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Greenshades & Avionté

Avionté partner, Greenshades, handles the Quarter End and Year End formatting of the files needed to upload to the
Federal and State websites on a quarterly basis. Greenshades uses a third party to maintain the specifications from
the agencies. With our feed in Avionté, you will create an XML which passes the raw data to Greenshades so that
they can create your returns. Greenshades does have limited power of attorney which allows them to file the 941,
940, and Federal W2 for your convenience.

Be prepared to complete your Form 941, Schedule B and State SUI during one Greenshades session.

> oremistapEs B o e
2> GREENSHA!

Let Us Print Your W-2s

Leam More ©®

We Handle Problems So You Don't Have To
=

Tax Flling Center ‘ Benefits

Payroll Tax Service Garnishments

B E &

Employee Services Dynamics Payroll Inspector

Year-End Forms

Supported Forms

Greenshades supports the following forms:
940/941

Federal W2 State

SUTA Returns

State W2

Local W2

An additional fee is incurred for the following:
State New Hire

Employee Verification

Employee W2s (through Downloadmyforms.com)
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If Avionté hosts your database, you can

Greenshades offers a download for self
Greenshades.

Download Greenshades Center

1. Open the URL in your web browser

https://www.greenshades.com/

Self-Hosted Clients

skip the following steps and jump to Section 3, Greenshades Properties.

-hosted Avionté clients. This will be your gateway to file through

From the Greenshades page, click the Downloads option.

Select Tax Filing Center from the drop down.

GREENSHADES

LET US HANDLE THAT

My Greenshades [ENSCRRTY

sales@greenshades.com

From the download screen, select Avionté to automatically start the download.

-

Supporting Documentation

» Tax Filing Center Installation Guide

« Tax Filing Center Product Guide and FAQ
« Tax Filing Center 1099 Walkthrough Video
+ Greenshades Firewall Guide

Click here to view our Getting Started documentation for the Tax Filing Cenfer.

Tax Filing Center Download

Contact Support:

1-888-255-3815 x1

support@greenshades.com

Downloads

N\

A Security Warning pop up will load

. To begin the install, click Run.

-
Cpen File - Security Warning

S

run this software?
Name:
Fublisher: Unknown Publisher

Type: Windows Installer Package

Mways ask before opening this file

The publisher could not be verified. Are you sure you want to

ADownloads\GreenshadesCenterForfvionte.msi

From: C\Users\bart.schulze\Downloads\Greenshades...

__.__
—

@
\\

How can | decide what software to un?

This file does not have a valid digital signature that verfies its
publisher. You should onby run software from publishers you trust.
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6. Inthe following screen select Next.

[77 Greenshades Center

Welcome to the Greenshades Center Setup
Wizard

The installer will guide vou through the steps required to install Greenzhades Center on your
computer.

‘WaARNIMNG: This computer program is protected by copyright law and international reaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
of criminal penalties, and will be prozecuted to the maximum extent pozsible under the law,

7. Allow the software to install in the default folder, we do not recommend changing the file location. Click Next to

8.

continue.

B
'_-!g Greenshades Center E e ]

Select Installation Folder

(el
=

The installer will install Greenshades Center to the following falder.

Toirstall in this folder, click "Mext". To install to a different folder, enter it belove or click "Brovss".

Folder:

C:\Pragram Files [x86]\Greenshades Softwars\Greenshades Center\, Browse...

Install Greenshades Center for yourself, or for anyone who uses this computer:

) Everyone

(20 Just me

[ Cancel ] [ < Back ] I Mewt >

Again, select Next.

Confirm Installation ﬁl \

Greenshades Center Eléui

The installer is ready to install Greenshades Center on your computer.

Click "Mext" to start the installation

N
]

Canicel ] l < Back ] l— Mewt > )]
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9. The installation is complete. You can finish by clicking Close.
Lo, =BT X

Installation Complete .l

Greenshades Center has been successfully installed.

Click "Close" to exit.

Flease use Windows Update to check for any crilical updates to the MET Framework.

Cancel < Back ( Cloze I

A folder titled Greenshades Center will be created on your shared location, or locally if a user is accessing it

remotely. Please make sure that the folder has the proper permissions for all users, with full read and write
ability.

If you have installed Greenshades and have problems, we recommend that you go to
https://www.greenshades.com/ to update your information by installing the updater patch, or the .NET
Framework. Greenshades updates their files regularly in addition to each quarter end so you will see updates
when launching Greenshades. Always allow the updates to run so that you have the most current version.

NOTE: If there are updates to Greenshades, you should always select Update Now when asked.


https://www.greenshades.com/
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Both hosted and self-hosted users should always allow Greenshades to run updates if asked.

Greenshades in Avionté

If this is your first time using Greenshades, we will happily walk you through the process and answer all of your
guestions. Contact the Avionté support team to set up an appointment.

Greenshades properties are housed in AdminTools of the Avionté core application. There are a few properties that

will require special formatting.

Greenshades Properties

Select the Detail tab.

ok wmnRE

From the Start Page select the AdminTools shortcut.

Double-click your company name in the right panel.

In the AdminTools window click Employer in the left panel

In the List of Property, select the Starts With filter option.

Type GS in the text field. The listed properties tell Greenshades that you are an Avionté customer and provide

the data needed to populate the static information on your tax returns. You may make any corrections to the

data listed here.

ABC Staffing Inc.
Detail | Branch User Wi Code

Bank Tax State/Country

Accrual Plan

Config Year

~Details

Shart Mame

Parernt Supplisr

IMext Invaice Mumber

- Supplier Info ~ Adddress
Shart Mame ABC123 Courtry Canada 'I
Full Hame ABC Statfing Inc Address 1 P yI——
Parert Supplier = address 2 —
FEIN 505505505 City Eagen
Mext Invoice Number
5306 Province AR - |Postal FXERFA]
Copy Information From j
Logo Invoice Logo Paymert Logo “List OF Property \
Property Walue /| DateErtere |
/n\K A : AN Tz
AVIONTE | somuacs || AVIDNTE | somwaas G5_CompanyFederal2infatMREF Pin 12345678 104772011
AVIONTE I
G5 _Company340_DesigneePhone B51-556-2121 08232013
Browwse | Browse | Browwse | = G5 _Company1099info_Replacementalpha ... AB 10M 772011
contact Methad ™ 33 _CompanyRegistrationinfo AYIOMTE FALSE A... 0623/2013
e o I ‘ ‘ | G5_Company340_Designeshame Biart Schulze 082372013
Toee Value fs Primary | 65_Company941info_MorthiyDeposiorin... - FALSE 10472011
* ‘ | ‘ [ 6S_Company1088info_PayerlameControl  GREE 104772011
[ G3_Company841nfo_DepositStateCode MU 104772011
The properties used by : G5_Company941info_SemiwesklyDeposit..  TRUE 17201 |
Greenshades to populate the | ©5_Company840_Designecindicatar TRUE oSS
5% Comnans Comasneedl L™ PSLIEE TR A0d 72014
tax returns are found here.
Save ]

You may notice that a number of the values are intentionally blank; some are items which you may not use,
while others are properties intended for future use.
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Generate the Greenshades Feed and XML

Greenshades is accessed through your normal Avionté core application login.

1. From the Main tree, select Weekly Process.

i S
A Weekly Process
AYIONTE  SOFTWARE

Main Menu Start Page | Weekly Pracess

Time Entry
j Payroll

“ig] Biling Accounting Period Shortcuts

-] Iwaice
| 05/25/2014 -
i A ‘ Generate ACH Open ExportAmport ‘

y Paycheck Accounting Period Summary

Description Value - ‘ 6L Generate Green Shade

Jo03 podwypodeg | podurgfuoda [sio03 [awop

- Import Export Accounting Period May 25 2014 12:00AM
enlort 1 Status OPEN =
i mﬂ Reports Staffing Supplier ABC o o
[=1- Administration Severe 2 1 Close Accounting Period
|~ @ Unemployment =
= G Created Date May 21 2014 1:22PM
8ty W Cl
& etam Total Errer Count 24 o

2. Click on the Generate Green Shade shortcut button. The Green Shades window will load. The Green Shades
window includes four sections.

Green Shades

Company & Date File Type
Yearly Quarterly
STAFFING SUPFLIER HEE M =
YEARID: LI e ‘ =
QUARTER : ST -
File Info File Action
File Name : | |
| Generste Fesd & XML | Launch GreenShades |
Green Shades XML Destination folder | |
PassRRlieRyDoay eoi B | Browse Existing File | Generate XML |
I Flag as Complete ‘

3. Choose the proper Company & Date Information.

Property Definition

Staffing Supplier Company name by Federal ID

Year ID Select the current year. Historically, you will have as many years as you have
been with Avionté.

Quarter Select the quarter for which the XML should be created. Historically, the four
most recent quarters will be listed. However, if this is your first year with
Avionté, you will see only the quarters which occurred within this calendar year.

4. Inthe File Type section, select the yearly and/or quarterly files, that you wish to submit via Greenshades at this
time.

5. Inthe File Info section choose your designated folder to store the XML on your local machine. You are able to
delete this folder once the quarter end process has been completed.
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6. From the shortcuts, select the Generate Feed & XML button.

When the feed and XML have been successfully generated, the File Generated message is loaded. This message

informs you that your file has been generated and is ready to be sent to Greenshades to build all of the year end

returns. The XML file has been sent to the location that you designated.

7. Click OK. Next you will launch Greenshades from the Green Shades window.

Green Shades

i A B File name : GreenshadesthLFeed_091213_1132.xml has been
~File Infa W' created in C:\Usersibart.schulzeiDesktop.

File Mame ©

 Comparyy & Date File Type
Vear Quarter
STAFFING SUPPLER | ABC1ZS - L4 y
W2 F 941 e
VEARID: [z =
940 F SUTA, e

ch Green Shades

Green Shades XML De
Cliserstbart schulzell

Flagy s Complete

‘ ‘ Browae Existing File | enerate XML

043 | sieiaq |8

Note: The XML format is not easy to review and it houses all of the raw data to build your returns. If you attempt

to open this file, keep in mind that it is very large and will take time to open.

Error Generating Feed

Error Generating Feed m

There are 3 errors while generating feed. Would you like to see

\ I}
the errors?

If you received a message stating errors occurred, turn to Error Messages: When Generating the Feed and XML

on page . Common errors and their solutions are discussed here.

10
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E-File with Greenshades

When you select Launch Greenshades, you will be leaving Avionté and entering into Greenshades. As you can see in
the figure below, Greenshades opens within Avionté but it is a separate window. When you launch Greenshades,
you will transfer the data to Greenshades.

1. From the Green Shades window, select the Launch Green Shades shortcut button. The Greenshades Tax Filing
Center window will be loaded.

Weekly Process

AVIONTE | soFtwase

[ Start Page ” Weekly Process | .
ster I g
& eenshades Filing and Payment Center [_[C1x] R
£ Back Of 3
" Your Upcoming Deadlines View Your Upcoming Deadlines > $,
3 3 Review the reminders you have set for upcorring tax fings. (Green Shades 5
2 . Greate E-File Retums
g
F B anT k2
0 % View Filing History Fiec [0 ipes - Copay O B
a = @ Pending © Completed  Edit Reminders = =
! View Recent Tax Ghanges Vearly Quarterty 3
-~ PS STAFFING SUPPLEER ABC123 v 1%
= S =) PastDue . B e B
~ S ™ 4 Due: 173172013 Retum for State Withholding YEARID 2013 M Z " & "
5 Report Weather for Saint Paul, Minnesota | [~ Jj Due: 1/31/2013 Retum for Federal 341 Ml T a4 ~ = " 37
A & Due 13172013 Retum for State Unemplogment 1=
) Administ ™ 2 Due 173172013 Return for Federal Unemplogment R =i
‘3 I & Due 272872013 Return for Federal Year End W-2 FieInfo File Action —
) Tomorrow: Mostly Cloudy & o
—ﬁ ue: 4/30/2013 Retun for Federal 341 || File Narme |
= Low: 40°F  High 65 'F ’z' Generate Feed & XML (| Launch Green Shades | |
& Chance of precipiation: 0% T 2 Due 4302013 Return for State Unemplogment Green Shades XML Destination fokder [
i i Due: 773172013 Retun for Federal 341
UIxR:Slulekx . & Due [cuserstoant schuzeDesiton _Browse o e S copgre
Business Home 2 Oue 7312013 Retum for State Unemploment C:\Wiserstart schuize'DesklopiGreenShadesXMLFeed_
$S4 Business Home 091913_1132xml
=— = Due within 3Months
S s - Flag as Complete
Seioy ” T2 Due 1/212m3 Fletun for State |

2. You may be asked for your Registration Key before entering Greenshades.

If you do not see a state in which you do business, there may be an issue with your registration key or you have
not added this state to your list. If you need to add a state, contact Malik or Bart at Avionté.
3. If you have not been asked for your Registration Key, click Settings in the Greenshades window.

In the pop up, enter your registration key. Your registration key identifies your company as a client of Avionté
and displays which state returns that you have registered.

5. Select Validate and verify your company. If the information is incorrect, call Avionté support for assistance.

Upload Data | Prosy ion | About  Registral i IInwﬂDataleancedl

To use the Greenshades Center you must enter a registiation key.

Registiation Keyr  |UCYADSUSEZWYEEW Validate

Avionte - DEMO ACCT __

Data Persistance Error ﬂ
Client Since:  1/1./1300
Expires: 1172016 5 An error occurred whils attempting to store the prasxy information.
| wou will have to re-enter this information next kime you use this
Registered for:  Avionte = product,
s |

Once you have validated the Registration Key, click OK. The Data Persistence Error message will appear.
Click OK. This message is normal. It states that you will need to re-enter your registration key each log in.

11
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Building the 941 Return

We will begin with the 941 return.
Form 941

1. Inthe Greenshades Tax Filing Center window, select the Create E-file Returns from the menu. The Greenshades

Filing and Payment Center window loads.
Py

Your Upcoming Deadlines |
w
) View Filing History
~ View Recent Tax Ghanges

Create Year-End Forms

2. The Select Files to Build table displays the available forms to choose from. Locate the 941 and select the Build

check box.

Greenshades Filing and Payment Center

- Your Upcoming Deadlines

¢ Greate E-File Returns )

- ;
“) View Filing History

Select Files to Build
Check the Build box for each file you wish to build.

P S |

=

Fiter. |[ALL FILES] 'I Select All
Electronic Fie Status Method Build?
~ View Recent TaxCh N
BA us-1033MiSC) P> Awaiting Creation [intemet | T j
Greate Year-End Forms
US - 94x (340) > Awaiting Creation [itemet =] I
Weather for Saint Paul, Minnesota
n@x (341 ]) P Awaiting Creation lln!emet 3@
Ba uvs-w P Awaiting Creation Iln!emel 'I -
AZ -Suta P Awailing Creation I‘Nﬁmﬂ 'l L
Tomorrow: Mostly Cloudy
Low: 40°F  High 65 F AZ-Sub p—— [Meda =] I
Chance of precipiation: 0% Lt = — ~|
Useful Links: [V Check here if you would ke the abiity to edit your data prior to creating your electronic file (Advanced).
IR: iness Hom
SSA Business Home
@ Settings (7)) i | L News |

3. Select the check box below the table. This gives you the ability to edit your information.

4. Select Next. This will bring up the 941 form pre-populated with your data. You will be able to edit the
information and add your deposits for the quarter.

12



A

AVIONTE | SOFTWARE

Quarter End

The 941 Editor

The 941 will load in full screen. You will notice that you have a message stating one or more errors have occurred.
This is due to rounding from the calculation on the front page of the form. The amount does not match the liability

from Schedule B.

1. Select OKin the message pop up.

=181 X

Page:i ~  Form 941“;:" Save & Close|| & Print Form | Wi Save as POF

won 941 for 2014: Employer's QUARTERLY Federal Tax Retum 0
(Rev. January 2014) Department of the Treasury — Intemal Revenue Service OMB No. 1545-002¢
Enpioye ldestoston manbir 50 |~ /5505505 Report for this Quarter of 2014
EN) Pl (Chack one)
Name fnot your trade name) ABC Staffing Inc. | = F  March
Trade name (if any) J 2 April, May, June
/! 3 July, August, September
addess | 123 Main Street |
Number Sweet Sl o soomh b 4: October, November, December
| 2 Prior-year forms are available at
|Eagan |8 111 | T e
Ciy State 2P code
lead the separate instructions before you complete Form 941. Type or print within the boxes.
EZXH Answer these g for this quarter.

1 Number of employees who received wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarterd) 1 0

s W o~

for correcting them.
Taxable social securityftips .

Taxable Medicare wag
Taxable wages & tips sub

Wages, tips, and other compensation . . . . . . . . . . . . . ..

Taxable social securityjwages  Youhave one or mare errors. Please mouse over the boxes inred to view
Instructions

2 58436.07
10754.73

| Check and go to line 6.

Additional Medicare Tax withholding |

g &8 @ g

Add Column 2 from li
Section 3121(q) Notice and Demand—Tax due on tips (see i

2

o

7  Curmrent quarter’s adjustment for fractions of cents . . . . . . . . . . .
8  Curment quarter's adjustment forsickpay . . . . . . . . . . . . ..
9  Current quarter’s adjustments for tips and group-term life insurance . . . . .
10  Total taxes after adjustments. Combine ines6through® . . . . . . . . .

Total taxes before adjustments (add lnes 3, 5¢,and5) . . . . . . . . . .

6228.43

< 6|

i) 4| 16983.16

11 Total deposits for this quarter, including overpayment applied from a prior quarter and

overpayment applied from Form 941-XorForm944-X . . . . . . . . . .
12a COBRA premium assistance payments (seeinstructions) . . . . . . . . .

12b  Number of individuals provided COBRA premium

13 Add inee 17 and 128575 5o R e oo e e sl o meRie e e
14 Balance due. If line 10 is more than line 13, enter the difference and see instructions . . .

15 Overpayment. If ine 13 is more than line 10, enter the difference |

e 1 0.00
.. 8 0.00
o9 000
S0l 1698316
0.00 |
Lofal 0.0
0]
Sl 0.00

1 16983.16|

\Oheekone: |_J Aepytonextretum. | | Sendarefund.

Tell us about your deposit schedule and tax liability for this quarter.

2. At the bottom of the form you can click the Next Page button to move ahead.

3. Schedule B can also be reached by clicking Form 941 at the top of the page.

=X

Pagel| - Form 941 SavcnclnseH 4 Print Form ” ff SaveasPuFI

4. Select Schedule B from the drop down.

13
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Form 941 Schedule B
On Schedule B, the liability from the check dates in Avionté are shown.

1. Edit the numbers as needed to match line 10 of the front page. Any remaining differences occurring from the
fraction of cents rounding, will be shown on line 7 of the first page.

2. Combine or change these numbers as needed to make sure you are reporting the correct figures.

(EIN} _ Report for this Quarter ...

Name (not your trade name) |ABC Staffing Inc. | 1: January, February, March
Calendar 2: April, May, June
The three months combined must equal the total 3: July, August, September

on line 10 from the front page of the 941. Here is
where Avionte passes the liability from each
checkdate and displays it on the Schedule B. You

4: October, November, December

;‘;',ﬁ?ls can change or combine as needed to reflect the [ asei v o I o o s
Form correct time when you deposited the funds. icause your accumulated tax Hability on any day
was $10 ids to the date wages were paid. See Section 11 in
Pub. 15
Month 1

| | | | | Il ‘ L‘ 5 - | Tax liability for Month 1
1 ] 17 25
2| 10| 13| ; \zsL__ \ | |10545.68
a| 1] |10|333.25 ‘27L_ ) |
4 |12|9756.25 |20|456.18 |28 ) _
5| 1a| |21 | 29| J
5| J1a| |22 | 20| _ J

|

7| |15 | |23 31| )
8l 18| |24 |
Month 2 'i

| | o | | | ‘ 25| i ‘ Tax liability for Month 2
1 17
2(427.37 10| |1a| | o8| i |427.37
a J11] J1s| | 27| -
4| 12| J20| | 28| 1
5| |13 Jos | 20| 1
5| 1l 2| B \
7| J1s | Jza| a1 |
A e o | ,
Month 3
4 | | 9 | |17| ‘25| ‘ Tax liability for Month 3
2| o] o B | [s010.22
Ny | el |2565.19 |
4| |1z | |20 | 28| |
5| J1a| J21| |as| |
¢|3445.03 [14] Jos| |20 |
7| Js | |23| |21 |

3. When finished making any needed corrections, return to Form 941 using the drop down at the top of the page.
Your changes will be reflected on Form 941.

14
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Finalized Form 941

Your updates have been included in Form 941.

1. Account for the rounding amounts on line 7. This allows you to tie out line 10 with the total on Schedule B.

2. Make sure that you have entered the deposits for the quarter in line 11. If you have over/under deposited then

lines 14 and/or 15 will automatically be updated.

[l Advanced Editor

—|2]x

Page: [ ~  Form 941“@ Save &Closel[ & Print Form H [ saveas PDF}

rorm 941 for 2014: Employer's QUARTERLY Federal Tax Return

(Rev. January 2014) Department of the Treasury — Intemal Revenue Service

950114 =

OMB No. 1545-0029

Trade name (ifany) | |

x R rt for this Quart f 2014

Name fnot your trads name) | ABC Staffing Inc. | 1: January, February, March
2: April, May, June
3: July. August, September

Read the separate instructions before you complete Form 941. Type or print within the boxes.

Address | 123 Main Street J 4: October, November, December
Number Street Sulte of room number 5 <
o Instructions and prior year forms are
|Eagan |[MN ||55121 | available at www.irs.gov/form941.
cy State 2P code
{Umted States v J ‘ | ‘ ‘
Foreign country name Foreign provinceicounty Foreign postal code

LcUG Bl Answer these questions for this quarter.

4 Number of employees who received wages, tips, or other compensation for the pay period

including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter4) 1 0
2 Wages, tips, and other compensation . . . . . . . . . . . . . . . .. 2 58436.07
3  Income tax withheld from wages, tips, and other compensation . . . . . . . . 3 10754.73
4 If no wages, tips, and other compensation are subject to social security or Medicare tax Check and go to line 6.
Column 1 Column 2
5a Taxable social security wages . . 36538.76 |« 124 = 4530.81 |
5b Taxable social security tips . . . 0.00x 124 = 0.00|
5¢ Taxable Medicare wages & tips. . 58538. 76. x.020= | 16977'62;
5d Taxable wages & tips subject to
Additional Medicare Tax withholding | x009= | i
Se Add Column 2 from lines 5a, 5b, 5,and5d . . . . . . . . . . . . . . ... 5o | 6228.43
5f Section 3121(q) Notice and Demand —Tax due on unreported tips (see instructions) -« 5| |
6 Total taxes before adjustments (add lines 3, 5e,and5f) . . . . . . . . . . . . 6 | 16983.16 |
7  Current quarter's adjustment for fractionsofcents . . . . . . . . . . . . . C 0.1 1)
Current quarter's adjustment forsickpay . . . . . . . . . . . . . . .. 8 I 0.00T‘
9  Current quarter's adjustments for tips and group-term lifeinsurance . . . . . . . 9 | 0.00
10  Total taxes after adjustments. Combine ines6through9 . . . . . . . . . . . 10 | 16983.27 |

11  Total deposits for this quarter, including overpayment applied from a prior quarter and
overpayment applied from Form 941-XorForm944-X . . . . . . . . . . . . (

_
16983.27)

12a COBRA premium assistance payments (see instructions) . . . . . . . . . . . 12a|

4%k  Numbhar af individiial idad CORDA i i | h‘

3. Click Save as PDF. This saves the form as a PDF to your local computer.

4. After saving the PDF, select Save and Close and this will save the information with Greenshades and allow you to

complete the filing process. The editor will close at this point.
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Filing the 941
You have completed the building process; the next step is to file Form 941.

1. Click on the Click to Begin Filing link. This will bring you to the totals page.

Greenshades Tax Filing Center =10 =] |
= Your Upcoming Deadlines Review Built Files
4 . a builk il
1. Greate E-File Retums
A o, - 5 Click on the link to either submit or view enors for each E-Filing.
/' View Filing History .
: LOMDINEd o UMmar
Electronic R etun Status Eorbied Surmer
. View Recent Tax Ghanges
- | US-94R(941) v Employers: 1 ( Click to Begin Filing )
|| Greate Year-End Forms
Simplify
Year End Processing
@ GREENSHADES
LET US HANDLE THAT
@ Setinas (?) it | <Back | Finish
@) Setting

2. From the Totals window you are able to Print Totals or Save Totals.

US - 943 {941) !EIB{
View Totals
eck the accuracy of the totals found below.
4 Piint Totals sl Save Tatals
-
US - 04x (941)
Overall Totals
Total Employers 1
Total Employees 12
Total 941 Wages  $83,623.98
Total 941 Income Tax Withheld — $11,277.07
Social Security Wages  $83.735.26
Social Security Tips 50.00 ﬂ
g/j Quit | < Back | Next > |

3. Click on the Next button to continue with the filing process. The Contact Information screen loads.

Provide Business Name Control

Pro

In order to E-File your return, please provide your IRS issued 'Business Mame Contral' [BMC).
The BMC iz a four digit code that iz uzed to identify you az a taxpayer. Typically. it iz the first
4 letters of pour company name withaut spaces. |f your company name has more than
words, please also exclude 'The'. 1f you are unsure of vour BMC, click here to view the RS
guidelines an deterrmining your BMC.

ABC Staffing Inc. [e6Cs

Click_here for Important Taw Information from the RS

t_‘_} Guit < Back Mext >
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4, Enter the Business Name Control (BNC) in all caps. The IRS recognizes you by both the FEIN and the BNC. The
BNC is the first four letters of your company name as listed with the IRS.

5. Click the Next button.
US - 94 (941) HE |

Verify Contact Information

Flease review the contact information below and make any necessary comections. The contact
perzon iz respongible for the accuracy of the electronic submiszion and should be able to resolve
any issues which may arise with the submission.

Mame |J0hn Long

Phaone |551 3303876 Ext 121

Ermail ||In@awnnte com

Click "™ext' to zubmit your 941 return.

) ot | <Back || News |

6. Review the contact information. If contact information is changed in this screen it will only be changed for this
session. To change this information permanently, make the change in the Greenshades Properties within
Avionté. This information will be provided to Greenshades.

7. Click the Next button to file your return via Greenshades. This screen will close, however you are still in
Greenshades and should continue with the State SUI filing.

When Greenshades receives confirmation that your return has been filed, they will send a notification to the

email address provided.
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State SUI Return

The SUI (Suta) return is an internet file and is approved by all fifty states according to their specifications.

1. Return to the Create E-Files Returns screen.

i) Your Upcoming Deadlines |

" Greate E-File Retums

A

__/ View Filing History
~ View Recent Tax Changes

Create Year-End Forms

2. The Select Files to Build table displays the available forms to choose from. Locate the Suta and select the Build
check box. You will not need to use the editor.

Greenshades Tax Filing Center [_[O]=] |
= Your Upcoming Deadlines Select Returns to File
|, Greate E-File Returne :
_’j View Filing History Filter: ISuta 'l Select Al |
Electronic Retum Status Method Build?
. View Recent Tax Changes - "
3 A7 - Suta P fuating Creation Media 'I I
Greale Year-End Forms
- & z-sus P twalting Creation Intemet 7|
3 AZ - Suta [C5Y) » Buwatting Creation Intemet 'l r
Slm pl Ify L CA - Suta (DEY) 4 Awaling Creation Internet v )
Year End Processin |
g 3 CA - Suta [DEQC) » Awaling Creation Internet -
3 CO-Suta » Awalting Creatian Internet 'I r LI
@) GRLFEFLE,SI:IEDEQP ES ™ Check here if you would lke the ability to edit your data prior to creating your electronic file [Advanced)
@ Settings @ Quit | < Back | Mext > |

3. Select the Next button to build the SUI return. After building the file you are able to review the totals and
determine if there are differences.

4. Select the Click to Begin Filing link.

Greenshades Tax Filing Center

= Your Upcoming Deadlines

Create E-File Retumns

>
o i " Click. on the link to either submit or view erors for each E-Filing.
_/ View Filing History
i =ombined o ummary
Electronic R etun Status Combined Summar
. View Recent Tax Changes
i MM - Suta v Emplopees: 13 (E\ick to Beqin Filing )|
=] GCreale Year-End Forms
Simplify
Year End Processing
@_) GREENSHADES
LET US HANDLE THAT
@ Settings Q) Quit | < Back | Finish |

5. Review the data. If the data differs, you will need to locate the data in Avionté, find those differences and fix
them.

After any corrections are made, generate the feed again and pass it back to Greenshades to build the files.
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Greenshades SUI Reports and Saving the E-File

Once you have made any needed corrections in Avionté and regenerated the file, you may wish to save or print
Greenshades reports for reference.

1. Select the View Details link, the report will load an excel spreadsheet of all of your employees and wages.
2. The totals on this page can be printed or saved using the two available links.

3. Finally, select the Save E-File link. You must save the file to your local machine with exactly the same name and
file extension. This saves the upload file for this particular SUI state.

NOTE: Greenshades has given these files a specific name that can NOT be changed
prior to uploading it to the state website. If renamed, or the file extension is changed,
an error will occur during the transfer.

MM - Suta = B3
View Totals

’?{, Wiew Details & Print Totals .ﬂ Save Totals .H Save E-File

MN - Suta
Overall Totals
Total Employees 13
Total Hours Worked 1444
Total Suta Quarterly Wages ~ $20,229.50

Total Suta Taxable Wages  $20.229.50

ABC Staffing Inc. ~|

.)j Quit | < Back | Mext > |

4. Select the Next button. The Filing Instructions screen loads.

State SUI Filing Instructions

The instructions screen usually includes a key word link to the appropriate state website. The E-File that was saved
in step 3 of Greenshades SUI Reports and Saving the E-File is the file that should be uploaded to the state website.

MN - Suta o=]|
Manual Filing Instructions

Before submitting pour return manually via the Intemet, you must Save a Copy of your electronic
file. After you've saved a copy of pour file, please follow the instuctions below. Once finished.
click Finizh to exit the wizard,

1] Log into the Minnesata Ul Spster using pour User D and Passwaord. [F pou do not have a
Usger |0 and Password, please activate your account first.

2] Ornce logged on, please follow the on-screen instructions to submit your retum
electionically.

3] For step-by-step instructions on uploading your file, click here

4] Greenzhades creates the file in the MM State Fived Length format.

Q) it | <Back | Finish |

NOTE: The Filing Instructions may differ from the past. Please read the instructions carefully.
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Generate the Greenshades Feed and XML

Greenshades is accessed through your normal Avionté core application login.

1. From the Main tree, select Weekly Process.

i S
A Weekly Process
AYIONTE  SOFTWARE

Main Menu Start Page | Weekly Pracess

Time Entry
j Payroll

“ig] Biling Accounting Period Shortcuts

-] Iwaice
| 05/25/2014 -
i A ‘ Generate ACH Open ExportAmport ‘

y Paycheck Accounting Period Summary

Description Value - ‘ 6L Generate Green Shade

Jo03 podwypodeg | podurgfuoda [sio03 [awop

- Import Export Accounting Period May 25 2014 12:00AM
enlort 1 Status OPEN =
i mﬂ Reports Staffing Supplier ABC o o
[=1- Administration Severe 2 1 Close Accounting Period
|~ @ Unemployment =
= G Created Date May 21 2014 1:22PM
8ty W Cl
& etam Total Errer Count 24 o

2. Click on the Generate Green Shade shortcut button. The Green Shades window will load. The Green Shades
window includes four sections.

Green Shades

Company & Date File Type
Yearly Quarterly
STAFFING SUPFLIER HEE M =
YEARID: LI e ‘ =
QUARTER : ST -
File Info File Action
File Name : | |
| Generste Fesd & XML | Launch GreenShades |
Green Shades XML Destination folder | |
PassRRlieRyDoay eoi B | Browse Existing File | Generate XML |
I Flag as Complete ‘

3. Choose the proper Company & Date Information.

Property Definition

Staffing Supplier Company name by Federal ID

Year ID Select the current year. Historically, you will have as many years as you have
been with Avionté.

Quarter Select the quarter for which the XML should be created. Historically, the four
most recent quarters will be listed. However, if this is your first year with
Avionté, you will see only the quarters which occurred within this calendar year.

4. Inthe File Type section, select the yearly and/or quarterly files, that you wish to submit via Greenshades at this
time.

5. Inthe File Info section choose your designated folder to store the XML on your local machine. You are able to
delete this folder once the quarter end process has been completed.
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6. From the shortcuts, select the Generate Feed & XML button.

When the feed and XML have been successfully generated, the File Generated message is loaded. This message

informs you that your file has been generated and is ready to be sent to Greenshades to build all of the year end

returns. The XML file has been sent to the location that you designated.

7. Click OK. Next you will launch Greenshades from the Green Shades window.

Green Shades

i A B File name : GreenshadesthLFeed_091213_1132.xml has been
~File Infa W' created in C:\Usersibart.schulzeiDesktop.

File Mame ©

 Comparyy & Date File Type
Vear Quarter
STAFFING SUPPLER | ABC1ZS - L4 y
W2 F 941 e
VEARID: [z =
940 F SUTA, e

ch Green Shades

Green Shades XML De
Cliserstbart schulzell

Flagy s Complete

‘ ‘ Browae Existing File | enerate XML

043 | sieiaq |8

Note: The XML format is not easy to review and it houses all of the raw data to build your returns. If you attempt

to open this file, keep in mind that it is very large and will take time to open.

Error Generating Feed

Error Generating Feed m

There are 3 errors while generating feed. Would you like to see

\ I}
the errors?

If you received a message stating errors occurred, turn to Error Messages: When Generating the Feed and XML

on page . Common errors and their solutions are discussed here.
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E-File with Greenshades

When you select Launch Greenshades, you will be leaving Avionté and entering into Greenshades. As you can see in
the figure below, Greenshades opens within Avionté but it is a separate window. When you launch Greenshades,
you will transfer the data to Greenshades.

1. From the Green Shades window, select the Launch Green Shades shortcut button. The Greenshades Tax Filing
Center window will be loaded.

Weekly Process

AVIONTE | soFtwase

[ Start Page ” Weekly Process | .
ster I g
& eenshades Filing and Payment Center [_[C1x] R
£ Back Of 3
" Your Upcoming Deadlines View Your Upcoming Deadlines > $,
3 3 Review the reminders you have set for upcorring tax fings. (Green Shades 5
2 . Greate E-File Retums
g
F B anT k2
0 % View Filing History Fiec [0 ipes - Copay O B
a = @ Pending © Completed  Edit Reminders = =
! View Recent Tax Ghanges Vearly Quarterty 3
-~ PS STAFFING SUPPLEER ABC123 v 1%
= S =) PastDue . B e B
~ S ™ 4 Due: 173172013 Retum for State Withholding YEARID 2013 M Z " & "
5 Report Weather for Saint Paul, Minnesota | [~ Jj Due: 1/31/2013 Retum for Federal 341 Ml T a4 ~ = " 37
A & Due 13172013 Retum for State Unemplogment 1=
) Administ ™ 2 Due 173172013 Return for Federal Unemplogment R =i
‘3 I & Due 272872013 Return for Federal Year End W-2 FieInfo File Action —
) Tomorrow: Mostly Cloudy & o
—ﬁ ue: 4/30/2013 Retun for Federal 341 || File Narme |
= Low: 40°F  High 65 'F ’z' Generate Feed & XML (| Launch Green Shades | |
& Chance of precipiation: 0% T 2 Due 4302013 Return for State Unemplogment Green Shades XML Destination fokder [
i i Due: 773172013 Retun for Federal 341
UIxR:Slulekx . & Due [cuserstoant schuzeDesiton _Browse o e S copgre
Business Home 2 Oue 7312013 Retum for State Unemploment C:\Wiserstart schuize'DesklopiGreenShadesXMLFeed_
$S4 Business Home 091913_1132xml
=— = Due within 3Months
S s - Flag as Complete
Seioy ” T2 Due 1/212m3 Fletun for State |

2. You may be asked for your Registration Key before entering Greenshades.

If you do not see a state in which you do business, there may be an issue with your registration key or you have
not added this state to your list. If you need to add a state, contact Malik or Bart at Avionté.
3. If you have not been asked for your Registration Key, click Settings in the Greenshades window.

In the pop up, enter your registration key. Your registration key identifies your company as a client of Avionté
and displays which state returns that you have registered.

5. Select Validate and verify your company. If the information is incorrect, call Avionté support for assistance.

Upload Data | Prosy ion | About  Registral i IInwﬂDataleancedl

To use the Greenshades Center you must enter a registiation key.

Registiation Keyr  |UCYADSUSEZWYEEW Validate

Avionte - DEMO ACCT __

Data Persistance Error ﬂ
Client Since:  1/1./1300
Expires: 1172016 5 An error occurred whils attempting to store the prasxy information.
| wou will have to re-enter this information next kime you use this
Registered for:  Avionte = product,
s |

Once you have validated the Registration Key, click OK. The Data Persistence Error message will appear.
Click OK. This message is normal. It states that you will need to re-enter your registration key each log in.
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Building the 941 Return

We will begin with the 941 return.
Form 941

1. Inthe Greenshades Tax Filing Center window, select the Create E-file Returns from the menu. The Greenshades

Filing and Payment Center window loads.

—

Your Upcoming Deadlines |
w
) View Filing History
~ View Recent Tax Ghanges

Create Year-End Forms

2. The Select Files to Build table displays the available forms to choose from. Locate the 941 and select the Build

check box.

Greenshades Filing and Payment Center

- Your Upcoming Deadlines

Greate E-File Returns )

“) View Filing History

Select Files to Build

Check the Build box for each file you wish to build.

P S |

=

Fiter. |[ALL FILES] 'I Select All
Electronic Fie Status Method Build?
~ View Recent TaxCh N
BA us-1033MiSC) P> Awaiting Creation [intemet | T j
Greate Year-End Forms
US - 94x (340) > Awaiting Creation [itemet =] I
Weather for Saint Paul, Minnesota
n@x (341 ]) P Awaiting Creation lln!emet 3@
Ba uvs-w P Awaiting Creation Iln!emel 'I -
AZ -Suta P Awailing Creation I‘Nﬁmﬂ 'l L
Tomorrow: Mostly Cloudy
Low: 40°F  High 65 F AZ-Sub p—— [Meda =] I
Chance of precipiation: 0% Lt = — ~|
Useful Links: [V Check here if you would ke the abiity to edit your data prior to creating your electronic file (Advanced).
IR: iness Hom
SSA Business Home
@ Settings (7)) i | L News |

3. Select the check box below the table. This gives you the ability to edit your information.

4. Select Next. This will bring up the 941 form pre-populated with your data. You will be able to edit the
information and add your deposits for the quarter.
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The 941 Editor

The 941 will load in full screen. You will notice that you have a message stating one or more errors have occurred.
This is due to rounding from the calculation on the front page of the form. The amount does not match the liability
from Schedule B.

1. Select OKin the message pop up.

Page:l + Form 941 }(";" Save lCIoseM & Print Form “ f; Save as PDFJ‘

=181 X

2. At the bottom of the form you can click the Next Page button to move ahead.

e D v Z0nd: e

Treasury — Intemal Revenue Service

’s QUARTERLY Federal Tax Retum 950113

(OMB No. 1545-002¢

EN)

Name (not your trade name)

50 |~ 5505505

ABC Staffing Inc. |

Report for this Quarter of 2014
(Chack ona)

1: January, February, March
2 April, May, June

Trade name (if any) J
v 3 July, August, September
adwess | 123 Main Street |
Number Sweet Sl o soomh b 4: October, November, December
|Eagan |8 111 | mg'ga;mﬁm,mwﬂ
Cay State 2P code — _
Read the separate instructions before you complete Form 941. Type or print within the boxes.
EZXH Answer these g for this quarter.
1 Number of employees who received wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter ), June 12 (Quarter 2} Sept. 12 (Quarter 3), or Dec. 12 (Quarterd) 1 | _ 0
2 Wages, tips, and other compensation . . . . . . . . . . . .. . ... 2 58436.07
10754.73

[

IS

| Check and go to line 6.

5a Taxable social securityjwages Youhave one or mare errors. Please mouse over the boxes inred to view
instructions for correcting them.
5b Taxable social securityjtips .
5S¢ Taxable Medicare wa
5d Taxable wages & tips
Additional Medicare T withholding |
Se Add Column 2 from i 6228.43|
5 Section 3121(q) Notice and Demand—Tax due on tips (soe i SR | |
6 Total taxes before adjustments (add ines 3, 5¢,and51) . . . . . . . . . . . . 6 | 16983.16
7  Curmrent quarter’s adjustment for fractions of cents . . . . . . . . . . . . . 7] 0.00|
8 Cument quarter's adjustment forsickpay . . . . . . . . . . . . . . .. 8 0.00|
9  Current quarter’s adjustments for tips and group-term life insurance . . . . . . . 9 0.00|
10 Total taxes after adjustments. Combine ines 6through9 . . . . . . . . . . . 10 16983.16
11 Total deposits for this quarter, including overpayment applied from a prior quarter and
overpayment applied from Form 941-XorForm944-X . . . . . . . . . . . . 11 0.00|
12a COBRA premium assistance payments (seeinstructions) . . . . . . . . . . . 12a| 0.00|
12b  Number of individuals provided COBRA premium assi o 0
13 Add Inee 17 and 128575 S o R e oo e s o mene e e e s 13 0.00|

14 Balance due. If line 10 is more than line 13, enter the difference and see instructions . . .
15 Overpayment. If ine 13 is more than line 10, enter the difference |

14 16983.16 |
\Oheckone: ] Apytonextretm. [ | Sendarefund.

m Tell us about your deposit schedule and tax liability for this quarter.

3. Schedule B can also be reached by clicking Form 941 at the top of the page.

=X

v Form 941 SavcnclnseH 4 Print Form ” ff SaveasPuFI

4. Select Schedule B from the drop down.
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Form 941 Schedule B
On Schedule B, the liability from the check dates in Avionté are shown.

1. Edit the numbers as needed to match line 10 of the front page. Any remaining differences occurring from the
fraction of cents rounding, will be shown on line 7 of the first page.

2. Combine or change these numbers as needed to make sure you are reporting the correct figures.

(EIN} _ Report for this Quarter ...

Name (not your trade name) |ABC Staffing Inc. | 1: January, February, March
Calendar 2: April, May, June
The three months combined must equal the total 3: July, August, September

on line 10 from the front page of the 941. Here is
where Avionte passes the liability from each
checkdate and displays it on the Schedule B. You

4: October, November, December

;‘;',ﬁ?ls can change or combine as needed to reflect the [ asei v o I o o s
Form correct time when you deposited the funds. icause your accumulated tax Hability on any day
was $10 ids to the date wages were paid. See Section 11 in
Pub. 15
Month 1

| | | | | Il ‘ L‘ 5 - | Tax liability for Month 1
1 ] 17 25
2| 10| 13| ; \zsL__ \ | |10545.68
a| 1] |10|333.25 ‘27L_ ) |
4 |12|9756.25 |20|456.18 |28 ) _
5| 1a| |21 | 29| J
5| J1a| |22 | 20| _ J

|

7| |15 | |23 31| )
8l 18| |24 |
Month 2 'i

| | o | | | ‘ 25| i ‘ Tax liability for Month 2
1 17
2(427.37 10| |1a| | o8| i |427.37
a J11] J1s| | 27| -
4| 12| J20| | 28| 1
5| |13 Jos | 20| 1
5| 1l 2| B \
7| J1s | Jza| a1 |
A e o | ,
Month 3
4 | | 9 | |17| ‘25| ‘ Tax liability for Month 3
2| o] o B | [s010.22
Ny | el |2565.19 |
4| |1z | |20 | 28| |
5| J1a| J21| |as| |
¢|3445.03 [14] Jos| |20 |
7| Js | |23| |21 |

3. When finished making any needed corrections, return to Form 941 using the drop down at the top of the page.
Your changes will be reflected on Form 941.
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Finalized Form 941

Your updates have been included in Form 941.

1. Account for the rounding amounts on line 7. This allows you to tie out line 10 with the total on Schedule B.

2. Make sure that you have entered the deposits for the quarter in line 11. If you have over/under deposited then

lines 14 and/or 15 will automatically be updated.

[l Advanced Editor

—|2]x

Page: [ ~  Form 941“@ Save &Closel[ & Print Form H [ saveas PDF}

rorm 941 for 2014: Employer's QUARTERLY Federal Tax Return

(Rev. January 2014) Department of the Treasury — Intemal Revenue Service

950114 =

OMB No. 1545-0029

Trade name (ifany) | |

x R rt for this Quart f 2014

Name fnot your trads name) | ABC Staffing Inc. | 1: January, February, March
2: April, May, June
3: July. August, September

Read the separate instructions before you complete Form 941. Type or print within the boxes.

Address | 123 Main Street J 4: October, November, December
Number Street Sulte of room number 5 <
o Instructions and prior year forms are
|Eagan |[MN ||55121 | available at www.irs.gov/form941.
cy State 2P code
{Umted States v J ‘ | ‘ ‘
Foreign country name Foreign provinceicounty Foreign postal code

LcUG Bl Answer these questions for this quarter.

4 Number of employees who received wages, tips, or other compensation for the pay period

including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter4) 1 0
2 Wages, tips, and other compensation . . . . . . . . . . . . . . . .. 2 58436.07
3  Income tax withheld from wages, tips, and other compensation . . . . . . . . 3 10754.73
4 If no wages, tips, and other compensation are subject to social security or Medicare tax Check and go to line 6.
Column 1 Column 2
5a Taxable social security wages . . 36538.76 |« 124 = 4530.81 |
5b Taxable social security tips . . . 0.00x 124 = 0.00|
5¢ Taxable Medicare wages & tips. . 58538. 76. x.020= | 16977'62;
5d Taxable wages & tips subject to
Additional Medicare Tax withholding | x009= | i
Se Add Column 2 from lines 5a, 5b, 5,and5d . . . . . . . . . . . . . . ... 5o | 6228.43
5f Section 3121(q) Notice and Demand —Tax due on unreported tips (see instructions) -« 5| |
6 Total taxes before adjustments (add lines 3, 5e,and5f) . . . . . . . . . . . . 6 | 16983.16 |
7  Current quarter's adjustment for fractionsofcents . . . . . . . . . . . . . C 0.1 1)
Current quarter's adjustment forsickpay . . . . . . . . . . . . . . .. 8 I 0.00T‘
9  Current quarter's adjustments for tips and group-term lifeinsurance . . . . . . . 9 | 0.00
10  Total taxes after adjustments. Combine ines6through9 . . . . . . . . . . . 10 | 16983.27 |

11  Total deposits for this quarter, including overpayment applied from a prior quarter and
overpayment applied from Form 941-XorForm944-X . . . . . . . . . . . . (

_
16983.27)

12a COBRA premium assistance payments (see instructions) . . . . . . . . . . . 12a|

4%k  Numbhar af individiial idad CORDA i i | h‘

3. Click Save as PDF. This saves the form as a PDF to your local computer.

4. After saving the PDF, select Save and Close and this will save the information with Greenshades and allow you to

complete the filing process. The editor will close.
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Filing the 941
You have completed the building process; the next step is to file Form 941.

1. Click on the Click to Begin Filing link. This will bring you to the totals page.

Greenshades Tax Filing Center =10 =] |
= Your Upcoming Deadlines Review Built Files
g . t a built file belaw ta submit ar view ermars.
1. Greate E-File Retums
y o . Click on the link to either submit or view enors for each E-Filing.
/' View Filing History )
H LOMDINEd o UMmar
Electronic R etun Status Eorbied Surmer
. View Recent Tax Ghanges
- L] US - 94u(341) v Ermplayers: 1 ( Click to Beqin Filing )
|| Greate Year-End Forms
Simplify
Year End Processing
@ GREENSHADES
LET US HANDLE THAT
@ Sellings (?) it | <Back | Finish
@) Setting

2. From the Totals window you are able to Print Totals or Save Totals.
US - 943 (941) I |

View Totals

cy of the totals found below.
4 Piint Totals sl Save Tatals
-
US - 04x (941)
Overall Totals
Total Employers 1
Total Employees 12
Total 941 Wages  $83,623.98
Total 941 Income Tax Withheld — $11,277.07
Social Security Wages  $83.735.26
Social Security Tips 50.00 ﬂ
g/j Quit | < Back | Next > |

3. Click on the Next button to continue with the filing process. The Business Name Control (BNC) Information

screen loads.
US - 94x (941) M= E|

Provide Business Name Control

In order to E-File your return, please provide your IRS issued 'Business Mame Contral' [BMC).
The BMC iz a four digit code that iz uzed to identify you az a taxpayer. Typically. it iz the first
4 letters of pour company name withaut spaces. |f your company name has mare than 2
words, please also exclude 'The'. 1f you are unsure of vour BMC, click here to view the RS
guidelines an deterrmining your BMC.

ABC Staffing Inc. [e6Cs

Click_here for Important Taw Information from the RS

t_‘_} Guit < Back Mext >
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4, Enter the Business Name Control (BNC) in all caps. The IRS recognizes you by both the FEIN and the BNC. The
BNC is the first four letters of your company name as listed with the IRS.

5. Click the Next button. The Contact Information screen loads.
US - 94x (941) [_[C]=] |

Verify Contact Information

Flease review the contact information below and make any necessary comections. The contact
perzon iz respongible for the accuracy of the electronic submiszion and should be able to resolve
any issues which may arise with the submission.

Mame |J0hn Long

Phaone |551 3303876 Ext 121

Ermail ||In@awnnte com

Click "™ext' to zubmit your 941 return.

) ot | <Back || News |

6. Review the contact information. If contact information is changed in this screen it will only be changed for this
session. To change this information permanently, make the change in the Greenshades Properties within
Avionté. This information will be provided to Greenshades.

7. Click the Next button to file your return via Greenshades. This screen will close, however you are still in
Greenshades and should continue with the State SUI filing.

When Greenshades receives confirmation that your return has been filed, they will send a notification to the

email address provided.
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When building the Form 940, it will be very much like the 941 we have just discussed.

Building the 940 Return

Form 940

1.

In the Select Files to Build table locate the 940 and select the Build check box.

2. Select the check box below the table, as you will need to edit the 940 and update the deposits that were made

throughout the year.

‘; Greenshades Filing and Payment Center

« Tuesday, November 27, 2012

I File and Pay Shortcuts Reminders

2
H Qg View Recent Tax Changes Filer: |41 Types ]

E-File Wizard
) oFile Wizard & Pending € Completed

Select Files to Build

i _/'J. View Previous Filings = PastDue Ch
2 Due 473072012
Year-End Forms .
D Fisturn for State Unemployme  Filter: | [ALL FILES] = Select All
« i =
Otherlnformatlon 2l Due 413072012 Electronic Fie Status Method Build?
1 Fieturn for Federal 341 =
1 . A us 1093 (MISC P dwalting Creali Intemnet | T
# Due 73172012 EA MISE) anng e
Fietum for Federal 841 @ -smamb P Awaiing Creation [intermet j@
{ 2l Due 7/3172012
: Fietur for State Unemployme US - 34k (941) P Awaling Creation et 7 I
5 .
o Due3/1/2012 A Suts b buaiing Crestion [intemet =] T
Fietur for Soclal Securiy Ve
Useful Links: # Due /22 AR - Suta k P Buaiting Creation Intemet |
IRS Business Home
|| 1BS Business Home Fieturn for Federal 341
7 550 Business Home 3 Due 1wy AZ - Suta l ¥ dwaiting Creation [Meda =] T 4|
Feturn for State UﬂEfﬂP‘DW@henk here if you v d'j‘E the abilty to edit your data prior to creating your electionic fils (Advanced)
© Settings \ (
” () s | JBack Mext > D

~ Build the 940 this way and
check both boxes to build and
having the ability to edit
(Advanced). Then click next

Select Next.

In the editor view, you will be able to verify the data and update the Form 940.

NOTE: Avionté stores the liability but not the deposits for FUTA throughout the year. You will need to update

this manually on the form using the editor.
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The 940 Editor

1 emors | v Form 940 || Sa
o 940for 2012: Employer's Annual Federal Unemployment (FUTA) Tax Retum 850112 3
Department of the Treasury — Intemal Revenue Service OMB No. 1545-0028
privaiabt | - 5505505 | > of Return
Name fnot your trade name) | ABC Staffing Inc. | Claameada
Trade name (faoy) | | [ b. Successor employer
U [ No pnymoms 10 employees in

Addoss | 123 Main Street |

g St AR Oe ;mw;f;ma

|Eagan | |aB | |11-1 \ :

Oty £ 2 code available at wvwv.;rs.pov/lmnw.

Read the separate instructions before you complete this form. Piease type or print within the boxes.
Tell us about your return. If any line does NOT apply, leave it blank.

1a If you had to pay state unemployment tax in one state only, enter the state abbreviation.  1a
1b nywhdlommmmmmhmmmm:m.ywnnmmh Check here.
employer . . . . . . . .. . SO « + « b [V] Compete Schedude A [Form 840

Check here.
2 Ifyou paid wages in a state that is subject to CREDIT REDUCTION . 2 []C e A Fom 000
Determine FUTA tax before adjustments for 2012. If any line does NOT , leave it blank.

3 Totalpaymentstoallemployees . . . . . . . . . . . . . .. .... 8| 487105.25
4  PaymentsexemptfromFUTAtax . . . . . . . 4 330.00
Check all that apply: 4a [v] Fringe benefits 4c [ Retirement/Pension  de || Other

Group-term Iife insurance 4d u Dependent care
5 Tmlnfplynmmtouchmmuhumor

S0 . . . 5| 135375.25 -
6 Subtotal(ined+lineS5=lne®) . . . . . . . ... ... ... .. .. 8 135705.25
7  Total taxable FUTA wages (ine 3 - ine 6 = line 7) (see instructions) . . . . . . . . 7 351400.00
8  FUTAtax before adjustments (ine 7x 006=Iine8) . . . . . . . . . . . . . 8 2108.40

Determine justments. If any line does NOT apply, leave it blank.
9 nMelquMAmwmvddmalMdmmhmwmﬂlm 1
multiply line 7 by .054 (ine 7 x 054 = line 9). Gotoline 12 . . . 9
10 I SOME of the taxable FUTA wages you paid from mh
OR you paid ANY state WlmwMumdwmmﬁlemm
complete the worksheet in the instructions. Enter the amount from line 7 of the worksheet . 10

11 W credit reduction applies, enter the total from Schedule A (Form 940) . . . . . . . 11| 321.99|

your FUTA tax and balance due or for 2012. I any line does NOT apply, leave it blank.

12 Total FUTA tax after adjustments (ines 8+ 9+ 10+ 11 =lne12) . . . . . . . . . 12 2430.39

13 FUTA tax deposited for the year, including any overpayment applied from a prior year . 13 2430.39
14 Balance due (If line 12 is more than line 13, enter the excess on line 14.)
* Ifline 14 is more than $500, you must deposit your tax. r 1
o Ifline 14 is $500 or less, you may pay with this return, (see instructions) . . . . . . . 14
15 Ov«pmm(l!lm13-smmanlne12emevmeexcesonmﬁandd\ed(abox
15

bVouMUs‘I’wnplembompagasofmformwszll Check one: —Immmmmm [Jsend arefund.

For Privacy Act and Paperwork Reduction Act Notice, see the back of Form 940-V, Payment Voucher.  Cat. No. 112340 Form 940 (2012
850212 x4

oaucsc
ABC Staffing Inc. ‘ 50-5505505

Report your FUTA tax liability by quarter only if line 12 is more than $500. If not, go to Part 6.

16 Report the amount of your FUTA tax liability for each quarter; do NOT enter the amount you deposited. If you had no liability for
a quarter, leave the line blank.

16a 1stquarter (January 1 —March31) . . . . .. 16a 597.84
16b 2nd quarter (April 1 —June 30) . . . . . .. 16b 242.92
16c 3rd quarter (July 1 - September30) . . . . . . . . 16 459.95

16d 4th quarter (October 1 - December 31) .. . 18d 1129.88

&

17 Total tax liability for the year (ines 16a + 16b + 16c + 16d = line 17) 17 30.39 | Total must equal line 12.

lm!! May we speak with your third-party designee?

Do you want to allow an employee, a paid tax preparer, or another person to discuss this return with the IRS? See the instructions
for details.

BTy Bt oy | Bart Schulze| | 651-556-2121 0|

Select a 5-digit Personal Identification Number (PIN) to use when talking to IRS 00000
] Ne.

Sign here. You MUST complete both pages of this form and SIGN it.

Under penalties of perjury, | declare that | have examined this retun, including accompanying schedules and statements, and to the
best of my kncwleugs and belief, it is true, correct, and complete, and that no part of any payment made to a state unemployment
fund claimed as a cradit was, o s o be, deducted from the payments mads to employees. Declaration of praparer (other than
taxpayer) is ha:vad on all information of which preparer has any knowledge.

Print your
Sign your name here
name here Print your

title here

o stsamepone ||

Paid Preparer Use Only Check if you are self-employed . . .[]
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Form 940 Schedule A

1.

Load the Form 940 Schedule A from the drop down.

The Form 940 Schedule A will display all states. From the data we are passing, the Schedule A will display all

state taxable wages. If there is an additional tax rate for that state you will see an amount due.

These rates are updated in November by the Federal agency so they may differ from what you saw on the
Avionté reports. The total from Schedule A will be due when this form 940 is due. You can make the payment
online like your other 940 payments.

SUIIGCUMIGC M \r\n m ;I'IU’ Ul &V L
Multi-State Employer and Credit Reduction Information

Department of the Treasury — infernal Fevenue Service

OMB No. 1545-0028

See the
instructions on

Employer identification number (EIN) |5D | B |5505505 | page 2. File this
schedule with

Name frof your trace rame) ‘ABC Staffing Inc. | Form 940.
Place an “X" in the box of EVERY state in which you were required to pay state unemployment tax this year. For
states with a credit reduction rate greater than zero, enter the FUTA taxable wages, multiply by the reduction
Ir::;’ki.md then enter the credit reduction amount for that state. If any states do not apply to you, leave them

Postal FUTA Reduction|  Credit Reduction Postal FUTA Reduction|  Credit Reduction

Taxable Wages Ibbreviation| Taxable Wages

[ ax 9861.25] 0.000 0-00 [ ] e | | 0.008 |
= _0.000] (. |_o.000] |
(O] ar [ o0.006| |El e | | o.000 |
AZ 7000.00| 0.003| 21.00 | E ¥ | | ©.000 |
cn 2300.00 0.006| 13.80 [ g | | 0.008 |
O o.000] [=E | o.00]
ot 7000.00 | 0.006 | 42.00|[O] w | | 0.008|
nc | 0.000| ) ne | 14000.00| 0.006 84.00
E | 0.003 |EGE | 26865.00| 0.006| 161.19|
O _0.006] Do | |_o.000] |
O aa | 0.008 I e | 27112.00| 0.000| 0.00|
EF _o.000] @ | | o.000] |
O __0.000] D= | |o.005) |
o . 0.000] |2 | |_o.000]
- | o0.000| O | 0.000
™ | 0.009| |QTN | | o0.000|
_o.000] (= | o.000]
- | 0.006| 2w | | 0.000]
(O a | 0.000| [[Eva | | 0.000|
(O | 0.000| D | | o003
[ | 0.000] [ | 0.000|
(O ue | 0.000] O | | 0.008]
[O]n: | | o0.000| O | | 0.000|
-~ 250770.50 | 0.000| 0.00 [ Wy | | o.000

Return to the Form 940.

Click Save as PDF. This saves the form as a PDF to your local computer.

After saving the PDF, select Save and Close and this will save the information with Greenshades and allow you to
complete the filing process. The editor will close.

32



A

AVIONTE | SOFTWARE Year End

Filing the 940
You have completed the building process; the next step is to file Form 940.

1. Click on the Click to Begin Filing link. This will bring you to the totals page.
I A |

Review Built Files

Select a buil file below to submit or view erors.

Click on the link to either submit or view errors for each E-Filing.

Electronic Retum Status Combined Summary
Useassia V' Employers: 1 C Click to Begin Filng )

From the Totals window you are able to Print Totals or Save Totals.
Click on the Next button to continue with the filing process. The Business Name Control (BNC) Information
screen loads.

4. Enter the BNCin all caps. The IRS recognizes you by both the FEIN and the BNC. The BNC is the first four letters
of your company name as listed with the IRS.

5. Click the Next button. The Contact Information screen loads.
US - 943 (940) | _ (O] x|

Verify Contact Information

Is informatior

Pleaze review the contact information below and make any necessary comections.  The contact
person is responsible for the accuracy of the electronic submission and should be able to resalve
any izzues which may arige with the submizsion.

Mame IJohn Lang

Phone |551 9909876 Ext 121

Email Ii\o@awonle com

Click Mext' ta subrmit pour 947 returm.

Q) Quit | < Back | Mext > |

6. Review the contact information. If contact information is changed in this screen it will only be changed for this
session. To change this information permanently, make the change in the Greenshades Properties within
Avionté. This information will be provided to Greenshades.

7. Click the Next button to file your return via Greenshades.

When Greenshades receives confirmation that your return has been filed, they will send a notification to the
email address provided. This screen will close, however you are still in Greenshades and should continue with
the State SUI filing
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State SUI Return

The SUI (Suta) return is an internet file and is approved by all fifty states according to their specifications.

1. Return to the Create E-Files Returns screen.

i) Your Upcoming Deadlines |

" Greate E-File Retums

A

__/ View Filing History
~ View Recent Tax Changes

Create Year-End Forms

2. The Select Files to Build table displays the available forms to choose from. Locate the Suta and select the Build
check box. You will not need to use the editor.

Greenshades Tax Filing Center [_[O]=] |
= Your Upcoming Deadlines Select Returns to File
|, Greate E-File Returne :
_’j View Filing History Filter: ISuta 'l Select Al |
Electronic Retum Status Method Build?
. View Recent Tax Changes - "
3 A7 - Suta P fuating Creation Media 'I I
Greale Year-End Forms
- & z-sus P twalting Creation Intemet 7|
3 AZ - Suta [C5Y) » Buwatting Creation Intemet 'l r
Slm pl Ify L CA - Suta (DEY) 4 Awaling Creation Internet v )
Year End Processin |
g 3 CA - Suta [DEQC) » Awaling Creation Internet -
3 CO-Suta » Awalting Creatian Internet 'I r LI
@) GRLFEFLE,SI:IEDEQP ES ™ Check here if you would lke the ability to edit your data prior to creating your electronic file [Advanced)
@ Settings @ Quit | < Back | Mext > |

3. Select the Next button to build the SUI return. After building the file you are able to review the totals and
determine if there are differences.

4. Select the Click to Begin Filing link.

Greenshades Tax Filing Center

= Your Upcoming Deadlines

Create E-File Retumns

>
o i " Click. on the link to either submit or view erors for each E-Filing.
_/ View Filing History
i =ombined o ummary
Electronic R etun Status Combined Summar
. View Recent Tax Changes
i MM - Suta v Emplopees: 13 (E\ick to Beqin Filing )|
=] GCreale Year-End Forms
Simplify
Year End Processing
@_) GREENSHADES
LET US HANDLE THAT
@ Settings Q) Quit | < Back | Finish |

5. Review the data. If the data differs, you will need to locate the data in Avionté, find those differences and fix
them.

After any corrections are made, generate the feed again and pass it back to Greenshades to build the files.
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Greenshades SUI Reports and Saving the E-File

Once you have made any needed corrections in Avionté and regenerated the file, you may wish to save or print
Greenshades reports for reference.

1. Select the View Details link, the report will load an excel spreadsheet of all of your employees and wages.
2. The totals on this page can be printed or saved using the two available links.

3. Finally, select the Save E-File link. You must save the file to your local machine with exactly the same name and
file extension. This saves the upload file for this particular SUI state.

NOTE: Greenshades has given these files a specific name that can NOT be changed
prior to uploading to the state website. If renamed, or the file extension is changed,
an error will occur during the transfer.

MM - Suta = B3
View Totals

’?{, Wiew Details & Print Totals .ﬂ Save Totals .H Save E-File

MN - Suta
Overall Totals
Total Employees 13
Total Hours Worked 1444
Total Suta Quarterly Wages ~ $20,229.50

Total Suta Taxable Wages  $20.229.50

ABC Staffing Inc. ~|

.)j Quit | < Back | Mext > |

4. Select the Next button. The Filing Instructions screen loads.

State SUI Filing Instructions

The instructions screen usually includes a key word link to the appropriate state website. The E-File that was saved

in step 3 of Greenshades SUI Reports and Saving the E-File is the file that should be uploaded to the state website.

MN - Suta o=]|
Manual Filing Instructions

Before submitting pour return manually via the Intemet, you must Save a Copy of your electronic
file. After you've saved a copy of pour file, please follow the instuctions below. Once finished.
click Finizh to exit the wizard,

1] Log into the Minnesata Ul Spster using pour User D and Passwaord. [F pou do not have a
Usger |0 and Password, please activate your account first.

2] Ornce logged on, please follow the on-screen instructions to submit your retum
electionically.

3] For step-by-step instructions on uploading your file, click here

4] Greenzhades creates the file in the MM State Fived Length format.

Q) it | <Back | Finish |

NOTE: The Filing Instructions may differ from past years. Please read the instructions carefully.
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Building the W2

The Federal W2s are created for you. Greenshades has limited power of attorney to submit them to the SSA.

Federal W2

1. To start building the file, select the Build checkbox
2. Click the Next button. This builds the file.

W E-File Wizard

Select Files to Build

Check the Build box for each file you wish to build.

Fiter [BLLAILES] =] Select Al
Electronic Fie Status Method Build?
US - 1099 MISC) P Awailing Crestion Internet =] T f’
US - 94x (340) P Awaling Crealion Intermet  *| I~
US - 94x (941) P Bwailing Creation Internet — *] [T
Us w2 P Awaiing Crealion Im@b
AK - Suta P Awailing Creation Im r
AR - Suta P Awailing Creation Im r -|
[ Check here if you would like the ability to edit your data prior o creating your electionic file (Advanced).
?) it | <Bek ( Nest > D
e ——_

3. Inthe next screen, select the Click to Begin Filing link.

B E-File Wizard

Review Built Files

Select a built file below to submit or view errors.

Click on the link to either submit or view erors for each e-filing.
- Combined Summary
Electronic Fie Status Lonbind Surmat
Us -w2 \, Employees: 150 Q:ﬁck to Begin Filing )
@ Quit < Back Finish
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4, Select the View Details link, the details of all W2s will load in an excel spreadsheet.

:, US - W2 - Submission Wizard HEER 1
View Totals )
Please check the accuracy of the totals found below.
8, View Detals 3 Prit Totals i Save Totas i SaveEfie
US-W2 ‘
Overall Totals
Total Advanced Eamed Income Credit $0.00
Total Deferrals Under Section 409A $0.00
Total Deferred Comp 401k $0.00
Total Deferred Comp 403b $0.00
Total Deferred Comp 408k $0.00 -
() i | Bk || Nes |

5. We recommend that the Totals be saved or printed for future reference using the available links.
Notice that these totals include your W3. However, since you will be filing electronically, filing of the W3 is not
required.

6. You may prefer to manually upload the file to the Social Security Administration (SSA) instead of using
Greenshades. In this case, select the Save E-File link. You must save the file to your local machine with exactly
the same name and file extension as the default.

NOTE: Greenshades has given these files a specific name that can NOT be changed
prior to uploading to the website. If renamed, or the file extension is changed, an
error will occur during the transfer.

7. Select the Next button to continue.
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Filing the W2

1. If you plan to manually submit the W2, select the Manual Submission radio button. If you did not saved the E-
File from the previous screen, click the Back button and save the E-File.

2. Click Next to follow the instructions which Greenshades provides. The same information is filed whether you
choose to submit manually or automatically through Greenshades. The manual submission does not provide an
email from Greenshades; however the SSA will let you know when your W2 is filed.

If you are choosing to have Greenshades file the W2 electronically, you will select Automatic Submission.
% US - W2 - Submission Wizard !m

Choose Submission Method
e )

Choose how you wish to submit this electronic report.

& Automatic Subrmission
will log into the Social Security Administration's servers

and secuely lransmll your W2 information. Once transmitted, you will receive &
govemment EFile |dentifier which can later be used to reference your
submission.

€ Manual Submission
You will be given steps that guide you thiough Ioggmg |nto the Social Securty
ion's website and upl g your W2 i . You will wak
;u!:oud\ pages of the website and will recevie confimation mrorrnanon when

) o | <Back Next>

4. Select the Next button.
5. Greenshades will ask for your contact information, including email and phone number, prior to submitting the
file.

US - W2 - Submission Wizard

Verify Contact Information

Is the contact information below correct?

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

Name IJohn Long

Phone  [6519309876 Ext [121

Email Iilo@avionle.com

Click 'Next' to submit your 941 retum.

Q_)/ Quit | < Back | Next > |

6. Click on next to submit the W2 file to the SSA. Greenshades will send your W2(s) to the SSA. You will receive an
email confirming the submission.

Please note that once you have successfully submitted any return in Greenshades any changes must be made by

amending the original submission.
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Form W2 Reporting Of Employer-Sponsored Health

Since 2012, the IRS requires that employee contributions for health insurance, found on the W2 in Box 12 labeled
DD, are reported. Employer contributions made on behalf of the employee must also be reported. The IRS website
provides additional detail:

http://www.irs.gov/uac/Form-W-2-Reporting-of-Employer-Sponsored-Health-Coverage

Please check with your accountant to determine if you fall into this category.

Employee Contribution
In the Avionté core application, you can set the employee contribution to automatically populate the W2.

1. Choose Admin Tools.
Select System from the left panel.

2
3. Double-click Transaction Type from the right panel. The Config Transaction Type window opens.
4

In the Name column, type Medical.

%, System | Config Transaction Type

Detail Property Category

+ | Description Deduction Categary -

ESC Medical Emp ESC Healthcare

| AddMNew || Cancel |

Detail | Tier
Transaction Type Details Shared By
Name Medical Site Staffing Supplier 7 ’
Description Medical - - -
il

System Name Medical

- Eagan Branch ABC

i [
Hew York ABC E

Type v
7

Los Angeles ABC

1s Tiered Show Employer Contribution on Paycheck
Allow Web Time Entry Is Healthcare
1s Equipment Allow Multiple Entry

Deduction Category | Caf125 <

Pre Tax Deduction Sec 125 -

@;f:;e\ ]DZD\ ) | |
Select the Medical row. The W2Box and W2Label fields are available.
Type 12 in the W2Box field.
Type DD in the W2Label field.

Save your updates.

® N oW
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Employer Contribution

The employer contribution to health care can also be set to populate on the W2.

1.
2.
3.
4,

Navigate to the Employee Extra screen.
Add a label Employer Based Healthcare.
Add the employer yearly contribution.

This dollar amount will be added to the transaction type and populate the W2Box and W2Label fields.

Search Type

Search Criteria Current Employee
| Set|Employes ID Search v

Employee Angela M. Smith : 012.34-5678

" StartPage | Search | Summary ' Extra

Actions [, New Employee
Label Value

=l Category : EmployeeExtra (5 tems)
Check Delivery

Emergency Contact Name

Emergency Cortact Fhone -
Emergency Address

Has Criminal Records?

Enter New Here

Employer Based Healthcars 3 1,500.00]
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Posting the W2's to the Employee Portal

Once all payroll corrections have been finalized, you may follow the steps below to allow your employees the ability
to view their W2’s on the employee portal:

1. After the Greenshades Feed and XML has been generated, click on the ‘Flag as Complete’ button as
shown in the screenshot below.

NOTE: This will stop the Greenshades feed from generating and modifying W2 and filing data.

Green Shades

Company & Date File Type
Yearly Quarterly
STAFFING SUPPLIER |hBC123 ﬂ
V2 =3 941 [
YWEAR D : 2014 -
| J 245 =3 SUTA [
QUARTER : | | . =
File Info File Action
File Mame :

Generate Feed & XML Launch Green Shades
Green Shades XML Destination folder

CiJsers\Malik.Ibrahim\Desktop ..Browse Browse Existing File Generate XML

Flag as Complete

T |suewa 14

2. And click ‘Yes’ on the warning below:

-

Green Shades I" S "]1

L Are you sure you want to flag this quarter as complete? This will not
' allow you to regenerate the datafeed for this quarter again.

T
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To remove the W2's from the Employee Portal temporarily, please follow the steps below:
e Navigate to Admin Tools > Config Year and select the appropriate year
We Code Bank Tax LocalityiCountry Accrual Plan Config Year
Wedr 2014 j

Config ¥ear Staffing Supplier
Year 10 2014

StartDiate % EndDate
(% 01/01/2014 ED'Lﬂ]'H-._-‘D'M

Config ¥ear StaffingSupplier Quarter

Quarte Start EndD DateCompleted LastData

Q1 00 033 . 0EE22120 .
Q2 040 083 080620

Q3 070 03 .. 10024720 .

e Once the year is selected, the ‘DateCompleted’ field will need to be cleared to pull the W2’s from the portal.
Click save to finalize the changes. NOTE: You will have to follow the steps on page 41 to post the portals

back up to the employee portal.
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Checklist of Items to prepare you for Quarter/Year End

Following is a list of Avionté Standard quarter end and year end reports. These reports will assist you in balancing
the figures in Greenshades reports.

e Taxes Summary: A summary of all the EE/ER taxes — This is the number one most important report to run at
quarter end and year end. It has several parameters to allow you to change the output of the report.

e Taxes Summary Lte: This is the same as above but with standard parameters so that you can run faster

e State Tax WH: Used to assist you in filing your state withholding return — This is something that Greenshades
does not provide so we created this AQ for you.

¢ Avionté Cash Requirement: This report displays the liability for the time frame supplied and is used typically for
your weekly deposits and well as a monthly summary of payroll costs. It will allow you to track how much a
payroll will cost and what you will need to cover the taxes.

¢ Get PA EIT Details: This was designed for out PA clients that needed a report to export to excel and use in the
uploading to the state of PA directly.

The following reports are driven from the Greenshades tables that are created after you generate the Feed and
XML.

¢ Get Employee SUI wage Detail: Supplemental report to display SUI wages and tax amount by employee on a
quarterly basis. You will need to enter the date range and the state you want to see.

¢ Get W2 Details: This report will display all of your W2s that you have created for a given year. This can also give
you a summary of all W2s (in other words a W3). This will also give you a total count of employees so that you
can order the W2 forms.

¢ Your Employee W2 report. Depending on your version it may be either of the following: W2 Report 4 up blank
or W2Report_4up_NotPreprintedEdit: We recommend that you run a test copy and check alignment as well as
missing information.

e Get Employee Fed W2: Federal W2 information is displayed once you run the Greenshades Feed for 4™ quarter.
This will have Federal, FICA, and Medicare taxable wages and tax amounts.

e Get Employee State W2: State W2 information is displayed once you run the Greenshades Feed for 4" quarter.
This will display the State gross and taxable wages by employee and state.

e Get Employee Local W2: Local W2 information is displayed once you run the Greenshades Feed for 4" quarter.
This will display the Local gross and taxable wages by employee, state and locality.

Please note that if you need a report in addition to the list of reports, we can customize one to your exact
specifications. This is a onetime billable item, however you will then have the report available at any time. Please ask
your Account Manager for details.
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Greenshades FAQs

How does Avionté come up with the number of employees who worked on the 12th of the month?

Avionté uses the accounting period with the week of the 12th to determine the number of employees paid. This
means that they have worked in the week of the 12,

What is the BNC?

It stands for Business Name Control. Typically, it is the first four letters of your company name in upper case,
without spaces.

Can | verify my business name control before e-filing?

Yes, you may call the Business & Specialty Help Line at 1-800-829-4933 for additional assistance.

Why do | have negative numbers on my 941 schedule B?

If there are negative numbers on this schedule, they are reflecting any check(s) that were voided when there was no
other payroll. You will need to combine the negative values with the positive values to reflect the total liability from
the check date that you paid the IRS.

Why is there an amount on Box 7 on my 941?

The amount is an adjustment for fractions of cents due to rounding relating to the employee share of social security
and Medicare taxes withheld. The employee share of amounts shown in column 2 of lines 5a-td may differ slightly
from amounts actually withheld from employee’s pay due to the rounding of social security and Medicare taxes
based on current rates.

How can I verify my file has been successfully filed to the IRS?

If you used the automatic website submission method, you will receive a confirmation email from Greenshades
Software. This email contains your E-File ID, which you can use to track your submission status. If you used the
manual website submission method, Greenshades is unable to track your submission. When you submit your file to
the IRS site, you will receive a confirmation number from their website.

My computer doesn’t have a floppy drive, how do | save my media file?

Save the file to your computer and then either burn a CD or find a computer with a floppy drive to copy the file.
Many states have gotten away from this format and you should be able to upload using the internet.
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How can | review my SUTA / W2 / 941, etc. totals after I’ve submitted them?

Make sure that you save a copy of the totals prior to submitting the files. You are able to build the file in Avionté and
Launch Greenshades again but this will be a new file. You will want to keep a folder for the totals and a separate one
for the E-files that you upload to the State and Federal Government.

NOTE: The E-file file name cannot be changed. The government will reject the file if the name is changed.

How do | know when the returns are due?

The 941 return, State unemployment, and State Withholding return are all due on April 30", July 31%, September
30%™, and January 31%.

Form 940 is due to the IRS January 31°t. The W2s will need to be issued to your employees by January 31, The
Federal government due date is February 28" and March 31°t if you are electronically filing.

What happens to the accruing deductions like Health Insurance or 401k from year to year?

Avionté will clear out all deductions with the new check in the New Year to start over for you automatically. This
makes the process seamless. Any accrual you have set up will run the way you set it up, like vacation or PTO, and
those will not clear out.

How do | correct a return that was already submitted?

If you have submitted a return to an agency and find you need to make a change, then you will need to amend that
return with the agency. Greenshades will not be able to file your amended returns. Many states will allow you to
amend only the changes that need to be made online. You will have to wait until the return has processed through
their system before you can amend that return.
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Common Errors

When | generate the feed and XML, | get this message:

Error Generating Feed

f = , There are 3 errors while generating feed. Would you like to see
the errors?

Select Yes.

The Error side tab opens.

Green Shades &
=
-
f
~Campany & Date File Type &
o
Yearl Quarter! 3
STAFFING SUPPLER AEC12E = k4 Iy g
l—_[ w2 2 941 F
VEAR IO m3 -
940 F SUTA =4
QUARTER —
Error Generating Feed

&N There are 3 errors while generating Feed, tould vou ke to see
~File Info the errars?

File Name
_= —— h Green Shades
Green Shades XML De: q ves D ]
C:\Wsersibart schulzel
‘ Brawse EXist i

Flag 2= Compizt?. | | yOu have errors, then

click 'yes' to see them

and it will jump to the
error tab.

A brief description of errors is listed. The description provides enough detail to enable you to fix the error.

Green Shades B

=

There are payment batches that are not posted or discarded.

Joi3 [ sieieq

Staffing Supplier Property :GS_Company_CompanylD is not properly configured.
Staffing Supplier Property :GS_Company340_DesigneeName is not property configured. All payrolls must be
1 d ori
prior to
generating the feed.

There are State W2 Info Missing in ConfigTaxStatfingSupplier table.

There are SUTA ID Info Missing in ConfigTaxStaffingSupplier table.

Employee ID: 20858 has a null or blank last name. Please update and r. “enerate the feed.

Employee ID: 20406 has a null or blank SSN, Please update and regenerat. ‘he feed

The Company ID is your registration

key that Greenshades assigned to
you.CallSupport if you cannot find it.

These errors explain
Wwhatis missing on This error is telling you that
the employee ID. there are missing State
and/or SUIID numbers in

Admin tools>Employer>Tax

Missing Address

If an employee is shown as missing an address (city, zip, state) it may be partly because the employee address does
not have the ‘IsResident’ box checked under Employee > Detail > See All on the address type.
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Payment Batches

Make sure all Payroll Batches are closed prior to generating the feed and XML.

GS_ Properties

Go to AdminTools > Employer > Detail. In the property section you may edit the Greenshades properties. All of the
‘GS_’ properties in this section are designed to be part of the feed. It will populate when the file is complete and is,
in turn, sent to Greenshades. Many are codes, and Greenshades has informed us as to how they should be set up in
order to be properly submitted. If you have any questions regarding a property, please feel free to call support.

BC Staffing Company
Detail I Branch User

W Code

Bank Tax

StateiZourtry Accrual Plan

Config Year Applicant

| Details

Short Mame

Parent Supplier

xd Invoice Mumber

-~ Supplier Info - Biddress

Short Mame ABC Courtry IUMEd States -

Full Name ABC Staffing Company Street 1 Nosmansrest

Parent Supplier j Street 2

FEN 505505505 City pEm——— Here is where the

Mlext Invoice Number Property is located for

1655 Stete gg_;lz.p Code W perty .
Copy Infarmation From | the 940 Designee name.
Logo Invaice Logo Payment Loga _List OF Property
Propetty ‘ Walue gt | DmeEmey
A AN G _company [ ]
/& AVIONTE | ssnnss || avioNTE  zarmeans - ’ [x] =
AVIONTE Edi
GE_Company340_FUTAFringeBensfitsindica D8/02i2012
Browss | Browse | Browse |
GS_Company@40_FUTAGroupTermLitelndic... 08/m22M 2
- Contact Methoc 5 .
35 _Company340_FUT ARetirementindic ator 08022012
Typs | Valug | s Primary |
= | | = GS_Company340_FUTADspendertCaraind 08220 2

GS_CompanyS40_FUTACtherindicat ar 080242012
G5 _Company340_SendARefundindicator 08022012
35 _Company340_Apply ToMexdReturnindicator 08/022012

|

It is important to remember to save after you enter the values.

¢ BC Staffing Company
Detail I Branch User Wiic Code Bank Tax StateiCountry Accrual Plan Config ear Applicant
- Details

Short Name

Full Mame

Parent Supplier

Mexd Invoice Mumber

- Supplisr Info - dddress
Short Mame ABC Courtry United States -
Full Hame ABC Statfing Company Street 1 123 Main Street
Parert Supplier j Street 2
FEIN .
Nest Invice Hurmber i city Spartanburg This is where the
4855 State [sC =]z code [20302- Registration key for
Copy Information Fram j G .
reenshades is entered.
Logo Invoics Logo Payment Logo  List OF Property ‘
Property ‘ Value 2 | w——
A AL TS _company_comp
/& AVIONTE | soswnss || swioNTE  sormesn Bl = =
AVIONTE G3_Company_CompanyIlD 10172011
017010001
oove | _sowe | _ooee | ||
- Contact Method
Type [ Value [ Is Primery |
* | ‘ I7

|
Save [
—c ]
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Missing State ID or SUTA ID
If you are missing a State and/or SUTA identification the Greenshades feed will generate an error.

Most of your state IDs should be complete, but the Greenshades feed goes through the process of checking to see if
any new states have been added.

This screen is located in AdminTools > Employer > Tax in the Tax EIN Details area.

1. ABC Staffing Company

Detail Branch Uszer Wi Code Bank [ Tax ] StatesCourtey Accrual Plan Config Yeat Applicant

TaxRate  TaxEN |TaxReciprncalTrea{ment TaxStatfingSupplier TaxMas{erI

Generate |

~TaxEl
|j}_— EIrM Taxld TaxMame GeoCode “ertexTaxld EmployeeTax -
&7 =| | - E v
[— —
9 miH 500000000 450 Ird
| uns4s4n 10 Wil SUIER 500000000 459 -
[ 2054540 11 AL WH 010000000 450 I
T 12 AL SUIER 010000000 4539 -
| 2054540 13 AK SUIER 020000000 459 I
| 2054540 14 AZWH 030000000 450 I
[ 2054540 19 AT SHIER N30AO0MA0 450 | h

~ Tax EM Detailz

Tax Mame I AR H
BN F m Save

Enter the EIN here and click Save. Note:
if you are not doing business in a state it
will still require you to enter a number. |

recommend entering a zero in that case.
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Missing Employee Information

If you are missing an employee last name Greenshades will generate an error.

If you receive this error, it most likely means there is a converted employee because Avionté does not allow you to
add an employee without a last name.

Update the last name in Employee > Detail and tab off, it will save. This will eliminate the error.

Search Type Search Criteria
Employee | set|Name Search -
" StartPage | Search | Summery ' Detail |
~Mame ~Address
Saldation ﬁ“ Acldress Type
First Neme Chill Country
MiciclleName ] Street 1 456 .
Wiz — This employee was
Lasthlame ( } et missing a lastname.
SSN et Y Robbinsdale
Hickname Sele MN v| Zip Code | 55422~
Employee ID 20353 ook 240530890 -
L J School District =
- Status/Branch/agency L

Correcting the Missing SSN
If a Social Security Number is missing from an employee the Greenshades feed will generate an error.

When adding new employees in Avionté, you will notice that you cannot enter an employee without having a SSN.
This is by design to protect you from having this error.

Correct the SSN in Employee > Detail and tab off, to save. This will correct the error in Greenshades.

Start Page | Search | Summary ' Detail | %

Actions &, New Employee

Name

~Address

Salutation —_I| = Address Type | See Al | Home Address ~
First Name e Country Unted States >
MiddleName Street 1 454546 Sunny Lane
LastName — Street 2
SSN City Eagan
Nickname State MN ~| ZipCode [55123-
Employee I 20417 GEO Code 240371430 |
J | school District 3
Status/Branch/Agency s
> Meth Y
Status T \ = Cortact Method )
Branch Name — _ Type Value Is Primar
" Engen N B | [ Home Frere (515) 616-1651 v
o o Email travis@noemail.com (]
W2 Employee 12 * (v

In the main menu, we select the
employee and look up the
Employeeld. As you can see the SSN
is missing and you can add it here
and tab off to save your changes.
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