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The following account setup needs to be completed, if you are outsourcing your 1094-C/1095-C with

Greenshades.

Step 1: Setup an Online Greenshades Account

If you returned your company name and contact information to SkiiMatch to contract with Greenshades,

Greenshades will be sending an email (shown below) to your company.

NOTE: The screen images below reflect Greenshades website format as of 12/15/15. Greenshades may

make changes/updates on their webpages as needed.

When Greenshades has prepared your customer account, will receive an email like this sample:

@ " @ |Fw:Welcome to Greenshades Gnline
OX Je o) P = S0
@leEp| ) L L = =) i et
Junk  Delete Reply Reply Forward Instant Addto Move Copy Flag Watch g. g
- al message | calendar to to At Hicotis

Delete Respond Actions

FW: Welcome to Greenshades Online

Khiana Williams

To:Rob Bright;

Previous Mext

Navigate

=olx]
@

11/23/2015 10:40 AM

El

Greenshades Online Notification

Khiana Williams ,

Welcome to Greenshades Online. This email will allow you to get started on setting up your
Greenshades Online account. To proceed, please use the following link to visit the Administrator
Account Setup page.

If you did not request to set up your account on Greenshades Online, please disregard this email.
If you have any other questions, please reply to this email.
Thanks,

The Greenshades Online Messaging System

Click on the Administrator Account Setup link in the body of the email and the web browser will open to

the following page:
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GreenshadesOnline

Password Setup

G REENSHADES The following screens will assist you with setting up your account. To start, please select an appropriate password and enter it
LE below.

Minimum Password Requirement. Your password must be at least 8 characters in lengih and contain
at least one upper case lefter, one lower case letter, and one number.

@ Continue

Retum to the Login Page

Key your own customized password (Note: the requirements state it must contain at least 8 characters;

one uppercase letter, one lowercase lefter and one number).
Confirm Password by rekeying same custom password.

Click [Continue], and the screen will display:
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Password Setup

G REI_E-NSH{*?\\J?ES Set up your security questions
| Select a question. |
I |
| Select a question. |
® Continue
< >

The two security questions will be customized for your login. You will select questions/answers that you will

assist you will future logins, and/or reseting of password.



Select a Security Question, and key the answer.

Select a second Security Question, and key the answer.

Click [Continue], and the screen will display:
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G REEN SHADES As a safely precaution, please select one of the security images below. You will be shown your security image every time you login. If
LET US HANDLE THAT you do not see your security image, do not provide your password and contact the Greenshades Support Department.
e e <
. More...
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Select a Security Image.
Click [Continue], and the screen will display:
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Account Login

GREE HADES Success! Your account has been setup.

NDLE THAT | |

| |
® Login

First time here or need password help?

You have completed Step 1and are now able to login to Greenshades to upload EQY Forms for
processing 1094-C/1095-C forms.



Step 2: Important Setup for accurate Employee Distribution and Access.
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Account Login

GREENSHADES Success! Your account has been setup

LET US HANDLE THAT | |

| |
® Login

First time here or need password help?

Log into your Greenshades Account

Key the contact Email Address used in the Greenshades form submitted to SkilMatch.

Key you Password, created in Step 1.

Customize your Company Account, Employee Access.
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Home  Year-End Forms  Settings

Company Dashboard

Company Dashboard My Companies

All of your child companies are listed below. Click the company name will take you to the company’s admin home page and Expanded View will open

M)f Companies more details on the respective company. Other links go to relevant pages.

Employee Search {Q:} Add Columns

Module Usage Company Mame Warnings Employee Requests Past Due [tems

Sync History Test1 0 0 0
Page 1 of 1 (1 items) 1 Page size: |10 ~
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Select Seftings, the screen will display:
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Workspace Settings

Company Info
Corporate Theme

Billing Contact

Corporate Theme
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SkilMatch Sign Out

Access Settings

Usze the area below to configure your Corporate Theme.

Sign In Page

Large Login Logo
This logo will be displayed on the login page and seen by your
employes whenever they log in.

Image formats accepted are jpeg. gif. and png.
Image must be under 4MB in size.
Image should be 300 x 300 or less.

Click "Browse’ ta select a new logs. then dick 'Save’ to upload it

Small Top Bar Logo

This is a small ogo that will always be shown in the top bar of
GreenEmployee.com.

Image formats accepted are jpeg, gif. and png.
Image must be under 2MB in size.
Image should be 80 x 80 pixels.

Click 'Browse’ to select 3 new logo, then click "Save’ to upload it.

| Browse.. |

| Browse.. | V

Select Access Settings, the screen will display:
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Workspace Settings

Company Info
Corporate Theme

Billing Contact

Access Settings

Corporate Theme
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Employee Access

Admin Access

Use the area below to configure your Corparate Theme.

Sign In Page

Large Login Logo
This laga will be displayed an the login page and seen by your
employes whenever they log in.

Image formats accepted are jpeg. gif. and png.
Image must be under 4MB in size.
Image should be 300 x 300 or less.

Click "Browse’ to select a new lago, then dick "Save’ to upload it.

Small Top Bar Logo

Thiz is a small logo that will always be shown in the top bar of
GreenEmploy=e.com.

Image formats accepted are jpeg, gif, and png.
Image must be under ZMB in size.
Image should be 80 x 80 pixels.

Click 'Browse’ to select a new logo, then click "Save’ to upload it.

Browise...

| Browse...




Select Employee Access, the screen will display:
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& mnnany Inn Employee Access

Use the tabs below to configure Employee Access

Access Settings Security Palicy

Employee Access
pley GreenEmployee.com Code

Admin Access
Please enter the short code that employees will use to access GreenEmployee.com:

Mote: All of your companies that share a short code will have their employee credentials synchronized.

Employees will be able to access their information by visiting:
https://tes7 greenemployee.com/

Company Information

The following information will help an employee identify their company portal.
Company Phone Number

Company Name Recognized by Employees

Employee Login Credentials

Select the credentials an employee will use to login. If you select a custom password, the user will be prompted for their tem porary credentials the first time they login and
will then setup their custom password

Username: Last Mame + Last 4 of 35N w

Password: | Social Security Mumber v

GreenEmployee.com Code:

Determine and key a “short code” that employees will use to access the Greenshades Employee.com

website. This is determined by your company and needs to be less then 30 characters; letters,
numbers and dash only.

Company Information:

The system will auto fill the Company Name and Phone number fields based on your company profile.

You can edit/change the information in this field to display as it will be sent to your employees.

Employee Login Credentials:
CRITICAL: The following two fields MUST display as follows!
Username: Select “Last Name + Last 4 of SSN”

Password: Select “Social Security Number”

Click [SAVE] butfton in bottom right corner.



A Save message will display at the top of the screen.

You can proceed with uploading the file!

NOTE: If you complete file upload at a later time, key www.greenshadesonline.com for logon screen.

Step 3: Upload ACA Year End Excel File
You will need to use document “Year End Forms Excel Upload Guide” provided by Greenshades to assist

you with the upload process.

The Greenshades organization also offers free support services explained on this link:

http://www.greenshades.com/support.php

You will find a phone number, email address, support hours and tutorials on this web page.

SkilMatch Helpful Hints for Greenshades Upload:

Once your Excel file is ready and you've signed in fo www.Greenshadesonline.com...

Greenshades Page 4, after login, Instruction 2.1 needs to include the following:

The first step is to click on the “Year-End Forms” tab at the top left of the page, to advance to the upload

option.
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The scren will display:
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Select a workspace below:

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

Year: 2015 W Form Type: Al e View: Expanded %

Filter Workspaces: Enter Workspace Name Sort By: Weorkspace Title —AtoZ Recipient Name/TIN:

Then click, "Click here to import new tax forms into Year-End Forms".

Next on Greenshades document Page 4, Year and Form Type screen:
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Choose the year and type for your forms.

Year 2015 :
Form Type [1095-C .

reement Read our Privacy Statement

een Shades Software Inc. By accessing and using this page you agree to the End User License Ap

Year:

Select 2015 from the drop down menu.

Company Information:

Select Form Type 1095-C from the drop down menu.

Next on Greenshades document Page 6, Replace vs. Append:

IMPORTANT NOTE, ADDING STAFF FILE:

It is imporant fo remember that most customers will be uploading 2 files, femp and staff, to Greenshades
website for processing of form 1094-C/1095-C.
The first time a file is uploaded, you will NOT see the below options. We recommend you upload your
Temp file first (will see in the “browse...” opftion).
The second upload, if there was an “error” with the Temp during the first upload, or you have for some
reason decided to “reupload” your Temp file, you would REPLACE the first Temp file.
The STAFF file uploade will require that you select the option to “Append” the document. You will be
ADDING on to your TEMP file with your STAFF file.



Screen Sample for *Append”, adding to an existing file:

& Year-End Forms - Import Forms - Internet Explorer — |EI |£|
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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?

ORepIace: | want io erase the existing forms and start fresh.

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

W

WWZ - E2003-2015 Green Shades Software Inc. By accessing and using this page you agree fo the End User License Agreement  Read our Privacy Statement

When complete, you will click [Continue] button.

Next on Greenshades document Page 4, Upload:

£ vear-End Forms - Import Forms - Upload - Internet Explorer
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Fle Edit View Favorites Tools Help

Year-End Forms

Import Forms Wizard
Company Info ®p Upload

Upload

Click below to select the excel file containing your forms.

Browse... |D: a 2015 1085-C Excel Template

11 want to fillin forms manusily using Year-End Forms.
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I By accessing and using this page you sgres to the End User

Click the ‘Browse..." butfton fo locate your completed Excel file for import, select and click "Open” (or
double-click) on file. When selected file displays in the small browse window, then click the ‘Continue’

button.

NOTE: Be patient with File IMPORT, the screen will update and let you know if you are in queue to have

your file uploaded. You will receive a message when upload is complete.

Proceed with Greenshades “1095C upload guide Excel only.pdf” instructions and their Year-End Forms
Checklist.

The Greenshades organization also offers free support services explained on this link:

http://www.greenshades.com/support.php




