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General Overview 

About the Greenshades Center 

The Greenshades Center serves as a single point of access to all of Greenshadesô tax 

filing products.  By assembling our E-Filing, Forms, and Archive capabilities into a 

single application we can provide easier access for our clients and better communication 

between our services. 

 

Requirements for the Greenshades Center 

The Greenshades Center has 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 that the files we create comply with the very latest 

government regulations. Greenshades does not offer an ñOffline Modeò or any way to 

operate without an active internet connection. The Greenshades Center can be configured 

to authenticate with a corporate proxy server, 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 

óMicrosoft .NET Frameworkô. Specifically, the center requires version 2.0 or newer to be 

installed. 

 

Starting the Greenshades Center 

To run the Greenshades Center from Dynamics GP: 

The Greenshades Center can be accessed in Dynamics GP version 8.0 and newer by 

navigating from the top bar menu through: 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 from Dynamics SL: 

Open Greenshades using the desktop icon placed on your desktop after installation. 

 

To run the Greenshades Center from Thinkware Darwin : 

The Greenshades Center can be accessed in Thinkware Darwin by navigating from the 

top bar menu by selecting: Routines > Greenshades Center. 
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Creating and Electronically Filing your New Hire Report 

 

This guide will explain each screen you will encounter as you create your electronic New 

Hire file.  If you have any questions that are not addressed in this guide, please contact 

our support team.      

 

When using the Greenshades Center, you can also access in-product help by clicking the 

icon in the bottom left corner of the wizard. 

Step 1 ï Starting the E-File Wizard 

You will use the E-File Wizard to create your electronic New Hire file.  You can begin 

by clicking óE-File Wizardô on the main Greenshades Filing Center page. 
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Step 2 ï E-Filing Wizard 

Since New Hire reports are not filed annually or quarterly, you will find it listed under 

óOther Filingô. Check with your state for the frequency with which your New Hire reports 

will need to be filed. 

 

 
 

You will also notice that there is a óCompany Nameô field on this screen. This defaults to 

the company name retrieved from your accounting package but you can modify it to 

match the company name you wish to appear in your New Hire file.   

 

Click óNextô to continue. 
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Step 3 ï Choose a Date Range and Filing Types 

On this screen you can select the start date, end date, and quarter that you are filing your 

New Hire report for. Make sure to place a check in the óNew Hireô selection box as well.   

 

 
 

The final option on this screen is for combining multiple companies into a single file. 

This is an additional module and must be purchased for it to be activated. If you are 

interested in purchasing this feature or if you have any questions about this function 

please contact our support team. 

 

Once you are satisfied with your selections, click óNextô. 
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Step 4 ï Choose New Hire Options 

Listed on this screen are a few questions specific to your company. Simply answer the 

questions according to your company policies. 

 

 
 

Once you have completed your selections, click óNextô. 
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Step 5 ï Build Data 

The Build Data step extracts your New Hire data from your accounting software with the 

settings you have previously selected in the E-File wizard. Depending on the number of 

employees you are exporting, this process may take a few minutes.  

 

 
 

Once you are satisfied with your selections, click óNextô. 
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Step 6 ï Employee Identity Verification (Optional) 

Greenshades offers you the opportunity to electronically verify your employee 

identification each time you create a file using the E-File Wizard.  The electronic 

employee verification service is provided to prevent any potential filing penalties 

associated with submitting incorrect employee information to government agencies. 

 

 
 

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 employees you selected 

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.  

 

Once you have made your decision, click óNextô. 
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Step 7 ï 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 would like to use to submit the file. Some states 

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

media submissions. This will vary from state to state, as each state has their own set of 

specifications. It is worth noting that, as long as you have newly hired 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 reciprocate the remaining new hires to their respective 

states. 

 

Simply place a check in the ñBuild?ò box next to the file you would like to create. 

 

 
 

At the bottom of this screen there is an option that will allow you make any final 

corrections before creating and filing your New Hire e-file. While this functionality is 

available to you, it is recommended that edits be made in your accounting package, as 

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 selections, click óNextô. 


















