file using thé-ilE Wizard. The electronic
employee verification service is provided to prevent any potential filing penalties
associated with submitting incorrect employee information to governmentiag.

&) E-File Wizard |

Employee Identity Verification

Read the information below to decide if youwish to verify the identity of your
employees.

Would vou like to take this opportunity to verify the identity of
vour employess by having them cross-referenced with the
Social Security Administration’s records? s

<OUIAL SEC

000 G0-00@a0

Tt SR - KRB LR bR T

JOHMN | DOE

The process of verifying names and 55Ms is performed free of
charge. If inconsistancies are found, you will later be given the
option to pay a small, per-employee fee for the detailed report.

dale Dot

@ “es, please verfy my employee information. | agree to the ' Terms of Use.
() No, do not verify my employee information at this time.

) No, do not verfy my employee infformation now and never ask me again.

?) | out | [ <Back || Nea> |

If you would like Greenshades to verify your employee identification, you will be
informed of the number of discrepancies found. To view a detailed report, there is a
charge of $1.99 per discrepancies. Greenshades will process the emptnysekected

and then show you how many employees were found to be incorrect. Once presented
with that information, you can choose whether or not to purchase a report listing the
problems.You are not obligated to purchase this report.

Onceyouhavemad your decision, click O6Next 6.



Step 71 Select Files to Build

Select Files to Build lets you choose which files you would like create and submit at this
time. First, select the method that you wouke Ito use to submit the fil&Some states

will accept both media and internet submissions and others will accepintaryet or

media submissions. This will vary from state to state, as each state has their own set of
specificationslt is worth noting that, as long as you have nelihed employees in the

state you are submitting to, you only need to submit your New Hire report to that one
state. The state you file to will reciprocdtee remaining new hires to their respective
states.

Simply place acheckint he A Bui | d ™thé filebyauxvoultd dke to create.

At the bottom of tis screen there is an option thaill allow you make any final
corrections before creating and filing yoNew Hire efile. While this functionality is
available to you, it is recommended thatt®de made in your accounting package
correcting the errors using the advanced editor does not correct the errors with the data in
your accounting package

Once you are satisfied with your selecti
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