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Greenshades Tax Filing Center

Overview — Greenshades

Greenshades Tax Filing Center is a third party software package that can be integrated with CMiC’s
Payroll system to provide e-filing solutions. Currently, CMiC can be integrated with Greenshades for filing
SUTA/SUI, W-2, 401K, New Hire, 941, 1099, and 1095-C forms.

With Greenshades, raw year-end tax data can be uploaded to their secure website for the following

Services:
1.
2.

3.

Format raw year-end tax data into state, province, or federal specific formats for filing tax forms.
Allow online access to tax forms (e.g. W-2, 1099-MISC) for recipients to receive, verify, and print
via DownloadMyForm.com.

Administration of tax forms, such as: run reports against uploaded year-end tax data to view which
forms have been printed/received by recipients and which forms need to be mailed out, print out
forms in-house, or to make changes to individual forms.

Outsource printing, enveloping, stamping, and mailing of tax forms (optional service).

E-file tax forms: securely transmit tax forms to required government(s).
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Security — Phishing Attacks

The following is a notice from Greenshades, warning clients to watch out for phishing attacks, and asking clients to
report any phishing attacks to them:

Dear Greenshades Clients and Partners,

We have reports this morning (Feb. 6, 2017) of an email phishing campaign targeting users of our
online sites. The email appears to come from GreenEmployee, but is actually being sent from the
spoofed email address “noreply_notification@decresente.com." The email claims that our
services are undergoing system maintenance and “implores” you to log in to protect yourself from
phishing activities. If you receive this email or one like it, please do not click on the link(s) and
report it to us immediately. This gives us a chance to notify our users and try to get phishing sites
like this taken down.

As we reported in our "Keep an eye out for phishers" blog post earlier this year, these types of
phishing attacks are on the rise and are trying to trick you and your employees into giving away
your password and other personal information. Please remember, Greenshades only sends emails
from our domains and only sends links to websites on our own domains - Greenshades.com,
GreenshadesOnline.com, GreenEmployee.com, and DownloadMyForm.com — or our service
partners' domains like ConstantContact.com, GoToMeeting.com and StartControl.com. If the email
address or any link in the email does not use one of these domains and is pretending to be
Greenshades, please treat it as fraudulent and report it to us. We will keep our blog updated with
any new phishing attempts reported to us.

Last, please take proactive measures to protect yourself and your information when you can.
Please create strong passwords that you never share and please enable 2nd-factor authentication
on your Greenshades account. For more information on how to do this and how to use other
Greenshades security features, please check out our recent blog posts on security.

As always, please contact security@greenshades.com or support@greenshades.com if you have
guestions or need assistance.

Sincerely,

Greenshades Security
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Integrating CMIC with
Greenshades

Step 1: Acquisition and Support

To acquire and integrate Greenshades Tax Filing Center with CMiC’s Payroll system, please contact CMiC.
CMIC will register your company with Greenshades and provide them with information about your company’s
particular needs. After Greenshades has prepared a customized version of their software, CMiC will provide
you with a registration key, a link to download the software, and installation instructions.

Any help needed during any of these steps is asked to be directed at CMiC, not at Greenshades, as CMiC has
exclusive knowledge about integrating Greenshades with CMiC’s Payroll system.

Step 2: Installing Greenshades

NOTE: It is recommended that this step is performed by IT/network personnel.

There are two options for where to install Greenshades’ software. It may be installed on an individual payroll
administrator’s computer or on a server, however, CMiC recommends installing Greenshades on an
administrator’s computer due to the confidentiality of payroll information.

For installing Greenshades, including firewall and proxy server settings, please refer to the following
installation document provided by Greenshades and to their online support:

http://Greenshades.com/pub/downloads/documentation/FilingCenterInstallation.pdf

http://Greenshades.com/download-tax-filing-center.php

Step 3: CMIC Setup for Integration with Greenshades

NOTE: This step is intended to be completed by a payroll administrator.
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Set Greenshades Installed Flag
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System Options: System > Setup > System Options > Payroll tab (highlighted in green, above)

To integrate CMIC’s software with Greenshades, CMiC exports year-end tax data, such as that for 1099
reporting, into an XML file for importing into Greenshades.

To enable this functionality, a flag in CMiC’s system must be set to indicate this request. This flag is set by
checking the box labeled Greenshades Installed on the Payroll tab of the System Options screen (flag framed
by red rectangle in above screenshot).

NOTE: If the checkbox is disabled, not allowing you to check or uncheck it, please contact CMiC for a script to
enable this checkbox.
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General Setup Procedures for Government Reporting (W-2,
SUTA/SUI, New Hire, 401K)

Ensure State Employer Account IDs Entered for Each State
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SUI Magnetic Media Maintenance: Payroll (US) > Setup > Local Maintenance > SUI Magnetic Media

Relatzd Screen 7

Enter FEIMN For Which The Guarerly SUIYWAGES File Will Be Created I

Before creating the W-2, SUTA/SUI, New Hire, or 401K export file for importing into Greenshades, ensure that
for each state in which an employee works, the state-supplied Employer Account ID (for SUI/SUTA reporting)
has been assigned to the company’s Federal Employer Identification Number (FEIN). This is done through the
SUI Magnetic Media Maintenance screen (not to be confused with the SUI Magnetic Media Creation
screen).

To generate the export file for Greenshades, the only fields requiring entry on this screen are:
FEIN
Enter the company’s FEIN number.
State
Enter the State Code for the state to report to.
Employer Account

Enter the company’s state-supplied Employer Account number.
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W-2 Reporting Setup

Reminder: Ensure State Employer Account IDs Entered for Each State

As with other types of reporting, before creating the W-2 export file for Greenshades, ensure that for each state
in which an employee works, the state-supplied Employer Account ID (for SUI/SUTA reporting) has been
assigned to the company’s Federal Employer Identification Number (FEIN). For details, refer to the Ensure
State Employer Account IDs Entered for Each State subsection.

W-2 Parameters Mapping
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Payroll Mapping Maintenance: Payroll (US) > Utilities > W2 Mapping Parameters

This screen is used to map fields on W-2 forms to details from CMIiC’s Payroll system, and it allows for the
grouping of as many fields per W-2 box number as required. It is also used to indicate what information gets
printed on the W-2 forms.

[W2 Default Setup] — Button

If this form has not been set up, or you wish to reset the mapping setup, click this button to recreate the
mappings according to the rules defined for each of the transaction codes in the Payroll system. If you
press the [W2 Default Setup] button again, the mappings will once more be recreated based on the
Payroll setup. You must then make any modifications and additions to any non-standard detail.

The parameters for each column are explained below:
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Box Code

Enter the W-2 Box Code required. The system will allow for Box Codes 1 thru 12, plus 13A - Z and 14 A
to Z for Federal Returns. Each line entered against a box code, starting with 14, will print 2 lines on the
W?2: one text line and one dollar value line.

For State Returns, boxes 17, 18, 20, and 21 must be setup.
Tran Type

Select the required transaction type from the list of values, the list contains the following types: Basic
Wages, Expenses, Leaves, Benefits, Deductions, Taxes, Loan Advances, Loan Interest, Workers
Compensation, and Public Liability.

Tran Code

This field will display the available Transaction Codes for the Transaction Type entered in the previous
field.

Amount Type

Select the required amount type. This type can be Employee Amount, Calculated Amount, Gross
Earnings or Employer Amount.

NOTE: Do not select “Calculated Amount” unless advised by a CMiC Consultant

Employer Contr. Flag

This field indicates if “Employer Contributions’ are to be included in the amount reported. Valid values
are “All”, “Yes” and “No”.

NOTE: Set to “All” unless advised by a CMiC Consultant

Factor Number

This field allows for the changing of a negative amount into a positive amount (where Amount Type is
Employee Amount) for reporting purposes. This should be used to change the sign on Employee Taxes
Paid, Loan Payments, Loan Interest Payments and Deductions.

ADP Tax Level
This field is not required for the definition of W2s
Description

This field is only used in conjunction with box 14; the description entered will be printed on one line and
the amount below it on the W2. If there is a need to sum amounts to create a box 14 amount, please
ensure that the identical description is on each line being summed.

Include Rec.

If the transaction type shown is not to include the amount for this box code, uncheck this flag.
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Greenshades Locality Options

Setup Administration Time Sheet Processing Logs Queries Reports RElGe Sl Utilities Custorn Programs  YWindows

W-2 Farm
@ECMIC ¥10- TESTVIO_ X US Payroll 841 Eiling o ] B4
Magnetic Media »
401K »

CEEENERER RV wark Location/Lacality Mapping
Locality W2 InfaTags

Lacality W2 Mame

Locality W2 Mapping

—

U.S. Payroll

Greenshades Locality options: Payroll (US) > Government Forms > Greenshades Locality

4 options to customize fields on W-2 forms, and to establish relations and mappings between Work Locations,
Locality Codes and Municipality Codes already defined in Payroll (for state reports). Framed by the above
red rectangle, the 4 Greenshades Locality setup screens are:

Work Location/Locality Mapping

Local Tax filing through Greenshades is set up in the Work Location to Greenshades Locality Mapping
Maintenance screen, where Work Locations are mapped to Locality Codes and Municipality Codes
already defined in Payroll.

Locality W2 Info/Tags

For a FEIN, specify a State, Locality Code, Municipality Code, and then assign this relation a W2 tag.
Locality W2 Name

For each Locality Code of a State, specify the name of its W-2 form (overrides default W-2 name printed
on a state’s W-2 forms).

Locality W2 Mapping

For a Locality Code of a State, override its W-2 parameters mappings (overrides the standard W-2
mappings for multi-localities).
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Work Location/Locality Mapping
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Work Location to Greenshades Locality Mapping Maintenance: Payroll (US) > Government Forms > Greenshades Locality
>Work Location/Locality Mapping

Local Tax filing through Greenshades is set up in the Work Location to Greenshades Locality Mapping
Maintenance screen. Work Locations are mapped to Locality Codes and Municipality Codes already
defined in Payroll. The Locality Code represents the locality where the tax is reported. Localities are further
broken down into segments and are represented by Municipalities. Not all Local Codes have associated
Municipalities.

W2 Mapping Parameters should be set up to include local taxes. When the W2 is processed, the XML file
generated will include the “Local W2” node with the State, Locality Code and Municipality Code. The
Locality Name, Annual Local Wages and Annual Local Tax Withheld fields are also printed.

User Reference CMiC - Greenshades v10x Integrating CMiC with Greenshades - 9



Locality W2 Info/Tags
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Locality W2 Info/Tags by FEIN: Payroll (US) > Government Forms > Greenshades Locality > Locality W2 Info/Tags

For a specified FEIN, specify a mapping for each state and each location within the state requiring reporting.
For each mapping, specify the state and its relevant Locality Code and Municipality Code, and then assign the
relation to the relevant W2 Tag, as shown in the above screenshot.
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Locality W2 Name

@ Payrall - TEST2006  Localit Mame Maintenance

Select State
State |A|-|- ”A" States | [~ Retrieve &l viork LocationdLocalty Mapping
W2 Hame Map
Greenshades Locality
State Locality Code Municipalty Code WD Name
[M Jindisna [marian [marion I I Ih-ma 1=l
[rv e vor v |[Mewe vork City [ I h-hIC
P& (Pennsylvanis AEMGTH Ahington Pa-oB

Ll

Locality W2 Name Maintenance: Payroll (US) > Government Forms > Greenshades Locality > Locality W2 Name

For each Locality Code of a State, specify the name of its W-2 form (overrides default W-2 name printed on a

state’s W-2 forms).
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Locality W2 Mapping

oll - TEST2006  Locality apping Maintenance
Select State
State |IN ”Indiana
Locality
State Locality Code Tunicipality Code
IIN Indisnza ||INDCON Indiians County [ Boone W2 Default Setup
|IN Indizna ||INDCON Inciiana County (5] Carroll W2 Default Setup
|IN ||Indiana ||INDCON ||Inciiana County ||EIEI ||Cass W2 Default Setup
|IN ||Indiana ||M.&.RION ||Maric-n || || W2 Defaul Setup
|
W2 Setup
Emplover's Factor Include
State  Localty tunicipality Biox Code  Tran Type Tran Code Amourt Type Corntr. Flag Mutmber Rec.
[ Jnocon s fe___Jow [z T —| Bl F
[m Jmpcon Jos [iE |lce |l [Emptoves smourt = =|H ~
[ Jmpcon Jos [iE |[r= |[emy [Emploves smount = = ¥
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[ Jrocon s |[1= |LE |[soT [Emptaves Amourt = =]k I
[ B r
= [ r
] [ [ | [ | B B r
1 || [ || [ | = =] r

Locality W2 Mapping Maintenance: Payroll (US) > Government Forms > Greenshades Locality > Locality W2 Mapping

For a state’s Locality Code, override its W-2 parameters mappings (overrides the standard W-2 mappings for
multi-localities).

NOTE: A separate W2 mapping might be required for each locality.
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Create W-2 Export File for Greenshades

Action Edit Block Eield Eecord Guery Lty Help Yindow
%%Hb@% %5H$+Lm G st ar L ap¥ 7TRalRE

,u ayroll - TEETWID X

P___lrmmtur: Selection
Export Fi? |Expo Fe =]
Federal Jurtsdiction a8 Juriscictions Combined x|
Repoet Basad On [Payrol Yearitr Setup on Pay Period Scresn.

User Extensions +F

Report Year 212 |
FER Number [03-0279465 | [ECC M Test Conatruction J
Company [CCC_ | [oMe Test Construction Co )
Pay Fun [COOV | e Weskty Pay Run |
From Guarter [1 | To Gusrter [t :
State Code From | | |
e oo To ]
i EWL ] J Related Seresns LE
End Employee | 11 | '_'w Pq_“'
Sort Emplovees by [Last Hame =] cty [cay Code on Employes Addrass =1 i
information [Faderal snct Stade =
Oulpud Type [Anrus W2 Transactions Fie |
ASCH File [CATBMPWE_ 2012 304
J

IEma-rFmrf Qualiied ASCH File Name To Be Exported Ermr Flle 1.n.|u| Hava E::l&nsmn g
[Record: 171 =i = | <05C>

W2/T4 Parameter Screen: Payroll (US) > Government Forms > W-2 Form

Enter Parameters to Specify W-2 Data for Export to Greenshades

Export File

There are four options to export the file: Export File, Export File by State, State Wages Report by State
and State Wages Report by Employee.

Federal Jurisdiction

Select Federal Jurisdiction from pull down list. The options are All Jurisdictions Combined, United States,
Guam and Puerto Rico.

Report Based On

Select the option by which the report will be created. Running the report by Calendar Year/Qtr of
Check Date will process employees’ checks issued in that calendar year regardless of the payroll year.
Running the report by Payroll Year/Qtr Setup on Pay Period Screen processes checks issued in the
payroll year specified.

Report Year
Enter the Report Year.
FEIN Number/Company

Enter company’s FEIN number or code.
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Company

Enter company’s name
Pay Run

Enter the Pay Run. This field is optional.
From Quarter/To Quarter

Enter the range of quarters. If creating quarterly file for Greenshades, only one quarter at a time can be
selected.

State Code From/State Code To

Enter the State range.
Start Employee/End Employee

Enter the employee range.
Sort Employees By

Select the method of sorting employees when generating the output file.
City

Select where to pull the text from that identifies the city on the W-2 forms.
Information

Select the information to be printed on the W2 forms.
Output Type

Select the file output type. If using Greenshades, the user can generate an Annual W2 Transactions File,
Quarterly SUTA and W2 file, or New Hire file. If generating a New Hire file, the Hire Date range is
required.

When printing the New Hire File, there are three options for Employee State. The selection made will
determine the state in the “State Employed Value” node of the New Hire File. If Employee Residence
State is selected, then the state of the mailing address on the employee profile is printed in the file. If
Employee Work Location State is selected, then the state of the work location on the employee profile is
printed. If Employee Company State is selected, then the state of the Payroll Company on the employee
profile is printed.

ASCII File

Enter the file name and path for the export file of W-2 data to be exported by CMiC’s Payroll system, as
specified by the above parameters.

NOTES: 1) Greenshades’ interface files will display the company legal name from GL. If there is more
than one company in the FEIN, the first company legal name found that is not null will be used. If no
company legal names are found, the W2s will be printed with the FEIN legal name.

I1) The export file’s name and path specified in the ASCII File field must match the import file name and
path specified b%/ the Greenshades shortcut icon created in the next corresponding step to launch
Greenshades (7" parameter of the Target field of the icon). Greenshades needs to know where to find the
XML file for importing W-2 data.
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Create W-2 Export File

To create the W-2 export file, as specified by the parameters above, click the Print button. This process will
print/export the data into an XML file, with the file name and location specified by ASCII File parameter.

Now that the W-2 export file has been created through CMiC’s software, the next step is to specify the file’s
name and location to Greenshades. This is done by passing the name and location of the exported file to
Greenshades during its launching. This information is passed to Greenshades through the desktop icon used to
launch Greenshades. For details, refer to the Step 4: Icon Setup for Greenshades section in this guide.

SUTA/SUI Reporting Setup

Reminder: Ensure State Employer Account IDs Entered for Each State

As with other types of reporting, before creating the SUTA/SUI export file for Greenshades, ensure that for
each state in which an employee works, the state-supplied Employer Account ID (for SUI/SUTA reporting) has
been assigned to the company’s Federal Employer Identification Number (FEIN). For details, refer to the
Ensure State Employer Account IDs Entered for Each State subsection.

Create SUTA Export File for Greenshades

proll - COMSULTT W4 Parameter Screen

Parameters Selection

Export Fie? [Export File |
Report Based On |F'ayrnll Wear Gl Setup on Pay Period Screen ﬂ
Report Year [2'1'9 |
FEIN Murnber |55-?????T? | Terri's Companies |
Company | | |
Pay Run | | |
From Guarter |3 " To Guarter |3 '
State Code From I
State Code To| | |
Start Employee | |
Endl Employes | |
Sort Employees by |Last Name j City [.E.dclress Lire 3 ﬂ
information [Feceral and State v |
Output Type [Quartery SUTA and W2 File |
Ft=te 1 R TEMPASLA_ 200963 XML

W2/T4 Parameter Screen: Payroll (US) > Government Forms > W-2 Form

This screen is also used to create the SUTA export file for Greenshades.

Enter Parameters to Specify SUTA Data for Export to Greenshades:

Export File

Of the four options available, select Export File.
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Federal Jurisdiction
Select All Jurisdictions Combined.
Report Based On

Select Payroll Year/Qtr Setup on Pay Period Screen to process checks issued in the payroll year
specified.

Report Year

Enter the Report Year.
FEIN Number/Company

Enter company’s FEIN number or code.
Company

Enter company’s name.
Pay Run

Enter the Pay Run. (Optional).
From Quarter/To Quarter

Specify the quarter for reporting.
State Code From/State Code To

Enter the range of States. (Optional)
Start Employee/End Employee

Enter the employee range. (Optional)
Sort Employees By

Select the method of sorting employees when generating the export file.
City

Select where to pull the text from that identifies the city on the forms.
Information

Select the information to be printed on forms.
Output Type

Select Quarterly SUTA and W2 File.
ASCII File

Enter the file name and path for the export file of SUTA data to be exported by CMIiC’s Payroll system, as
specified by the above parameters.

NOTES: 1) Greenshades’ interface files will display the company legal name from GL. If there is more
than one company in the FEIN, the first company legal name found that is not null will be used. If no
company legal names are found, the forms will be printed with the FEIN legal name. 11) The export file’s
name and path specified in the ASCII File field must match the import file name and path specified by the
Greenshades shortcut icon created in the next corresponding step to launch Greenshades (7" parameter of
the Target field of the icon). Greenshades needs to know where to find the XML file for importing
SUTA/SUI data.
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Create SUTA Export File

WW2T4 Parameter Screen

Parameters Selection

Expart File? |Export File -

Report Based On |F‘ay'r|:|II Year/Gtr Setup on Pay Period Screen ﬂ

Report Year |2':":'9 |
FEIN Mumber [55-7777777 | [Terri's Companies |

Company | | | |

Pay Run | | |
From GQuarter Tao Cuarter
State Code From | |
State Code To | |
Start Employes | |
|

End Employes |

Sort Employees by |Last Marne ﬂ City |Address Line 3 ﬂ

Information |Federal and State ﬂ

oot Type |Quarterlg.f SUTA and W2 File ﬂ
A File |C:1TEMP15LII_2EIEIEQ3.}{ML

Pririt
!Quar‘ter 3 ASCH file created ... 21 employees processed. | |

W2/T4 Parameter Screen: Payroll (US) > Government Forms > W-2 Form

To create the SUTA export file, as specified by the parameters above, click the [Print] button. This process
will print/export the data into an XML file, with the file name and location specified by ASCII File parameter.

Now that the SUTA export file has been created through CMiC’s software, the next step is to specify this file’s
name and location to Greenshades. This is done by passing the name and location of the exported file to
Greenshades during its launching. This information is passed to Greenshades through the desktop icon used to
launch Greenshades. For details, refer to the Step 4: Icon Setup for Greenshades section in this guide.

New Hire Reporting Setup

New Hire Reporting uses the same screen used to create the export files for W-2 and SUTA/SUI data.

Reminder: Ensure State Employer Account IDs Entered for Each State

As with other types of reporting, before creating the New Hire export file for Greenshades, ensure that for each
state in which an employee works, the state-supplied Employer Account ID (for SUI/SUTA reporting) has been
assigned to the company’s Federal Employer Identification Number (FEIN). For details, refer to the Ensure
State Employer Account IDs Entered for Each State subsection.
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Create New Hire Export File for Greenshades

VW2ATA Parameter Screen

Payroll - COMNSLILTY

Parameters Selection

=

Export File? |Export File

Report Based On |F‘a§.-'ru:|ll YeatiZtr Setup on Pay Period Screen

Report *ear |2':":'EI

=l
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Company |

Pay Run |

FromQuarter| |

Toouater| |

State Code From |

State Code To |
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End Employes |
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=

Infarmation |Federal and State

Output Type [New Hire File

=

| City |address Line 3

Aate WY ' TEMPNEWWHIRE 2009 5L
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W2/T4 Parameter Screen: Payroll (US) > Government Forms > W-2 Form

Enter Parameters to Specify New Hire Data for Export to Greenshades

Export File

Of the four options available, select Export File.
Federal Jurisdiction

Select All Jurisdictions Combined.

Report Based On

Select Payroll Year/Qtr Setup on Pay Period Screen to process data in the payroll year specified.

Report Year

Enter the Report Year.
FEIN Number/Company

Enter company’s FEIN number or code.
Company

Enter company’s name. (Optional)
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Pay Run
Enter the Pay Run. (Optional).
From Quarter/To Quarter
Specify the quarter for reporting.
State Code From/State Code To
Enter the range of States. (Optional)
Start Employee/End Employee
Enter the employee range. (Optional)
Sort Employees By
Select the method of sorting employees when generating the export file.
City
Select where to pull the text from that identifies the city on the forms.
Information
Select the information to be printed on forms.
Output Type
Select New Hire File.
ASCII File

Enter the file name and path for the export file of New Hire data to be exported by CMIiC’s Payroll
system, as specified by the above parameters.

NOTES: 1) Greenshades’ interface files will display the company legal name from GL. If there is more
than one company in the FEIN, the first company legal name found that is not null will be used. If no
company legal names are found, the forms will be printed with the FEIN legal name. 11) The export file’s
name and path specified in the ASCII File field must match the import file name and path specified by the
Greenshades shortcut icon created in the next corresponding step to launch Greenshades (7" parameter of
the Target field of the icon). Greenshades needs to know where to find the XML file for importing New
Hire data.

To continue New Hire reporting, click [Print] to bring up the secondary screen shown for the next step.
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Create New Hire Export File

Action Edit Block Field Record Query Ulility Help Window

POR LY EE 2B LEY Tt r L ap ¥V 2003RE

& Payroll - TESTVIO_X  W2/T4 Parameter Screen IS [=] B3
Parameters Selection User Extensions +
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| Uszer Extensziond

Contact Mame [Terri Edington

Contact Phone [432 | [1235432 =L
User Extensioné

Contact Fax 555555555555 | ser Extension
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Preferred -
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| Uzer Extenzions

Uzer Extenszion?

hore Extensions ...

Related Screens +

e Hire: Hew Payroll

SUl Magnetic Media
SUI Magnetic Media
Related Screen 4
Felated Screen 5

Fram Hire Date |01 AAN/2003
To Hire Date [31/DEC/2009

Batch Mumber |
lovwra EIN Sutfix |

Related Screen &

Employes State [Employes Residenc... v | M Related Screen 7

hare Related ...

Fequired By Certain States, Enter A Sequential Mumber To Identify The File. This Mumher Should Never Be Repeated.
Record: 111 205C=

W2/T4 Parameter Screen for New Hire Reporting (secondary screen, unique to New Hire)

On this secondary screen, enter the Federal Submitter PIN Number, the contact information, and specify the
range of dates for processing. If necessary, enter a Batch Number and lowa EIN Suffix (parameters explained
bellow). This process will print/export the data into an XML file, with the file name and location specified by
ASCII File parameter.

Federal Submitter PIN Number
Enter the PIN number obtained from SSA for electronic filling.
Batch Number
Required by some states. Enter a sequential number to identify the file (this number cannot be reused).
lowa EIN Suffix
For lowa New Hire reporting. Enter the 3-digit EIN suffix.
Employee State

Select which employee-location relation to report (Employee Residence State, Employee Work Location
State, Employee Company State).

Click the Process button to create the XML export file. After the New Hire export file has been created, the
next step is to specify this file’s name and location to Greenshades. This is done by passing the name and
location of the exported file to Greenshades during its launching. This information is passed to Greenshades
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through the desktop icon used to launch Greenshades. For details, refer to the Step 4: Icon Setup for
Greenshades section in this guide.

401K Reporting Setup

You have the option to use Greenshades to upload a file to your 401k provider with the data from CMiC’s
system. To initially use this function, please notify CMiC as you will be required to fill out a questionnaire
about your 401k provider. CMIC will give that information to Greenshades so that they may build the proper
format for your 401k provider.

Reminder: Ensure State Employer Account IDs Entered for Each State

As with other types of reporting, before creating the 401K export file for Greenshades, ensure that for each state
in which an employee works, the state-supplied Employer Account ID (for SUI/SUTA reporting) has been
assigned to the company’s Federal Employer Identification Number (FEIN). For details, refer to the Ensure
State Employer Account IDs Entered for Each State subsection.

Ensure 401K Plans Details Entered for Each 401K Plan

Action Edit Block Field Record Query Ulility Help Window
] PURKR Y DEHEHFEFLEBESY T L ap¥W ?20aKE

@ Pavroll - TESTV10_X 401K Plan Mainenance =10l

401K Plan Details User Extensions +
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Plan Administrstor |\-". Henry | Plan Mumber (09876 | User Extension3
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Greenzhades Type |TRCN | User Extenzions
Uzer Extensziong
Uszer Extenszion?
hare Extensions ...
Compary Related Screens ﬂ
el |CAN ||Canadian Constructions |
000 D Demolition Hew Payroll
sUs SE Urban Systems SUI Magnetic Media

| I | SUI Magnetic Media
-|| | | Related Screen 4
Related Screen 5

Related Screen b
Related Screen ¥
More Related ...

Enter Greanshades Assigned 401K Type
Record: 11 =08C=

401K Plan Maintenance: Payroll (US) > Government Forms > 401K > 401K Plans

This screen is for setting up 401K plan codes. For the Greenshades Type field, the code is provided by
Greenshades to the customer, and it determines the layout of the 401K Plan file.
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Ensure 401K Mapping
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401K Plan Maintenance: Payroll (US) > Government Forms > 401K > 401K Mapping

The 401K Mapping Maintenance screen allows the user to map a form’s Box Codes to CMiC’s Transaction

Codes.

Flags Explained

Enrollment Indicator

If checked, employees will be included in the export file, if there is a non-zero value in that category.
YrEnd Only

If checked, this category will include year-end results for the transaction, if the Year End Run flag is
checked in the 401K Filing screen (Payroll (US) > Government Forms > 401K > 401K Filing).

Include Rec.

If checked, the row’s data will be included in the 401K export file.
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Create 401K Export File for Greenshades
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401K Parameter Screen: Payroll (US) > Government Forms > 401K > 401K Filing
The 401K Parameter screen allows the user to create the 401K file based on the pay run, year, period range,
plan code and pay group entered. The XML export file is created in the path specified by the ASCII File field.

Greenshades must be installed and the Greenshades Installed flag must be checked in System Options in order
to access this screen.

FEIN
Enter or select from the FEIN from the LOV.
Company
Enter or select the Company code from the LOV.
Report Date By
Select Pay Period or Monthly from the Report Date By drop-down.
Pay Run
Select the Pay Run to be used when generating the 401K file.
Year, From Pay Period, To Pay Period

Select the year, and period range to be used when generating the 401K file.
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From Month, To Month

If the Report Date By field is set to Monthly, then the fields From Month and To Month are available
to enter the range of months.

401K Plan Code
Select the 401K Plan Code for generating the 401K file.
From Pay Group, To Pay Group
Select the Pay Group range.
City
Select the City code option from the drop-down.
ASCII File
Enter the path including the name of the XML file to be created for exporting.
Year End Run
Check the Year End Run flag if generating the file at year end.

To create the 401K export file, as specified by the parameters above, click the Proceed button. This process
will print/export the data into an XML file, with the file name and location specified by ASCII File parameter.

Now that the 401K export file has been created through CMiC’s software, the next step is to specify this file’s
name and location to Greenshades. This is done by passing the name and location of the exported file to
Greenshades during its launching. This information is passed to Greenshades through the desktop icon used to
launch Greenshades. For details, refer to the Step 4: Icon Setup for Greenshades section in this guide.

1099 Reporting Setup

The 1099 Reporting system supports the accumulation of multiple different types of 1099 forms, but it only
supports the printing and media creation for Miscellaneous 1099's. This module is fully integrated to the
Accounts Payable system and accumulates data each time a payment from a vendor is received.

For further information about setting up CMIC’s system for 1099 reporting, please refer to the 1099 Reporting
help document or contact CMiC.
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Create 1099 Export File
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Create 1099 Media Files: 1099 > Create 1099 > Create 1099 Media Files

This screen is used to export 1099 data from CMIiC’s system into an XML file for importing into Greenshades
for further processing, formatting, printing and government reporting. By default, the Create XML file flag is
un-checked. Check this flag as Greenshades requires the 1099 data to be of an XML format.

After entering the required information, specify the 1099 export file’s name and path in the Path and File
Name field (highlighted in green above). To create the export file, click the Create Media File button.

Now that the 1099 export file has been created through CMiC’s software, the next step is to specify this file’s
name and location to Greenshades. This is done by passing the name and location of the exported file to
Greenshades during its launching. This information is passed to Greenshades through the desktop icon used to
launch Greenshades. For details, refer to the Step 4: Icon Setup for Greenshades section in this guide.

941 Reporting Setup

CMIC’s software does not print 941 forms; however, it can create an XML file for importing data into a third
party program such as Greenshades.

NOTE: Ensure proper W-2 mappings before creating the 941 XML export file, as the mappings are relevant to
processing 941 data.
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Create 941 Export File
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Report Bazed On |Payro|| WeariGtr Setup on Pay Period Soreen ﬂ Lser Extension

Repart Year (2010 User Extensiond
Cuarter [ Uszer Extensiond
FEIN Number |03-0259754 |5 comstruction Corp )
Uszer Extensiong
Company | .
Uzer Extensiony
Pay Run
More Extensions ...
Start Emplovee
Endd Emploves
i +
Deposit Freguency |Semi-weekly ﬂ Related Screens
Deposit State |PA ”Pennsylvania | Related Screen 1
ASCH File |C:1TEMP‘PYEI41 _201001 XML | Related Screen 2

Related Screen 3
Related Screen 4
Related Screen S

Related Screen &
Process Related Screen 7
More Relsted ..

[uarter 1 AsCi file crested. |

Enter Company
Record: 171 ... |List ofvalu... =08C=

941 Parameter Screen: Payroll (US) > Government Forms > 941 Filing

This screen allows the user to create the 941 export file based on the parameters specified on this screen. This
screen’s parameters are explained below:

Federal Jurisdiction

Select Federal Jurisdiction from pull down list. The options are All Jurisdictions Combined, United States,
Guam and Puerto Rico.

Report Based On

Select the option by which the report will be created. Running the report by Calendar Year/Qtr of Check
Date will process employees’ checks issued in that calendar year regardless of the payroll year. Running
the report by Payroll Year/Qtr Setup on Pay Period screen processes checks issued in the payroll year
specified.

Report Year
Enter the Report Year.
Quarter
Enter the Quarter.
FEIN Number
Enter the FEIN Number. The report can be run by either FEIN or by Company.
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Company
Enter the Company Code.
Pay Run
Enter the Pay Run.
Start Employee/End Employee
Enter the employee range.
Deposit Frequency

Enter Semi-weekly if you are a semi-weekly schedule depositor or Monthly if you are a monthly schedule
depositor.

Deposit State
Enter the state where the deposits were made or enter “MU” if the deposits were made in multiple states.
ASCII File

Enter the file name and path for the 941 export file to be created by CMiC’s Payroll system, as specified
by the above parameters.

To create the 941 export file, as specified by the parameters above, click the Process button. This process will
export the data into an XML file, with the file name and location specified by ASCII File parameter.

With the 941 export file created, the next step is to specify this file’s name and location to Greenshades. This is
done by passing the name and location of the exported file to Greenshades during its launching. This
information is passed to Greenshades through the desktop icon used to launch Greenshades. For details, refer to
the Step 4: Icon Setup for Greenshades section in this guide.

940 Reporting

Setup Administration Time Sheet Processing Logs Queries Reports QEmGEEalik Utilities Custom Programs Win

W2 Form
$CMIC v10 - TESTVID X US Payrall Annual Fed 840 iS[=]d
841 Eiling
Magnetic Media L
401K v

Greenshades Locality *

This program is used to compile and export data for Federal Form 940 reporting. The raw exported data, in
XML format, can then be uploaded to Greenshades for proper formatting and e-filing.
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EPayroll - TESTVI0 ¥ Fed 840 Report ==]E3

Enter Parameters

Iser Extensions _*

U=er Extensiont

Uszer Extensionz

Report Based On

Report Year 2016

U=zer Extension3

. . User Extensiond
FEIN Mumber MD 14795001 Warjan LOFT Construction USA Uer Extensions
Company [PYUS Marjan LOFT Construction USA

Uzer Extensiont
Start Employee| |

End Employee| ”

| U=er Extension?

fdare Extensions ..

Contact Title [Payroll Adrmin |

Contact Narne MDE | elated Screensﬂ
Contact Phone |415 ||73ED123 | Ext.| |

Related Screen 1
Contact Fax| |
k - Relsted Screen 2
Cnnt%t Fma[lj |marjan.d@,us |
referre |E—Mai| ﬂ Related Screen 3
Motification Method Felated Screen 4
AScl File |C:\TEMF’\F"T’940 2016, XML | Related Screen 5

Related Screen 6

Frocess Related Screen 7

fdare Related ...

[l progress. .. |

Pgm: PY940 — Fed 940 Report

Enter the relevant paramters, and provide a Contact Email and select the Preferred Notification Method.

To create the 940 export file, as specified by the parameters, click the [Process] button. This process will
export the data into an XML file, with the file name and location specified by ASCII File parameter.

With the 940 export file created, the next step is to specify this file’s name and location to Greenshades. This is
done by passing the name and location of the exported file to Greenshades during its launching. This
information is passed to Greenshades through the desktop icon used to launch Greenshades. For details, please
refer to the Step 4: Icon Setup for Greenshades section.
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Sample XML File

NOTE: Tags with values are mapped to specific transactions in CMiC.

<?xml version="1.0" encoding="us-ascii" ?>
<NewDataSet>
<Company CompanylID="PYUS" IsSubmitter="1">
<EIN Value="MD14795001" />
<CompanyName Value="LOFT Construction USA" />
<cAddressl Value="22400 Viva Drive"™ />
<cCity Value="Irvine" />
<gcState Value="CA" />
<cZip Value="92618" />
<CreationDate Value="2017-02-02" />
<CreatorName Value="MARJAN" />
<Company240Info>
<FUTAAmendedIndicator Valus="False" />
<FUTASuccessorEmployerIndicator Valus="False" />
<FUTANcPaymentsIndicator Valus="False" />
<TotalPayments Value="64073.15" />
<PaymentsMoreThan7000 Valus="3785" />
</Company9%40Info>
</Company>
<Contact>
<ContactName Value="MDE" />
<ContactTitle Value="Payroll Admin" />
<ContactPhone Value="416 7360123" />
<PreferredNotification Vvalue="E-Mail" />
</Contact>
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Sample of Fed 940 Report XML File with Complete Tags and Nodes:

<NewDataSet>
<Company CompanyID="PYUS" IsSubmitter="1">

<ETN Value="MD1479%001"/>

<ReadOnlyFormsIndicator Value="False"/>

<CompanyName Value="LOFT Construction USA"/>

<CompanyNameZ? Value=""/>

<chAddressl Value="22400 Viva Drive"/>

<chAddress2 Value=""/>

<cCity Value="Irvine"/>

<cState Value="CA"/>

<cZip Value="92618"/>

<cZipExtension Value=""/>

<cCountyCode Value="DU PAGE"/>

<cCountryCode Value="US"/>

<ReportingDate Value="12/31/201&"/>

<CreationDate Value="2017-02-02"/>

<TerminatingBusinessIndicator Value="False"/>

<Company%40Info>
<FUTZAmendedIndicator Valus="False"/>
<FUTASuccessorEmployerIndicator Value="False"/>
<FUTANoPaymentsIndicator Value="False"/>
<TotalPayments Value="11893456.17"/>
<ExemptPayments Value="0"/>
<FUTAFringeBenefitsIndicator Value="False"/>
<FUTAGroupTermLifeIndicator Value="False"/>
<FUTARetirementIndicator Value="False"/>
<FUTADependentCareIndicator Value="False"/>
<FUTAOtherIndicator Value="False"/>
<PaymentsMoreThan7000 Valuse="10841725.14"/>
<FUTATaxAllIncrease Value="0"/>
<FUTATaxSomeIncrease Value="0"/>
<TotalDeposits value="0"/>
<SendARefundIndicator Valus="False"/>
<ApplyToNextReturnIndicator Value="True"/>
<QuarterFUTALiabilityl Value="59%32.21"/>
<QuarterFUTALiability2 Value="219.37"/>
<QuarterFUTALiability3 Value="116.81"/>
<gQuarterFUTALiability4 Valus="105"/>
<DesigneeIndicator Value="False"/>
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<ApplyToNextReturnIndicator Value="True"/>
<QuarterFUTALiabilityl Value="5932.21"/>
<QuarterFUTALiability?2 Value="219.37"/>
<QuarterFUTALiability3 Value="116.81"/>
<QuarterFUTALiability4 Value="105"/>
<DesigneeTndicator Value="False"/>
<DesigneeName Value=""/>
<DesigneePin Value=""/>
<DesigneePhone Value=""/>
<DesigneePhonsExt Value=""/>
<FutaWagesBeforeduly Value="0"/>
<FutaWagesAfterJune Value="0"/>
<Company%40StateCreditReductions>
<Company%40StateCreditReduction State="CA">
<FutaTaxableWages Value="5250"/>
<ReductionRate Value="0.003"/>
<CreditReduction Value="&3.00"/>
</Company940StateCreditReduction>
</Company%40StateCreditReductions>
</Company%40Info>
<Contact>
<ContactName Value="MDE"/>
<ContactTitle Value="Payroll Adminstrator"/>
<ContactPhone Value="4167360123"/>
<ContactPhoneExt Value="256"/>
<ContactEmail Value="marjan.d@.us"/>
<PreferredNotification Value="2"/>
<PreparerCode Value=""/>
</cContact>
<CompanySutalnfo State="CA">
<StateSutalD Value="123-4444-9"/>
<SutaTaxRate Value="0"/>
</CompanySutaInfo>
<CompanySutalnfo State="IL">
<StateSutalD Value="20-3393333"/>
<SutaTaxRate Value="0"/>
</CompanySutaInfo>
</Company>
</NewDataSet>
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ACA Compliance (1095-C, 1094-C) Reporting Setup

Overview — ACA Compliance Reporting

Form 1095-C is how the IRS wants employers to report on benefits that employees were eligible for in a
calendar year. By January 31 of each year, an employer must provide a Form 1095-C to each of its full-time
employees. The following is the basic definition of a full-time employee, as per the IRS’s Instructions for
Forms 1094-C and 1095-C (2016) information sheet (www.irs.gov/instructions/i109495c/ar01.html):

Full-time employee: A full-time employee is an employee who, for a calendar month, is employed an
average of at least 30 hours of service per week with the employer. For this purpose, 130 service hours
in a calendar month is treated as the monthly equivalent of at least 30 hours per week. An employer
must complete information for all twelve months of the calendar year for any of its employees who
were full-time employees for one or more months of the calendar year.

Also, a single Form 1094-C must be filed, providing company totals to the IRS.

Security Setup

Action Edit Block Field Eecord Query Uility Help Window

HFEEPLULR Y 2ERZF2EBRSGY+ T r» L apV 703K E
Vi1 Systerm Data Maintenarice - TESTYI0X  Assigh Role to Programs =10 x|
Applications
- User Extensions ﬂ
Application (HR ||Human Resources User Extensiond
U=zer Extension2
Erograms U=zer Extension3
File: Mlame Dezcription Uzer Extensiond
HRESANHES Earning Ereakdovn by Period J User Extensions
[praca_BloDaTA |l Data for Affordable Care oo B

[HR:AC4_BLDDATA_MONT||ACA 1095-C Form Fiing View

U=zer Extensiony

HF:&CA_BLDDATA_MONT)[&CA Morthly Buit Data Guery )
HRe st FILING Aitordsble Care Report Filing _J Hiore BAEnsEng .
HF:CA_FILING_MONTHLY [&ffordable Care Filing (Mew)
HRACTADM Acoounts Administration -] Related Screens ﬂ
Related Screen 1
Roles Relsted Screen 2
Fole Mame Inzert Update Delete Related Screen 3
|IRINA2 ||Irina's Rile 2 | I I =i j Related Screen 4
LIDRIL A, Ludmila's Role 3 3 v Relsted Screen 5
MARJANR matjanrole =3 =3 ~ J Related Screen 6
MASTER aster of Everything |F ¥ i Relsted Screen 7
|M|KE ||Mike's Role | 4 4 4 j More Related ..

Sample of Assign Role to Programs screen; standard Treeview path: System > Security > Roles > Assign Roles to Programs

To set up a user’s security rights for ACA related programs, use the Assign Role to Programs screen to set up
the rights for these programs for the Security Role to which the user belongs.

In the Application field, enter “HR”. Then, under the Programs section, scroll down to the ACA related
programs, framed in red in the above screenshot, and select a program. The Roles assigned to the program will
be listed under the Roles section. Next, navigate to the Roles section and click the menu bar’s Insert button. In
the Role filed of the new row, press the F9 keyboard key and select the user’s Role via the popup. Then, use
the Insert, Update, and Delete checkboxes to set the Insert, Update, and Delete privileges.
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Required Employee Information for Lines 14, 15, & 16 of Form 1095-C

For the system to correctly produced ACA compliance data for lines 14 to 16, administrators must accurately
maintain the following information:

Health Plan’s start and end dates each year
Employee start and end dates within each year
Administrators MUST not change rates for Plans without ending and re-starting the Benefits

Employee hire, termination and other dates relevant to ACA compliance, such as those tied to spouses
and dependents

Union status and union status change dates

Administrators must properly maintain eligibility rules for Benefits (available in HR module), in order
for system to correctly generate monthly ACA compliance data for Employees

The system uses the above employee information to automatically generate ACA compliance data for
employees, on a monthly basis. For details, please refer to the section Monthly Builds of ACA Compliance Data
& Screens to View Built Data.

Part 1 of Form 1095-C (Lines 1 - 13)

=4l Employee Applicable Large Employer Member (Employer)

1 Name of employes 2 Social security number [SSN) 7 Name of employer 8 Emplayer identification number (EIN)
3 Street address (including apartment no.) 9 Street address (including room or suite no ) 10 Contact telephone number

4 CGity or town & State or province 6 Cauntry and ZIP or foreign postal code | 11 City or town [ 12 State or provinee 13 Country and ZIP or foreign postal code

The first part of Form 1095-C is basic information about the employee and the employee’s employer. This
information is already in the Enterprise system, thus no modifications were required in Enterprise to account for
this part of the form, and no additional data entry is required for these fields.

Part 2 of Form 1095-C (Lines 14-16)

m Employee Offer of Coverage [ Plan Start Month (Enter 2-digit number):
All 12 Months Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec
14 Offer of
Coverage (enter
required code)
15 Employee
Required
Contribution (see
instructions) $ $ $ $ $ $ $ $ $ $ $ $ $
16 Section 4980H
Safe Harbor and
Other Relief (enter
code, if applicable)

The second part of the form requires companies to report information for every full-time employee, for each of
the following lines:

Line 14 — Offer of Coverage

For each full-time employee, employers have to designate, by month, whether coverage was OFFERED.
Notice, what is asked is not whether it was elected, but simply if they were eligible.

To report the Offer of Coverage for each month, the IRS has provided a set of 9 possible codes referred
to as Code Series 1. These codes tell the IRS not only whether coverage was offered, but also
if dependents were eligible, whether it met minimum coverage requirements, etc.

Code Series 1: Offer of Coverage

The Code Series 1 indicator codes specify the type of coverage, if any, offered to an employee, the
employee’s spouse, and the employee’s dependents. In regards to an employee’s dependents, an offer of
coverage is treated as made to an employee’s dependents only if the offer of coverage is made to an
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unlimited number of dependents regardless of the actual number of dependents, if any, an employee has
during any particular calendar month.

The following lists the Code Series 1 indicator codes and their descriptions, as of 2016, from the
following IRS webpage: www.irs.gov/instructions/i109495c/ar01.html#d0e365.

» 1A, Qualifying Offer: Minimum essential coverage providing minimum value offered to full-time employee with Employee Required
Contribution equal to or less than 9.5% (as adjusted) of mainland single federal poverty line and at least minimum essential coverage
offered to spouse and dependent(s).

)

This code may be used to report for specific months for which a Qualifying Offer was made, even if the employee did not receive a
Qualifying Offer for all 12 months of the calendar year. However, an ALE Member may not use the Alternative Furnishing Method for an
employee who did not receive a Qualifying Offer for all 12 calendar months.

1B. Minimum essential coverage providing minimum value offered to employee only.

1C. Minimum essential coverage providing minimum value offered to employee and at least minimum essential coverage offered to
dependent(s) (not spouse).

1D0. Minimum essential coverage providing minimum value offered to employee and at least minimum essential coverage offered to
spouse (not dependent(s)). Do not use code 1D ifthe coverage for the spouse was offered conditionally. Instead use code 1J.

1E. Minimum essential coverage providing minimum value offered to employee and at least minimum essential coverage offered to
dependent{s) and spouse. Do not use code 1E ifthe coverage for the spouse was offered conditionally. Instead use code 1K.

1F. Minimum essential coverage NOT providing minimum value offered to employee; employee and spouse or dependent(s); or
employee, spouse and dependents.

1G. Offer of coverage for at least one month of the calendar year to an individual who was not an employee for any month of the calendar
year or to an employee who was not a fulltime employee for any month of the calendar year (which may include one or maore months in
which the individual was not an employee) and who enrolled in self-insured coverage for one or more months of the calendar year.

Note.
Code 1G applies for the entire year or not at all. Therefaore, if code 1G applies, an ALE Member must enter code 1G on line 14 in the “All
12 Months™ column orin each separate monthly box (for all 12 months).

1H. Mo offer of coverage (employee not offered any health coverage or employee offered coverage that is not minimum essential
coverage, which may include one or more months in which the individual was not an employee).

1l Reserved.

1J. Minimum essential coverage providing minimum value offered to employee and at least minimum essential coverage conditionally
offered to spouse; minimum essential coverage not offered to dependent(s). (See Conditional offer of spousal coverage, above, for an
additional description of conditional offers.)

1K. Minimum essential coverage providing minimum value offered to employee; at least minimum essential coverage offered to
dependents; and at least minimum essential coverage conditionally offered to spouse. (See Conditional offer of spousal coverage,
above, for an additional description of conditional offers.)

Line 15. Complete line 15 only if code 1B, 1C, 1D, 1E, 1J, or 1K is entered on line 14 either in the “All 12 Months™ box or in any of the monthly
boxes. Enter the amount of the Employee Required Contribution, which is, generally, the employee share of the monthly cost for the
lowest-cost self-only minimum essential coverage providing minimum value that is offered to the employee. For additional details on how to
determine the Employee Required Contribution, see the Definitions section, later. Enter the amount including any cents. If the employee is
offered coverage butthe Employee Required Contribution is zero, enter *0.007 (do not leave blank). If the Employee Required Contribution
was the same amount for all 12 calendar months, you may enter that monthly amount in the “All 12 Months™ box and not complete the
monthly boxes. Ifthe Employee Required Contribution was not the same for all 12 months (for instance, if an ALE Member has a
non-calendar year plan and the employee share of the premium changes with the new plan year that starts in 2016), enter the amount in
each calendar maonth for which the employee was offered minimum value coverage. See the definition of Employee Required Contribution in
the Definitions section, for more information, including on how to determine the monthly required contribution from annual data.

")

Forline 15, the amount entered might not be the amount the employee is paying for the coverage, for example, ifthe employee chose to
enroll in more expensive coverage such as family coverage or ifthe employee is eligible for certain other healthcare arrangements.

Line 16. For each calendar month, enter the applicable code, if any, from Code Series 2. Enter only one code from Code Series 2 per
calendar month. The instructions below address which code to use for a month if more than one code from Series 2 could apply. Ifthe same
code applies for all 12 calendar months, you may enter the code in the “All 12 Months™ box and not complete the monthly boxes. If none ofthe
codes apply for a calendar month, leave the line blank for that month.

34 - Integrating CMiC with Greenshades User Reference CMiC - Greenshades v10x


https://www.irs.gov/instructions/i109495c/ar01.html#d0e365

CMiC Modification for Affordable Care Act Reporting

Setup Personnel FEEEREE = ENDGE Applicants TrainingfCedification  Medical

Benefits Query

YECMIC w10 - DEY Benefits >
Ceductions 4
Minimums and Magimums »

BenJDed. Blans
BenJ/Ded. Plan Cptions

Ben/Ded. Base Elements
Ben./Ded. Bage
Ben.J/Ded. Table Base

Fension Infarmation

COBRA Mail-Merge

Employee RBeceivahles Wail-merge Resource(

COBRA and Receivables Parameters

BenefittDeduction Administration Rules
Coverage Areas
Accounts

Election By Emplayee
Election By Plan

The Benefit And Deduction Setup screen has been modified to allow users to assign Code Series 1 codes
to each plan options offered for Health Care benefits. The screen’s standard Treeview path is: Human
Resources > Benefit Administration > Benefit/Deduction Administration > Benefit/Deduction.

{Human Resources - DEVVI0X  Benefit And Deduction Setup =10l x|
Master
Type Benefit Code Wendor Vendor Name Benetit Long Code Description
~leenenn  <][Eno2 [[pooos) |[The Atias Corporation The Af[BNO2 [Benefitt 2 |
_ JBeremt < |[BNOS |joooo1 |[The Atias Corporation The A8[DED1 [Benefites
- feerett <][Enos |[zz-acmE |[Zz-Acme Suppty |[oED [Benetitaz
Copy Master Setup |

s

Sample of top section (Master) of Benefit And Deduction Setup screen (program: HRBDADM)
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In the Benefit And Deduction Setup screen, click [Master Setup], as shown in the above screenshot, to

launch the following screen:

'@Human Resources - DEWA0X  BenefitDeduction Master Setup

Code (401K

Long Dezcription [401k
Shott Description |4El1 3 |
T¥pe |Lump Sum ¥
Calculation Sequence | SDDDB?|
Print Crder
[ Jok Allocation
[ work Location Allocation
[ Dependert Enrallment Allovwed
[ Create Youcher For Accounts Payakble
[+ Include In P Forecast Burden Calculation
| v Health Care Insurance

Deduction I Open Enrollment ]

In the Benefit/Deduction Master Setup screen, shown above, check the Health Care Insurance check-

box.

This causes the Health Care tab to appear in the Detail section of the Benefit and Deduction Setup screen
(program: HRBDADM), for users to assign Code Series 1 codes to a Heath Care Benefit’s Plans, and to
indicate if the employer provides self-insured health coverage for a Plan by checking its corresponding

Employer Provides Self-Insured Health Coverage checkbox.

'@Human Resources - TESTW10_X  Benefit And Deduction Setup i ] [
Master
Type Deduction Code  Yendor “Yendor Mame Deduction Long Code Description
~peduction ~|[Zz10 |zz-BCBS |[Bue cross Biue Shield |[zz10-HMo | Emplovee Group HMO |
[Beneft = |[ZZ15 |lzz-cere |Icitigroup llzz15 |[roup Term Lite |
~|eeneit  ~][zz18 |lzz-BCBS |[Biue crozs Blue Shield |lzz-18 LI |[mputed Group Term Lite |
Copy Master Setup |
Detail
Setup l Advance l AP Setup | Health Care |
Affordable Care Act (ACA) Employer pravides
Plan Code Plan Cption Health Care Coverage Type Self-Insured Health Coverage
- |SINGLE ||T-FREE ||1 B ||Minimum eszential with minimum value for employee, | v
|SINGLE ||T-SMOKE ” 1 ||Minimum eszential with minimum value for employee. | v
| | | ‘% |~
Affordable Care Act (ACA) Health Care Coverage Types x|
Rules Detail Find|1 o,
Rule 1D Ruls | covera.. |Description
EFALLT @ | ahle minimum ential minimum walue for ermpl nd dependents.
SWC-EMPS @ 1B winimum essential with minimurm value for employee,

- [ |rc
Plan Option (Tobacco F {10
Plan Caode [Sincle 1E

minimum essential with minimum value for employee and dependents.
Winimum essential with minimum value for employee and spouse.
minimum essential with minimum value for employee, spouse and dependents.

1F minimum essential MOT minimum value for employee andfor spouse and/or dependents.

TH Health care thatis MOT minimum essential coverage.

1J minimum essential with minimum value for employee and spouse {conditionally).

Tk minimum essential with minimum value for employee, spouse (conditionally) and dependents.
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Line 15 — Employee Share of Lowest Cost Monthly Premium, for Self-Only Minimum Value

Coverage

Line 15 is only completed if code 1B, 1C, 1D, or 1E is entered on line 14 either in the “All 12 Months”
box or in any of the monthly boxes. It is used to enter the amount of the employee share of the lowest-
cost monthly premium for self-only minimum essential coverage providing minimum value that is offered

to the employee. If the employee is offered coverage, but is not required to contribute any amount
towards the premium, “0.00” is to be entered (do not leave blank).

i Human Resources - PROD Eligibility Administration =(o]}
Employee
Emplayee [1002 |[Ei Gustamw
%ihle Plan{s)
Pay Remittance Eligihle  Employee
Code  Wendar Comp. Pay Run GRP. Type Eligibilty Date Plan Code Plan Option Freguency AmoLnt Amount
- | P [t 10 |Em Jsal JpE |pruanzoin [foie [aoti1% |Eiweekly || [ 100/
401K |[10-0m T ET D1AANZ0N0 [0k 401K 2-5%  |[Bi-vvieekly 200/
[4DaD |[zuRIcH 10 flsm  JisaL JEn |jorwencois |[pEFauLT CHILD |[Esivizekry 15.00]
[aDaD |[roRicH [ro Jem Jlsa M Jjotmenzors  |[pEFaOLT |lsPouse |[Eiwiesty || [ z0m0)r
[4DaD |[ZURICH 10 fsm JsaL JEn Jjorwsneoin |[EFauLT |oEFan ™ |ieeky || | Ir
- |BF_JjueerTy 10w Jsar JEn |otwenzoio |[EFaULT |oEFacT |[Bivieakly 0.00]”
Description [401K Deduction | Type [Percertage | Show Eligible History | Bect |

Sample of Eligibility Administration screen (program: HRELGADM)

Enterprise records an employee’s current and past eligibility for all benefits and will produce data for Line

15 based on the employee’s eligibility for the entire year. No setup is required for Line 15, as the

Enterprise system will automatically fill-in the dollar value based on CRA descriptions and information

found in employee records.

For the system to correctly produced data for Line 15, administrators must maintain the correct start and
end dates for an employee’s eligibility record, along with the other dates and information, as outlined in

the previous section, Required Employee Information for Lines 14, 15, & 16 of Form 1095-C.

Enterprise Requirements for Line 14, 15, & 16
* Users must record a Health Care plan’s start and end dates each year.

 Users must record an employee’s start and end date within each year.
» Users MUST not change rates for plans without ending and re-starting the benefits.

 Users must record correct employees hire, termination and other relevant dates, such as Plan Start and

Plan End dates.

* Users must properly modify any rule changes in order for system to record an employee’s Eligibility

history.
Line 16 — Applicable Section 4980H Safe Harbor

Line 16 is used to enter an applicable Code Series 2 indicator code, if any, to report for one or more
months of the calendar year that one of the following situations applied to the employee:

I) Employee was not employed or was not a full-time employee.
I1) Employee enrolled in the minimum essential coverage offered.
I11) Employee was in a Limited Non-Assessment Period with respect to section 4980H(b).

IV) Non-calendar year transition relief applied to the employee.
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V) Employer met one of the section 4980H affordability safe harbors with respect to this employee, or
the employer was eligible for multiemployer interim rule relief for this employee.

In some circumstances, more than one situation could apply to the same employee in the same month. For
example, an employee could be enrolled in health coverage for a particular month during which he or she
is not a full-time employee. However, only one code may be used for a particular calendar month. For
any month in which an employee enrolled in minimum essential coverage, indicator code 2C reporting
enrollment is used instead of any other indicator code that could also apply. For an employee who did not
enroll in health coverage, there are some specific ordering rules for which code to use. For details, see the
descriptions of the Code Series 2 indicator codes in the following table, as of 2016, from the following
IRS webpage: www.irs.gov/instructions/i109495c/ar01.html#d0e365:

» 2A. Employee not employed during the month. Enter code 2A if the employee was not employed on any day of the calendar month. Do no
use code 2A for a month if the individual was an employee of the ALE Member on any day of the calendar month. Do not use code 24 for
the month during which an employee terminates employment with the ALE Member.

2B. Employee not a fultime employee. Enter code 2B ifthe employee is not a fulltime employee for the month and did not enroll in
minimum essential coverage, if offered for the month. Enter code 2B also ifthe employee is a fulldime employee for the month and
whose offer of coverage (or coverage if the employee was enrolled) ended before the last day of the month solely because the employee
terminated employment during the month (so that the offer of coverage or coverage would have continued if the employee had not
terminated employment during the month).

2C. Employee enraolled in health coverage offered. Enter code 2C for any month in which the employee enrolled for each day of the month
in health coverage offered by the ALE Member, regardless of whether any other code in Code Series 2 might also apply (for example, the
code for a section 4930H affordability safe harbor) except as provided below. Do not enter code 2C in line 16 for any month in which the
multiemployer interim rule relief applies (enter code 2E). Do not enter code 2C in line 16 if code 1G is entered in line 14. Do not enter
code 2C in line 16 for any month in which a terminated employee is enrolled in COBRA continuation coverage or other post-employment
coverage (enter code 24). Do not enter code 2C in line 16 for any month in which the employee enrolled in coverage that was not
minimum essential coverage.

20. Employee in a section 4980H(b) Limited Non-Assessment Period. Enter code 20 for any month during which an employee isin a
section 4980H(b) Limited Non-Assessment Period. If an employee is in aninitial measurement period, enter code 20 (employee in a
section 4980H(b) Limited Non-Assessment Period) for the month, and not code 2B (employee not a fulldime employee). For an
employee in a section 4980H(b) Limited Mon-Assessment Period for whom the ALE Member is also eligible for the multiemployer
interim rule relief for the manth, enter code 2E (multiemployer interim rule relief) and not code 20D (employee in a section 4980H(b)
Limited MNon-Assessment Periad).

2E. Multiemployer interim rule relief. Enter code 2E for any month for which the multiemployer arrangement interim guidance applies for
that employee, regardless of whether any other code in Code Series 2 (including code 2C) might also apply. This reliefis described
under Offer of Health Coverage in the Definitions section of these instructions.

Mote. Although ALE Members may use the section 4980H affordability safe harbors to determine affordability for purposes ofthe
multiemployer arrangement interim guidance, an ALE Member eligible for the relief provided in the multiemployer arrangement interim
guidance for a month for an employee should enter code 2E (multiemployer interim rule relief), and not codes 2F, 2G, or 2H (codes for
section 4980H affordability safe harbors).

2F. Section 4980H affordability Form W-2 safe harbor. Enter code 2F ifthe ALE Member used the section 4930H Form W-2 safe harbor to
determine affordability for purposes of section 4980H(b) for this employee for the year If an ALE Member uses this safe harbor for an
employee, it must be used for all months of the calendar year for which the employee is offered health coverage.

2G. Section 4980H affordability federal poverty line safe harbor. Enter code 2G ifthe ALE Member used the section 4980H federal poverty
line safe harbor to determine affordability for purposes of section 4980H(b) for this employee for any month(s).

2H. Section 4980H affordability rate of pay safe harbor. Enter code 2H if the ALE Member used the section 4980H rate of pay safe harbor
to determine affordability for purposes of section 4980H(b) for this employee for any monthis).

Note.

An affordability safe harbor code should not be entered on line 16 for any month that the ALE member did not offer minimum essential
coverage to at least 95% of its full-time employees and their dependents (that is, any month for which the ALE member checked the *Mo”
pox on Form 1084-C, Part lll, column (a)). For more information, see the instructions for Form 1084-C, Part lll, column (a).

s 2. Reserved.

Note.

References to 9.5% in the section 4980H affordability safe harbors and Qualifying Offer Method are applied based on the percentage as
indexed for purposes of applying the affordability thresholds under section 36B (the premium tax credit). The percentage, as adjusted, is
9.56% for plan years beginning in 2015, and 9.66% for plan years beginning in 2016. See Motice 2015-87, Q&A 12, at www.irs.gowirb
12015-52 IRBY ar11.html.

38 - Integrating CMiC with Greenshades User Reference CMiC - Greenshades v10x


https://www.irs.gov/instructions/i109495c/ar01.html#d0e365

Line 16 also does not require a special setup, as the Enterprise system will automatically determine the
Code Series 2 code for each month, for each employee, based on each employee’s start and end dates of
employment, number of hours worked per month, and health coverage information (outline in previous
section: Enterprise Requirements for Line 14, 15, & 16).

Part 3 of Form 1095-C (Lines 17-34)

e[l Covered Individuals
If Employer provided self-insured coverage, check the box and enter the information for each individual enrolled in coverage, including the employee. D

{80 Name of covered individals) by SN or other TIN “%EI‘E?’:;‘I&EE? a(]ﬂg?"m Jan Feb Mar Apr Maywl ATJT:;SGI?:T’:’WEAUQ Sept | Oct Nov | Dec

. O og|g|jg|o|jo|joo|jg|jg|o|o
" O ojioigjogoygoiLy oy g4
O ogioooogigigigioim

19

The last section of ACA reporting is required by companies who are self-insured. If you are self-insured, you
will also need to report information about your employees’ dependents that were actually covered by the plan.

Setup FEEEEEEH Benefit Administration  Applicants  TrainingfCedification  Medical Saf
Employes Query

e Employes Profile B hain Menu
Ermployee History
Education
Memberships

Cocuments

Relative Relationship Codes k

Asset Tracking 4

Cizcipline Tracking
Perormance Review
Staffing Inquiry

\Work Histary Query uman Resources

Suitable Positions for Employees
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@Human Resources - PROD Employee Relatives

Employee
Mumber 1002 Last Mame |Gustaw First Name |Bi||
ZEM | Status |octive - Diste of Birth [( |
Relative
Last [Gustaw | First [Micole Micidle

Address Cortact Infa. ] Perzonal Infa. Eenefitz I

v Living

Primary Life Insurance Percent

Secondary Life Insurance Percernt 100.0000 v Beneficiary

[ Medical Support

I~ Student

I Dependent

Sample of Employee Relatives screen (program: HREMPREL)

Enterprise’s functionality allows administrators to track an employee’s relatives. For instance, the Employee
Relatives program, shown above, allows users to store a relative’s address, contact information, personal
information and basic benefit information.

Also, there are different screens which either administrators or employees themselves can use to enroll
employees’ dependents for specific plans. The forms versions allows HR personnel to enroll dependents to
specific plans, and Employee Self Service allows employees to enroll their dependents themselves.
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HR personnel can use either the Dependent Deductions or the Dependent Benefits screen. Both screens are
found through the following standard Treeview path: Human Resources > Benefit Administration. The

Dependent Deductions screen is shown below:

{HHuman Resources - PROD Dependant Deductions

Employee and Plan

Company m ”CMiC Construction Inc.

| el

| Max Age no School l:l

Employee 1002 |[Bin Gusta
Deduction Code [MED |[Mectical | Max Agein School [ |
Dependents
Mame : Last [Gustaw | First [ricole | wicicte | |
" Male ' Female [ Dependent
Place of Birth Date of Birth | ] ™ In Schaol

wWorking Az | || ||

Relationship [SPOUSE I |

Coverage

¥ Emergency Contact

Etfective Date [0 AN EndDatz| |

[~ out of Area

[ Covered under anather Paolicy

Carrier | || |

poicyNumber [ |

Palicy Haolder
Etfective Date

Sample of the Dependent Deductions screen (program: HRDEPDED).

HR personnel can also use the Eligibility Administration screen, shown below, found through the following
standard Treeview path: Human Resources > Benefit Administration > Benefit/Deduction Administration

> Election by Employee.

Human Resources - PROD  Eligibility Adrinistration =181
Emipl e
Employes [1002 |[Bil Gustaw ]
Eligible Plan{s)
Pay Remittance Eligible Employes
Cocke  Wandor Comp. Pay Run GRP. Type Eligibility Date Flan Code Plan Opdion Frequency Amount Armount
- |[eo1k |[10-001 ie_|em  |saL |pE |jmaancmo [soik 401K 1% [Bi-wieeidy | [ 1.00|
[s011_|[10-0m o |em  sar  |jpE |prwancoia |soik 4K 2-5% | [Biveskly | | 2.00|
lapaD |[ZURICH o Jsm  JlsaL  Jlen |oimanzoid |[oEFALLT CHILD Bi-Weekly | 15.00|
|apso |[zuricH Jho |fsm |saL B Jjo1mamzois |[DEFAULT [sPousE [Bi-weekry | | 20.00|™
[apzD |[zuRicH o |lsm |lsar BN |jo1manocomio |[oEFaLLT |[oEFALLT |[Blwaekry || I[ | L
;||Bu= |LEErTY o |lsm llsar BN |[p1manzoio |[pEFALLT |[oEFaLLT |[Bivveeky || I[ 0.00|™
Description |Be|slc: Life Insurance | Type |P\enc:urlage | Shovy Eligitde History ] Elect |
Elected Plan(s)
Eligibsle
Cole Wendor Description Plan Cocle Plan Option Effective Date Armount Amourt
- llaoic|[10-001 [401 K Deduction |[aoiic J[a011 1% |[2010/01 101 1l Il 1.00]
401K [1o-001 [401K Deduction |[ao1k |01k 2-5% |[2o1 0w 01 | Il 2.00|[
MED  |[ZURICH [Medtice | IFany |[PrEsU |01 0701 o I Il 70.00][
I Il Il [ 1 Il Il I Il Il
Click Here
-l I I | Sty I I I I Il
Enroll Dependerts 1] | ]

Type :l_unp Surh |

Sample of Eligibility Administration screen (program: HRELGADM)
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Monthly Builds of ACA Compliance Data & Screens to View/Edit Data

Overview — Monthly Builds of ACA Compliance Data & Screens to View/Edit
Data

An automatic process has been added to CMIiC Enterprise to build ACA compliance data for each
employee, for the previous month, using the employee information outlined in the previous section,
Required Employee Information for Lines 14, 15, & 16 of Form 1095-C.

To view or edit this generated ACA compliance data for the months it has been built, the following two
screens have been added to the standard menu of the Human Resources module: ACA Monthly Built Data
Query, and View/Update ACA 1095-C Form, shown in the below screenshot. The standard Treeview path
to these new screens is as follows: HR > Reports > Affordable Care Act > ACA Monthly Build > ACA
Data Query (Monthly), 1095C Query (Yearly).

Setup Personnel Benefit Administration Applicants  TrainingiCertification  Medical Safety BEEEEN Ltility  Custom Programs  Window

EEO 4

CECMIC v10 - DEWIDX  Human Resources Main Menu Eenefit Admin 4 S ]
Safety 4
Earnings Breakdown by Period

Affordable Care Act Build 1095 Report Data
ACA 1095C Filing

Traininpand Cadificatinn »

ACA Data Cluery (Monthly

DISCOY 4 nasc Query (Yearly)
1095C Filing (Yearly)

(cRyey
'ﬁ? Human Resources

Sample of HR screen with the two new screens added to the Reports menu.
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Enable Monthly ACA Process to Automatically Build ACA Compliance Data

In order for the system to automatically build ACA compliance data, the process that builds it must be
enabled. To do so, launch the System Options screen (standard Treeview path: System > Setup > System
Options), shown below, and on the General tab, click the [Job Queues] button.

Action Edit Block Field Eecord Query Uility Help Window

PUR LY AERELEBRLEI+ T » L AT 20K E

i Systerm Tables Maintenance - TESTVIOX  Systern Options =[Ol
System Options
E‘Generﬁl l Diatabase Opti.. l Reports l Financials ] Projects ] Azsets ] Payraoll l Human Resour ... l E-TitmeSheet l Logo Path l User Extensions ﬂ
User Extension 1
[+ Progress Bar for file transfer I Keep Import History User Extension 2
User Extension 3
¥ Subject Line &ppears In Notes Erntry ™ Synchronous JSP Reports R
User Extension 4
[ Enable Limited Security [ Avtomatic Switch to Direct Tax User Extension 5
User Extension &
ASCH Import CTL File Path |D:wmivel Ddesty1 Oxiagl, User Extension 7
Attachments Physical Path [0 emisttachmentst More Extensions....
Attachments “irual Path |Iaﬂachmenﬂesiv1 Oxf | Paths By Server
External Context Root | | Related Screens  +
Default WF Motification Preference |HTML e-thail with attachinents ﬂ Relsted Soreen 1
Default JSP Expiry Time 40 Relsted Screen 2
Default JSP Wiarning Time 6 Related Screen 3
Default Notification Emai [mictesty1 0_xg@enic.ca Relsted Scresn 4
Last Uparads Date [14UUMN2016 Upgrade Code [¥10-X-204-2 Related Screen 5
Last Upgrade Descrigtion [CMIC Open Enterprise Y10_X - %10-X-204-2 Patch Release Related Screen &
Related Screen 7
Mare Related ..
LDAP Servers | Wieh Servers I Job Queues II Alert Seftings | Upgrade History | Login Info |

In the launched pop-up, shown below, search for the Payroll ACA Build Monthly Utility option (framed
in red) and ensure that it is enabled.

@Jub Queues Setting

dob Gueue It sl Enahled Disabled
|52 Daily Compliance update |FREQ=DAILY; BYHOUR=D; BYMINUTE=0; BYSECOND=0 | = r
|Sunday Purge ||FREG!=D.3\|LY; BY DAY =SUM;, BYHOUR=5, BYMINUTE=0, BYSEq v i
Update Scheduled Tax Rate |FREQ=DAILY; BYHOUR=22 BYMINUTE=0; EY'SECOND=0 | i i+
Monitor Owf_mgr WF_engine Background |FREG‘!=MINUTELY; IMTERW AL=15 | i '
|F‘ayrn|l Irtegration | FREG=RMINUTELY; INTERY AL=ED i s
|Eia|| In Court Report | FREG=DAILY; BYHOUR=0, BYMINUTE=0, BYSECCND=0 v i
~ |Mightly Purge for Prepost temp tables FRER=DAILY; BYHOUR=23 BEYMIMUTE=C; BYSECOMND=0 {v i

|F‘ayrn|l ACA Build Monthly Ltilty FREQ=MORNTHLY; EYMONTHDAY=1, BYHOUR=22; EYMINUTES (% . |
Mightly Payroll History Update FREG=DAILY, BYHOUR=0, BY¥MINUTE=0, BYSECOMND=0 O )
- |Mightly Payroll Carried-Forward Leaves Expire | FREG=DAILY; BYHOUR=0, BYMINUTE=0, BYSECCND=0 i+ i

Diate Of Last Run Last Run Duration  Run Court Failure Court Date Of Mext Run Current Status

[Mon 2016-Mar-07 00:00:00 Jor om 38571075, J1508 o |Tue 2016-Mar-05 Do:00:00 |scrEDULED |
Current Databasze Date Status Of Last Run

[mon 201 6-tar-07 13:00:33 [succeeDED |

Cloze
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ACA Monthly Built Data Query — Screen

Action Edit Block Field Eecord Guery Wility Help ‘Window
D PURLY AR FTIAERSY+ T r L APV 20BRE
'@Human Resources - TESTVW10X  Affordahle Care Act - Manthly Built Data Guery -0 =|

Selection Parameters

FEIM Mumber |GL-SCHARACTER ||8 Character Company code | Re-Build Marthly Data |
Report Year 2016 |
Employes || |
Enter Maonth
Emplovee Status History
Termination/ Full / Part
Paryroll Hire! Re-Hire Retire Full f Part Status  Union Urion Status: Wyiorking
Employeest Month  Status Date  Decessed Date  Time Change Dste Flag Change Date Hours
MPO4 [ 1 | I [ 1 [ w | otwawezos| 165.00] =
[EmPo4 [ 2 [ m | [ 1aFEmeos] FO| [ v 1 | &0.00]
EMPO4 [z | | | L F | [~ | | |
EMFO4 [ HE | | L | [~ | | |
EMPO4 s | | | L F | [~ | | |
EMPOS 1 F M
EmPOS 2 F M
EMPOS 3 F M
EmPOS 4 F M
EMPOS 5 F M
EmP22-GL1 23456 1 F M
EMP22-GL1Z3asE]| 2 | I | Lr | [ I [~
Mame | | Coverage Offered | Coverage Elected |

Program: HRACA_BLDDATA_MONTHLY_QRY; standard Treeview path: HR > Reports > Affordable Care Act >
ACA Monthly Build > ACA Data Query

This screen is used to view all changes to an employee’s information that is relevant to ACA compliance
reporting, as this could impact what gets reported for the employee. Every change that is relevant to ACA
compliance will result in an entry in this screen’s table.

Selection Parameters — Section

Field Description
FEIN Number Company to which Employees belong
Report Year Reporting year for ACA compliance reporting

press F9 and select an Employee, or leave this field blank to indicate all

Employee Employees

enter/select a month for which ACA compliance data has been built, or

Enter Month leave this field blank to indicate all month’s with built data

[Re-Build Monthly Data] — Button

Click this button to run the Payroll ACA Build Monthly utility to rebuild the ACA compliance data for
the specified parameters. On the popup, enter the month to rebuild the data for and click [Build Data].

Employee Status History — Section

The following provides details about the columns of the table under the Employee Status History
section:

44 - Integrating CMiC with Greenshades User Reference CMiC - Greenshades v10x



Column

Description

Employee#

Employee’s number

Month

number in this column represents a calendar month

Payroll Status

entries appear in this column only if the employee’s payroll status
changed, in which case the new status will be displayed

Hire/Re-Hire Date

entries appear in this column only if the employee was hired/re-hired

Termination Date/Retire
Date/Deceased Date

entries appear in this column only if the employee’s was terminated,
retired or deceased, in which case the date will be displayed for month in
which the event occurred

Full/Part Time

this column indicates whether the employee was full-time (F) or part-time
(P) for the month

Full/Part Change Date

entries appear in this column only if the employee’s full-time or part-time
status changed, in which case the date of the change will be displayed for
month in which the change occurred

Union Flag

this column indicates whether the Union flag for the employee was
checked or not for the corresponding month

Union Status Change Date

entries appear in this column only if the employee’s union status
changed, in which case the date of the change will be displayed for the
month in which the change occurred

Working Hours

Hourly Employees: displays the number of all wage hours worked for the
corresponding month, as per the employee’s timesheets.

Salaried Employees: the system does not include any timesheet hours
posted against Normal hours worked.

[Coverage Offered] — Button

’@Human Resources - SUPPORTWVIO_X  ACA- Emplovee Coverage Offers- Manthly =l
Cowerage Elig. Rule Tran. Tran  Plan Flan Option ACA Cow. Plan Start Flan E
Marth Eff. Date Uzed Type Code  Code Code Type Date D
o | IEI 201 50801 | [PYEF [ Bn || Hco [FamLy [FanLy I e | 20150101 |
[ 1] 20150801 |[PYEF [ en || Hc  [EmP+cnE [P oErERD ][ 1c | 20150101 |
[ 1] 20150801 |[PYvEF [ em || Hce [eEsPousE [Empespouse || 1D 20150101 |
[ 1] 201 50801 |[Prwes [ en ] Hco |smcLE [siiGLE || & 20150101 |
[ 1 ] 201 50801 [Py [ o || ccH  [Famiy [[3+FamLy L 1Ee | 20130101 |
[ ] 201 50801 | Py [ e || ccH Jeespouse [empespouse | 10 | 20130101
[ ] 20150801 | [Py [ o || ccH [smeLe [[EmcLe || 2013010
[ ] 20150801 |[Fvwey [ oe || ccH JEmP+onE [EmPoErEND | 1c | 20130101
HEN 20150801 |[pyEF [ em || Hcc [EEseousE [emeespouze || 1D | 20150101 |
[ 3 | 20150801 |[PYvEF [ ew ][ Hcc  [EmPone [ePoErERD ][ 1c | 20150101 |
[ 3 ] 201 50801 | [PYEF [ Bn || Hce [FamLy [FanLy || 20150101 |
M| 20150801 [P [ Bn || Hce [smsLE [[EmsLE I 1. | 20150101

Close

«

This button launches the Coverage Offered pop-up (shown above), which displays all of the plans the
Employee was eligible for, for each month, as automatically determined by the Payroll ACA Build

Monthly utility.
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[Coverage Elected] — Button

'@Human Resources - SUPPORTVI0_X  ACA- Individuals Covered - Maonthly ﬂ
Employee’ Covergge Elected  Ind. Converage  Tran. Tran  Plan Plan Option
Morth  Dependert Maime Effective Date End Date  Type Code  Code Code
A e [mier Ranay s [ 20150801 || [ en | Hoc [Famy [FamLy
[ 1 | E  |mier Ranety s [ 20150501 || [ o ][ ccH [Famy [[m+FamLy
[ 1 | o [ier sUsan [ 20150501 || | |
[ 1 | o [mier sUsan I 20150901 || [ o | con | |
[1 ] o |mier kyle I 20150501 || 20801207 Bn || Hoo |
[ 1 ] o miter kyie [ 20150801 || 24m207| pE || coH | I
[ 1 | o [miler Rose [ 20150501 || 2ozaoios]| en || Hoo |
[ 1 | o [miler Rose [ 20150501 || 2wozaoios]| o || coH |
[ 3 | E  |mier Ranetv s I 20150801 || T [IFantLy
[ 3 | E  |Miter Ranetv s I 20150501 || [ oe ][ ccH JFamy [[z+Famy
[ 3 | o [miersusen I 20150501 || [ ew | Heo | |
A3 o [Miler SUsan [ 20150901 || [ o | con I

/| | i

This button launches the Coverage Elected pop-up (shown above), which displays information, such as
effective coverage start and end dates, about the elected plan(s) for the employee and the employee’s
dependents, by month.

View/Update ACA 1095-C Form — Screen

Action Edit Block Field Eecord GQuery Uility Help Window
EEPULR Y AEFTI2EBSIY9+T » P ap¥V 703KE
’@Human Resources - SUIPPORTW O_X  Affordable Care Act - ViewiUpdate Data -3 ﬁ

Selection Parameters

FEIM Murmber [PYM.H 2345675 [Prvts PavROLL |
Report Year [2016 |
Employes [PYMIPAry-004  [Randy S Miler |

Employee Offer and Coverage

Jan Feb Mar Apr May June Juhy Aug Sept Oct Hov Dec
4 1€ [ e | e e [ e [ ww | w | w [ w [ ow | wm [ ]
16.| | | | | | | | | | | | |
6 z2¢ [ x| oz | oz | oz | 2a | 2 | 2a | za | 2 | za | za |

Covered Individuals

Months of Coverage
Hame of Covered Individuals S5H DoB Jan Feb Mar Apr May June July Aug Sept Oct Hov Dec

[Miler Randy 5 |hss-ea-gaes |[1a7oarm [ ] [n] [N ][N -]
[Miller SUsan |[255-06-3568 |[19710303 [ ] I I ]
[Miler kyle |gos-64-7158 20141207 [ ] I I ]
[Miler Rose |526-356988 |[z002m08 [ ] C I
| [ | | N N

| | | L JC L]
I [ | AN N I

Program: HRACA_BLDDATA_MONTHLY; standard Treeview path: HR > Reports > Affordable Care Act > ACA
Monthly Build > 1095C Query (Yearly)

-
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This screen is used to view and edit an Employee’s generated ACA compliance data for lines 14 to 16,
under the Employee Offer and Coverage section. Only data from previous months is editable.

This screen is also used to view and edit ACA compliance data for the covered individuals under the
Employee’s plan, under the Covered Individuals section. Again, only data from previous months is

editable.

Employee Self Service — Enrolling Dependents

Welcome to CMiC Benefits Enroliment

Please Note:
® All premiums shown are per pay period amounts and will not reflect any additional discounts you might receive for tobacco free status or the CMIC Wellness participation. There may be necessary adjustments for missed pay periods.

® ‘You may be required to provide documentation regarding Dependents.

® [f you have benefit plan questions, please reference Benefits Home Page or send an email to benefits@cmicglobal.com.com
® If you have technical issues, send an email to helpdesk@cmicglobal. com

® Link to Qualifying Event Instructions

® Link to New Hire/Rehire Instructions

Mr. Demo Enrollment
# Status Start Date End Date Days Left
323 Pending 2015-02-01 2015-12-31 72 General

Description Action
Enroll Now

Enrollment Links

Add/Review Dependent

‘Qualifying Event
Report/Review Qualifying Event

Employees can use Employee Self Service to enroll their dependents themselves. On the main Employee
Self Service screen, an employee would click Add/Review Dependent, as shown above, and then enroll

their dependents through the following screen:

Benefits Enrollment
Enrollment Status Benefit Description Current Plan Option Employee Amount Employer Amount Total Amount

No Change 401K Deduction 0K 201K 1% 50 50 100 | Change |

=l New Enrolment Dental *2 Family BRONZE 40 0 40 - Change |
First Mame Last Mame Relation Effective Date End Date Currenly Electsd

] olvia Demo Child O

= New Enrollment Medical Family SILVER 50 15 65 m
First Name Last Mame Relation Effective Date End Date Currenly Electsd

[C] olivia Demo Child O f

Not Enrolled Accid Death & Dismemberment Mo Coverage | Change |

Convert Health Care Plan from Payroll to HR

Enterprise’s HR module has functionality to convert the Payroll module’s Benefit/Deduction setup into HR’s
setup. First, the following must be completed:

I) User must prepare existing payroll data for HR prior to running utility.
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I1) All plans requiring conversion must have a Vendor Code setup at the Company Level, using the
Company Benefits Maintenance screen (standard Treeview path: Human Resources > Benefit
Administration > Benefits > Company):

@ Payroll - PROD  Cormpany Benefits Maintenance Company Benefits

Select Compamy

Company [10 |[cmic Comstruction inc. |
Pay Grougp |NONE ”ND Groups |
Pay Run [SM |[s2mi morthly |
Benefit Details
Basic Pay Freguency ‘ Advanced l
Calculation Freguency |Semi—m0rdh|\,f ﬂ
Remittance Fregquency |M|3r|th|y ﬂ
Remittance &mourt | 100.000|
“endar [10-001 |l5un Lite Group S |
Comments |Executive Hesailth Plan |
v Create AP Voucher From Remitance Tatal Amount

Benefit |HLTE ||Executive Health Plan

Sample of Company Benefits Maintenance screen (program: PYCOMBEN)

I11) Rule ID for plans must be set up using the Rules Administration screen (standard Treeview path: Human
Resources > Benefit Administration > Benefit/Deduction Administration > Rules):

Action Edit Block Eleld Eecord Query Utility Help wWindow
b e <R = % Meldeld #* 2 WIBH + 1+ 4« » L @ B!t
£ Human Resources - PROD  Rules Administration
Rules

Apply
Rule ID Description Status Ruile
[DEFAULT] |[Detaut \f |[Rule Last Processed Date 24 FEB-2005 | j
[ Il Il |-
[ Il Il = -
Msssugs[ I Show Audit I Process I
Criteria
N
[EmP_sTATUS |[Employee working Status |= - |[a -
[ErP_cOMP_CODE |[Employes Company = =l[zz %
[ Il | |
[ | || B3 || |
[ Il Il =l |
[ Il Il || I=

Static Values

Code Description

Sample of Rules Administration screen (program: HRRULADM )
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IV) Eligible IDs must be set up for plans using the Benefit/Deduction Table Base screen (standard Treeview
path: Human Resources > Benefit Administration > Benefit/Deduction Administration > Rules):

¥ FPayroll - FPROD  EBenefitDeduction Table Base
Ben./Ded. Table Base

Table Code Table Description [Eligikle on Hire
Table Type [HR Eligikility M =rrective Date
Bazed on |5 2 Term |mMonths g.‘
Retriewve |S|ngle Roas Ll

Apply To Base

Ben.Med. Table Rows

pruieigie)
From To Effective Days Direction Found To Eligiilale

= o0 o9 1] [Mone _HNDt spplicable | [+
L —

Benefit
Eligibility on
Hire.

T _ll

() () [ | [ [

Ll Ll Ll e |
hl'_l*_hlllihﬁhl*_l

Sample of Benefit/Deduction Table Base screen (program: PYBDTAB).

Utility: Plans Conversion from Payroll to Human Capital

With the preceding complete, the following utility can be run to convert the Payroll module’s
Benefit/Deduction setup into HR’s setup (standard Treeview path: Human Resources > Utilities > Plans
Conversion From Payroll to Human Capital):

{E Payroll - PROD  Conversion Ta HR

Conversion

This Utility will copy all Payroll setup into
HR Benefit/Deduction Administraion

Type |Benefit -]
To Code |HI}( ”Hearth Insurance |
From Cods |HI}( ”Hearth Insurance ) |
Fule I [DEF&ULT |[Detaut '\VH\
|

Eligible 1D |21 |[5 morith wsiting

Message Process

Sample of Conversion to HR screen (program: PYBDCONV).

User Reference CMiC - Greenshades v10x Integrating CMiC with Greenshades - 49



Create 1095 Export File

Setup Personnel Benefit Administration Applicants  Training/Cerdification Medical Safety FEElde

Utility Custom Programs  Window

EEOD 3
VI CMIC 10 - TESTY10_X  Human Resources Main Menu Benefit Admin 4 =
Safaty 3

Earnings Breakdown by Period

Build 1095C Report Data Affardable Care Act
ACA1095C Filing

ACA Monthly Build v

[Training and Cedification 4

Discoverer Reports 4

14 f@
'Pi Human Resources

Sample of HR module’s main menu.

The first step in creating the 1095 export file, to import into Greenshades, is building its ACA data using an HR
module’s utility. The utility’s screen is titled Affordable Care Act — Build Report Data, and its standard
Treeview path is as follows: Human Resources > Reports > Affordable Care Act > Build 1095 Report
Data.

’@Human Resources - TESTY0_X  Affordable Care Act- Build Report Data =10 ﬂ

Selection Parameters User Extensions +

Uzer Extenszion
Uzer Extenszion2
Uszer Extenszion3

Uzer Extenziond

FEIN Mumber [03-0279465 |[cec cmic Test Comstruction

Report “ear

Uzer Extensions
Uzer Extensions
Uszer Extenzion?

hare Extensions ...

Related Screens  +

HR. Main Menu
Felated Screen 2
Process Felated Screen 3
Related Screen 4
Related Screen S
Relsted Screen 6
Related Soreen 7
Mare Related ..

|ACA data build successfully completed. |

The utility, shown above, runs based on an FEIN number. The utility will process relevant data for all
employees, for a specified year, including data from all subsidiaries under the FEIN number for which
employees worked. The resulting ACA data will be stored into a separate table, by year, for audit history.
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The next step is to export the ADA data into an XML file for Greenshades. This is done through the Affordable
Care Act — Filing Parameter screen, and its standard Treeview path is as follows: Human Resources > Reports

> Affordable Care Act > ACA 1095C Filing.

@CMiC w10-TESTY10<  Human Resources Main Menu

Build 1095C Report Data

Setup Personnel Benefit Administration Applicants  Training/Cerdification Medical Safety FEElde

Utility Custom Programs
EED 3
Benefit Admin 4
Safaty 3

Earnings Breakdown by Period

ACA 1095C Filing

ACA Monthly Build

[Training and Cedification 4

F‘og
'\jﬁ Human Resources

Discoverer Reports 4

Window

=10/x|

In the Affordable Care Act — Filing Parameter screen, shown below, enter the parameters, including the file path

and file name for the XML file, then click [Process] to create the file.
@Human Resources - TESTV10_%  Affordable Care Act- Filing Parameter Screen

Selection Parameters

zer Extensiont
Uszer Extensionz
Uszer Extenszion3

Uszer Extensziond

FEIN Mumber |03-0278465 [[ccc cic Test construction

Report Year 2016

Sort Employees By |Emp|n\,ree Code ﬂ
City |Address Line 3 ]
Cortact Mame |Imran Azzie |
Cortact Phane [#16 | [3334444 | Btz |

Uzet Extenszions
Uzet Extenszions

Uzet Extenziony

=10l x|

User Extensions +

hare Extensions ...

Related Screens  +

HR Main Menu

ASCI File |C:ICCC_COMPANYIGOVERNMENT_FORMSHRACAJD'] B.}(ML|

| Related Screen 2

Related Screen 3
Related Screen 4

Process Related Screen 5

Related Screen &
Related Screen 7
flare Related ...

Aftfordable Care 2015 ASCH file crested ... 217 employess processed,
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The file will be created using the specified name and file path, as shown below:

eS—
@(:)vl . v Computer v Local Disk (C) » temp >|

Organize ¥ Includeinlibrary +  Sharewith v Slideshow  Newfolder

A - - .
 Favorites * [ Name Date Type Size Tags
J SRC | docroot 16/02/2015 5:00 AM File folder
P Desktop | || HRACA 2015 19/10/2015 312 PM AML Document 508 KB

This concludes the work necessary in Enterprise for Form 1095-C reporting. The next step is to use
Greenshades to import the created XML file of ACA data. For details about this next step, please refer to the
1095 Reporting sub-section under this user guide’s Reporting via Greenshades section.

Step 4: Icon Setup for Greenshades

Shortcut to GreenshadesCenter Properties |E|E|

Gereral | Shartcut |E0mpatihi|ity Security

Shortcut to GreenzhadesCenter

Target type: Application

Target location: Greenshades Center

Target: | z International " "

Start in: |”EI"\PIDQIEIITI FileshGreenshades Software\Green |

Shortcut key: |None |

Run: |N0rma| window V|

Comment; | |

[ Find T arget... ] [ Change lcon... ] [ Advanced... ]

[ Ok l [ Cancel

Properties of shortcut to lunch Greenshades for a particular type of reporting. Last parameter of the Target field,
highlighted in red in the image above, specifies where Greenshades can find the XML file for importing.

In this step, a desktop icon (shortcut) is created and configured to launch Greenshades for a particular type of
government report. For each type of data to upload to Greenshades, a separate desktop icon must be created to
specify where Greenshades can find the XML file exported by CMIC's Payroll system.

For instance, if W-2, 1099, and SUTA tax data from CMIiC’s system is to be uploaded to Greenshades for
processing, then 3 different icons must be created for launching Greenshades. One icon would be set to
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launch Greenshades to upload W-2 tax data, the second would be set to launch Greenshades to upload
1099 data, and the third would be set to upload SUTA data.

To create and configure a desktop icon to launch Greenshades for the uploading of data for a particular type of
government report, follow these steps (steps redone for each new icon required):

1. Create a new icon by right-clicking on the Windows desktop area and choosing New from the list of
options that pop up, and select Shortcut from the sub-menu that pops up.

* If a Create Shortcut window pops up, click Browse... and select the executable file
GreenshadesCenter.exe from the following installation location:

C:\Program Files\Greenshades Software\Greenshades Center\GreenshadesCenter.exe

2. Configure the newly created icon by right-clicking it and selecting the Properties option from the menu
that pops up. In the icon’s properties window, select the Shortcut tab, and for the Target field of that tab,
enter the following information, including the quotation marks around each of the 7 parameters
(parameters are explained below):

“C:\Program Files\Greenshades Software\Greenshades Center\GreenshadesCenter.exe” ““cmic” “false”
“<company name>" “<company name as registered with Greenshades>" “<your company zip
code>" *<path to export file from CMIC for uploading to Greenshades>"

Target Parameters Explained

<company name>your company’s name

<company name as registered with Greenshades> name of your company, exactly as it is registered
with Greenshades. If unknown how it was registered, contact CMIiC for assistance.

<your company zip code> company’s zip code, as registered with Greenshades

<path to export file from CMIiC for uploading to Greenshades> path to XML file exported by CMIiC,
for uploading to Greenshades for processing. *path and file name must match that which was specified in
the previous corresponding step in which the export file name and location was specified (ex. W-2 Export
File Name and Location)

Example:
If running Greenshades to process W-2 tax data, and your company’s name is Acme, its registered
name is Acme, Inc., its Zip Code is 12345, and the path to the XML file exported by CMiC for
uploading is G:\Greenshades\W2xml.xml, then you would set the “Target’” property of the desktop
icon to:

“C:\Program Files\Greenshades Software\Greenshades Center\GreenshadesCenter.exe” *“cmic”
“false” “Acme” “Acme, Inc.” *12345” “G:\Greenshades\W2xml.xml”

You could name the icon to launch Greenshades for the uploading of W-2 data something like
“Greenshades W2”.

If the following step, Step 5, has already been completed, click the icon to launch Greenshades for a specific
type of filing, and continue to the corresponding sub-section under Reporting via Greenshades to continue.
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Step 5: Registering Greenshades

Unlock the Greenshades Center

‘!t) Before wou can use the Greenshades Software Center, you must enter a valid registration key in the settings screen,

Open the Greenshades Center by using any of the newly created and configured Greenshades shortcuts.

As shown above, you will be prompted with a message stating that a valid registration key must be entered.

Upload Data | Proxy Information | About | Fiegistration Information |Imp0rtData Advanced

To uze the Greenshades Center you must enter a registration key.

CMIC Tester

Clignt Since: 1141900
Expires: BAM2/2010
Registered far: CMIC

’ ok, l [ Cancel ]

On the Registration Information tab, enter the registration key given by CMiC. Click [Validate] once you
have entered the registration key, and your company information will appear. Click [OK].

Updating Greenshades

The first time Greenshades opens, you may be prompted for updates. Please download and apply these updates
before moving on, following Greenshades’ update instructions.

After applying the updates, re-open the Greenshades Center. You may be prompted to enter the registration key
again. If so, re-enter the registration key as before.
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Reporting via Greenshades

W-2 Reporting

® Greenshades Filing and Payment Center

Friday, January 29, 2010 &>
qé View Recent Tax Changes Filter: | &l Types v|
&) eFile Wizard @ Pending O Completed  Edit Reminders
?—1 View Previous Filings Past Due -

& Due 104312009
Filirng for State Unemployment
& Due 104312009
Filirng for Federal 341

iﬁ Tax Payment Wizard

D Year-End Forms

Other Information
=l Due within 7 Days

D Year-End Forms 2 Due 143142000 =
Filing for Federal Unemployment

& Due: 1/11/2010
IJze thiz option to create, edit, print

and file your vear-end forms. This Filing for State Unemployment
option will upload forms to & Due 143172000
DowrloadkyForm.com o allow online -

access by pour recipientz. W2z and Filing for Federal 341

warious bppes of 1099z are supported. 21 Diue: 14322010

Filirng for State Withholding
=l_Duewithin 30 Daus o
Computer Methods Intermational

¥ Settings

Click the desktop icon created for W-2 reporting in the Step 4: Icon Setup for Greenshades section, to bring
up the Greenshades screen above.

To import W-2 data, click Year-End Forms, pointed to by the red arrow above.
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P Greenshades Filing and Payment Center

Settings

| Upload D ata || Prosy Information || About || Regiztration [nfarmatio ] Import D ata _ﬁ d\-'anced|

Editor, please uze the button below to browse to the file.

Load Saved Edit File

If pou have an #ML data file t
Wizard, you can load it ug

Load =L Data File

e button below.

It you have previously zaved an edi file from the eFile Wizard's Advanced Mode

ou wizh to impart and uze with the E-File

[ ak. ] [ Cancel ]

On the Import Data tab of the subsequent screen, click Load XML Data File, pointed to by the red arrow

above.

rI| Year-End Forms Wizard

Year-BEnd Forms

Che a [ Forms

by their recipients before being printed and mailed.

Uze thiz wizard to manage your year-end tas forms fwW-2s, 1099, etc.]. Forms will be
created digitally and uploaded to DownloadhyForm. com where they can be viewed onling

Pleaze zelect the forms that you wish to wark, wil e ——

Type of Tax: |_ V-| e

Vear 2009 v ———

o

Select W-2 for the Type of Tax field, and the relevant year.
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IB| Year-End Forms Wizard

Year-End Forms

., with a Cument Formset

The forms you have selected have already been loaded onto D ownloadtyForm.com for
adrminiztration there.

) wark with thesze forms through DownlaadbyF o, com

{(*) Replace the forms loaded on DownloadMyFormocom with the information: curently in

your accounting package. All changes made to forms on DownloadbdyForm. com: and
histary of any actions will be lost.

(7) [ ouw | [ <Back ||

MHest > ]

If this is the first time you are loading the W-2 information into Greenshades, select the top option. If you
are re-running this process, due to new payroll data, select the second option.

rl| Year-End Forms Wizard

¥ear-End Forms

Upload For

YWhen you press the button below, your forms will be securely uploaded to a website called

DownloadtyForm com. ou will be able to use this website to administer your forms and pour
recipients may uze this website to view their copies anline.

Take a moment to verify these totals before uploading vour forms to Downloadbd yForm. caon:

24 employees with

3612 053 63 in'Wages, hpz, other compensation and
$0.00 in Federal income tax withheld

IUpload Faorms *'-—_

(7) [ ow | [ <Back |

Mt >

Press the Upload Forms button to upload the data to Greenshades.
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rII Year-End Forms Wizard

Year-End Forms

Upload Forrms Informatiorn

When you press the button below, pour farms will be zecurely uploaded to a website called
DovnloadkyFamn.com. “ou will be able to use this website to administer your farms and wour
recipientz may uze thiz website to view ther copiez online.

Take a moment to verify these tatal: before uploading pour forms to DownloadbuForm. con:

24 employees with
$612,053.63 in'\Wages, tips, other compensation and
$0.00 in Federal income tax withheld

Upload Forms @ Uploading Forms

Forms uploaded. Click 'Mest' to continue.

t_)) [ Cuit ] [ < Back ” Mewt »

After the forms have been uploaded, press the Next button.

rII Year-End Forms Wizard

Year-End Forms

Yeqify Eligible Conl
Please review the contacts below and indicate which users £dd Mew Contact
should be authorized to administer these forms online.
Mame Ermail Authorized
jafari maheen.jafan@cmic,ca F Reset Password
Jodi Knickle jodi knicklei@cmic.ca L Feset Password
Linda linda@ecmic.ca: 32905 F Feset Password
Linda lindat@cmic.ca F Fezet Password
b aheen M aheeni@cmic. ca F Feset Password
Termi Edington termi edingtoni@cmic. ca Reset Password
Pleaze select a biling contact: | Teri Edingtan w |
g) [ Gt ] [ ¢ Back l [ Mext » ]

Check all the contacts that should have access to the W-2s and select a billing contact. If you need to add
an additional contact, you can do so at this time. Press the Next button to continue.
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rl| Year-End Forms Wizard

Year-BEnd Forms

Finizhing Preparation

“four forms have been imported and are ready for admimistgfion on
DownloadtyFormn.com. Az an administrator, pou mayels
b wiziting:

hittp: A Ay, downloadryform, com adrinsighin, asps

different link to log in and download electronic verzions of their forms,

into DownloadkyF arm. com

ou may wish to bookmark thiz site for later vizitz. You will be able to access pour
forme directly through this website for printing. corections. efiing and all reizsues.

Once you are zigned in, wou will be able to configure DownloadkMyFarm. com access for
your recipientz. [f pou decide to give them access to uze the site, they will use a

t_ﬂ) [ Cuit ]

| <Back || Finsh |

Click the link (point to by red arrow) to go to the DownloadMyForm website, where the W-2s are stored.

-

Administrator sign in for DownloadMyForm.com

E-mail address: | |

Password: |
Forgot your password? First tirme here?

CRemember me on this camputer (what's this?)

Meed help using DownloadhyFarm. Com? Click Here

.

DownloadMyForm.com

%

Click the link to create or reset your password if necessary.
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"
DownloadMyForm.com

GREENSHADES
—— Let Us Handle That —

Request Password Reset

If you have forgotten your password or have never been issued one, you rmay reset it using this page. Simply enter your registered
email address and follow any further instructions below.

Ermail Address: |jodi.knick|e@u:miu:.ca|

(Corinue ] 4

. A
’ N
GREENSHADES
— Let Us Handle That —

Fequest Password Reset

If you hawve forgotten your password or have never been issued one, you may reset it using this page. Simply enter your registered
email address and follow any further instructions below.

b An e-mail has been sent to your email address with infarmation an how to set up your account. If you have not recieved an
W' email within a day, use the form to request your password again.

Return to Login Page

o
‘/@ H9Uew s Welcome To DownloadMyForm.com - Message (HTML)
]
~ Message Add-Ins
- $xﬁl ‘\‘jﬁ ?S__EJ | A Find
¢ ¢ = | | H % £ Safe Lists b
i = 3y Related ~
Reply Reply Forward —Delste Moveto Create Other Block [ Not Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender - Up~ Unread | W Select -
Respond Actions Junk E-mail LE] Optians ] Find
From: DownloadMyForm. com Suppart Team [support@greenshades.com] Sent: Fi
To: Jodi Knickle
Ce
Subject: Welcome Ta DownloadhyFarm.com
Welcome to Download MyForm cgef. You have either never set up an account with us or you are missing some vital information. This email will allow you to get started on setting
Download MyForm com acc _ To proceed. please click the following link:

Setup Account Link
If vou do not wish to create an account for DownloadMyForm.com. please disregard this email.
If vou have anv other questions. please reply to this email. Thanks.

The Download MyForm.com Support Team

You will receive an email with a link for setting up your password.
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v N
DownloadMyForm.com

GREENSHADES
—— Let Us Handle That —

Account Setup

The following screens will assist you with setting up your account. To start, please enter the password you would like to use to
access your acount and click Continue.

Mewy Pazsword

a number .

Corfirtn F'aSSWDI’d/ |....--.-

Your password must containt & least one of each of the following: an uppercase character, & lower case character, and |....--.-

S
v
DownloadMyForm.com

GREENSHADES
—— Let Us Handle That —

Account Setup

Please select and answer two security questions below, These guestions will be required if you forget or wish to change your
password.

Security Question 1 |What was the color of your first car?

|
Angwer |E|Iack |
Security Question 2 | In what town was your first job? Vl
Answer |Oshawa| |
b 4

Answer the security questions.
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DownloadMyForm.com

GREENSHADES
— Let Us Handle That —

Account Setup

As a safety precaution please select one of the security images below. You will be shown your security image every time you log
in. If you ever do not see your security image, do not provide your password and contact support.

I @I &1

Select a security image, by clicking on one of the icons.

v Y
DownloadMyForm.com

GREENSHADES
— Let Us Handle That —

Account Setup
Congratulations. Your account has been setup and is ready to be used. Please use the link below to login.

e

Click to Login
h
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& https://www.greenshadesonline.com/SSO/admin/default.aspx?qs=_&wrl=https%3a%2f%2fwww.downloadmyform.com

HH Apps % Bookmarks 3 Greenshades

GreenshadesOnline

Account Login

| |
GREENSHADES [ |

LET US HANDLE THAT .
® Login

First time here or need password help?

Access to the DownloadMyForm website can be done through a web browser by specifying the following
address: www.downloadmyform.com. You may want to save this website as a favorite in your browser.

7

DownloadMyForm.com

Administrator sign in for DownloadMyForm.com

E-mail address: |terri.edingtun@cmic.ca |

F'asswnrd:| |
Forgot vour password? First time here?

Your Security Image
“ou should see this image every time you log in.

CJRemember me on this computer (what's this?)

MNeed help using DownloadMyForm.Com? Click Here

| N
You should always see your security image after putting in your e-mail address

User Reference CMiC - Greenshades v10x Reporting via Greenshades - 63



DownloadMyForm.com

Select a workspace below:

| Show only tax year: | 2009 Search: (Sign Out) ‘

e )
0.' You have new workspaces to configure. ‘
4

Acme.Inc 2009 W-2 Tax Forms i New!
You do not have access to this workspace

Formzet D2W1:200208%

Forms Loaded  12/7/2009 0 employees consented to receive their form online. How Forms Were First Issued
Forms Issued -- 0 employee forms were printed and mailed by you.
E-File Sent --

0 employees forms were mailed by us per your request. Employee Consented
1,273 employees were not issued forms by any method above W Mailed By You
Mailed By Us

B Non-lssued Forms

Computer Methods 2009 W-2 Tax Forms

Formset D2WW1:2002104
24 employees with $612,053.63 in federal wages
Forms Loaded  1/29/2010 0 employees consented to receive their form online. How Forms Were First Issued
Forms Issued -- 0 employee forms were printed and mailed by you.

E-File Sent -- 0 employees forms were mailed by us per your request.

. Empl Consented

24 employees were not issued forms by any method above = M:ﬁ;"’;nre
Mailed By Us

I Non-lssued Forms

Click here to import new tax forms into DownloadlMyForm.com

Click on the blue link. In this example, 24 employees were processed.

DownloadMyForm.com My W-2s Mail E-File Reports Settings

Gﬁompuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Out)

Current Alerts
24 employees have not received forms in the mail or online and must have their forms issued by February

1st.
My W-2s If you want our mailing service to postmark your forms, we can no longer guarantee that they will be postmarked by
February 1st.
) Forms must be e-iled to the S3A by March 31st. They may be corrected and re-issued until that time.
(E 5 Mail or Download 15 warnings have been found in your forms.
Company Totals (view More)

@ Submit E-file 24 Employees Loaded
$612,053.63 in Federal Wages

Rel 5000 in Federal Tax Withheld

2=

= Reports
L'"Lm P
@ Settings
e v

View Welcome Wizard

2002104 *

ing and using this page you agre

ce Read our Privac

If warnings have been found, click on the link to view them.
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DownloadMyForm.com

My W-25 E-File

Reports

Settings

Eﬁumputer Methods 2009 W-2 Tax Forms Change Workspace

Forms with Warnings

The following problems have been found with your forms. Click "Edit’ to make changes to a specific

form.

Form

Angela Volpe-Baird
Avery Matavovsky
Charles Burberry
Frank Garther
Frank Purdum
Gina Wicks

Gina Wicks

Gina Wicks

Pow Boom

Terri Edington
Virginia Coldfingers
Frank Purdum
Gina Wicks

Warning

SS5Ns may not start with 8 or 9
SSNs may not start with 8 or 9
S3SMNs may not start with 8 or 9
SSNs may not start with 8 or 9
Employee is Missing Street Address
Employee is Missing City

Employee is Missing Street Address
SSNs may not start with 8 or 9
SSNs may not start with & or 9
Employee is Missing City

SSNs may not start with 8 or 9
Address May Be Incorrect

Address May Be Incorrect

Terri Edington (Sign Out_][

Download Excel
Email Report

Severity
High
High
High
High
High
High
High
High
High
High
High

Kirsten Miller Address May Be Incorrect
24 Forms SSN not Verified Moderate

D2W1:2002104 * 13 Green Shades Software Inc. By accessing and using this page you agree to the Terms of Service  Read our Priv

High severity warnings will need attention. Greenshades offers a service to verify employee SSNs with the
SSA. Greenshades will bill you for any SSNs are verified as incorrect.

DownloadMyForm.com Reports

Terri Edington (Sign Out_]

Eﬁnmpuler Methods 2009 W-2 Tax Forms Change Workspace

Current Alerts

24 employees have not received forms in the mail or online and must have their forms issued by February

1st.

0 My W-2s If you want our mailing service to postmark your forms, we can no longer guarantee that they will be postmarked by

February 1st.
“3) Mail or Download

Company Totals (View More)
@ Submit E-file 24 Employees Loaded

$612,053.63 in Federal Wages

Forms must be e-filed to the SSA by March 31st. They may be corrected and re-issued until that time.
15 warnings have been found in

[xg] .'. 50.00 in Federal Tax YWithheld
£ Reports
Hill
@ Settings
. v

View Welcome VWizard

D2wW1:2002104 * 13 Green Shades Software Inc. Read our Privac

:sing and using this page you agree to the Terms of

You may click the View More link to see the totals.
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DownloadMyForm.com My W-2s Mail E-File Reports Settings
Eﬂmputer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Ouﬂ
Totals Download Excel
Email Report

Employees Loaded 24 State State Wages State Tax Locality Local Wages Local Tax

Federal Wages $612,053.63 MH 20.00 514257385

Federal Tax Withheld 30.00 P& 50.00 $4,520.00

Social Security Wages $151,357.92 W 50.00 §15,983.31

Social Security Tax Withheld $5,386.70

Medicare Wages 516347716

Medicare Tax Withheld $37,313.99

Social Security Tips 30.00

Allocated Tips 50.00

Advanced Earned Income Credit  30.00

Dependent Care Benefits 30.00

NonQualified Plan 457 30.00

D2W1:2002104 * ¢ Sree : are Inc. ==ing and using this page you agree to the Terms of Read our Priv

The totals screen is a great way to reconcile the W-2 data with tax reports from CMiC.

DownloadMyForm.com Reports
[Ciompuler Methods 2009 W-2 Tax Forms Change Workspach Terri Edington (Sign Ouﬂ
Current Alerts
24 employees have not received forms in the mail or online and must have their forms issued by February
1st.
If you want our mailing service to postmark your forms, we can no longer guarantee that they will be postmarked by
My W-2s
O y ‘-—-—-—-—__Eﬂ‘.fuary 1st.
) Forms must be e-iled to the S3A by March 31st. They may be corrected and re-issued until that time.
(E 5 Mail or Download 15 warnings have been found in your forms.
Company Totals (view More)
Submit E-file 24 Employees Loaded
$612,053.63 in Federal Wages
Rel- 0.00 in Federal Tax Withheld
B = $
= Reports
L'"Lm P
@ Settings
e v
View Welcome Wizard
D2W1:2002104 * 13 Green Shades Software Inc. By accessing and using this page you agree to the Terms of Service  Read our Priv

The icons on the left bring you to the same place as the tabs along the top.
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My W-2s

r
DownloadMyForm.com My W-2s Mail E-File Reports Settings
L . M
Computer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Out) Need HEIQ'E'J
View Employees Download Muttiple Forms
Find a single employee by using the search below. Click 'Print’ to view a PDF of a form or 'Edit’ to open a form to make changes. Add a new Employee
Search for: | [ Find ]
Look in: All Farms v| Advanced Search

LastName EirstName i Zip Department
Edit Print 758490345 Abernathy Christi Minneapaolis MM 55402
i. Edit Print 820002899 Boom Pow Minneapaolis MM 55408
i Edit Print 987567333 Burberry Charles Minneapolis MM 55402
Edit Print 462389862 Cherry Linda Bloomington MM 55402
i Edit Print 987234889 Coldfingers Virginia Minneapaolis (1] 55405
& Edit Print 576839028 Edington Terri MM 55406
Edit Print 743223143 Frederick George Minneapaolis MM 55405
& Edit Print 987234789 Garther Frank Minneapolis MM 55402
Edit Print 234988799 Greer Lisa Minneapolis MM 55402
Edit Print 746333445 Hunter Jeannie Morfolk VA 23323
Edit Print 746334254 Jackson Michael Minneapaolis MM 6405
Edit Print 309887456 Jackson Debhbie Minneapaolis MM 55405
Edit Print 645334567 Jungle ltsa Minneapolis MM 55406
Edit Print 463787456 Madden Steve Minneapolis MM 55408
Edit Print 334554567 Masterson Jayme Minneapolis (it 55408
i Edit Print 877667889 Matavovsky Avery Minnzapolis MM 55406
i Edit Print 384726799 Miller Kirsten Minneanolis MM 55408

My W-2s allows you to print individual W-2s. You can search for a specific employee, and edit the
employee’s W-2 form in this screen. However, any information that is changed here does not flow back
into CMIC. Therefore, if you re-load your W-2 information, any changes previously made here will be
overridden. We suggest making changes within CMiC and re-running this process.

| o
DownloadMyForm.com My W-2s Mail E-File Reports Settings
S . N
Computer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign OutJ

Print Employee W-2
Please indicate how you would like us to generate the W-2 below. Then, click on the layout you want to open it.

Include Instructions
[¥] Checking this box will attach instructions to your W-2.

Attach a Coupon
[¥] Checking this box will attach a coupon to your W-2.

Choose a Layout

BC22 for 4 Corner Paper

2013 Green Shades Software Inc. By accessing and using this page you agree to the Terms of Read our Priv tement

You may indicate how you would like to generate the W-2s, and select a layout.
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253d-thfXhbrYFIdU9WasvY %2 bX diaBw:

dEfs=MjAwMj - Windows Internet Explorer

@\ )~ [1e] https: fvmm dowrloadmyform.comfu2.pdf?c=MTLIONDC 7:253dhE ahbr YFIdLISWas % SR s=MiAMMIEWN A% 2530230 2o j2SBsTeFMOlmctcaphtp v | 1 | 43/| X |

|[2]-
Fle Edt GoTo Favarkes  Help

& snagit [S)
9 e I@https:ﬁwww‘down\oadmyform.com/wz‘pdf?c:MTUU‘.‘ l ‘

3 - B & v |kPage - ) Todks - =t

8BB4 ¢+ e -G @il -

Copy B —To Be Filed with Employee’s FEDERAL Tax Return.

Copy C — For EMPLOYEE'S RECORDS. (See

OMB NO. 1545-008
Notice to Employee on back of Copy B)
3 Employee’s SN T Wages, UDS, Other comp. a Employee’s SN 1 Wages, tips, othar comp.. 3 Federal incoma tax withheld
1600.00 1600.00
758-49-0345 3 S0Cil Securty Wages 7 Sockhl security 13X withhald 758-49-0345 SO0 secuty wages T Sochl sacurity X withheld
b Employer ID o [EIN] 800.00 49.60 T Employer 1D no (B} 800.00 49.60
I T R T T =TT S Tiediare wages e = edicare Wi
55-7777777 800.00 90.35 55-7777777 800.00 50.35
«© Employer's name, address and ZIP code ¢ Employer’s name, address and ZIP code
TERRI'S_COMPANIES TERRI'S_COMPANIES
3549 24TH AVE. S. 3549 24TH AV
WMINNEAPOLIS, MN 55406

MINNEAPOLIS, MN 55406

d Control Number d Control Number

@ Employee’s name, address, and ZIP code

e Employee’s name, address, and ZIP code
CHRISTI ABERNATHY CHRISTI ABERNATHY
68 EAST ST. 68 EAST ST.
MINNEAPOLIS, MN 55402 MINNEAPOLIS, MN 55402
7 Social security ips B Allocated tps D Advance EIC payment 7 Social security Gps 3 Allocated tips 9 Advance EIC payment
0 Dependent care benalits T Phns 5y MeCTOTDONT T0 Dependent care benefi: T Tan 133 Code See st for box 12
13 S(At\llﬂlﬁp\uyw 14 Other 12b Code 13 SIalulDﬁp\uyee 14 Other 12b Code
Retirement plan T2 Code Retirement plan 12 Code
@ Unknown Zone
Select a layout.
DownloadMyFol om My W-2s Mail E-File Reports

[Cumputer Methods 2009 W-2 Tax Forms Change Workspace

24 employees have not received forms in the mail or online and must have their forms issued by February

n
Terri Edington (Sign Out)[

1st.
My W-2s If you want our mailing service to postmark your forms, we can no longer guarantee that they will be postmarked by
February 1st.
Forms must be e-filed to the SSA by March 31st. They may be corrected and re-issued until that time.
Mail or Download 15 warnings have been found in your forms.

Company Totals (View More)
24 Employees Loaded
$612,0563.63 in Federal Wages
$0.00 in Federal Tax Withheld

Submit E-file

1

@ Settings
.

View Welcome Wizard

Reports

Green Shad

ing and using this page you agree to the Ten

Mail allows you to create a batch of all W-2s. If you want to print all employee W-2s at the same time,
you would do this through this Mail or Download functionality.
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DownloadMyForm.com My W-2s Mail E-File Reports Settings
Gﬁomputer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Out) Need Helga

Mail or Download: Choose Forms

i You have 11 high-severity warnings that you may wish to fix before continuing with this process. Please dick here
$ to view your current warnings.

. ; ith?
Which forms would you like to work with? How Forms Were First Issued

® Al tax forms in this workspace |

O All Nondssued Forms (either on paper or by electronic consent)

O Select specific forms by searching for them

0 employee(s) consented to receive their form online.
I 0 form(s) were printed and mailed by you.
0 form(s) were mailed by us per your request.
B 24 employee(s) were not issued forms by any method above

Reports

Eiomputer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington {Sign Out) Need Helpa

Mail or Download: Choose Forms ®  View Totals

Totals For This Batch
Below you will find a totals from this batch of forms.

Employees Loaded 4 State State Wages State Tax Locality Local Wages Local Tax
Federal Wages $612,053.63 MM 50.00 514297385
Federal Tax Withheld $0.00 P& 50.00 $4,520.00
Social Security Wages 5151,387.92 | | VA 50.00 21598331
Social Security Tax Withheld $9,386.70

Medicare Wages $163 47716

Medicare Tax Withheld $37,313.99

Social Security Tips £0.00

Allocated Tips £0.00

Advanced Earned Income Credit $0.00

Dependent Care Benefits £0.00

HonQualified Plan 457 $0.00

Select the forms you would like to work with and press Continue.
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Mail or Download: Choose Forms * View Totals ‘ Choose Delivery

What would you like to do with these forms?

(O Have Greenshades Software print and mail these forms to their recipients
® Download a PDF of these forms to your computer so that you can print and distribute these forms
O 'Have Greenshades Software print these forms, insert them into envelopes, and then ship them to your location so that you can hand them out

Form Layout
BC22 for 4 Corner Paper

==— — —| Four copies of the W-2 located in the corners of the page: Copy B to
o be filed with the employee's federal tax return, copy C for the
employee’s records, and two copy 2s to be filed with state or local
returns.

(Download W-2 Instructions)

Sort Forms by:

‘Last Name b

= )

You have the option for Greenshades to print and mail the W-2s for you. This is a billable service.

Download Forms: Choose Forms ®  View Totals ® Choose Delivery ®» Advanced Options

Proper Paper and Envelopes

These forms are designed to fit properly with CMIC perforated paper and envelopes. Please check the codes on the bottom of your perforated paper and the inside flap of
your envelope to ensure that they match the forms you are about to download.

Paper Code 4UPPERF* OR 4UPPERFI
Envelope Code 4UPDWENV

* Paper Code that will be sent if ordered from Greenshades.

I| 11 wish to order more paper or envelapes for my forms

=

You can also order paper and envelopes from Greenshades.
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DownloadMyForm.com My W-2s E-File Reports Settings

[(iomputer Methods 2009 W-2 Tax Forms Change Workspace

Tern Edington (Sign Out) Need Helpa

Download Forms: Choose Forms * View Totals * Choose Delivery * Advanced Options * Name Batch

Batch Download

Depending on the number of forms 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.
DownloadMyForm.com will process them and send you an email when this batch of forms is ready for download.

Intent to Deliver

[JPlease 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.
Terri_Test|

2002104 + Green Shades Software Inc ¥ :ing and using thiz page you agree to the Terms of

You may print a batch of forms by checking the checkbox and entering a batch name to be used when
notified. Press Continue.

DownloadMyForm.com My W-2s Mail E-File Reports Settings

[(iompuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Ouﬂl

Current Download Batches

You will be notified by email when any ‘Pending’ or ‘In Progress” batches complete and are  SET PAGE SCALING TO "NONE' WHEN PRINTING
ready for download. You may use the menu to retumn to the homepage or view other Page Handling

information while you are waiting. Copies: = Collate e
- Ao\

LY
Page Scaling: [None —n P,N“ ']
i

i . v :
If you are printing onto perforated paper, please ensure that you have page scaling set to Bl Hfﬁ&ente'
‘None' on the print window.

[¥] Dhaose Paper Source by POF page size

Status Completed
Idore Info Terri_Test_5 Pending Terri Edington

D2W1:2002104 = 13 Green Shades Software Inc. By ac ing and using this page you agree to the Terms 6
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DownloadMyForm.com My W-2s WYET] E-File Reports Settings

Eﬂmpuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign OUJI

Information about: Terri_Test 5

This batch is currently Processing.

Owner terri_edington@cmic.ca
Issued to employees? No

Requested at 1/29/2010 11:01:21 AM
Ready at

Size Employees on pages

Position in line 3

Estimated wait time 0 hours, 0 minutes, 4 seconds

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

Click here here if you wish to remove this batch of PDFs from your download batches. It will no longer appear on this screen or be counted towards forms you have
delivered to your employees.

D2W1:2002104 = 13 Green Shades Software Inc. By ac

DownloadMyForm.com My W-2s Mail E-File Reports Settings
[(inmputer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Ouﬂ[

Information about: Terri_Test 5

This batch is currently Processed.

Owner terri_edington@cmic.ca
Issued to employees? Mo
Requested at 1/29/2010 11:01:21 AM
Ready at 1/29/2010 11:01:55 AM
Size 24 Employees on 25 pages
Position in line 2

timated wait time 0 hours, 0 minutes, 0 seconds

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 here if you wish to remove this batch of PDFs from your download batches. It will no longer appear on this screen or be counted towards forms you have
delivered to your employees.

D2W1:2002104 * 13 Green Shades Software Inc. By accessing and using this page you agree to the Terms of Servic

Read our Priv

Once processed, click on the link to print the forms.
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{2 hitps:/iwww.downloadmyform.com/Forms/2002104/batches/2006924/2990293c-2d30-462e-B4dc-2fb58e14 9 - Windows Internet Explorer

@.\-  + |2 hetosiffvums.donrioaciy Form, comForms 2002104batches/2006924/299029%c 2430 462¢- Bdc-27bSGe 1 9eckiterrtest_5.pef

—

2] & ][%[x]|

File Edt GoTo Favaorites Help

* e [(éhttps:ffwww.duwnluadmyfmm.cum/wmsfzuuzwwhH] |

@ snaor B '

fi- 8

_ . »
s ~ |-k Page + i Tools +

Y- oLt

sEjeer - [H @i -

Copy B — To Be Filed with Employee's FEDERAL Tax Return. OME NO. 1545-008 Copy C — For EMPLOYEE'S RECORDS. (See OME NO. 1545008
. Notice to Employee on back of Copy B i
3 Employee’s SN T UGES, TIPS, OENET COmp. 3 Employee’s 3N T Wages, ips, other comp. 2 Federalincome tax withheld
1600.00 1600.00
758-49-0345 o SecurTy Wages 3 Sochl security tax withheld 758-49-0345 g Securty wages T St securtty X withheld
& Emplayer 10 o6 800.00 49.60 T Emplayer 10 o BT 800.00 49.60
S Wedicare wages and 6ps 5 Viedicare tar withfeld S Mediarewages nd Tps & Medicare G withheid
55-7171771 800.00 90.35 55-7TTT777 800.00 50.35
< Employers name, sadress and ZIP code C Employers name, address and ZIP code
TERRI'S_COMPANIES TERRI'S _COMPANIES
3549 24TH . - 3549 24TH AVE. .
MINNEAPOLIS, MN 55406 MINNEAPOLIS, MN 55406
T Control Number T ControlNumber
& Empioyecs name, aadress, and ZIF code & Empioyee s name, address, and ZIF code
CHRISTI ABERNATHY CHRISTI ABERNATHY
68 EAST ST. 68 EAST ST.
MINNEAPOLIS, MN 55402 MINNEAPOLIS, MN 55402
7 Socalsecury ips T Alocated ips S Advanca EXC payment 7 SocETsecury TP T Alocared tips 5 Advanca EIC payment
0 Dependent care benelis [T Nonqualmed plans | 122 NS 10T DOX. 10 Dependent care benefs 1 Nonquaimed plans TZa (odeseemstiorbox1z |
13 Slammrﬁployee 14 Other 12b Code 12 Summﬁployee 14 Other 12b Code
Tetement plan T Code Tetrement plan T Code

Once processed, the forms will be made available for printing.

E-File
7

DownloadMyForm.com Reports

[Compuler Methods 2009 W-2 Tax Forms Change Workspace

n
Terri Edington (Sign OutJ

Current Alerts

My W-2s

24 employees have not received forms in the mail or online and must have their forms issued by February
1st.

If you want our mailing service to postmark your forms, we can no longer guarantee that they will be postmarked by
February 1st.

Forms must be e-filed to the SSA by March 31st. They may be corrected and re-issued until that time.

Mail or Download 15 warnings have been found in your forms.

Company Totals (View More)
Submit E-file 24 Employees Loaded
$612,053.63 in Federal Wages

$0.00 in Federal Tax VWithheld

Reports

@ Settings
M

View Welcome Wizard

Form Batches

“You have requested to download 1 batch of forms. [view)

Read our Pri

When you are ready to file this information with the government, you may do so through the E-File
function.

NOTE: These screens WILL file the W-2 information for you, so make sure not to do so until you are
100% ready.

User Reference CMiC - Greenshades v10x

Reporting via Greenshades - 73



DownloadMyForm.com My W-2s Mail E-File Reports Settings

[(iumputer Methods 2009 W-2 Tax Foerms Change Workspace Terri Edington (Sign Out) Need Helga

E-File Forms: E-File Information

Creating an E-File
This process will help you easily create and file your E-File to the government. You will be able to edit e-file infomation, view and verify totals, and finally submit your
file. For help at any time, please call 416-736-0123 ext 240 or email us at maheen@cmic.ca.

. You have 1 moderate warning that you may want to fix before continuing with this process. Flease click here to view your current warnings. You may submit an E-
_Jé File without fixing these warnings.

o We highly recommend that you do not submit an E-File at this time. Waiting until your recipients have a chance to review their forms and discover problems will
"' ensure that your government E-File is created correctly, Your E-File is not due until 3/31/2010.

Edit E-File Information
Please review the information below and make any necessary edits.

Contact Name
|Terr| Edington ‘
Enter the name of the employee who should be contacted by the SSA if needed.

Contact Email
|terr|,edmgmn@cm|c,ca ‘
Enter the email of the employee who should be contacted by the SSA if needed.

Contact Phone
| 5555555555 \
Enter the phone number of the employee who should be contacted by the S5A if needed.

Fill out the required information on this screen, click [Next] to verify, then [Submit].

Reports
[ # \ |

DownloadMyForm.com Reports Settings
Eﬂmputer Methods 2009 W-2 Tax Forms Change Workspace Termri Edington (Sign Ouﬂ[
Current Alerts
24 employees have not received forms in the mail or online and must have their forms issued by February
1st.
My W-25 If you want our mailing sewice to postmark your forms, we can no longer guarantee that they will be postmarked by
February 1st.
) Forms must be efiled to the SSA by March 31st. They may be corrected and re-issued until that time.
(E 5 Mail or Download 15 wamnings have been found in your forms.
Company Totals (View More)
Submit E-file 24 Employees Loaded
$612,053.63 in Federal Wages
) 0.00 in Federal Tax Withheld
5¢] 5
H Reports
LT‘!.u P
Form Batches
@ Settings You have requested to download 1 batch of forms. [View)
L. v

View Welcome Wizard

13 Green Shad ware Inc. By accessing and using this page you agree to the Terms of

There are some report capabilities on the Reports tab, as shown below.
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DownloadMyForm.com Reports

[(iomputer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign OLIQ[

User Activity Reports
Employees who have consented to receive their form electronically
Employees who have not consented to receive their form electronically
Employees who have viewed their form
Employees who have edited their form

Change Reports
Changes made to forms

Formset Reports
Overall Totals for your farms
How Forms were |ssued
All Form Data
Basic Formset Info

3-2013 Green Shades Software Inc. By ing and using this page you agree to the Terms of Read our Priy

Settings

e —— N
DownloadMyForm.com My W-2s Mail E-File Reports Settings

| Computer Methods 2009 W-2 Tax Forms Change Workspace Terri Edington {Sign Out)

Settings for Computer Methods 2009 W-2 Tax Forms

EmpIDyEEAccess|Employeechanges Forms | Billing | Formset Info | Security | Support

Setup Employee Access Options

Would you like your employees to be able to use DownloadMyForm.com to view and print their forms?

®ves O No

Please enter a short code that we will use to create a website for your employees:

cMiC

Employees will be able to access their forms by visiting:
https: //www.downloadmyform.com/cmic

Please enter the following information:

Company's Main Phone Number Corporate Logo (optional)
¥ou do not have a corporate logo.

The company name your employees will recognize: Upload Logo

[computer wetnods |

Employees will log in to DownloadMyForm.com with:

Username |Socia| Security Number V‘

Password | Last Name V‘

Click here to send email notifications to your employees

Click on the Settings tab to bring up the administration options for the online W-2 forms. There are a
number of tabs within this screen to set up features, like allowing your employees to access their W-2s
through DownloadMyForm.com.
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DownloadMyForm.com Reports

E’.ﬁumpuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Out)

Settings for Computer Methods 2009 W-2 Tax Forms

Employee Access | Employee Changas|Form5 Billing | Formset Info || Security | Support

Allow Employees to: Employee Changes
Require approval for changes made by employees?
Edit their addresses OYes @ No
®ves ONo
Select which admins will receive employee change emails
Edit their email Administrators that are selected below will receive a notification email informing them that an
®ves ONo employee made an edit to a form.
Name Email
Edit their names O Terri Edington terri.edington@cmic.ca
®ves ONo
Edit their Social Security Numbers
Qves ®No

D2W1:2002104 * sreen Shade elnc. ¥ ing and using this page you agree to the Terms ce Read our Priv

If employees have access to the website, you can allow them access to edit their personal information.
| ¢

DownloadMyForm.com Reports

E’,‘ompuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Out]

Settings for Computer Methods 2009 W-2 Tax Forms

Employee Access | Employee Changes | Form5| Billing | Formset Info || Security | Support

Below is a listing of tax forms that may be viewed within this workspace.

Name Administrators may view Recipients may view
B2 for 2 Part Paper O O
BC for 2 Part Paper O O
BC22 for 4 Corner Paper

Below is a listing of correction tax forms that may be viewed within this workspace.

Name Admininstrators may view Recipients may view
Revised BC22 for 4 Corner
Paper
W2C for 1 Part Paper

D2W1:2002104 = 3 ing and using this page you agre & ce Read our Priv

You may select the type of paper you want to use for W-2s.
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DownloadMyForm.com Reports

E’.ﬁumpuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Out)

Settings for Computer Methods 2009 W-2 Tax Forms

Employee Access | Employee Changes | Forms | Eilling | Formset Info || Security || Support

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

Terri Edington v|

Please verify this account payable contact's information
Name

Terri Edington

The name of your accounts payable contact

Phone Number

4167360123 et | |

A phone number where we can reach your accounts payable contact

Email Address

|terri.edingtun@cmic.ca |
An email address where we can reach your accounts payable contact

D2W1:2002104 = Shade elnc. ¥ ing and using this page you agree to the Terms

You may enter a billing contact.

DownloadMyForm.com Reports

Gﬁompuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Outj

Settings for Computer Methods 2009 W-2 Tax Forms

Employee Access | Employee Changes | Forms || Billing ‘Formsetlnfo| Security || Support

These forms will be removed from DownloadMyForm.com on their expiration date. You may pay an archive fee to extend their expiration date.
You may request a CD of your forms to store locally at any time by creating a Download Batch and then clicking 'Request CD' on the Download
Batches page.

Tax Forms Loaded 1/29/2010 10:46:50 AM EST
Formset Expiration Date 1/1/2099 12:00:00 AM EST
Workspace First Viewed 7/31/2009 11:16:19 AM EST
Workspace Configured By terri.edington@cmic.ca

Import History

Imported data from XML on 7/31/2009

Replaced data from XML on 7/31/2009

Replaced data from XML on 7/31/2009

Replaced data from XML on 1/29/2010 Download XML

D2W1:2002104 *

ing and using this page you ag

The Formset Info tab shows the date and time that the forms were loaded, the Formset expiration date, the
date and time that the workspace was first viewed, and the name of the person who configured the
workspace. Import history information is also provided.
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DownloadMyForm.com My W-2s Mail E-File Reports Settings

E:umputer Methods 2009 W-2 Tax Ferms Change Workspace Termi Edington (Sign Out)

Settings for Computer Methods 2009 W-2 Tax Forms

Employee Access || Employee Changes ” Forms || Billing ” Formset Info || Security || Support |

In addition to being able to view a report on changes from the administrative homepage, would you also like to receive an email whenever
employees make changes to their forms?

@No O'ves

Administrator Credentials

Change Password or Security Questions

Security Image

Change Image

The following is a list of all contacts we have on record for your organization. Use the checkboxes beside each person's name to determine
who has access to administer these tax forms.

Authorized Name Email Account Status Last Login
] jafari maheen.jafari@cmic,ca Active
| Linda linda@cmic.ca:32905 Active
O Linda linda@cmic.ca Active
1 Maheen Maheen@cmic.ca Active

Security settings allow you to specify who has access to administer the tax forms.

DownloadMyForm.com My W-2s Mail E-File Reports Settings
E’,‘ompuler Methods 2009 W-2 Tax Forms Change Workspace Terri Edington (Sign Out)

Settings for Computer Methods 2009 W-2 Tax Forms

Employee Access || Employee Changes || Forms || Billing ” Formeset Info || Security || Support |

If you need help with your tax forms, you may allow our support team to temporarily access to your workspace in order to resolve your issue
more quickly. To enable this feature for 8 hours, click the button marked "Allow Remote Assistance”.

I Allow Remote Assistance

D2W1:2002104 * 3G E vy ac ing and using thiz page you agree to the ce Read our Privac

The Support tab allows for remote assistance.
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SUTA/SUI Reporting

B Greenshades Filing and Payment Center, |Z||E|E|

Friday, January 29, 2010 -’
iy

File and Pay Shortcuts Reminders

q& View Recent Tax Changes Filter: |;.\|| Tupes v|

9 eFile Wizard (%) Pending () Completed  Edit Reminders

_,_'J. View Previous Filings =l PastDue e

iﬁ Tax Payment Wizard :—}I Due: 10/31/2009

s Filing faor State Unemployment

D Year-End Forms & Due: 1043142009

= Filing far Federal 341
Other Information N farteders

=l Due within 7 Days

i Due 14312010 =

Filing for Federal Unemployment

& Due: 143172010

Filing for State Unemployment

& Due 1/31/2010

Filing for Federal 341

& Dus: 173172010

Filing for State Withholding
=l _Duewithio 30 Daus ~

Computer Methods Intemational

Usgeful Links:
IBS Business Home
554 Business H

¥ Settings

Click the desktop icon created for SUTA/SUI reporting in step 4 (Step 4: Icon Setup for Greenshades
section in guide) to bring up the Greenshades screen above.

To import SUTA/SUI data, click the Settings link pointed to by the red arrow above.
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P& Greenshades Filing and Payment Center
Ty e
Settings

| pload Data || Frosy [nfarmation || Abiout || Regiztration Informatiu:u“ Irnport 0 ata

If pou have previously zaved an edit file fram the eFile Wizard's Advanced Maode
Editor, pleaze use the button below to browse to the file.

Load Saved Edit File

If pou have an #ML data file t
Wizard, you can load it usi

Load ML Data File

o wish to import and use with the E-File

[ Ok J [ Cancel l

Go to the Import Data tab and press the Load XML Data File button.

XML Data File

Look ir: | 9 Temp V| Q= E-
E =] U _20090

Iy Recent [ SUI_200904 _TEST

Documents & SUI_200904Pa
@ = w2_z009
Desktop

y Documents

Iy Computer
.g File name: 5U1_200903 v [open ]

My Metwork | Files of type: XML Files v| [ _cancal |
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B E-File Wizard

Select Files to Build

Check, the Build box for each file po to build.

Fier: | Suta v| Select Al
Submizzion
Electronic Fie Status M ethod Build?
MM - Suta P Awaiting Creation
P - Suta P Awaiting Creation Intemet b
- |ntermet
W - Suta b Awaiting Creation

Check here if pou would like the ability to edit pour data prior to creating pour electronic file ([Advanced).

Y

Select the states that you want to build your SUTA files for. Some states allow you to select Media, to

create a media file, or Internet, to report via the Internet. Check the box at the bottom to enable editing of

the information prior to creating the electronic file (other options are available to view the data before

submitting it).

NOTE: If you edit information here, it does not flow back into the upload data to Greenshades.

File  Tools

= @ MNSutaFile Dietail Wiew |List\-"iew|
=4 Submitter - 5577777
@] Erplovee StateSutallr

@ ErplopeeD - 334554567 LacationlD
@ ErplopeeD - 384726792
@ ErplopeeD - B45334567
@ ErplopeeD -5755302¢)  Quarter

WorkedOn1 2thkdonth

WorkedOn1 2thkonth2
WrkedOn1 2thtonth3
S5M

Lagth ame

‘ear

Firgthl arme:
MiddleMame
GuarterlySutaw ages

Hourgworked

Officerlndicator

BRFTTIT

2003-09-20

2003-09-20

True

T34BRETTE

Timberlake

Justin

3750

QuarterlySutal axableb ages

3750

176

If the check box to edit data in the previous screen was checked, the editor appears after clicking Next.
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B E-File Wizard

Review Built Files
t t a built file bel

Click on the link to either submit or view emors for each e-filing.

Electronic Fie Status

Combined Surnmary

MM - Suta

v Total Employees: 5

ick Here to Beqin Filing

o

| <Back || Finsh |

% MN - Suta - Submission Wizard

View Totals

Pleaze check the accuracy of the totalz: found below.

@} Wigw Details =4 Frint Totals IH Save Totals Iﬂ Save E-Fie
A
MN - Suta
Overall Totals
Total Employees 5
Total Hours Worked ¢33 _
Total Suta Quarterly Wages  520.762.81
Total Suta Taxable Wages  516,916.66
_ S ¥
o

In this screen you can choose to View Details to generate an excel document for you to review individual

employee data. When ready, click [Next].

82 - Reporting via Greenshades

User Reference CMiC - Greenshades v10x



% MM - Suta - Submission Wizard

Manual Filing Instructions

Fleaze follow the direc low ko submit pour electronic file.

Before submitting wour return marwally wia the Internet, pou must Save a Copy of pour electronic
file. After you've zaved a copy af your file, please follow the nstruchions belaw, Once finished,
chck Finizh bo exit the wizard.

11 Loginto the Minnesata I Svstemn waing your User |0 and Password. | pou do not have
a Uzer ID and Pazaword, pleaze activate wour account firzt,

2] Once logged on, please follow the on-zcreen instuctions to submit wour return
electranically.

3] For gtep-bp-ztep instructions on uploading your file, click here

41 Greenzhades creates the file in the MM State Fiked Length farmat,

(?) Qut | | <Back || Finish

You will be prompted with state specific instructions. You will have to Save a Copy of your file before
filing.
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401K Reporting

B Greenshades Filing and Payment Center

a& View Recent Tax Changes

Friday, January 29, 2010

FEX

S

File and Pay Shortcuts Reminders

Fier: | 41l Types

v|

9 eFile Wizard

(%) Pending ) Complated

Edit Beminders

7—1 View Previous Filings

=l PastDue

A

\'@ Tax Payment Wizard

& Due 1043142009
Filing for State Unemployment

D Year-End Forms

Uszeful Links:
IRS Bugineszs Home
554 Buziness H

& Due 10/31/2009

i Filing for Federal 341
Other Information fing for Federa

=] Duewithin 7 Days

& Due 14312010

Filing for Federal Unemployment
& Due 143142010

Filing for State nemployment
& Due 142142010

Filing for Federal 341

& Due 142142010

Filing for State withholding

=l _Duewithio 30 Daus

¥ Settings

b

Computer Methodz International

Click the desktop icon created for 401K reporting in step 4 (Step 4: Icon Setup for Greenshades section in
guide) to bring up the Greenshades screen above.

To import 401K data, click the Settings link pointed to by the red arrow above.
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P Greenshades Filing and Payment Center

Settings

| Upload Data || Prowsy Information || About || Regiztration Informatio l Impart Data | 4

dvanced|

If wou have previously saved an edit file from the eFile Wizard's Advanced Mode
Editor, pleaze use the button below to browse ta the file.

Load Saved Edit File

[t you have an =ML data file t
Wizard, you can load it uz

Load ¥ML D ata File

ou wizh to import and uze with the E-File
e button below.

[ ok, ] [ Cancel ]

Click the Import Data tab and press the Load XML Data File button. Greenshades will walk you through

the rest of the steps. If you require any assistance, please contact CMiC.
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New Hire Reporting

B Greenshades Filing and Payment Center |Z||E|fz|

Friday, January 29, 2010 -
-

File and Pay Shortcuts Reminders

a& View Recent Tax Changes Filter |AII Types v|

9 eFile Wizard (%) Pending ) Completed  Edit Reminders

_ 1 View Previous Filings = PastDue A

\'$ Tax Payment Wizard 2 Due 10/31/2003

= Filing for State Unemployment

D Year-End Forms & Due 10/31/2009

i Filing for Federal 341
Other Information fing for Federa

=] Due within 7 Days

& Due 123172010 =
Filing for Federal Unemployment

& Due 143142010

Filing for State nemployment

& Due 142142010

Filing for Federal 341

& Due 142142010

Filing for State withholding

Uszeful Links:
IRS Bugineszs Home

554 Buziness H = - w
ucsuthio 00 ays
¥ Settings Computer Methodz International

Click the desktop icon created for New Hire reporting in step 4 (Step 4: Icon Setup for Greenshades section
in guide) to bring up the Greenshades screen above.

To import New Hire data, click the Settings link pointed to by the red arrow above.
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Settings

pload Data || Prosy Infarmation | About Irmpart Data

R eqizstration Informatio

If pou have previously saved an edit file from the eFile Wizard's Advanced Mode
Editor, please use the button below to browsze to the file.

Load Saved Edit File

If pou have an =kL data file t
Wizard, pou can load it usi

Load =ML Data File

ou wish to import and uze with the E-File
2 button below,

[ ok, ] [ Cancel ]

Click the Import Data tab and press the Load XML Data File button. Greenshades will walk you through
the rest of the steps. If you require any assistance, please contact CMiC.

1099 Reporting

There are two ways users may upload the 1099 files to Greenshades for processing/files.
1. Download and install the desktop client Filing Center program from Greenshades®©.

This method allows users to upload tax information XML file to the online portal of Greenshades© and
allows further processing by edits, distribute to employees/vendors, print and file the year end forms for
1099.

2. Directly Upload the XML file using the Greenshades© Web Application Interface

Use the web page at www.downloadmyform.com to log in and start uploading your Year End forms such
as 1099 files and performs further processing as required.
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1. Usmg Filing Center Program for uploading the 1099 XML file

= Your Upcoming Deadlines

Create E-File Returns

View Filing History

View Recent Tax Changes

Create Year-End Forms

5

! | Create Year-End Forms
Use this option to create, edit, print,
and file year-end forms such as W-2s,
1088s, 10985, and T4s. This wizard
will start by uploading your tax
information to an online portal where
you can perform various edits as well
as distribute them online to your
employees/vendors.

Your Upcoming Deadlines

Create E-File Returns

View Filing History

View Recent Tax Changes

-

Create Year-End Forms

O

! | Create Year-End Fomms
Use this option to create, edit, print,
and file year-end forms such as W-2s,
1098s, 1099s, and T4s. This wizard
will start by uploading your tax
information to an online portal where
you can perform various edits as well

as distribute them online to your
employees/vendors.

€ Settings

Year-End Forms
Choose a set of Forms

Use this wizard to upload your w-2s, 1053s, and other year-end tax forms to
GreenshadesOnline.com. You will be able to use that website to complete your year-end
process including: reviewing and editing your forms, enabling online access for recipients,
mailing out any remaining forms, and finally submitting an E-File to the government.

Fleaze select the forms that you wish to work with:

Year: 2013 -

Typeof Tax:  [1093-MISC -]

Year-End Fomms
Choose a set of Forms

|

Use this wizard to upload your '\W-2s, 10%5s, and other year-end tax forms to
(GreenshadesOnline.com. You will be able to use that website to complete your year-end
process including: reviewing and editing your forms, enabling online access for recipients,
mailing out any remaining forms, and finally submitting an E-File to the government.

Please select the forms that you wish to work with: e —

Year: [2013 '] = o =

Type of Ta: i‘lﬂﬂﬁ-MJSC vl ——

Affordable Care Act (1035C)
W2

1095-DIV g o~

1093-INT R
1093-PATR e
1093-01D —

T4

TaA
1093-R
10985
1095-K
1095-B
1093-C

i/,
iy

9/] Quit < Back Mex

Currently, the 1099 types supported by Greenshades®© are 1099-MISC, 1099-DIV, 1099-INT, 1099-PATR,
1099-0OID. Users may have to update/check with Greenshades®© for any amendments to the same.

88 -
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MiC Filing Center

B

Your Upcoming Deadlines

Create E-File Returns

View Filing History

View Recent Tax Changes

B L I CONE |

Create Year-End Forms

Create Year-End Forms

|Use this option to create, edit, print,
and file year-end forms such as \W-2s,
098=, 1099, and T4=. This wizard
will start by uploading your tax
information to an online portal where
you can perform various edits as well
as distribute them online to your
employees/vendors.

€@ Seitings

Year-End Forms

Chocse a set of Forms

|Uze this wizard to upload your W-2s, 108385, and other year-end tax forms to
(GreenshadesOnline.com. You will be able to use that website to complete your year-end
process including: reviewing and editing your forms, enabling online access for recipients,
mailing out any remaining forms, and finally submitting an E-File to the government.

Flezse select the forms that you wish to work with:

Year: (2013 - = S/
Typeof Tax:  [1088-MISC -] " - - |
Ty
t_'/] Quit ] | <Back | [ Next >

Your Upcoming Deadlines

Create E-File Returns

Year-End Forms

Work with a current formset

View Filing History

Your 2013 1085 forms have already been uploaded to GreenshadesOnline.com for
administration.

View Recent Tax Changes

Create Year-End Forms

7 @ |G |& |

() Work with these forms through GreenshadesOnline.com

@ Replace the year-end forms loaded on Greenshades Online.com with the information

Engage

Your Workforce

@) GREENSHADES
LET US HANDLE THAT

currently in Unknown. All changes made to forms on GreenshadesOnline.com and
history of any actions will be lost.

€ Settings

9 [ aw |

| <Back || Nex> |

Select the required option whether to continue working on an existing file in the system or Replace with a

new upload
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Your Upcoming Deadlines

Create E-File Returns

View Recent Tax Changes

i

2

~“) View Filing History
3

=]

Create Year-End Forms

Engage

Your Workforce

@ GREENSHADES
LET US HANDLE THAT

@) Seftings

Year-End Forms

Upload Forms Information

Click Mext to securely upload your forms to 'GreenshadesOnline.com’. You will be able to use
this website to administer your forms and enable your recipients to retrieve their forms online.

Total Box 1: 3 Vendors  S801,436.04
Total Box 7: 5Vendors  $6,038,482.29

T

) Coa ) (e[ e )

The Upload Forms process will upload the XML file from the defined file path and location as shown

below.
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Security Details

Frevious Versions

Shortcut |

-~ GreenshadesCenter exe
)

Target type: Application

Target location: Greenshades Center

Target: Acme" "Acme Inc." "12345" " NN NI E R R

Start in: "C:"Program Files (x86)"Greenshades Software™G

Shortcut key:  MNone

Run: [ Mormal window

Comment:

[ Open File Location ][Changelc:on... H Advanced. .. ]

Right click on the Greenshades icon, and set the parameters in the Target field to the file path and file

name as required.
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. Your Upcoming Deadlines Year-End Forms

Upload Forms Information

Create E-File Returns

ﬂ-_jl View Filing History Click Next to securely upload your forms to ‘GreenshadesOnline.com’. You will be able to use
this website to administer your forms and enable your recipients to retrieve their forms online.

.+ View Recent Tax Changes

J Create Year-End Forms Total Box 1. 3 Vendors  $801.496.04
- Total Box 7: BVendors 5$6,038,45229

Engage Upload Forms (@ Forms Uploaded

Your Workforce

@) GREENSHADES
LET US HANDLE THAT

Click "Next to continue.

| Your Upcoming Deadlines Choose PayrollAdminish‘atorS
. ‘who should be allowed to view/edit your 2013 online year-end forms?
!> Create E-File Returns
A View Filing Histo Flease review the contacts below and indicate who should be authorized to administer your
r-J ] L v -2 forms and payroll data. You may zlso 2dd & new contact.
[ Include Reseller Contacts
View Recent Tax Cha
P View Recent Tax L= Name Email Authorized
J Create Year-End Forms Bill Gustaw bill.qustaw &cmic.ca B Reset Password
: Linda linda@cmic ca [l Hesst Password
Maheen Jafar maheen jafai@cmic.ca (] Reset Password
Melissa Afkari melissa afkan@cmic ca [l Hesst Password
Engage —
Y Workf Pegay Perciasepe  peagy perciasepe@cric ca [ Reset Password
our orkiorce Ravichandran Ve... ERiRg=yls tle gt ey oo [l Hesst Password
Linda wang linda wang@cmic.ca ] Reset Password
Maheen Jafan Maheen Greenshades @cmic ca [l Hesst Password
GREENSHADES
LET LUS HAMDLE THAT
(7) <Back ||

Once successfully uploaded, select the Contact that is authorized to administer the 1099 forms and then
proceed
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h-_ Y¥our Upcoming Deadlines Finalizing Upload

Finalizing your online workspace
I Create E-File Returns = =

“) View Filing History

Your form information has been uploaded to GreenshadesOnline.com, but the actual

) forms are still being created. Until the import process completes, you will not be able to
. View Recent Tax Changes use the DownloadMyForm.com site to review your forms.

J Create Year-End Forms You can leave this page open if you wish, it will refresh every 30 seconds and check to
_ see if the import process has completed. This process typically takes & to 15 minutes
depending on the quantity of forms being uploaded

Alternatively, you can enter your email address into the field below, click Finish', and

Engage we will email you when your forms are ready for administration.
Your Workforce ravi@cmic.ca
@ GREENSHADES
LET US HANDLE THAT
@ Settinos (7)) Qut | | <Back || Fiish

N T

€ https://www.greenshadesonline.com/S50/admin/default.aspx?qs=&url=https3%3a%2f %2fuww.downloadmyform.com %2fAdmin.aspx

File Edit View Favorites Tools Help

77 Favorites |@,- Login | Greenshades Sign On | |

We've detected you may be using Internet Explorer version 8. This may be limiting your browsing experience on GreenshadesOnline 4
newer.

GreenshadesOnline

Account Login

ravi.venkatachalam@cmic.ca

GREENSHADES

LET US HANDLE THAT

Your Security Image
If you don't recognize this image, do not enter your password.

[ Remember Me
® Login

Log in to the web page at www.downloadmyform.com using the user/credentials authorized to administer
the 1099 forms
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Year-End Forms

Select a workspace below:

Click here to import new tax forms into Year-End Forms
| Year: | 2013 |Z| Sort By: | Workspace Title - Ato Z |Z| View: | Expanded E Search: Sign Out) |
| Search for a Form: Form Type: 1099-MISC |Z| Tax Year{optional): E Recipient Name/TIN: |
‘101 You have new workspaces to configure. ‘
[ACME: Acme,Inc 2013 1099-MISC Tax Forms ) New!
12 vendors with $6,038,492.29 in nonemployee compensation

Formset D1W5:1018445
How Forms Were First Issued | ¢ forms were printed and mailed by you.

Important Dates:
_ Forms Loaded 10/31/2014
. 0 vendors forms were mailed by us per your request. Forms Issued L
W 12 vendor(s) must still be issued a form. E-File Submitted - -

RYANNAV: Ryan Test CMIC 2013 1099-MISC Tax Forms 0 New!

Formset D1W/5: 1018135
ACME: Acme.Inc 2013 W-2 Tax Form:

Formset D1W5: 1014057

Year-End Forms

It is past the deadline to issue your 1099-MISCs. Are these corrected 1099-MISCs?

© Yes, | am uploading corrected 1099-MISC forms.

©@No. 1 am uploading new or ariginal 1099-MISC forms.

atement

ing and using this page

ou agree to the End User License Agreement  Read our Pri
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Year-End Forms

Welcome Wizard

Company Information

Welcome to your Acme,Inc 2013 1099-MISC Tax Forms
You can use this administrator portal to oversee your entire year end forms process: monitoring vendor downloads, mailing the forms, making corrections, and e-filing
your information to the government. For help at any time, please call us at 416-736-0123 ext 240 or email maheen@cmic.ca.

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

Official Company Name
CMiC-Head Quarters Company
Your company's registered name that will appear on your forms

Company EIN
123456789
Your company's Employer Identification Number that will appear on your forms

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

Your Company's Contacts
Ravichandran Venkatachalam (CMiC Tester E

Select "[Add a New Contact]” to enter your billing contact's information if it is not listed.

Welcome Wizard

Company Information ® Admin Access Settings

Administrator Access Control
You can designate specific employees to have super, limited, or no administrator rights on this workspace. They will have access to the employees based on the filters
you set below.
Select the employee then configure their access rights:
Administrator: | |V| | 'ﬁ']ﬂhdd a New Administrator

g and using this p

User Reference CMiC - Greenshades v10x Reporting via Greenshades - 95



Year-End Forms

Country Code Verification

Current Country Codes

Code  Country Name per IRS
CA Canada

96 - Reporting via Greenshades

We've detected that you have Country Codes on your forms_ Please take a moment to verify them below

WARNING: Once you assign a new Country Code all forms with the original Country Code will be changed to the new Country Code

Welcome Wizard

Company Information W Country Codes

Assign New Country Codes
New Country Code

US - United States [=]
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ﬁ Year-End Forms Acme: Acme,Inc 2013 1099-MISC Tax Forms ¥ Ravichandran Venkatachalam G’ R ﬂ @

Welcome to Year-End Forms

You can view your forms and reports below as well as a chedilist which will guide you through the year-end forms process.

E‘B My 1099-MISCs | view, Edit, and Print individual 1088-MISC Forms

m MY RE!DUrtS iew Reports on User Activity and Owerall Form Information

Year-End Forms Checklist:

1. Complete Company Setup

Ravichandran Venkatachalam used the welcome wizard to configure Year-End Forms on 10/31/2014.
COMPLETED ON 105172014

2. Resolve Warnings with vour Forms

DUE NOWY There are cumently 3 warnings with your forms, 0 of which are considered high severity warnings.

3. Verify 1099-MISC Form Totals
DUE NOWY You have lcaded 12 forms with $8,028,492.29 in Nonemployee Compensation.

4, Distribute any remaining 1099-MI5Cs to your Vendors

nERENDE oM METHOD 12 vendors must still be issued paper forms.

0 vendors consented to receive their form online-only, 0 vendors first received or will receive their
form through our Print and Mail Service, and 0 vendors first received their paper form from you.

“fou have two options to distribute your forms: use our mail service or print and mail yourself.
Deadlines vary and are listed below.

4a. Ask us to Mail Remaining 1099-MISCs
Place your order today for just §1.75 per form

OR

4b. Distribute Remaining 1099-MISCs Yourself

“ou may download and print the remaining 1083-MISCs to mail or hand out to your vendors by
1/21/2014 or else 215/2014 depending on the exact content of the forms.

5. E-File US 1099-MISC Return

DUE BY M233014 “ou must E-File your US 1099-MISC return by 2/28/2014.
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PAYER'S federal identification | RECIPIENT'S identification
number number .
12-3456789 956-32-6154 Miscellaneous
PAYER'S name, street address, city, state, ZIP code, and telephone no. T Rents OMB No. 1545-0115 Income
CMIC-HEAD QUARTERS COMPANY $ COPy B
100, LAKESHORE BLVD 2 FRoyalties 2 @ 1 3 For Recipient
or Recipien
CHICAGO, IL 61254 $ Form 1099-MISC
4167360123 3 Other income ederal Income tax withhel
s s CORRECTED
Account number (see instructions) T Fishing boat proceeds 6 Medical and health care payments (if checked)
A1BRICKS $ s
RECIPIENT'S name, street address, city, state, and ZIP code 7 Nonemployee compensation 8 Substitute payments in lieu of This is important tax
ividends or interest information and is being
$ 13929.60] $ -85381.07 furnished to the Internal
A1 BRICKS MANUFACTURING COMPANY 9 Payer made direct sales of T0 Crop insurance proceeds Revenue service. If you are
100, BRICK OVEN STREET- ALL ADDRESSS S gDl 1 s required to file a return, a
500 BRICK BUILDING4343434343 {recipient) for resale negl\gence_ penalty or
CHI C',‘AGO IL 60125 11 Foreign tax paid 12 Foreign country or U.S. possession other sanction may be
’ imposed on you if this
$ income is taxable and the
1 3; Excess golden parachutz payments | 1 : Gross proceeds paid to an attorney IRS detﬁgg‘l')”:e;‘:‘:pto'tnzzs_
T5a Section 400A deferrals T5b Section 409A Income T6  Statetaxwihad 17 Stte/Payers st o, T8 Stste mcome
$ $ S 3
Form 1099-MISC (keep for your records) Department of the Treasury - Internal Revenue Service

Once edited to resolve the warnings, verified, printed and printed/distributed, users may file the form to the
IRS.
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ﬁ Year-End Forms 1099-MISC Tax Form

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

Jurisdiction Status 1D Number Due Date Date Submitted

File Mow United States Not Filed 123456789 3/28/2014

D1WS5:1018449

vacy Statement

2. Directly Upload the XML file using the Greenshades© Web Application Interface

| o

Year-End Forms

Select a workspace below:

| Click here to import new tax !ﬁms into Year-End Forms |

‘Year: 2013 |Z| Sort By: WorkspaceTitIe—AtoZ: View: Expaﬁgd : Search:

(Sign Ou) |

™

‘ Search for a Form: Form Type: 1099-MISC |Z| Tax Year{optional): All mipient Name/TIN:

& o K to canfigure. :
0 ou ave new workspaces to conngure Users may directly upload the XML file

using the Greenshades@© Web Interface

RYANNAV: Ryan Test CMiC 2013 1099-MISC Tax Forms i} New!

rmset D1W5:1018195

ACME: Ac 2013 1099-MISC Tax Forms Formset D1WW/5: 1018449
12 vendors with $6,038,492.29 in nonemployee compensation
How Forms Were First Issued | 0 forms were printed and mailed by you. Important Dates:
N Forms Loaded 10/31/2014
0 vendors forms were mailed by us per your request. TR o
M 12 vendor(s) must still be issued a form. E-File Submitted -

ACME: Acme.Inc 2013 W-2 Tax Forms Formset D1W5: 1014057

Users may follow on screen instructions for each step to upload an XML file generated by CMIC
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941 Reporting

B Greenshades Filing and Payment Center

a& View Recent Tax Changes

Friday, January 29, 2010

FEX

S

File and Pay Shortcuts Reminders

Fier: | 41l Types

v|

9 eFile Wizard

(%) Pending ) Complated

Edit Beminders

7—1 View Previous Filings

=l PastDue

A

\'@ Tax Payment Wizard

& Due 1043142009
Filing for State Unemployment

D Year-End Forms

Uszeful Links:
IRS Bugineszs Home
554 Buziness H

& Due 10/31/2009

i Filing for Federal 341
Other Information fing for Federa

=] Duewithin 7 Days

& Due 14312010

Filing for Federal Unemployment
& Due 143142010

Filing for State nemployment

& Due 143172010
Filing for Federal 341

& Due 143172010
Filing for State withholding

=l _Duewithio 30 Daus

¥ Settings

b

Computer Methodz International

Click the desktop icon created for 941 reporting in step 4 (Step 4: Icon Setup for Greenshades section in
guide) to bring up the Greenshades screen above.

To import 941 data, click the Settings link pointed to by the red arrow above.
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P Greenshades Filing and Payment Center

Settings

| Upload Data || Prowsy Information || About || Regiztration Informatio l Impart Data | 4

dvanced|

If wou have previously saved an edit file from the eFile Wizard's Advanced Mode
Editor, pleaze use the button below to browse ta the file.

Load Saved Edit File

[t you have an =ML data file t
Wizard, you can load it uz

Load ¥ML D ata File

ou wizh to import and uze with the E-File
e button below.

[ ok, ] [ Cancel ]

Click the Import Data tab and press the Load XML Data File button. Greenshades will walk you through

the rest of the steps. If you require any assistance, please contact CMiC.

User Reference CMiC - Greenshades v10x

Reporting via Greenshades -

101



1095 Reporting

i CMiC Filing Center

s | Your Upcoming Deadlines

> Create E-File Returns

) View Filing History

. View Recent Tax Changes

J Create Year-End Forms

Simplify

Year End Processing

@) GREENSHADES
LET US HANDLE THAT

Year-End Forms
Choose a set of Forms

|Use this wizard to upload your W-2s, 10598s, and other year-end tax forms to
GreenshadesOnline.com. You will be able to use that website to complete your year-end
process including: reviewing and editing your forms, enabling online access for recipients,
mailing out any remaining forms, and finally submitting an E-File to the government.

Please select the forms that you wish to work with: e ——

Year: [2014 VI = = =

Type of Tax: [W-z v] ———

) < Back Nesd >

Launch the Greenshades wizard, shown above, and click Settings on the bottom-left of the wizard.

Settings == = - -

| Upload Data | Prosey Infomation I About | Registration Information | |”1I_:"\f.=|'t Data i

Load Saved Edit File

Load XML Data File

2]

If you have previously saved an edit file from the eFile Wizard's e
Editor, please use the button below to browse to the file. 0'

If yvou have an XML data file that you wish to import and use with the E-File
Wizard, you can load it using the button below.

r

[ ok | | camcel |

In the Settings window, shown above, click the Import Data tab, then click [Load XML Data File].
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= -

£ XML DataFile H—‘ -
. —

@; ,iv| .. ¢ Computer » Local Disk (C) » temp »

Organize - Mew folder
i Favorites MName Date Type Size Tags
. SRC . docroot 16/02/2015 5:00 AM File folder
Bl Desktop D HRACA_2015 19/10/2015 3:12 PM KML Document 598 KB

Then, navigate to and select the exported XML file.

Ii-_ Your Upcoming Deadlines SelectReturns to File
Check the Build box for each file you wish to create and click "Next'.

1-!5 Create E-File Returns

’:} Vicw Gl Moy Filter: |[ALL FILES] - click Build I

Electronic Retumn Status Method Build?

g A Us-1085C Y/ P Auwaiting Creation Et;“él ,
J Create Year-End Forms )
. Ay us-eeD P Auwaiting Creation ]

. View Recent Tax Changes

Simplify

Year End Processing

check this box
@) GREENS ﬂ—l
LET US H,

WHDLE THAT 0 C|3:k here if you would like the ability to edit your data prior to creating your electronic file (Advanced).

@ Help Guit : Back Nesxt >

) Settings

Back in Greenshades, for the 1095-C electronic return, click Build, as shown in the above screenshot.
Then, check the check-box labeled, “Check here if you would like the ability to edit your data prior to
creating your electronic file (Advanced).” Click [Next] to proceed.

In the next Greenshades window, shown by the following four screenshots, the compiled company and
employee information can be reviewed, and if necessary, modified:

2 Edityour US - 1095-C information - r— o | e
CLTELSNEL TR PY MJ Payrol Company -

. Company Information  Expand Section Company & Employee

information

 Employee Information  Expand Section

once file is built, company and employee information
can be reviewed by expanding each section
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& Eatit your US 1005 C infarmaton - - — [ESSECE ]

Y 1J Payroll Compary- =

~ Company Information

Company Informaton [Contactinformaton Additional Company Information
Company Nams Y M Payrol Company Name mahsen Comected1084 Qualifying OfferMethod
EIN PyMii2345678 Submittar Twe
P e — prone [F755980138 e Businass Nams Control Coda Gual Offar Mathod Transition Ralisf
- Emai Country Code Sec. 4550H Transivon Reiet
City. State. Zie  Schenscimdy WY 12385 - L
Designated Govemment Entity (DGE) 98% Offer Method
Designated Entty Company Name Jurat Signature PIN
Dasignated Entity Company Name2 Min Excception Cover
Company Information can be Authoritative Transmitsl ALETorml FTECoum
| reveiwed and modified within GS
Total Forms Fiad By ALE 213 Aggregated Group
! Memberof Aggregrated ALE Group 4980 HRelief Code
ALE Member Information - Monthly
Minimum Essential Coverage Offer Ful-Time Employe= Count Total Employee Count Aggregated Group Section 4280H Transition Relief
| e
Jan [} 203 204
Feb O 204 205 O
I Mar () 205 206 ()
Apr ] 208 209 a
| may [ 209 210 [
Jun O 210 211 O
Sul O 209 210 O
Ana [ ] sna 210 0
I sep O 209 210 O
| oct [ 209 210 [
| now o 209 210 [=]
Dec o 209 210 o
~ Employee Information  Expand Section
Cancel Sve and Close
O —— - - - — =
.7 Edit your US - 1095-C information - - — Ll_g

— s —

-« Company Information Expand Section

~ Employee Information

Employee ID SSN First Name Middle Name Last Name Address1 Address2 City State Zip Country Employer Provided Self-Insured Coverag: ~
[E
| || L)
[+] 01-MIKE 159654236 Parratt Mike Manhattan NY 12345 =]
[+] D2-JUNE 258969999 June Chiu 111 Manhattan NY 12345 ]
587777892 Andy Tin Manhattan NY 12345 ]
258963147 Jafari Maheen 7851 Golden Creek Manhattan NY 12345 =] [
Employee Offer and Coverage |Covered Individuals
Jan | 1A
| Feb | 1A $0.00| 2C
Y g Users can review and
May | 1A TiEe edit 1095-C information
Jun| 1A $0.00 | 2C with GS
Jul | 1A $0.00| 2C
Aug | 1A $0.00 | 2C
| Sep| 1A $0.00| 2C
Oct| 1A $0.00 | 2€
I MNov | 18 $0.00| 2C
Dec| 1A $0.00 2C

7 Edit your US - 1095-C information (e A B

ta company

a Company Information  Expand Section

+ Employee Information

Employee ID SSN First Name Middle Name  Last Name Address1 Address2 City
\ =
[+ D1-MIKE 159654236 Parratt Mike Manhattan NY 12345
[+] 02-JUNE 258959999 June | chiu 111 Manhattan NY 12345
[+] 03-ANDY 587777892 Andy Tin Manhattan Y 12345 User can also review
[ O4MAHEEN | 258963147 Jafari | Maheen | 7851 Golden Creek Mahattan v 1234s|  and modify dependent
= Offer and Coverage| Covered Indriduaks | < 3 information within GS.

Last Name: SSN Birth Date Covered All 12 Months
258963147 |01/01/1972

] §
| &
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Built File Errors

I CMiIC Filing Center =l

'_-H. Your Upcoming Deadlines ReviewBuiltFiles

Select a built file below to submit or view errors.

‘;Jj Create E-File Returns

y. . . Click on the link to either submit or view errors for each E-Filing.
_.'_J’ View Filing History

. View Recent Tax Changes

31 US - 1085-C ot 2 Error(s) Found Click to View Errors

Hectronic Retum I Status Combined § gjjck Here

J Create Year-End Forms

Greenshades will notify
Engage users if any errors are
Your Workforce found in uploaded file |

[

|

! @) GREENSHADES

, LET US HANDLE THAT |

@ Setiings L7) [ aw | [ <Back |[ Fiish |

View Errors

Please correct the errors listed below prior to submission.

‘!‘{ View Details =4 Print Errors I,H Save Errors

-
»

Messages are broken down inte two sections: Errors and Warnings. Errors will cause your [

i electronic file to be rejected by the filing agency and must be corrected prior to submitting your
file. Warnings, however, will not cause vour file to be rejected and can be ipnored. Warnings are
displayed in this report for your information only.

m

ERRORS

& (Error) (Validation) C:PYMI12343678

* The EIN entered (PYNI12345678) is not a valid EIN. The EIN must be 9 digits long. (Error) || |
(Validation) C:PYMI12345678

Back to Top

t!) < Back Mext >

= T— —_— —

Although errors can be fixed within Greenshades, to maintain the integrity of Enterprise’s data, it is
recommend that any data related errors are fixed within Enterprise. After the corrections, the 1095 data can
be re-built, re-exported, and re-import into Greenshades for re-processing.

Once the errors are resolved, user can save the created e-File and submit it to authorities.
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