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General Overview

About the Greenshades Center

The Greenshades Center serves as a single point of access to all of Greenshades’ 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 “Offline Mode” 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
‘Microsoft .NET Framework’. 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.



Filing your Federal W-2 Report

This guide will explain each screen you will encounter as you create your electronic
Federal W-2 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 — Starting the E-File Wizard

You will use the E-File Wizard to create your electronic Federal W-2 file. You can begin
by clicking ‘eFile Wizard’ on the main Greenshades Filing Center page.

E} Greenshades Filing and Payment Center E@g
Friday, November 13, 2009 (g)
File and Pay Shortcuts Reminders
.
=/ View Recent Tax Changes Filter: [,u.,u Types v]
&) eFile Wizard © Pending () Completed  Edit Reminders
?,' 1 View Previous Filings = PastDue e
4 Tax Payment Wizard ;}1 Due: 7/31/2009 [
= Filing for State Unemployment
D Year-End Forms 2 Due: 7/31/2009 [ =
: Filing for Federal 941
Other Information i
& Due: 9/1/2009 =3
CGREENSHADES A Filing for Social Secunity Verification
Smavt Businesses Go Green ﬂ Due: 10/31/2009 I:l
Go Green. Filing for Federal 341
Save Money. & Due: 10/31/2003 [l
. Filing for State Unemployment
Click here to see how much o
you can save by going green. |= Duewithin 3 Months
- \ [ & Due: 1/31/2010 O
Filing for Federal Unemployment
¥ Due: 1/31/2010 [~
Fabrikam, Inc.




Step 2 — E-Filing Wizard

Since Federal W-2 files must be submitted once a year, select the radio button next to
*Annual Filing’ to begin your annual Federal W-2 filing.

[ %) E-File Wizard =5

E-Filing Wizard =)
Select the type of filing you would like to create from the list below. 5

This wizard will assistyou in bulding vanous electronic
files, both tax and otherwize. Once the file has been built,
vou can use the Generate E-File \Wizard to take the
information and generate the electronic file. To begin,
please select a filing type from the options below.

@ Annual Filing
(™) Quartery Filing
() Cther Filing

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

Fabrilkam, Inc.

t_i') [ Cluit ] | = Back |[ Next = ]

You will also notice that there is a ‘Company Name’ field. 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 Federal W-2 E-file.

Click “Next’ to continue.



Step 3 — Choosing Annual Filings
[ &) EFile Wizard —

Choose Annual Filings

Choose which types of file youwish to electronically file as well as the reporting

year.
Reporting Year | 2017 -
Types of Files
Federal Withhelding Diata exists for 2017
[ State Withholding Diata exists for 2017
[] Local Withhelding Diata exists for 2017
[] 540 (Federal Unemployment) Mo valid data exists
[C]108%-R Mo valid data exists

[C]1093 (MISC, DIV, INT, PATR, 5, 01D, etc)  Data exists for 2017
Additional Options

[] I would like to combine muttiple Dynamics GP companies into a single compary for this filing.

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

Since Greenshades pulls all information for your Federal W-2 file from your accounting package
you will need to have completed the annual withholding report (or year-end close) before
continuing this process. If you have, you should see a corresponding “Data exists for [year]”
message, as shown in the above screenshot.

Next, select the types of files you wish to build. It is possible to select multiple options on this
screen if you would like to create Federal Withholding and other annual electronic files
simultaneously.

The third option 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 ‘Next’.



Step 4 — Federal Withholding Options

First, enter the appropriate contact email address in the field provided. Next, enter the
SSA User ID, (previously known as the SSA or MMREF Pin), which is an 8 character
alpha-numeric code you received when you registered to file your returns. If you need to
register with the SSA, please click the link provided.

The last 3 options on this screen have been provided per your specific filing
requirements.

%) E-File Wizard S

Federal Withholding Options

Choose the appropriate Federal withholding options for your company.

Contact Email Address  ssmith@greenshades .com

554 User 1D (formerly 554 or MMREF Fin) 12345678

The 554 Fin is an & character alpha numeric pin that you should have recieved when you registered
to file your returns electronically with the S54. f you do not have an 554 Pin click below.

To register for 3 SS4 User 1D click here

Once on the 554 website, Click the "Register’ button. Mext yvou will Accept their agreement, and finally
vou will fill out the appropriate information to recieve an 5S4 Fin.

[]1 am a business who is terminating and this will be my last fiing.
[]1 am a third party sick payer.
[ | would like to map other deductions for non-standard annual filings.

(7)) | ow | [ <Back |[ MNew>

Once you are satisfied with your selections, click ‘Next’.



Step 4.2 — Deduction Mapping

If you selected the option “I would like to map other deductions for non-standard annual
filings” from the Federal Withholding Options screen (previous) you will be presented
with the Other Deduction Mapping screen, as shown below. This screen allows you to
map additional deductions that may apply when filing your Federal W-2.

4 E-File Wizard i
Other Deduction Mapping
Map deductions used for non-standard filings. Select the deduction as well as
the codes necessary ro complete the mapping.
Fill out the other deduction mapping screen below. Select what type of other deduction, the deduction
code, the Greenshades code it will map to, the DeductionAmount Greenshades will use, and finally fill in
any applicable Muncipality Code for the Greenshades mapping.
Type GF Code G5 Code Deduction Amount Municipality Code
OPT = [401K £ |CATCE £} | DeductionfAmourt1  + |
EMST - |EFU £ [YORK i) | DeductionAmourt3 -
- 3 4 -
- Ql 2 -
- 3 4 -
- ﬂ »} -
- Q 2 - U
- - Q - ]
[Type: EMST |
(7)) | out | [ <Back |[ MNew> |

Once you are satisfied with your deduction mappings, click Next to continue.



Step 5 — Build Data

The Build Data step extracts your Federal W-2 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.

[ &) E-File Wizard =5

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.

Finished

(?) | out | [ <Back |[ Ned>

Clicking “Next” will start the extraction process.



Step 6 — Employee Verification

Greenshades offers the ability to electronically cross-reference your employee data
(names and SSN’s) with the records at the SSA each time you create a file using the E-
File Wizard. This verification service is provided to help circumvent any potential filing
penalties associated with submitting incorrect employee information to government
agencies.

[ ) EFile Wizard S
Employee Identity Verification

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

Wwould vou like to take this opportunity to verfy the identity of
your employees by having them cross-referenced with the

Social Secunity Administration’s records?
060, Bo-06ne

TR AR AEEN TR

JOHN | DOE

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

@ Yes, please verfy my employee information. | agree to the Terms of Use.
71 Mo, do not verfy my employes irformation at this time .
71 Mo, do not verfy my employes irfformation now and never ask me again.

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

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

Once you have made your decision, click ‘Next’.
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Step 7 — Select Files to Build

Select Files to Build lets you choose which files you would like create and submit at this
time.

Next, simply place a check in the “Build?” box next to the file you would like to create.

71 E-File Wizard E=NEER
Select Files to Build

Check the Build box for each file youwish to build.

s (2 ]

Submission
Electromc File Status Method Build?

US- w2 P Lwaiting Creation ]

[] Check here if you would like the ability to edit your data prior to creating your electronic file (Advanced).

(?) | out | [ <Back |[ Ned> |

At the bottom of this screen there is an option that will allow you make any final
corrections before creating and filing your E-File. While this functionality is available to
you, it is recommended that Federal Withholding 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 ‘Next’.
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Step 8 — Advanced Editor (optional)

If you selected the option “Check here if you would like the ability to edit your data prior
to creating your electronic file (Advanced)” from the Select Files to Build screen, you
will be presented with a window which resembles the one shown below. The Advanced
Editor allows you to edit or even add rows if needed (right click on any row and select
the ‘Add Row’ option), giving you the ability to include employees who have not yet
been entered into your accounting package software. Again, keep in mind that these
changes do not update your accounting software, and the advanced editor should only be
used as a means to correct your E-File if you do not have the ability or time to correct the
data within your accounting software.

L.

5] Editor = | =
Eile Tools
EI'.' Federal'WW2File = 1| Detail View
l_:_|. Submitter - 10-1556731 98E775953
EI{:} Company - 10-15967

""" @ Employee - 5362 55N First ame MiddeMame |LastMan =
----- @ Crployes - 3442 Employes 986225953 Angela Barbario
----- @ Crmployes - 3445 Employes 944779193 | Adam Barmr
----- & Employes - 0002 Employes 944563896 | Jane Clayton
----- @ Cmployes - 4346 Employee 000209416 Aidan Delaney
----- & Employes - 5555 Employes 484669938 | Brenda Diaz
----- & Cmployee - 3830| £ || | Employee 555555555 JOHN R DOE
----- & Cmployes - 3191 Employes 983057712 | Jenny Doyle
----- & Employes - 0001 Employes 515151515 Fred F Flirtston
----- & Employes - 0004 Employes 000169812 | Roger Hari
----- & Employes - 0003 Employes 000435112 | Jay Jamisan
""" & Employee - 0004 Employee 000362841 Wendy Beth Kahn
----- & Employes - 0009 Employes 000444808 | Stephen H Smith
..... & Employse - 5439 Employee 000989475 | Lo Ves
""" @ Employse - 99990 |} | Employes 943543351 Melissa L Casey
----- & Employes - 5555 Employee 399939993 | Bamey A Rubble
""" & Employee - 3212 Employee 5555555581 Luke E Shoywalk
----- & Employes - 0007 Employes 521254788 Jim Stewart
----- & Employes - 2172 Employes 000738127 Mike Tiano
----- '.' Employee - 5504 Fmnloyes A17F35R33 ] Pilar Thomnsnn ."—'-r.kﬁrrn"j
----- @ Ermploy=e - 9825 *n] "T= '
""" . Employee - 8165 FederalWages | Federal Tax\Withheld | Social SecurntyWages | N
""" & Employee - 0009 53484814 76003.26 89487206
----- @ Employee - 5305 ~

] T 3 4

When you are finished with the advanced editor, select ‘File’ then ‘Done Editing’ if
satisfied with your changes, or ‘Discard Changes’ if you would like to cancel any

changes you made.
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Step 9 — Review Built Files

At this point, your final totals have been calculated and your Federal W-2 file has been
created but not submitted. If your file was successfully created you will see a green check
(as shown below). Continue the filing process by clicking the “Click Here to Begin
Filing” link. If you have many states to file for, you will need to select *Click Here to
Begin Filing’ for each.

1 E-File Wizard E=NEER™
Review Built Files
Select a built file below to submit or view errors.
Click on the link to either submit or view errors for each e-filing.
El - Eile Status Combined Summary
US- w2 v Total Employees: 21 Click Here to Begin Filing
?) | Qut | [ <Back |[ Fmsh |

If your file failed to build a red *X” will appear. You will be able to review the problem
by clicking the “Click Here to View Errors” link. Usually these errors are easy to
understand, but if you have any questions please contact our support team.

13



Step 10 — View Totals

View Totals is an assessment screen providing you with detailed totals for final review
before submission. You will notice 4 separate options displayed above the listed totals.
The details for each are listed below:

View Details. With View Details, you can export your Federal Withholding data to an
Excel file for an even more detailed review. This is to be read or printed only, and not to
be E-filed.

Print Totals. Print Totals prints the total screen you are currently viewing.

Save Totals. Save Totals will save the total screen you are viewing in an HTML format
that can be viewed at a later date in Internet Explorer.

Save E-File. Save E-File allows you to save a copy of the exact electronic file that is
going to be submitted to the SSA. Be sure to note where you save it, as you will need it
in a moment.

¥ US - W2 - Submission Wizard o=

View Totals

Please check the accuracy of the totals found below.

Q Wiew Details =4 Print Totals Iﬂ Save Totsls Iﬂ Save E-File

Overall Totals
[=3
Total Advanced Earned Income Credit 50.00
Total Allocated Tips  520,302.65
Total Deferrals Under Section 40904 50.00

Total Deferred Comp 401k 52926033
Total Deferred Comp 4036 523.165.19
Total Deferred Comp 408k 530267.81
Total Deferred Comp 4357b 52666023
Total Deferred Comp 301 529,144.07

Tatal Thamandant (Mara Ranafite S Wy

7, ¢ Back Nest >

Once you’ve reviewed your totals, click ‘Next’.
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Step 11 — Choose Submission Method

There are 2 options for filing your Federal W-2 electronically, an Automatic submission
and a Manual submission.

¥ US - W2 - Submission Wizard e o=

Choose Submission Method

Choose how you wish to submit this electronic report.

i@ Automatic Submission
Greenshades Software will log into the Social Secunty Administration's servers
and securely transmit yvour W2 information. Onee transmitted, you will receive a

government EFile ldentifier which can later be used to reference your
submission.

(71 Manual Submission
You will be given steps that guide you through logging into the Social Secunity
Administration’s website and uploading your W2 information. You will walk

through pages of the website and will recevie confirmation information when
fimished.

L?) [ <Book ][ et

Once you have selected the method of choice, please click ‘Next’.

15



Step 11A — Verify Contact Information (Automatic Submission Method)

Prior to submitting your Federal W-2 efile, contact information of the person responsible
for the accuracy of the file needs to be supplied. This is only used by the SSA in the event
that discrepancies are found within the data submitted.

¥ US - W2 - Submission Wizard E=N AR

Verify Contact Information

|s the contact information below correct?

Please review the contact information below and make any necessary corrections. The contact
person is responsible for the accuracy of the electronic submission and should be able to resolve
any issues which may arise with the submission.

Mame  Jacob Lewis
Phone  41-193-1201 Bt

Email tmp21Ch@example com

Click "Mext’ to submit your return.

o [ <Bock [ MNet>

Once you have the appropriate contact information, select ‘Next’.

Congratulations! You have completed all the proper steps to submit your electronic file
automatically. You will be notified per your contact email of the status of your
submission. If you did not receive the email ensure you have checked your email filter.
In addition you can contact Greenshades Support at support@greenshades.com or at 888-
255-3815 ext. 700.

16
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Step 11B — Manual Filing Instructions

Before uploading your file to the BSO website, you must first select the ‘Save a Copy’
link at the top of this page. It is worth noting that ‘Save E-File’ from the previous screen
and ‘Save a Copy’ on this screen produce the exact same E-File, so if you have already
saved your E-File you do not need to do this a second time.

Follow the provided instructions and links to upload your file.

[ @ US - W2 - Submission Wizard o=
Manual Filing Instructions

Please follow the directions below to submit your electromic file.

Before submitting your return manusally via the Internet, vou must Save 3 Copy of your electronic
file. After yvou've saved a copy of your file, please follow the instructions below. Once finished,
click Finish to exit the wizard.

11 Log onto the Business Services Online (BS0) website. If vou do not have 3 PIN and
password, please visit the BEegistration page to obtain one.

1 Once logged on, please follow the on-screen instructions to submit your return
electronically.

3 For more information an using the Business Services Onling website, please view the
BS0 Handboolk.

] [ <Booc J[ Fnen |

Congratulations! You have successfully created and filed your Federal Withholding data.

Click ‘Finish’ here, and once more from the ‘Review Built Files’ screen, and you are
done.

17



Frequently Asked Questions

How can | get live support?
Simple! Call us at (888) 255-3815 ext. 700 or by email us at support@greenshades.com.

How can | review my Federal W-2 totals after I've submitted them?

By clicking on the ‘View Previous Filings’ button from the opening screen of the
Greenshades Center you will be presented with a list of media you previously filed using
the Greenshades Center. Simply double click any report you would like to view and you
will be presented with the details of file as it was originally created.

Why do my updates keep failing?

Greenshades Software releases updates frequently to make sure our clients are able to
create files according to the state and federal government specification. Whenever there
are updates available, please apply the updates. If your updates are failing, please
download the Greenshades Updater Patch. The updater patch is available from our
website. Visit the following link: http://www.greenshades.com/support/gscenter.aspx and
click the link that reads ‘Download the Updater Patch’. You may need to contact your IT
department for permission if you do not have administrator rights.

How can | edit my file prior to submitting it?

You can edit your E-File by using the advanced editor we have provided in the
Greenshades Center. See Step 8 of this guide, and more specifically, Step 8a on how to
access the advanced editor.

Client feedback:

Was this guide helpful to you? We would love to hear your feedback. Was there
something else that you feel should have been included? We will do our best to
accommodate you! Did this guide make your task easier? Make our day and let us know!
Please send all feedback to support@greenshades.com.
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