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About 
Greenshades
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4000+
US Businesses
US businesses

20+Years 
Experience 

2M Employees 
Supported

Millions Tax 
Forms Managed 

& Filed Each 
Year

A few of our clients A few of our ratings



Electronically filing within the tax filing center

• Managing contacts for filing purposes

• Common errors and troubleshooting steps

• Uploading tax forms from the Tax Filing Center

Uploading forms to the Year End Forms website for distribution

• Going through the Year-End Forms checklist

• Setting up the employee portal

• How to manage administrator access
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Today’s
Agenda
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• Go to Go.Greenshades.com, hover over the Sign In button and then select ‘Customer Portal. 

• This will take you to ‘My Greenshades’ where you will enter your credentials to manage your contacts

Managing
Contacts

https://www.greenshades.com/
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Once you enter a valid email, an email will be sent 
with a link to set up password and security 
questions.

Customer Portal Account
Setting Up
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• Entering the Contacts tab will give you the ability to add or remove contacts and also allow you to update current 
contact information

Managing
Contacts
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• For E-Filing purposes

• When a form set is uploaded to the year end 
forms site, you will need to select who has 
access to view those tax forms. You may add 
administrators at any time, but we must always 
have one valid contact at all times.

Why is Updating
Contacts Important?
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Common Errors 
That Occur
Don’t let these errors trip you up
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Building an E-File in the Tax Filing Center 
Errors That can Occur

• This is a common error that can 
occur when you first open the filing 
center and click on ‘Create E-File 
Returns’

• This means the filing center is 
unable to read the .xml file

• In this case you would reach out to 
Avionte support to find out what in 
the .xml is causing the issue

• As for all errors, be sure to provide a 
data upload after the error pops up
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Building an E-File in the Tax Filing Center 
Errors That can Occur

• A critical error occurs when attempting 
to build an E-File

• Unlike the previous error the filing center 
was able to read the .xml data, we just 
found there is some required 
information that seems to be missing 
from the file

• This will require you to reach out to 
Avionte support to find out why the file is 
unable to build

• As for all errors, be sure to provide a data 
upload after the error pops up
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Building an E-File in the Tax Filing Center
Errors That can Occur

• This error should not show up for any 
client but if for any reason it does, 
please contact Avionte’s support team 
and they will reach out to us at 
Greenshades to adjust the registration

• There is nothing you the client or 
Avionte can do to correct this.

• The turn around for this error is very 
quick and can be resolved in minutes

• No data upload is needed for this error
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Building an E-File in the Tax Filing Center 
Uploading Data for Troubleshooting

• Providing a data upload whenever an 
error pops up allows us to see when 
the error happened and provide steps 
to correct the error

• Anytime an error pops up please click 
on the ‘Settings’ tab in the bottom left

• Once there please be sure the Year is 
correct and click the highlighted 
upload button, you can then click ok to 
close the settings screen and contact 
Avionte support with a screenshot of 
your error



Top 3 things to Send to 
Avionte Support Team

If you need support and want to help the Avionte support 
agent have the most comprehensive understanding of 
what error or problem is happening, here are some things 
you can do to better help us, help you.

• Screenshot of your error

• Steps that were taken to get the error

• A data upload
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Uploading 
Tax Forms
Uploading to year-end forms
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• Always review totals before you 
upload your forms

• If you see any discrepancies with your 
form totals, please do not upload 
forms and contact Avionte's support 
team

Creating
Year-End Forms
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• It is important to have a contact 
checked in this section; This is who 
will have admin access to the forms 
being uploaded.

• A hyperlink is available on this screen 
that will allow you to add a contacts 
here which will utilize and add to the 
same contact list from the 
Greenshades Customer Portal

Creating
Year-End Forms



17

• When finally ready to upload, enter an 
email and click next

• We will notify you once the forms 
have loaded successfully to the email 
you enter on this screen

• From there you can work with these 
tax forms through the Year End Forms 
site (GreenshadesOnline.com)

Creating
Year-End Forms
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Need to Re-Upload 
Tax Forms?
• Need to upload additional employees 

or new totals?

• The filing center will recognize there 
are already selected form types 
loaded onto our website for this 
company

• We will ask if you would like to work 
with the already loaded tax forms, or 
reupload the current data and replace 
the current forms

• You will only be charged .75 cents for 
any new employees that were not on 
the original upload
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Logging into the 
Year-End Forms Site

• First you will need to sign in to view your 
forms

• You will have to use the email that 
Greenshades has under your contact 
information

• If this is your first time signing into the site, 
you will need to click the bottom link that 
says, ‘set up account” and run through 
setting up a password and challenge 
questions
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Entering Your 
Form Set

• If you have multiple companies’ forms 
uploaded, you can switch to which 
company you are working with

• To enter your forms you will click on 
the ‘Year-End Forms’ tab on the top of 
the page

• You can then filter down by year and 
form type
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Year-End Forms 
Checklist

• This is the main Year-End Forms 
checklist where you will go to edit any 
of your tax forms along with request 
distribution through Greenshades

• The check marks next to each step are 
not required. They are simply letting 
you know what you have already 
completed

• In addition, steps do not need to be 
completed in order to proceed.
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Editing 
W-2s

• To edit an individual W2 you will enter the My W-2s option at the top left of the checklist

• This will allow you to edit any employee tax form or change company information along all tax 
forms in this form set
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• Finding your employee

• Click ‘Edit’ to enter the 
employee's form

• Also an option to print an 
individual form

Editing 
W-2s



Step 1
Complete Company Setup

• Step one is the welcome wizard, you will be prompted to run through this wizard 
the first time you enter the form set

• You can always come back and edit this information later but some of the 
information will include setting up State W2 IDs, Validating Local codes, and 
mapping the Locality Name that goes inside of box 20
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Step 2
Employee Verification

• You can run an SSN verification

• This will compare the employees or vendors SSN/TIN and name with the SSA

• It will report back any discrepancies but will not tell you the correct results
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Step 3
Resolving Warnings

• In step 3 you can see any warnings with your forms

• Some example of these warnings are incorrect address or zip, missing employee 
first or last name, missing city or invalid state

• To correct these warnings, you can click edit on the left-hand side and it will bring 
you back into the employees W2 where edits can be made
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Step 4
Verifying Totals 

• Remember to always come into 
step 4 and verify your totals, 
once you confirm the totals are 
correct you will need to check 
the box at the bottom 
acknowledging that you have 
reviewed the totals and they 
are correct, after that click 
finish

• Any numbers you change on an 
employees’ tax form will reflect 
in the totals
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Step 5 
Manage Employee Access

• Step 5 is where you can allow your employee to view their tax form on the Green 
Employee portal (available for W2s and 1095-Cs if uploaded through Greenshades – 
consent is captured here as well!)

• The first step will allow you to select yes or no

• The next page will ask if you would like to sync info with turbo tax, completely optional 
but it is available
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• What format would you 
like your employees to 
view their tax form in

• You will be able to choose 
from the drop down and 
select the preview link to 
preview the layout. 
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Step 5 
Manage Employee Access



Step 5 
Manage Employee Access

• Would you like to allow your 
employees to edit their W2?

• If any of these options are 
selected, you can then choose 
which admin will be emailed 
whenever an employee 
submits a change on their tax 
form
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Step 6
Email Employees Links to View Tax Forms
• If you selected no on the previous step and are not allowing your employees to view their tax 

form online, you can skip this step

• This step will require an email to be uploaded along with the tax form. You will have the option 
to exclude who receives this email, we let you know how many employees we have emails for 
and how many employees still need to be emailed about downloading their W2

31

• In this sample we are 
going to exclude any 
employee who has already 
viewed their W2 online



Step 6 
Email Employees Links to View Tax Forms

• We populate a generic email with 
the link an employee can click to 
log into the Green Employee 
portal

• This step is optional and if you 
would like to just copy the link 
and send out to your employees 
that will work as well
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Step 7
Distribute Tax Forms

• 7A is to have Greenshades print 
and mail your forms

• 7B to download a PDF copy for 
you to print and mail in house, 
or just for a copy of your 
records (This option is free to 
download)
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Step 7A 
Distribute Tax Forms

• Click on the ‘New Order’ 
option to get started

• The next wizard will allow you 
to choose which tax forms you 
would like to distribute
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Step 7
Distribute Tax Forms

• Delivery Options – You will have two different options for distribution

• There is a cost difference for the two options and Avionte can provide the pricing chart
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Step 7 
Distribute Tax Forms
• We will provide a summary of your order with information, such as estimated processing date, 

also a break down of the invoice that will be created

• Once you are all set you will need to enter your name and hit mail forms
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Step 7
Distribute Tax Forms

• You can go back and verify the 
status of your print and mail 
batch at any time

• Go back into the check list and 
click on the 7.A option

• You can then click View Details 
on any of the print and mail 
batches
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Step 7
Distribute Tax Forms
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How to Manage 
Administrator Access

The “my account” tab will let you know what level of access 
you have, if you are a super administrator you will have 
access to all form sets inside of the workspace and be able 
to grant access to any other contacts
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How to Manage 
Administrator Access

• The access control tab shows you all administrators and how many form sets they have access to

• Two types of administrator Super Administrator and Limited Administrator 
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• Clicking edit next to the administrators name will allow a super administrator to assign specific 
form sets to them
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How to Manage 
Administrator Access
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• This section will allow you to choose 
the year and form type you are granting 
access too

• In this case I gave our example, Chris, 
administrator access to the 1095-Cs 
and W-2s as a limited administrator 
with access to all employees

How to Manage 
Administrator Access



Troubleshooting When 
Setting Up Administrators

If for any reason there is an error on the page or you run into 
issues with assigning an administrator, you will need to go into 
the support tab and click on the Allow Remote Assistance 
button. This will allow the support team to investigate the issue 
further.
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• The question on if Greenshades can support W-2C filings comes up 
frequently during Year-End

• The Answer is yes, Greenshades can support a W-2C, but it will go 
through our professional services team and be charged $500 per 
corrected filing

• If a W2-C is needed, you will need to get all the information over to 
the Avionte team who can get the process started

W-2C 
Electronic Filings
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2024
Year-End Pricing



• Contact information at Greenshades.com under the support tab

• Chat support available once logged into www.greenshadesonline.com 

• If calling -select queue by entering the 1 extension when prompted

• Contact Greenshades Support for Year-End form site or process questions

• Avionte Support for all Tax Filing Center questions or support

• For everything else - call Avionte Support

When to Contact 
Greenshades Directly
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Greenshades Software. Let Us Handle That!
Greenshades Support

support@Greenshades.com

888-255-3815 x 1

http://www.greenshadesonline.com/
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Thank You!

Questions?
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