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Introduction

This guide walks you through the Year-End Process, including:

e Processing a Summary Diagnostic
e Creating a Transmission File
e Sending the Transmission File to Greenshades for Processing.

Sending fourth quarter reports for the year is not covered by this Guide. Please follow your normal procedures
for creating quarterly reports. If you are not familiar with creating quarterly reports, please see Adapt’s Online
Help.

Process Summary Diagnostic

The Process Summary Diagnostic feature gathers together tax information for a corporation and reporting
period in order to perform diagnostics and to make the information available for the creation of a fransmission
file. This process must be successfully run for the corporation and reporting period BEFORE creating the
tfransmission file.

To process a summary diagnostic:

1. Onthe Government Reporting Process Search Results page, click Process Summary Diagnostic.

2. The Government Reporting Process Summary window displays.

3. Inthe Corporationfield, use the drop-list to select the corporation for which you want to perform a
summary diagnostic.

4. Inthe Period Beginfield, enter the first day of the period for which you are processing a summary
diagnostic. Since this is for the full year 2025, use the calendar control to select 1/1/25.

5. Inthe Period Endfield, enter the last day of the period for which you are processing a summary
diagnostic. Since this is for the full year 2025, use the calendar control to select 12/31/2025.

6. Inthe Reporting Type field, use the drop list to select Annual.

7. Click Confirm. The summary diagnostic is sent to the queue, and a Queue Confirmation window
displays.

8. Click Close.
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The Government Reporting Process Search Results grid displays the just created process. The following
columns are displayed in the grid:

Process ID: Internal ID to tfrack the government reporting process.

Status: Current status of the process. You can refresh the screen to get an updated status. When the

Status column displays Completed, the process has finished. If the Status column displays Failed, the
process is completed and you need to view the diagnostic messages (see details on the next page) to
find out how to correct the problem that caused the process to fail.

Submit Date: The date upon which the process was submitted.

Submitter: The user who initiated the process.

Period Begin: The Period Begin date entered on the Process Summary Diagnostic window.

Period End: The Period End date entered on the Process Summary Diagnostic window.

Corporation: The Corporation selected on the Process Summary Diagnostic window.

Process: The process being run (Annual, Quarterly, etc.).

Process Type: The type of process being run (for example, Process Summary).

To see more details on the process, click the ID link in the Process ID column.

The Summary segment displays basic information about the process. The Diagnostic segment displays
warnings and messages. Some of the messages are informational (for example, the number of employees and
contractors selected). Some of the messages are warnings about missing or mismatched data (for example, a
required local tax setting is missing or an employee does not have an address).

Review the diagnostic messages and make corrections to your data as needed. For example, if the diagnostic
message notes that an employee does not have an address, add an address to the employee record.

Once you have made all of your corrections, re-process the Summary Diagnostic (using the instructions on the
previous page). There is no harm in re-running a summary process. Once this process has completed, you can
again check Diagnostic messages and make any needed corrections.

Once you have run a summary process in which no further corrections are needed, you are ready to create the
Transmission File.

Creating a Transmission File

The Create Transmission File workflow takes the information gathered by the Summary Diagnostic (see page 3)
and generates an XML file that can be uploaded to Greenshades. You must first successfully create a
Summary Diagnostic for the Corporation and Reporting Type before using the Create Transmission File
functionality.

To create a Transmission File:

1. On the Government Reporting Process Search Results page, click Create Transmission File.

2. The Create Transmission File window displays.

3. Inthe Corporationfield, use the drop-list to select the corporation for which you want to create a
tfransmission file.

4. Inthe Period Begin field, enter the first day of the period for which you are creating a transmission file.
Since this is for the full year 2025, use the calendar control to select 1/1/25.
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6.
7.
8.

In the Period Endfield, enter the last day of the period for which you are creating a transmission file.
Since this is for the full year 2025, use the calendar control to select 12/31/2025.

In the Reporting Typefield, use the code selection icon to select Annual Reporting.

Click Confirm.

The Transmission File is sent to the queue and a Queue Confirmation window displays. Click Close.

The system creates a file in the same folder where your quarterly and/or monthly transmission files are located.
This is the file you will upload to Greenshades in the next section.

Sending the Transmission file to Greenshades

Note: The following section assumes you have installed Greenshades. If you are having difficulty with the
installation, please have your liaison contact Bullhorn Support.

Note: As of the publication of this document, Greenshades had not yet released their most recent updates.
Thus, it is possible that a screen or workflow may slightly change with the update. If this is the case, follow the
instructions in this document as best you can for each screen. If you are unsure of what to do, please have your
licison contact Adapt Support.

Transmitting the File
1. Open the Adapt Report Transmitter.
[ A htuptReport Trnsmis o |
Tranamission Fis |
Greenshades Carter £\ Progmen Fles <BE] Cirmanshades Schmare reanshades Canter Select
0K Cancel

2. Click Browse and navigate to the directory where the Transmission File (see page 5) was created. Select
the Transmission File and click Open.

3. On the Adapt Report Transmitter window, click OK.

4. Greenshades’ Welcome to Tax Filing Center window displays. Click Close.

5. You may receive a message that updates have been found. If so, click the Update Now button. If you do
not see the message, skip to Step 7.

6. When the update is complete, Greenshades does not automatically restart. Return to Step 1 to restart
Greenshades.

7. The Greenshades Tax Filing Center appears.
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8. Click on the Create Year-End Forms bottom on the left-side menu.

9. The Year-End Forms page displays.

ﬁ Greenshades Tax Filing Center — 4
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75 Create E-File Returns
j View Filing History Use this wazard to upload your W-2s, 1099s, and other year-end tax forms to
GreenshadesOnline .com. You will be able to use that website to complete your year-end
process including: reviewang and ediing your forms, enabling online access for recipients,
. View Recent Tax Changes mailing out any remaining forms, and finally submithing an E-File to the government.
" Create Year-End Forms Please select the forms that you wish to work with:
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In the Yearfield, use the drop-list to select 2025.

In the Type of Taxfield, use the drop-list to select either W-2 or1099-NEC, depending on which type of form
fo be imported. Select Next.

10. The Upload 2025 Payroll page displays.
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Your Upcoming Deadlines Year-End Forms
; Create a new Formset
ﬁ Create E-File Returns
j View Filing History You have not yet uploaded your 2021 'w-2 forms to GreenshadesOnline.com. This wizard will guide

you through the upload process. Click Next to start uploading forms to a new formset.
. View Recent Tax Changes
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This page displays a summary of the information contained in your Transmission file. Make sure the
information matches your records, and click the Upload Forms. This uploads the Transmission File to
Greenshades. Click Next.

11. The Choose Payroll Administrators page displays.
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This page allows you to indicate individuals who are authorized o administer your W-2 forms and payroll
data. The users selected here will be able to log intfo Greenshades Online to administer the associated W-2
forms and payroll data.

To authorize a user, place a check in the box in the Authorized column. Click the box toggles it between
checked and unchecked.

You can add a user to the list by clicking the “add a new contact” link.

When you are satisfied with your selection of users, click Next.




12. The Finalizing Upload page displays.
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Depending on the number of employees in your fransmission file, this process may take a while. The page
refreshes every 30 seconds so if you wish, you can simply wait until the process completes. If you prefer not
to wait, you can enter your email address in the field and click Finish. Greenshades will notify you via the
entered email address when the process has completed.

13. Once the process is complete, the Finalizing Upload page refreshes to display the following:

Finalizing Upload
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The page provides a link to GreenshadesOnline.com to complete the process. Click on the link to go to the
next step in the transmission process. Clicking Finish returns your user to the Your Upcoming Deadlines
page.

14. After clicking the link, a new browser window opens.




GreenshadesOnline

Account Legin

@ Login

Enter an email address and password that match the credentials created either during the inifial
Greenshades signup or if you added a new contact in step 11.

15. Click Login. The Company Information page displays. If the company was previously set up in
Greenshades, both the Name and EIN default. If the company was not previously set up, you will need to
add this information. You can also change the default information, if needed. When you are satisfied with
the information on the page, click Continue. Go to Step 18.

16. The Logo page displays allowing you to display a logo that can be seen by employees when they log in.
This is optional. If you want o add a large and/or small logo, click the Browse button and navigate to the
logo’s graphic file. When you are satisfied with the information added to this page, click Continue.

17. The Primary Billing Contact page displays. Select a Contact from the droplist o be the primary billing
contact. Once selected, make sure the name, phone number and email address is correct. Change the
information if needed. When you are satisfied with the displayed information, click Finish.

18. The Year-End Forms page displays.

-

Year-End Forms

Yiear-Erell Finiviei

Click on the W-2 or 1099-NEC link (in the Forms column).

19. This launches the DownloadMyForm page in a new browser window.
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If there are any issues in the uploaded state information, you will be presented with a list of the errors. Click
the Pencil icon to edit the information presented. If the error is corrected, the Error column goes away.
When you are satisfied with the information presented, click Continue.

If there are any issues in the uploaded local codes, you will be presented with a list of errors. Click the
Actions column to tell the system what action to take on the locality. When you have successfully selected
an action, click Continue.

If there are any issues with local naming conventions, you will be presented with a list of corrections to be
made. You can click the Pencil to edit any individual locality names. You can also click Add Locality to add a
locality to the list. When you are satisfied with the information displayed, click Continue.

If there are no errors at a level, the page for that level does not display.

20. The Welcome to Year-End Forms page displays.

e s (e By £ (D)

Welcome to Year-End Forma
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Tear-Lnd Formm Chachint

This is a checklist of things that need to be accomplished to complete the year-end forms process. When a
step has been completed, a check appears in the box to the left of the step. To complete an unchecked
step, click the step’s link. For example, if you have employee identities that need to be verified, click
Employee Identify Verification.

Since now all of the steps are required, the steps are explained below:

e Employee Identity Verification: Not Required. Allows you to verify employees against Social Security
records. This helps reduce errors and penalties from submitting forms to the Social Security
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Administration with incorrect employee information. To perform this step, click the Start Verification
button on the Recipient Identify Verification page.

e Resolve Warnings with your Forms: This may or may not be required, depending on the type of errors
found. Typically, you will want to correct any warning with a High Severity. To correct a warning, click Edit
o the left of the row with the warning message.

e Verify W-2 / 1099-NEC Forms Totals: This is required. The page shows totals gathered from your W-2 or
1099-NEC forms. Review the totals and verify they are correct. If they are, click the | have reviewed the
totals on this screen and verify that they are correct checkbox and then click Finish.

e Manage Employee Access: This contains three parts. The first part is optional and allows your
employees to get their forms through GreenEmployee.com.

o NOTE: At this time, this first option is only enabled for clients who use the Web Portal. If you want
employees to view their W2 via the Web Portal, make sure this option is selected. This option will
be made available to all users in an upcoming release.

The second part creates a Turbo Tax file for your employee to import directly into TurboTax.
The third part has some additional settings: W-2 form layout, additional employee editing
options, users who should be notified if an employee edits their W-2 form.

e Distribute Any Remaining W-2s to Your Employees: By a certain date, if employees have not
downloaded their W-2 forms, Greenshades offers two options: 1) Greenshades will print and mail your
remaining forms to your employees for a fee or 2) Greenshades allows you to print the forms and
distribute them.

e -E-File State W-2 Returns: Allows you to file state forms electronically (or view historical information
regarding a past filing).

e E-File Federal W-2 Return: Allows you to file federal forms electronically (or view historical information
regarding a past filing.

e E-File Federal 1099 Returns. Allows you to file federal forms electronically (or view historical information
regarding a past filing).

21. If you click the My W-2s / My 1099s button on the checklist page, the View Employees page displays.

This page displays all the information related to your uploaded W-2 forms. Any form with an issue will be
shown with a red exclamation point. You can either click Edit to open a form and make changes or click
Print to view a PDF of the form.

Editing displays a W-2 form.
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You can edit both the employee and employer information on the form.

22. Clicking the My Reports button on the checklist page displays a list of reports allowing you to check on
the status of your Year-End forms. To run a report, simply click the report name’s link. Click the Home button
to return to the checklist page.
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