Command "ACA1095C". SkilMatch documentation for (1) preliminary SkilMatch and "PC preparation” steps for
Greenshades uploads and processing (2) creating one or more 1095-C files required for Greenshades
processing, (3) creating an up-to-date "Report 4" "total EE count” required for Greenshades 1094-C reporting,
(4) hints and requirements during Greenshades processing.

INCLUDES AN UPDATE FOR 2019 AND FUTURE YEAR PROCESSING.
UPDATE IS HIGHLIGHTED IN YELLOW ON PAGE 13.

Abbreviations that may be used in this documentation:

e ACA = Affordable Care Act

e ALE = Applicable Large Employer (ACA defined)

. EE = EmployEE

o FT = Full-Time (ACA defined)

. FTE = Full-Time Employee designation in SkilMatch

. HCI = Health Care Insurance

e IMP = Initial Measurement Period (ACA defined)

e LBR = Look Back Reporting (SkilMatch SMP and/or IMP reporting)
e MEC = Minimum Essenfial Coverage (ACA defined)

e MVC = Minimum Value Coverage (ACA defined)

e SMP = Standard Measurement Period (ACA defined)

e TC = Tracking Codes (ACA defined and/or SkiiMatch-defined)
e VH = Variable-Hour (ACA defined)

Important notes:
e READING AND UNDERSTANDING THE ENTIRETY OF THIS DOCUMENTATION AND ITS EXAMPLES BEFORE
RUNNING THE ACAEDIT COMMAND WILL PROVIDE THE BEST UNDERSTANDING OF THE PROCESS.

e The ACA1095CT command must be run separately for temp and staff because the databases are
completely separate. When running for staff, you must be signed on to the staff payroll library.

e For 1095-C processing, an EE with a temp file and a staff file must be reviewed... then manually combined
into only one "ACADATUPD TC entry" file... either tfemp or staff.

e To be able to process this ACA1095C command, your SkilMatch user ID must have "SKPAYROLL" or
"SKMANAGE" security authority.

Legal disclaimer and customer responsibilities. When SkilMatch staff and/or tools and/or programs provide
information, data, calculation or reporting to customers, a "best efforts” attempt has been made by
SkilMatch to verify that the information is correct as SkilMatch understands it or as it has been explained to
SkilMatch. SkilMatch-provided information, tools and reporting are provided to assist customers, not advise
customers. Laws and requirements change frequently and it is a customer’s responsibility to verify the
accuracy of any SkilMatch-provided information and reporting using a non-SkilMatch ACA expert,
accountant and/or attorney. SkiiMatch attempts to monitor for governmental changes that might affect
customers. However, when a customer receives any notification of a change to law or rules, SkilMatch
should be notified as soon as possible. SkilMatch depends on customers to provide information that will
affect their businesses because customers are, often, more "in fune" to governmental activities. Any and all
written, printed, verbal or electronic information provided by SkiMatch regarding the ACA (1) is meant to
provide general information about the ACA, (2) is not infended to provide tax or legal advice, (3) is not
infended to address, and is not meant to address, the entire body of the ACA law. Since laws and
regulations change frequently and their effects can vary widely based upon specific facts, circumstances
and timing, a customer is responsible for consulting with a non-SkilMatch ACA expert and/or accountant
and/or attorney concerning specific concerns and compliance. Fees, services and products offered by
SkilMatch are subject to change.

Page 1 of 26



Two preliminary setup steps for Greenshades file creation:

(1) SkilMatch system setup to access a created 1095-C file: Either...

A.

If you are a web-based (SME) customer (using a SkilMatch-owned shared-server):

The file will be auto-emailed to you when file creation is complete... but you must first setup a new email
address for "1095-Cs" in your SkilMatch system. The documentation for this EMAILMAINT process is
here: http://www.skiimatch.com/documentation/SM2/PBLIBR/PBEOYRO2Emailmaint.htm

(The EMAILMAINT process expedites the fransfer of information to you from SkilMatch servers. It enables

you to receive SkilMatch created files via automatic email without notification to, or assistance from,
SkilMatch support. Staff payroll: Someone with staff payroll authority must process these setup steps
separately for the staff payroll system... while signed-onto the staff payroll system. Different email
addresses can be designated for the staff payroll system vs. the temp payroll system. The

EMAILMAINT setup in temp payroll has no effect on staff payroll and vice-versa.)

If you are a Platinum customer (using your own IBM SkilMatch server):
No "email" setup is needed. (After you have created a file, you will find the file on your SkiiMatch PC file

server at path: "smirans\Federa\ACAtemp (or ACAstaff)\employees.csv".)

(2) "PC" directory/folder setup for your created files:

You must create a permanent location ("PC" folder with subfolders) to help organize your downloaded-from-

A.

SkilMatch 1095-C file(s). You will use this location to store .csv files downloaded from SkiMatch and those
files converted to xIs for uploading to Greenshades. Note: These instructions use "desktop" as a starting
directory/folder location. If you are very "PC/directory/folder/copy/paste/etc. knowledgeable" and "get"
the process described in these instructions, the directory/folder/sub-folder location can actually be setup

in any "PC" (network) location desired. SkilMatch "support" will assume "desktop" unless told otherwise.

Create your ACA deskiop directory/folder:
On your PC desktop, right-click your mouse, click [New], then click [Folder]. Key the name of the new
folder as "ACA1095C" (without quotes).

Create "Company" and "Temp/Staff* sub-folder(s):

Double-click on the "ACA1095C" folder to open it. When the folder is open, right-click your mouse in
the file areq, then click [New], then click [Folder]. Key the name of the new sub-folder as
"CompanyXX" (without quotes) (XX=your G/L company number). (Repeat these steps to create a
new sub-folder for each of your G/L companies that will have 1095-C files.)

If you will be creating Temp and Staff 1095-C files: Double-click on the first "CompanyXX" sub-folder to
open it. When the sub-folder is open, right-click your mouse in the file area, then click [New], then
click [Folder]. Key the name of the new sub-folder as "Temp" (without quotes). Repeat these steps
to create a new sub-folder "Staff' (without quotes) within the same "CompanyXX" sub-folder. Repeat
these "Temp and Staff" steps for each "CompanyXX" sub-folder so that each "CompanyXX" sub-folder

will have a "Temp" subfolder and a "Staff" sub-folder.
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TWO IMPORTANT NOTICES:

(1) Processing sequence... Il CRITICAL !!! ...to keep your file and upload process "logical" and organized:

SkilMatch recommends (pleads) that you work with one company at a time and one file at a time before

you proceed to the next company and its files: (Additional details provided later in this document.)

First: Create a file for company AA/Temp... convert the file to .xls... upload the file to Greenshades...
review Greenshades' edit... follow all Greenshades processing for this temp file.

Second: Create afile for company AA/Staff... convert the file to .xls, upload the file and !I!l APPEND !!! the
file to the existing Greenshades (AA/Temp) file... review Greenshades' edit and follow all
Greenshades processing for this (now) Temp+Staff file for company AA.

Third: If you have additional SkilMatch/Greenshades companies to process... follow the two

sequences, above, again for company BB, CC, etc.

(2) Save yourself time and $$S$S MONEY $S$:

Have as many EE email addresses entered as possible (on screen 2 of SkilMatch EE data entry) before running
the 1095-C file creation process. Each EE's email address you submit (automatically, as part of this 1095-C
file creation process in SkilMatch) will be used by Greenshades to email a notification to the EE that their
1095-C form is available online... with instructions on how to retrieve it. Every EE who retrives the 1095-C
online will be tracked by Greenshades. (This is a free service when using Greenshades.) Any EE who does
not retrieve the 1095-C online will need to have it printed, stuffed, stamped and mailed... by Greenshades
(optional... saving hassle... but extra cost)... or by you (a hassle and extra cost). Having email addresses in

SkilMatch before file creation will reduce your 1095-C processing time and costs.
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Creating a 1095-C file: (After all ACAEDIT corrections have been made and you have a "clean” Report 1.)

From any menu, click | :

¢ Command ;

Server Command Line

The following screen will display:

Server command line requires authonzation

ACA1D095C

0K I Exit | Retrieve |

Key ACA1095C and click [OK] or press [Enter] fo continue. The following screen will display:

E Program Messages il
Ele Edt Help

You are requesting create ACA 1095-C file for reporting.

Enter employes master file to reference for eamings.
Enter "CURREMT" for current vear

Enter 2 digit year 13, 14,15, etc. for previous pears
Enter required parameter

Feply

(Usually*) Key a 2-digit year to use EE earnings and hours from an archived previous year... (like "15" [without
quotes] for 2015 EE information), then press [Enter] to continue.

Or, (not usually*) key "CURRENT" [without quotes] to use EE earnings and hours from the "current year", then
press [Enter] fo confinue.

Or, key nothing, then press [Enter] to cancel the program and return to a menu.

* When you "zero and close" a payroll year during EOY SkilMatch processing, EE earnings, hours and other
information for the year being closed is "archived" in a file separate from "current year" information. This
archiving allows selective processing of "old" information after an EQY closing... when or if needed for W2s,
1095-Cs, etc. A file named "EMPMAS" is always the name of the "current year" file. Files named "EMASxx"
(xx=2-digit year of closed files) are the names of "closed" and archived data for previous years. (For example,
"EMAS15" is the name of the "closed" and archived data for 2015.) Since these edits will likely be run after

EOY, you will, typically, use the previous year EMASxx file for processing these edits... similar to W2 processing.
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If you keyed CURRENT or a 2-digit year and then pressed [Enter] to continue, your screen will display:

E Program Messages il
Fle Edit Help

Enter company number you wish to process.
Enter required parameter

Fieply

Key a 2-digit company number to process one payroll G/L company... then press [Enter] to confinue...

Note: Only one company at a tfime can be processed. "00" (usually meaning "all companies") is not valid.
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After you keyed a 2-digit company number and then pressed [Enter] fo continue, the screen will display:

E Program Messages il
Fle Edit Help

Enter 4 digit pear that 1095Cs are to be created faor
Enter required parameter

Fieply

Key the 4-digit** reporting year you are processing. (For example, key "2015" [without quotes] for year 2015).

2-digit year keyed on the first screen of this processing. Using two different years will produce

unpredictable results.

When the 4-digit reporting year has been keyed, press [Enter] to continue.
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After you keyed a 4-digit year and then pressed [Enter] to continue, the screen will display:

(This is a sample: Your screen will contain data based on your input on the previous screens.)

Eprogram Messages il
Fie Edit Help

Y'ou have chozen to create the AL 1095-C file for company number 05
For year 2015, uzing file EMPMAS. |2 this comect? Enter "'ES" or "WO"
Enter required parameter

Reply

Verify (1) the company number, (2) the 4-digit year and (3) the EMASxx file name (or EMPMAS if "current” year is

Key "YES" [without quotes], if the information is correct, then press [Enter] fo continue.
Or, key "NO" [without quotes] if the information is not correct, then press [Enter] to cancel processing and return

to a menu.
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If you keyed "YES" and then pressed [Enter] to confinue...
...and FATAL ERRORS are found...

I A 1095-C FILE WAS NOT CREATED !lI
If you are a WEB-BASED (SME) customer (using a SkilMatch-owned shared-server)... this screen will display:

s Program Messages @

File Edit Help

FATAL ERRORS WERE FOUMD DURING PROCESSIMG.
REVIEW REPORT FOR ERRORS MEEDIMG CORRECTIOM
1095C FILE CAM MOT BE CREATED AMD EMAILED

JOB |5 CAMCELLED
FRESS "OF" TORETURN TO MENL

If you are a PLATINUM customer (using your own IBM SkilMatch server)... this screen will display:

s Program Messages @

File Edit Help

FATAL ERRORS WERE FOUMD DURING PROCESSIMG.
REVIEW REPORT FOR ERRORS MEEDIMG CORRECTIOM
1095C FILE CaM MOT BE CREATED AMD SEMT TO THE IFS

JOB |5 CAMCELLED
FRESS "OF" TORETURN TO MENL

In either case, "fatal errors" were found and !I! A 1095-C FILE WAS NOT CREATED !l
Four edit reports... PB488P, PB688AP2, PB488AP1 and PB48YP... will be available in your spool file.
(These are the same reports produced when processing the ACAEDIT command.)

Review Report PB688P (Report 1) to determine changes required.
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THIS PAGE IS ONLY FOR WEB-BASED (SME) CUSTOMERS (USING A SkilMatch-OWNED SHARED-SERVER)...

Or, if you keyed "YES" and then pressed [Enter] fo continue...
...and NO FATAL ERRORS are found... !!! A 1095-C FILE WAS CREATED !!!
First, this screen will display:

E Program Messages il
Ble Edit Help

MO FATAL ERRORS WERE FOUND DURING PROCESSIMG.
REWVIEYW vOUR REPORTS BEFORE CREATING THE 1035C FILE

Prezs "ENTER" when ready to send ta the IFS

Then, this screen (with TEMP or STAFF) will display... after you click [OK] or press [Enter] to acknowledge:

§ Program Messages @
File Edit Help

The Special Federal ACA, file for TEMP has been created and
e-mailed to pou for Fed - FD Sub - AC,

It iz ready to be renamed. if needed.....
AMD
submitted electronically per the requirements.

Check your PC e-mail

FRESS "0K" TO RETURM TO MEML.

11 A 1095-C FILE WAS CREATED !!! and it has been auto-emailed to you.

Your four "final" edif reports... PB688P, PB688AP2, PB688AP1 and PB489P... are in your spool file and should be
printfed and archived. (These are the same reports produced when processing the ACAEDIT command.)

Report PB689P (Report 4) will be needed for the Greenshades 1094-C "total employee count by month".

Click [OK] or press [Enter] to acknowledge and return fo a menu.
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THIS PAGE AND THE NEXT PAGE ARE ONLY FOR PLATINUM CUSTOMERS (USING YOUR OWN SkilMatch SERVER)...

Or, if you keyed "YES" and then pressed [Enter] fo continue...
...and NO FATAL ERRORS are found... !l A 1095-C FILE WAS CREATED !l

First, this screen will display:

L) Program Messages @
Eile Edit Help

MO FATAL ERRORS WERE FOUMD DURING PROCESSING.
REWIEW YOUR REPORTS BEFORE CREATIMNG THE 1095C FILE

Prezz "EMTER" when ready to send to the [FS

Then, this screen (with ACAtemp or ACAstaff) will display... after you click [OK] or press [Enter] fo acknowledge:

E Program Messages il
File Edit Help

The Special Federal AT, file haz been created on

the Skilbatch PC file server for Fed - FD Sub - AC.

The path of the PC file on the server is
YskilsvrismtransiF ederaliaCatemplemployess. cav

The description of the file oh the Skilkatch PC file server is
IF5 file for special federal ACA data

Process has completed normally.
PRESS "0OK" TO RETURM TO MEMU.

(Next page)...
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CONTINUED... ONLY FOR PLATINUM CUSTOMERS (USING YOUR OWN SkilMatch SERVER)...

Il A 1095-C FILE WAS CREATED !l and it has been saved to your SkilMatch PC file server.
Your four "final" edit reports... PB688P, PB488AP2, PB688AP1 and PB489P... are in your spool file and should be
prinfed and archived. (These are the same reports produced when processing the ACAEDIT command.)

Report PB4689P (Report 4) will be needed for the Greenshades 1094-C "total employee count by month™.
The second screen shows the path to find the file on your SkilMatch PC file server and will be either:
\skilsvr\smirans\Federal\ ACAtemp\employees.csv
\skilsvr\ smtrans\ Federal\ ACAstaff\employees.csv

Process a print screen or write down the path noting \ACAtemp or \ ACAstaff:

Click [OK] or press [Enter] to acknowledge and return fo a menu.

The next page explains how to save a 1095-C file to your "PC" (network) sub-folders (described on page 2).

DO NOT CREATE ANOTHER FILE UNTIL YOU HAVE SAVED THE LAST-CREATED FILE !!!

Page 11 of 26



How to save a 1095-C file to your "PC" (network) sub-folders (described on page 2):

DO NOT CREATE ANOTHER FILE UNTIL YOU HAVE SAVED THE LAST-CREATED FILE !!!

Important CAUTION to Platinum customers (using your own IBM SkilMatch server): Each time you run a file
creation process, the system REPLACES the last file created for ANY company... whether or not you have
saved a copy of the last file created to your "PC" (network). (Note: A new Temp file created does not
replace an old existing Staff file or vice-versa.) If you run the file creation process without saving a copy of
the last created file, the new employees.csv file will contain only the file contents created by the last file
creation process... and the other file will be GONE... and will need to be re-created. Bottom line: A new
Temp file creation for any company will always replace the last Temp file creation for any company and a

new Staff file creation for any company will always replace the last Staff file creation for any company.

Follow all steps carefully to be sure you save files to the correct ACA1095C sub-folders.

Now that you have created your 1095-C file, it must be saved for additional processing.

Copy (or save) the "employees.csv" file... from your email or your SkilMatch PC file server to the appropriate
"Temp" sub-folder or "Staff" sub-folder (within the appropriate "CompanyXX" sub-folder... that is within the
"ACA1095C" folder) on your "PC" (network). You will go to this sub-folder to process and upload the file for

Greenshades.

DURING ANY OF THE PROCESSES TO SAVE, OPEN, CONVERT OR WORK WITH THE FILE, NEVER CHANGE THE DATA IN
THE FILE OR MAKE ANY CHANGES TO SORT OR FORMAT IN THE FILE.
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How to convert a "SkilMatch 1095-C file ("employees.csv") to a Greenshades 1095-C file ("employees.xIs"):

EVERY SkilMatch "EMPLOYEES.CSV" FILE MUST BE CONVERTED TO AN EXCEL ("EMPLOYEES.XLS") FORMAT BEFORE IT
CAN BE PROCESSED BY GREENSHADES.

Excel software must be installed for the PC where the "employees.csv" files will be "converted".

After an "employees.csv" file has been saved to its appropriate sub-folder it can be processed for conversion to

the Excel xls format.

1. Open the sub-folder containing the "employees.csv" file to be converted.

2. Double-click on the "employees.csv" file and it will open in Excel (as a .csv file). (Note [below in ared box]
that the name of the file at the very top of the Excel screen is "employees.csv'.) The file must be named
"employees.csv' when it is opened by Excel or it will not convert correctly.

3. UPDATE FOR PROCESSING 2019 AND FUTURE YEAR FILES: When the file is opened, NEVER CHANGE THE DATA IN
THE FILE OR MAKE ANY CHANGES TO SORT OR FORMAT. HOWEVER, DUE TO CHANGES IN SOME/NEWER
VERSIONS OF EXCEL, YOU MUST “AUTOFIT ALL COLUMNS” ON THE WORKSHEET BEFORE PROCEEDING TO THE
NEXT STEP [4.] BELOW. HERE IS HOW YOU DO THIS:

To quickly autofit all columns on the

worksheet, click the Select All button, and then . . . : X |
double-click any boundary between two column ;D\\ caliet All busr '
headings. 2

(Note: Before you “autofit all columns” you will see that full column heading names may not display. [For
instance, column B may not fully display column heading “ControINumber” but will, instead, display a partial
column heading name like “ControlNu”.] However, after you have “autofit all columns”, the full column
heading name will display.) IF YOU ARE CONCERNED ABOUT YOUR ABILITY TO DO THIS, CONTACT YOUR EXCEL
EXPERT OR CONTACT SKILMATCH SUPPORT AND WE WILL HELP TO WALK YOU THROUGH THE PROCESS.

4. Verify the worksheet name tab (bottom left) shows "Employees" (without quotes). If not, contact SkilMatch.

(Note: Every Excel version looks slightly different.)

H ©- [& - Employees.csvlf Excel 7T EH - O X
HOME INSERT PAGE LAYOUT FORMUILAS DATA REWIEW WIEW ADD-INS Signin
Al - jt Employee 1D v
A B o D E F £ H [ | K -
1 |Emp|oyee_|ControlNu 55N LastMame FirstName MiddleNar Address1l  Address?  City State Zip
2 | 1.11E+08 11223333 Smith Sam A 1234 West In Houston  TX YErEri
3 | 2.22E+08 2.22E+08 Brown Tom 3333 EastIn Houston TX 77777
4 | 3.33E+408 2.33E+08 Black Jackie 4444 Spring dr Houston TX EEEEERS
Employees @ 4 >

H M —-——3—+ 100%

5. From the Excel menu options click [FILE].
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6. Click [Save As]... and the Excel "Save As" dialog box will open. Be sure the dialog box is set to save the file

to the same sub-folder where the "employees.csv" file was located.

x|
& )|l ~aca 09cRe - 3| search aca 1095C Fie @l
Organize »  MNew folder = - 9
WMicrosoft Excel 21 MName - | Date modfied | Type | |
Mo items match your search.
o Favorites
&P Autodesk 380
M Desktop
< Recent Places
& SkyDrive
Iy Downloads
| Libraries ﬂ | ﬂ
File name: | 1095C Co10 Temp 2015.xs ﬂ
Save as bype: |Exce| 97-2003 Workbook (*.xds) ﬂ
Authors: Carla Tags: Add a tag
[~ save Thumbnail
+ Hide Folders Tools + Cancel

4

7. "Save as type" should be changed to "Excel 97-2003 Workbook (*.xlIs)" (using the right-side drop-down arrow).

Notel: After you change the "Save as type" to "Excel 97-2003 Workbook (*.xIs)"... if your PC displays "file
extensions" (like .csv or .xls) on the "File name"... the file extension will be now be .xls instead of .csv.

Note2: Some PCs do not show a file extension when displaying files in a folder. As a result, it is sometimes hard
to discern the difference between two files with the same name but different file extensions (like
"employees.csv' vs. "employees.xls" in the same folder. Therefore, if desired, when using Excel to convert
the file from the .csv fo the xIs extension, the "File name" can also be changed from "employees.xls" to
something like "Temp-employees-2015.xls" to represent the file contents and fo distinguish it from the
"employees.csv" file when are uploading to Greenshades and you cannot see file extensions. It is OK fo
upload a file name other than "employees" to Greenshades as long as the file extension was changed to
Xls using Excel. Greenshades cannot accept .csv files... only xls files, regardless of file name.

8. Click the [Save] button.

After saving, the spreadsheet is sfill open. (Note [below in a red box] that the name of the file at the very

top of the Excel screen is now "employees.xls".) Close the file/spreadsheet. (Note: Every Excel version looks

slightly different.) The file is now ready to be uploaded to Greenshades using their upload/import

documentation.

H - Ei s Emplovees. ks | Excel ? B — 0O %
HOME INSERT PAGE LAYQLT FORMULAS DATA REVIEW YIEWS ADD-INS Signin
Al - f\ Employee 1D v
A B C D E F 5 H I ] K -~
1 |Emp|oyee_|Contro|Nu 5N LastName FirstName MiddleNar Address]  Address2  City State Zip
2 | 1.11E+08 11223333 Smith Sam A 1234 West In Houston TX 77
3| 2.22E408 2.22E+08 Brown Tom 3322 EastIn Houston  TX FITI7
4 | 3.33E+08 3.33E+08 Black Jackie 4444 Spring dr Houston  TX TIFF? L
Employees @ 1 »

H M —F—+ 100%

The next section contains "SkilMatch" hints and requirement reminders for Greenshades processing.
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Greenshades processing: Hints and Requirements

Note: Screenshots and instructions may not exactly match Greenshades version changes.

HINT: Replace or Append...

e Most SkilMatch customers will upload 2 files per "company XX" for Greenshades processing: temp and staff.

e Upload your temp file first.

e The first time your temp file for a "company" is uploaded to Greenshades, the options for "replace" or
"append" (example, below) will not appear.

¢ If you need to upload the temp file a second time (for whatever reason) you would select "Replace” 1o
replace the previously uploaded temp file.

e But... for a subsequent staff file upload for the same company, you want to combine it with the temp file for

that company and should select the "Append" option file... to add your staff file to your existing temp file.

ar-End Forms - Import Forms - Internet Explorer

b I\% htgs /e dowenloadmyyfor m.com Aveblmpe ,O j| 4 | +4 (=2 Greenshades Crline @ Year-End Forms - ... | | ‘IIT'I\f T7 ;’g'}

Fle Edit iew Favorites Tools Help

There is already a set of forms loaded for that company, year, and type. What would you like us to do with these new forms?

® Replace: | want to erase the existing forms and start fresh.

O Append: | want to add my excel file to the exsting forms.

ser License Agreement  Read our Privacy £

Software Inc. By accessing and using this page you agree to the End L:
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HINT: Transition Relief Indicator...

When you get to this section, you must select "Yes" (first) to "see" the selections. If you selected yes, select

one, or more than one, of the selections appropriate for the company.

SkilMatch and Greenshades CANNOT adyvise you on selections.

2 Greenshades Year-End Forms - Internet Explorer = |EI |£|

P I@ hittps: /v downloadmyform.... pj@_‘y' & Greenshades 0... | (2 Greenshades... X |_| {% T;:f {{*}}

Transition Relief Indicator

Are you eligible to use andfor using one of the Qualifying Offer Methods and/or Transition Relief to indicate on your 1094-C7
@ Yes (O Mo

Select all that apply:

[ Qualifying Offer Method [] Section 4930H Transition Relief

O Qualifying Offer Method Transition Relief [ 9a% Offer Method
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HINT: Business Name Control (BNC)...

A BNC is a sequence of characters derived from a taxpayer's (employer's) name... and is used by the IRS in
processing tax returns filed by the taxpayer. A Business Name Control was established by the IRS when
the taxpayer requested an Employer Identification Number (EIN).

Entry of your BNC should be entered here... even though it is optional on this screen... because it will be

required on a later screen for Greenshades to be able to file electronically for you with the IRS.

@ Greenshades Year-End Forms - Internet Explorer = IEI |£|
(i I@ hitps:/ /v, downloadmyform.com/a O j & | 3 (> Greenshades Qriine | (=2 Greenshades ... xl | {% E'ﬁ‘? o
- s )

Contact Information

Please enter the name and phone number of the person to contact who is responsible for answering any questions pertaining to your 1085-C
submissions.

Contact Name

[skinaten

Phone Number Ext.
|713) 8271212 |

Business Mame Control (ENC)
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HINT: Total Employee Count...

Designate "12th Day of Each Month" as your opfion.
SkilMatch report PB689P, produced during 1095-C file creation, provides the count required.
(Note: The PB689P temp report count is separate from the PB689P staff report count.)
Key the totals from the PB489P temp report when you upload the temp 1095-C file. When you upload and

append the staff 1095-C file, you will replace the original temp figures that were keyed with new figures...

that will be your temp and staff PB689P totals added together.

2 Greenshades Year-End Forms - Internet Explorer = |EI |£|
@ /-:l' I@ bt/ Ao dowrloadmyform.com pj O |4 =2 Greenshades onil.. @ Gresnshades |, Xl | {/n\_r q{/‘\? fol

Fle Edt “iew Favorites Tools Help

M Year-End Forms 98 Test 1 2015 1095-C Tax Forms Skinatch (o

Welcome Wizard

Transition Relief Aggregated ALE Group Self-Insured Indicator Contact Information Employee Count

Employee Count

Designate one of the options below as the consistent determination for the total number of employees reported for each month.
12th Day of Each Month

NOTE: Changing your determinafion designation above will not recalculate your employee fotals. it is your responsibility to accurately record your
employee count consistently based on your selection.

Enter the total number of employees, including full-ime employees and non-full-time employees and employees in a Limited Mon-Assessment
Period, for each calendar month.

Total Employee Count Total Employee Count

Emplayee Count Employee Count

Employee Count Employee Count

Employee Count Employes Count

Employee Count Employee Count

| I
| [
| Employee Count [ Employee Count
| I
| I
| [

Employee Count Employee Count

DW2: 2016362 - B2003-2015 Green Shades Software Inc. By accessing and using this page you agree fo the End User License Apreement  Read our Privacy Statement
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REQUIREMENT: Customize your company account and EE access...

After you have signed into your Greenshades account and have completed the first file upload for a

company, this screen will display:

B Greenshades Online - Internet Explorer

@_7)' I@J https://ww.greenshadesonine.., O j@*} (= Greenshades cnline x | | {% <+

Testl -

SkilMatch  Sign Out

Year-End Forms  Settings

Company Dashboard

My Companies
Company Dashboard y P
All of your child companies are listed below. Click the company name will take you to the company’s admin home page and Expanded View will open
My Companies mare details on the respactive company. Other links go to relevant pages.
Empl‘:'}'EE Search @ Add Columns
Module Usage Company Mame Warnings Employee Requests Past Due [tems
Sync History Test1 0 0 0
Page 1 of 1 (1 items) 1 Page size: |10 ~
Benefits

v
Click [Settings] and the screen will display:
& Greenshades Online - Internet Explorer = |I:I |£|
m' I@J hitps /A greenshadesonline.com; O j 4 *} (= Greenshades Cnline b4 | | ﬁ i {&é}
e — L

Testl - SkilMatch Sign Out

Qj Home  Year-End Forms  Settings

Workspace Settings

Corporate Theme

Company Info
Uze the area below to configure your Corporate Theme.
Corporate Theme
Sign In Page
Billing Contact
Large Login Logo Small Top Bar Logo
Access Settlngs This logeo will ke displayed on the login page and seen by your This is a small lege that will always ke shown in the top bar of
employes whenever they log in. GreenEmployee.com.
Image formats accepted are jpeg. gif. and png. Image formats accepted are jpeg, gif, and png.
Image must be under 4MB in size. Image must be under ZMB in size.
Image should be 300 x 300 or less. Image should be 30 x 80 pixels.
Click "Browse’ to zelect a new logao, then dick "Save’ to upload it Click 'Browse’ to selact a new logo, then click "Save’ to upload it

Browse... | | Browse... | V
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Click [Access Settings] and the screen will display:

& Greenshades online - Internet Explorer _I— _ID ﬁl
: oy - . i i il i =

m' IG https //uwir. greenshadesonine.com; O j 4 | *s (= Greenshades Crine x | | {% S ¢ {(}}
Test1l ~ SkilMatch Sign Cut

(_3_") Home Year-End Forms  Settings

Workspace Settings

Corporate Theme

Company Info
Use the area below to configure your Corporate Theme.
Corporate Theme
Sign In Page
Billing Contact
Large Login Logo Small Top Bar Logo
Access Settmgs This logeo will be displayed on the login page and seen by your This is a small logo that will always be shown in the top bar of
employees whenever they log in. GreenEmployee.com.
Employee Access Image formats accepted are jpeg. gif. and png. Image formats accepted are jpeg, aif, and png.
Image must be under 4MB in size. Image must be under 2MB in size.
Admin Access Image should be 300 x 300 or less. Image should be 380 x 80 pixels.
Click "Browse' to zelect a new logo, then dick 'Save’ to upload it Click 'Browse' to select a new logo, then click "Save’ to upload it.

Browse... | | Browse... | V

Click [Employee Access] and the screen will display:

N (=]
f *
Ll

SkilMatch  Sign Out

Home Year-End Forms  Settings

Workspace Settings

Employee Access

Company Info

Use the tabs below to configure Employee Access
Access Settings Security Palicy
Employee Access

GreenEmployee.com Code

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

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

i eir information by visiting:
https://tas7 greenemployee.com/

Company Information

The following infarmation will help an employes identify their company portal.
Company Phone Number

Company Name Recognized by Employees

Employee Login Credentials

ZSelect the credentials an employes will use to login. If you select a custom password, the user will be prompted for their temperary credentials the first time they login and
will then setup their custam password.

Username: Last Mame + Last 4 of 35M e

Password: | Social Security Mumber hd
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"GreenEmployee.com Code"...

Determine, then key, a "short code" for your company. This allows Greenshades to create a unique "portal”
for your EEs to go to access their 1095-C forms. It needs to be less than 30 letters, numbers or dashes
only (no spaces or special characters). Greenshades will "attach” your "short code" to the front of their
"greenemployee.com" generic website to create your unique portal. (Your short code will either be
approved or rejected as "already used" after you key it and press the [Tab] key.)

Examples for Resource Development Staffing and Act Industrial Staffing might be:
"resourcedevelopment’ (i.e., resourcedevelopment.greenemployee.com) and "actindustrial’ (i.e.,
actindustrial.greenemployee.com.) Notfe that your unique portal will be displayed in blue on the screen

after it has been approved.

"Company Information”...
Key a "formatted" version of your phone number... like "(713) 627-0011"... (not "7136270011") and an
identifiable version of your company name... like "Resource Development” or "Act Industrial”... for
Greenshades to use to help your EEs find your unique "xxxxx.greenemployee.com" website (from the

"generic" "greenemployee.com" website)... when they cannot remember your specific unique website.

"Employee Login Credentials"...
I CRITICAL !!! The following two areas MUST display EXACTLY like this...
Username: Select "Last Name + Last 4 of SSN"

Password: Select "Social Security Number"

Click [Save] at bottom right corner. A save message will display at the top of the screen: "Success! Your

selections have been saved".
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HINT... "Mask Employee Social Security Numbers on 1095-C form"
If you want to "truncate" (hide) SSNs printed on EE 1095-Cs (***-**-4789 instead of 123-45-6789)...

On the "Welcome to Year-End Forms" screen, click the "Seftings icon" in the upper right hand corner.

& DownloadMyForm Administrative Home - Internet Explorer - |I:I |£|

< I@ Wttps /v dowrloadrmyfor m.... pj{% +3 (=2 Greenshades On... | (22 DowrloadMy... I_l {I:I} i? .{ﬁ}

A Year-End Forms 98: Test 1 2015 1095-C Tax Forms w smatch (G B 3 @

Welcome to Year-End Foerms
“ou can view your forms and reports below as well as a checklist which will guide you through the year-end forms process.

By My 1095-Cs | view, Edit, and Print individual 1095-C Forms

m My Reports | \iew Reports on User Activity and Overall Form Information

Year-End Forms Checklist:

1.

COMPLETED ON 111172016

Skilkateh used the welcome wizard to configure Year-End Forms on 141172016,

2. Duplicate Employees

There were no Duplicate Employee forms found.
COMPLETE

Click the [Forms] tab at the top. The screen will display:

2 Year-End Forms - Settings - Internet Explorer

- I@ hittps: /Ao downloadmyform... pj 4 '?,; =2 Greenshades Q...

(22 Year-End Fo... % |_| ﬁ ?:3 E}

ﬁ Year-End Forms 98: Test 1 2015 1095-C Tax Forms w SkilMateh G % {) @

Settings for Test 1 2015 1095-C Tax Forms

| Employes Access Formset Info | Security | Support

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

MName Administrators may view Recipients may view
Form 1095C

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

MName Admininstrators may view Recipients may view
Revised Form 1095C

If the option below is selected, only the last four digits of the SSN will be shown on forms you print or mail using this website. (ex:

wdkx] 234). Although the IRS allows for SSM truncation on paper copies, it is not allowed when recipient copies are delivered electronically.
Forms provided electronically should contain the full social security number per IRS regulations. Do not select this option if you intend to
allow electronic distribution of your forms.

Would you like to mask your employees' Social Secunty Mumbers?
®vesONo

Gresn Shades Software Inc. By accessing and using this papge you agree to the B
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At the bottom of the page is the question, "Would you like to mask your employees’ Social Secuarity

Numbers?" Select [Yes] or [No]. If you select "Yes", SSNs will be truncated (masked) to print as
*xk_*%_4789 on 1095-C forms. Example, below.

Jwww . downloadmyform.com/ TaxForm.pdf2c=mMzI2MzI 00253 d-ixumt/

@_‘:)' I@ hittps: /A, downloadm. . ,Oj

q

*y (=2 Greenshades.. | (=2 dowrloa... x| | ﬁ

=10l x|

|{'|
S

L

PARTI:

Applicable Large Employer Member (Employer) Goxes 7, 5-13)
EMPLOYER's name, sireet address, city, state, country, ZIF or
forelgn postal code, and contact telephone number
SEILMATCH STAFFING SYSTEMS
3000 WESLAYAN #340
HOOSTON, TX 77027
(713) 627-1212

Faorm 1095-C

Employer-Provided Health Insurance
Offer and Coverage

8 EMPLOYER's ienfification Number [EIN}
11-1234567

OMEB No. 1545-2251

Employee Boxes 1, 3-6)

EMPLOYEE's name, street address, city, state, country, and Zip or forelgn postal code

2 EMIPLOYEE's Spolal Sacurity Number (35n)
waw_ww_TLLY

2015
[J voio
[] CORRECTED

Plan Start Month Far Privacy Act and
iEnter 3-digit nurmherd Papenwork Reduction Act
10 notice, see separate

Instructions.

{keep for your records)

whnw.irs.gov/form 1095 Depariment of the Treasury - internal Revenue Senvica

e
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REQUIREMENT, "Verify Employer-Provided Insurance Information”...

You must VERIFY the data or MANUALLY EDIT data in Option 5 of the "Year-End Forms Checklist" ("Verify

Employer-Provided Insurance Information™).

€ DownloadMyForm Administrative Home - Internet Explorer

- o] x|
C_@ = I@ s /. dowrloadmyfaor .. pj@;}l &> Greenshades ... | (2 Dowrload... X |_| ﬁ ﬁ @

ﬁ Year-End Forms 98: Test 1 2015 1095-C Tax Forms SkilMatch G; By a @

Welcome to Year-End Forms
“'ou can view your forms and reports below as well as a checklist which will guide you through the year-end forms process.

! Efy My 1095-CS | view, Edit, and Print individual 1095-C Forms

! m My Reports | wiew Reports on User Activity and Overall Form Information

Year-End Forms Checklist:

1.

COMPLETED ON 1482016

SkilMatch uzed the welcome wizard to configure Year-End Forms on 1/8/2016.

/ 2. Duplicate Employees
V

There were no Duplicate Employee forms found.
COMPLETE

3. Employee Identity Verification
DUE NOW There are 330 identities that need to be verified.

4. Resolve Warnings with vour Forms
DUE NOW There iz currently 1 warning with your forms, 0 of which are considerad high severity wamings.

5. Verify Employer-Provided Insurance Information

DUE NOW You have loaded 330 forms.

6. Manage Emplovee Access
DLFE_!JBw Allow your employess to view their 1085-Cs online at GreenEmployee.com

On the "Year-End Forms Checklist", click opfion 5.
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The screen will display:

(=]
. o

Employer-Provided Insurance Information Verification
The following information was gathered based on your collective 1085-C form data and contains information populated for the 1094 Email Report
C form (Transmittal of Employer-Provided Health Insurance Offer and Coverage Information Retumns).

Please review the information below and verify that it is comrect.

Applicable Large Employer (ALE) Member

Company Name EIN

SkilMatch Staffing Systems 11-1234567

Address 3000 Weslayan #340 Contact Name SkilMatch

City Houston Contact Phone #

(713) 6271212 L2

State ™

a8 77027

I'nmn # of 1095.C Forms being Submitted: 330 I

ALE Member Information
Are you a member of an Aggregated ALE L¥es 4 No
Group?

—
LI Section 4980H Transition Relief
L1 98% Offer Method

Certifications of (all checked apply):
Edit ]

ALE Member Information - Monthly

Important Note: The following monthly information displayed below is based on your individual 1095-C form data and company setup provided upon import.
Any data added, edited, or removed within the grid below will not update or recalculate your individual 1095-C form data. Please edit with caution, as this
information is translated directly to your 1094-C Transmittal Form and included with your eFile.

Minimum Essential Full-Time Employee Total Employee Count Aggrepated Group Section 4930H Transition
Coverage Offer Count Edit Indicator Relief Indicator

NiA [~

All12

wontns | MO

No

159 656 No NIA =

Verify Information and Totals

[ | have reviewed the information and totals on this screen. | verify that the information and any changes | have made are frue, correct, and complete.

Review everything on this screen to verify or edit the information to be submitted to the IRS.

SkilMatch and Greenshades CANNOT adyvise you on selections.

(Next page)
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SkilMatch and Greenshades CANNOT adyvise you on selections.

"Total # of 1095-C Forms being Submitted"... Should match your edit Report 1 counts... temp + staff together.

"Are you a member of an Aggregated ALE Group?"... Are you?

"Certifications of Eligibility"... Select appropriate certifications.

"Minimum Essential Coverage Offer" column... Refer to IRS publication "2015 Instructions for Forms 1094-C and
1095-C" (https://www.irs.gov/pub/irs-pdf/i109495c.pdf), page 8, Part lll - ALE Member Information - Monthly.

"Full-Time Employee Count" column... These counts are calculated by Greenshades based on details from

your 1095-C submissions.

"Total Employee Count" column... These are figures keyed by you using SkilMatch temp and staff report(s)

PB689P... produced during 1095-C file creation(s)... and should be ftotals of temp and staff added together.

"Aggregated Group Indicator" column... Refer to IRS publication "2015 Instructions for Forms 1094-C and
1095-C" (https://www.irs.gov/pub/irs-pdf/i109495c.pdf), page 8, right side, Column (d).

"Section 4980H Transition Relief Indicator” column... Refer to IRS publication "2015 Instructions for Forms 1094-C
and 1095-C" (https://www.irs.gov/pub/irs-pdf/i109495c.pdf), page 8, right side, Column (e).

"Verify Information and Totals"... Check the box to indicate your confirmation and validation of all information.

Click [Save] fo complete this page.
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