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1 About the Greenshades Year-End Form Process 

The Greenshades Year-End Forms process uses a combination of software, web sites 

and government E-File services to ensure that employers can complete all of their year-

end tax form requirements quickly and easily. 

Most administrators have W-2s, 1099s, T4s, or other forms stored in a corporate 

accounting package or perhaps Microsoft Excel. The first step of the year-end forms 

process is to import that information into a web portal called Year-End Forms 

(formally Year-End Forms) by signing in atwww.GreenshadesOnline.com.  This 

information will be turned into digital tax forms which can be edited, accessed by 

employees/vendors, automatically printed and mailed, and also E-Filed to the 

appropriate government agency.  Administrators will use Year-End Forms to easily 

handle all of the headaches that are typically associated with year-end forms. 

1.1 Accessing the Year-End Forms Portal 

After you have uploaded your form information to the Year-End Forms portal, you can 

access it on the internet at www.greenshadesonline.com. The sign-in page will appear 

first and ask for your email address and password. 

If this is your first time logging in, you may not have a password. If you don't have a 

password or have forgotten your password, simply click the ‘First time here or need 

password help?’ link and follow on-screen instructions. 

 

http://www.greenshadesonline.com/
http://www.greenshadesonline.com/


 

 

  

2 Getting Started with the Year-End Forms 

Year-End Forms allows you to complete your year-end process using year-end form 

data which is managed by your accounting system or possibly stored in Microsoft 

Excel. To get started, you will need to upload this data into a Year-End Forms 

workspace. A workspace contains all forms of a specific type for any individual 

company and year. 

2.1 Uploading Forms 

There are multiple ways to upload your forms into a Year-End Forms workspace based 

on the accounting package you use. This guide will provide assistance with using the 

Greenshades Center (Section 1.1.1) and with using the Microsoft Excel (Section 1.1.2) 

options. GreenEmployee Pay Records (Greenshades Online) users can use the GO Sync 

Connector, which is generally used for uploading pay records throughout the year.  

2.1.1 Uploading forms through Greenshades Center 

If you already have the Greenshades Center installed and operating against your payroll 

data, you may use the Year-End Forms to import your forms to Year-End Forms portal. 

The Year-End Forms Wizard supports many form types. The following instructions are 

provided for W-2s. Uploading forms of other form types follows a similar path. 



 

 

 

  

  

The Year-End Forms Wizard will ask you what type of form you wish to import and, 

depending on the type of form and your exact accounting package, may also ask you 

questions about how you would like your forms imported. 



 

 

 

Once you have selected the form type you wish to import, and the appropriate year, 

click “Next”. 

If you have already imported forms into the Year-End Forms portal, you will be given 

the option of merging these forms into that workspace or adding these forms to a new 

workspace. If you have already uploaded these forms of this type and for this year, you 

will be asked if you wish to work with or replace the current forms. 



 

 

 

Once you have selected how you want the forms to be treated, you will be provided the 

totals for the forms. Please verify these totals represent the form data you wish to upload 

to Year-End Forms. The next step is to begin the upload process. 

 



 

 

The upload process may take anywhere from 2-5 minutes based upon the amount of 

forms you are uploading. A larger allowance of time should be given for slower internet 

connections. 

 

When the forms are uploaded, you will see a conformation and be asked to click Next 

to Continue. 

Now that your forms have uploaded, you’ll need to grant an administrator access to 

those forms. Simply place a check mark in the ‘Authorized’ box next to any 

administrator who should have access to those forms. If an admin needs to be added to 

this list, click ‘add new contact’, and if any existing admin needs to reset their password, 

simply click ‘Reset Password’ to do so. 



 

 

 

Your forms are being uploaded! Click the link provided on this page to direct you to 

the Year-End Forms portal. You may now click the ‘Finish’ button to close the 

Greenshades Center or alternatively provide an email address to receive a confirmation 

email when your upload has completed. 

 

  



 

 

2.1.2 Uploading forms using Microsoft Excel 

  

 

Once your Excel file is ready and you’ve signed in, and click the link centered at the top of the page that 

reads, "Click here to import new tax forms into Year-End Forms" (shown below outlined in red on both 

Year-End Forms and GreenshadesOnline Portals). 

Figure 1: Year-End Forms Portal 

  
  

 
Figure 2: GreenshadesOnline Portal 

  
  

 

Note: GreenshadesOnline Portal users will be transitioned in the Year-End Forms portal once that link has 

been clicked. 

You will now begin the upload process. Year-End Forms will first gather information from you about 

your company. If you already have forms on Year-End Forms, you may use your existing company's 

information by selecting your company from the drop down menu. 



 

 

 
  

 

If you would like to setup a new company, select [Use a New Company] from the drop down and 

complete the required information. 

All bolded items are required. 

  

  

  

  

  

  



 

 

 

Once you have selected a company to work with, you will select the year and type for your forms. 

  

  

If you are using a company with existing forms, you may be asked to choose whether you want to add-on 

your excel file or erase the existing forms. 

 

Next, you will upload your completed Microsoft Excel template file. It is possible to skip this step and fill 

in your forms manually on Year-End Forms, however for the purpose of this guide we will cover the next 

steps as if that option has not been selected. 

 

Click the ‘Choose File’ button, locate your completed Excel file for import, and click “OK”, then click 

the ‘Continue’ button. 

 

Next you’ll be presented with the option to grant other individuals within your company access to the 

forms. If you do not already see their name and email address listed, you may add it at this time by 

clicking “Add Administrator”. 



 

 

  

 

  

  

  

If you wait on the current screen, you will be provided a continue option when your forms are uploaded. 

This will open up the Welcome Wizard for your new workspace. 

If you leave the import screen, your new workspace will appear at the top of the Change Workspace page 

and listed as New when it is finished. When you are ready, select the workspace and complete the 

Welcome Wizard as described in section 1.2 below. 

3 Configuring a New Workspace 

Once your form information has been uploaded into a new workspace on Year-End Forms, any authorized 

Administrator can start completing the year-end form process.  

The first time that you log into a new workspace on Year-End Forms, you will be presented with a 

Welcome Wizard. The steps for the Welcome Wizard are explained below. Once you have completed the 

Welcome Wizard, you can return to it at any time from the workspace homepage. 

3.1 Company Information 

For the first step of the Welcome Wizard, you must verify the basic company information and designate a 

billing contact. This page will ask you for your Official Company Name, EIN, and a billing contact. If the 

billing contact drop down does not contain the person you wish to designate, select “[Add a New 

Contact]” to enter the correct contact’s information. Adding the appropriate billing contact is important as 

this contact will be used for contact regarding billable services on Year-End Forms. Billable services 

include: 



 

 

 



 

 

4 Using Year-End Forms 

Year-End Forms (YEF) is organized into workspaces. A workspace contains all forms 

of a specific type for any individual company and year.  For instance, “Fabrikam 2013 

W-2 forms” or “Contoso 2013 1099-MISC forms”. YEF allows you to access and 

manage each workspace differently and allows you to switch between all of the 

workspaces you need to process. After completing a Welcome Wizard and setting very 

basic options for a workspace, the administrator is presented with a homepage that may 

be used for the rest of the process. Two separate homepage options are provided on 

YEF: the Task-Driven Homepage and the Classic Homepage. The default homepage is 

the Task Driven Homepage which guides administrators through the year-end process 

while providing real-time status updates. Administrators who are accustomed to older 

versions of our homepage may prefer the Classic Homepage. Both homepages allow 

full access to year-end features and processes found on YEF. More information on how 

to interpret and use these pages is provided below. 

4.1 Selecting a Workspace 

If your company has more than one workspace loaded on DMF (multiple years of forms, 

multiple types of forms, or both), there is a management screen that allows you to view 

information about all loaded workspaces. This screen is accessible by selecting “View 

All Forms for All Years…” from the workspace menu on the top bar. The figure below 

shows an example of the Select a Workspace screen. 

Figure 3 - Select a Workspace Screen on YEF 



 

 

 

GreenshadesOnline users have the same page only it will be available to them in their 

portal as seen below. Since it functions exactly the same as the Select a Workspace page 

on YEF we will use only the YEF screenshot for explanation. 

Figure 4: Select a Workspace Screen on GO 

 

4.1.1 Searching for a workspace 

The Select a Workspace screen allows you to search for a workspace by selecting the 

year, sorting the workspaces, and by entering a part of the workspace title in the search 

field. To use the search field, enter the text of the workspace name you wish to search 

for and hit enter. 



 

 

 

4.1.2 Changing list view 

If you prefer, you may change the workspace list view from Expanded to Condensed. 

This will hide the workspace data and show only the workspace names. 

 

4.1.3 Selecting a workspace 

When you have found the workspace you wish to manage, simply click the workspace 

name to go to that workspace’s homepage. Administrators who have not been given 

access to the forms in a specific workspace will not see basic information about these 

forms and will not be granted access to the workspace itself. In the expanded view, you 



 

 

may also select the Important Dates and other links which will take you more directly 

detailed reports for this workspace. 

 

  

4.1.4 Searching for a form 

The Select a Workspace screen also allows you to search for a form within a workspace 

by selecting the Form Type and the Recipient Name/TIN. You may also narrow your 

search by selecting the Tax Year, however, that is an optional search filter. To use the 

search field, select your filters and the text of the form you wish to search for and hit 

enter. 

 

  



 

 

4.2 Top Navigation Bar 

The main navigation bar is located at the top of each workspace page on YEF. This top 

bar provides many convenient options which will assist in the basic usage of YEF. First, 

you can return to the workspace homepage at any time by clicking the Year-End Forms 

button on the left side of the bar. 

 

If you have multiple workspaces, you can use the top bar to switch between them. 

Simply hover over the current workspace name and select the new workspace. If you 

would like to see all workspaces (including other years), click the top of ‘View all 

workspaces for all years…’ option to be taken to the Select a Workspace page described 

in Section 2.1 above. Finally, the 

icons on the right side of the top bar 

allow access to the Forms for the 

Settings, Forms, and Help pages for 

the current workspace as well as 

allow you to Sign Out of YEF 

entirely. 

  

  

  

 

HELP: Will take you to the help content most appropriate for the page you are on 

 

FORMS: Will take you to the View Forms page for the current workspace 

 

SETTINGS: Will take to the Settings page for the current workspace 

 

SIGN OUT: Will sign you out of Year-End Forms 



 

 

4.3 Task-Driven Homepage 

By default, all workspaces start with the task-driven view. This view has organized the 

year-end process into a checklist of tasks which are typically performed. The Task-

Driven homepage of a W-2 workspace will appear as shown in Figure 2 below. Note 

however, that limited admins will also see this checklist but not the check boxes since 

they cannot complete entire tasks themselves. 

 

Figure 5 – W-2 Task-Driver Homepage 

4.3.1 How to access forms 

The task-driven homepage features a “My Forms” button (named 

slightly differently depending on the type of forms loaded). 

Clicking on the button will take you to a page that lists all of your forms and allows you 

to view, edit, or print any loaded forms. 

  



 

 

4.3.2 How to complete a task 

The task-driven homepage provides a year-end forms 

checklist. The exact tasks within the checklist will vary 

slightly based on the type of forms loaded. Each task has a checkbox to indicate whether 

it has been completed (except for limited administrators). Clicking on the title of the 

task (the linked name to the right of each checkbox) will take you to a wizard or page 

where you can complete the task. When the task has been completed on the website, 

then the check box in your checklist will automatically become checked to indicate its 

completion. 

4.3.3 How to change to the classic view 

The classic homepage may be accessed by clicking on the “Classic View” link at the 

bottom left of the task-driven homepage. 

4.4 Classic Homepage 

The classic homepage allows the administrator to complete all of the same tasks as the 

task-driven homepage, however the tasks are not ordered and there is no 

acknowledgement when all year-end processes have been completed. This homepage 

may be preferred for long-time YEF users who are more familiar with the classic layout. 

An example classic homepage is shown in Figure 3 below. To switch to the task-driven 

homepage simply click the link at the bottom left entitled “Task-Driven View”. 

 

Figure 6 - W-2 Classic Homepage 



 

 

4.4.1 Left Side Menu 

The left side menu contains the traditional menu options supported by DMF, including: 

   My W-2s (this will change based on the form type) – 

this menu option takes the admin to the view forms 

page 

   Mail – this menu option will open up the Mail Service 

Wizard which displays all previous mail batches and 

allows the admin to create a new one 

   Download – this menu option will open up the 

Download and Print Wizard which displays all 

previous batches and allows the admin to create a new 

one 

   Submit E-File – this menu option launches the E-File 

Wizard where the admin can E-File state and federal 

forms 

   Reports – this menu option opens the report page 

where the admin can generate a number of important 

data driven reports 

   Settings – this menu option allows the admin to view 

and change the current settings for the workspace 

   Welcome Wizard – this menu option launches the 

Welcome Wizard for this workspace 

  

  

  

  

  



 

 

4.4.2 Current Alerts 

The current alerts section of the classic view provides critical information about 

important dates and tasks which have or must be completed. This section will also alert 

the admin to any warnings with the forms and if any recipients have not been notified 

that there forms are online. Based on the alert, links will be provided to allow you to 

access more information and/or address the alert. 

  

4.4.3 Company Totals 

This section provides the total numbers for the 

workspace. This may include employee/vendors 

loaded, total wages, total tax withheld, and other 

important total information. Clicking on “View 

More” will take you to the full totals report. 

  

4.4.4 User Activity 

This section provides information about the latest 

user activity, including number of employees 

who have viewed their form and other activity 

based upon the form type. Clicking on “View 

More” will allow you to select from a number of 

reports which provide more information. 

  

4.4.5 Form Batches 

This section lists the 

batches of forms which an 

administrator has 

downloaded or sent to the 

YEF mail service. Clicking 



 

 

“View” will take you to the Mail Service or Download and Print Wizards where you 

can view the previous batches and create a new one. 



 

 

  

5 Managing your Forms 

Year-End Forms allows you to view, edit, delete, and print any of your forms. This may 

be useful to correct forms, print individual forms, or review an employee/vendor’s year-

end form. You are also able to add a new form to your workspace. 

5.1 Viewing Forms 

You can view and search through each of your forms by going to the 

View Forms page. Depending on the type of forms in your current 

workspace, you can access this page by clicking “My Forms” (the name varies based 

on the form type) button on the task-driven homepage or the top bar icon. 

From this page, you can search for any form using a variety of filters. Clicking “More 

Options” allows to you search by an expanded set of options. Clicking “Find” will 

return a list of each of your employees/vendors found under the search criteria. At this 

point, you can export the list to Excel or edit and print a single form. 

 



 

 

 

5.1.1 Print a Form 

To print a single form, select the “Print” link next to the form you wish 

to print. This will open the form as a PDF document which may be printed directly or 

saved for printing later. This option will also let you select from the multiple form layout 

options which YEF supports. For the W-2, this includes B2 and BC for 2 part paper and 

BC22 for 4 part paper. You may find this option useful to print an employee/vendor’s 

corrected form as well. Separate templates are available for corrected forms, as needed. 

5.1.2 Editing a Form 

There are many reasons that you may wish to make edits to forms. For instance, you 

may know that there are fields that were wrong in your back office system, or your 

employee may report a problem and you have not given them access to change it 

themselves. 

To edit a form, you must first search for it on the View Forms page as described in 

Section 3.1 above. Once you have found the form, click on the Edit link next to it. Your 

form will appear populated with the information for the employee/vendor you selected. 

Depending on the form type, multiple links will be provided to edit the form’s 

information. Any warnings for the form should be listed at the top of the screen. To edit 

a section of the form, find the nearest 'Edit' link that describes what you want to edit. 

For instance, if you want to edit an employee's wages, you should click the 'Edit 



 

 

Employee' link. You may also edit other information, such as special employee login 

information, State W-2 and SUTA IDs, and information needed for State E-Filing. 

Links to edit each of these are found at the bottom left of the screen. 

 

Once an edit is saved, it will be reflected everywhere. This includes the form that you 

are viewing, the form that the employee will view when they log in and retrieve it, and 

the E-File that will be sent out once it is due. 

An audit of all changes made to any forms within your formset is kept by Year-End 

Forms. This includes tracking of changes made by recipients as well as forms 

administrators. You can view this report by clicking on the “Reports” button on the 

task-driven homepage and clicking on the “Changes made to forms” report. You may 

also filter this report by who made the change and export it into Excel. For more on 

reports, see Section 11. 



 

 

5.2 Resolving Warnings with your Forms 

When you import or create forms, Year-End Forms will check them for potential 

problems. These potential problems are reported as warnings. From the task-driven 

homepage, there is a dedicated step in the checklist to review and resolve warnings. 

From the classic homepage, the warnings are reported in the Current Alerts section. 

Additionally, when viewing your 

forms as described in 

Section 3.1 above, you will see a 

red exclamation point next to any 

form with a warning. Hovering 

over the exclamation point will 

show you the warning details. 

To resolve the warnings, navigate to the warnings page from the task-driven or classic 

homepage. This page will provide a table of warnings, listing the Form, the Warning, 

and the Severity of each. 

  

  

  

  

  

 

 

 

 

 



 

 

 

If the warning is related to a single form, the edit link takes you to the form itself and 

will allow you to review and correct the problem (if necessary). Otherwise, the edit link 

will direct you to a warning-specific page with instructions and the ability to resolve 

the warning. Resolving as many warnings as possible will help ensure the most correct 

and timely processing of your year-end forms. 

While here, consider submitting your vendors TINs or your employees SSNs to the IRS 

for verification. Year-End Forms will submit the names and TINs of your recipients to 

the IRS for validation. Any discrepancies found by the IRS will be reported back 

through DMF as warnings. To submit your TINs, click on the “Edit” link next to the 

warning which says that your SSNs or TINs have not been verified. 

5.3 Making Form Corrections 

In the event that you need to send corrected forms to your employees/vendors, Year-

End Forms has several options to support your needs. 

5.3.1 Correcting a W-2 

For W-2 forms, you must send corrections to your employees if you make a change to 

an employee's name, social security number, or any wage information. To mark an 

employee's form as corrected, use the employee list to search for an employee's form. 

This is described in Section 3.1. 



 

 

 

Once you have found the 

right employee, use the 

“Edit” link to the left of 

the row to open up the W-2 form editing screen. From this screen, you must check the 

box that says "Mark this form as a revised W-2 or a correction (W-2C)". YEF will 

process the checkbox selection automatically and provide a date for when this form was 

last issued. 

You should now be ready to view the employee's corrected W-2. To do so, click on the 

“Print” link next to the employee’s name. This will take you to a prompt where you are 

able to select from two types of W-2 correction forms as shown below. 



 

 

 

If you have not yet sent an electronic file to the IRS, you should send the 4 

Corner Revised form to your employees. If you have sent an electronic file to 

the IRS, you should send the W-2C form to your employees. 

  

Hover and select the layout you wish and the corrected W-2 will be downloaded to your 

computer as a PDF. 

  

  

  

 

 

 

  



 

 

5.3.2 Correcting a 1099-MISC 

For 1099-MISC forms, you must send corrections to your vendors if you make a change 

to a vendor's TIN or any wage information. To mark a vendor's form as corrected, use 

the vendor list to search for a vendor's form. 

 

Once you have found the right 

vendor, use the "Edit" link to the left 

of the row to open up the form editing 

screen. From this screen, you must check the box that says "Mark this form as a 

corrected 1099-MISC". 

  



 

 

You now should be ready to view the employee's corrected 1099-MISC. To do so, click 

on the “Print” link next to the vendor who has a corrected form. 

  

  

  

  

  

Hover and select a layout and YEF will generate the corrected 1099-MISC form and 

download it to your computer for printing. 



 

 

  

6 Verifying Totals 

Year-End Forms will calculate the totals of your forms based upon the data which was 

imported and any changes made to the forms. These totals are provided so that you can 

verify them against your accounting package totals. When you have reviewed the totals 

and verified that they are correct, you can select the checkbox on the Verify Total screen 

as shown below in Figure 4 below. Any time an action is taken which modifies a total 

after you have verified it, YEF will automatically reset the verification and request that 

you review and verify the totals again. 

 

Figure 7 - Verify Totals Page 

  

Verifying totals is always presented as a step in the Year-End Forms checklist. 

Checking the box that you have verified the totals will mark this step complete. 



 

 

  

7  Manage Employee Access 

ONLY AVAILABLE IN W-2 AND T4 WORKSPACES 

7.1 GreenEmployee.com Access 

For your employees’ year-end forms, 

you may enable employee electronic 

access through GreenEmployee.com. 

This service is very easy to enable 

through YEF and provides secure, 

easy access to employees (as shown 

in Figure 5). 

  

  

  

  



 

 

  

8 Employee Notifications 

ONLY AVAILABLE IN W-2 AND T4 WORKSPACES 

Year-End Forms offers the ability for you to notify your employees of the online 

availability of their year-end form. This is helpful for garnering as many electronic 

consents as possible, which decreases the amount of year-end forms you are required 

to mail. To notify your employees, use the Notification Wizard provided as step 5 in 

both the W-2 and T4 year-end forms checklists. 

8.1 Recipients 

[KJ1]  

First, you will want to designate which employees should receive the email notification. 

Year-End Forms offers multiple options to allow you to filter the recipient list to only 

those employees who you want to notify. (You can see the current recipient list by 

clicking View Details.) To do this, you may select which employees to exclude by 

whether they have been notified or viewed their form already. For example, the 

recipient selection page allows you to 

         Exclude employees who have already viewed their W-2 online – this is 

checked by default and is helpful for excluding employees who have viewed their 

W-2 online and do not need to be notified of its availability 

         Exclude employees who have already been mailed their W-2s using Year-

End Form's mailing service – this option may be useful to exclude employees 

who have already been mailed their W-2s and may not need to access their form 

online 

https://cdn.greenshadesonline.com/DMF/Help/DMF_Admin_User_Guide.htm#_msocom_1


 

 

         Exclude employees for whom I have printed and distributed W-2s – this 

option is useful to exclude employees you have printed and distributed W-2s 

using the Download and Print Wizard. 

         Exclude employees who have already been notified by email from this page – 

this option will exclude employee who you have previously notified using this 

wizard. 

  

8.2 Message 

Once you have selected the recipients, you can designate the email message to send to 

your employees. Year-End Forms already provides a default email message you can 

use or you can change the email message. If you wish, you can insert hyperlinks or 

images as well as use bold, italics, and other rich text options. 

Please make sure to keep the greenemployee.com webpage URL listed in order to send 

employees the right website. 

 

8.3 Send Notifications 

When you have completed the email message, proceed to the Send Notifications page 

and click Send Emails. An email report will be sent to your email address. An advanced 

option for sending the emails from your own mail server is also available. This may be 



 

 

preferred in order for your employee to receive the email from a familiar sender. To do 

this, click on Advanced Options and complete the information. We only recommend 

this option for customers who are competent with mail server administration as 

Greenshades cannot provide support for any failure in this circumstance. 

 



 

 

  

9  Mailing Forms through Greenshades 

Whether or not you allow your recipients to download their form electronically, at least 

some portion of your forms will need to be issued on paper to their recipients. 

To begin the process of mailing, click on “mail” from the classic view homepage or the 

appropriate task link in the task-driven homepage (step 6a for W-2 workspaces and step 

4a for 1099-MISC). This will allow you to see previous mail service orders submitted 

and create new ones. 

In order to ensure your forms are postmarked by the appropriate deadline, please make 

sure to submit your mail order as soon as possible before the Greenshades deadlines 

which are posted in the Year-End Forms checklist. 

 

Figure 10 - Mail Service Status Page 

9.1 Previous Mail Service Orders 

To see the status and information regarding a previous order, click on the 

“View Details” link next to the batch you want to review. 

The details page illustrated below will provide important information about the number 

of forms submitted, the current status, the history of the batch, and the preferences 

selected at the time of submission. This is most useful to track the status of your order 

through our mail service process. 



 

 

 

9.2 New Mail Service Order 

To begin a new mail service order from the mail service status page, 

click on the New Order button. This will launch the Mail Service Wizard where you 

can request that we print and mail forms to your employees on your behalf 

9.2.1 Choose Forms 

On the first page, you are given the 

option to choose which forms you wish to mail to your recipients. You may select “All 

tax forms in this workspace” if you wish to get a complete set of forms for everyone in 

your formset. If you wish to only mail out forms that you are required to (i.e. forms that 

have not already been downloaded online), select the “All forms that must still be 

issued” option. The final option, “Let me choose specific forms” will allow you to hand 

pick the forms you wish to send. Click “Continue” when you are ready to proceed. 

If you choose to select specific forms, the next page will provide a search feature which 

enables you to search by various options (select “More Options” to see all available 

options). If you have forms with different distribution deadlines, you will have a search 

option to filter the list of forms to show only forms with a specific deadline date. Once 

you have filtered this list of forms to the ones you wish to have distributed, select 

“Continue” to proceed. 

9.2.2 View Totals 

Based on the forms you selected, the next page will provide you the totals for this order. 

This will include total forms loaded, totals amounts, and other very important 

information. These totals represent the data which will be included on your forms and 

mailed to your recipients, please review the information carefully. 



 

 

 

If you agree with the totals, click Continue to proceed. 

9.2.3 Delivery Options 

Greenshades provides two options when you request that we distribute your year-end 

forms. First, we offer to print and mail your forms for you using the Greenshades mail 

service. Second, we offer to print your forms and box and ship them to you for you to 

distribute. Select the option which you prefer on the Delivery Options page. The 

Greenshades mail service option is typically preferred unless you intend on distributing 

the forms to the recipient in person. 

If you prefer for Greenshades to box and ship your forms, please provide the shipping 

information required when you select that option. 

 



 

 

9.2.4 Advanced Options 

The Advanced Options page of the Mail Service Wizard is provided when there are 

additional options to review for your current forms. This page may not always appear. 

For W-2s and 1099-MISCs, you are prompted to select from the available preference 

options. This will cover whether or not to pressure seal the forms or use paper and 

envelopes, and whether or not include an H&R Block [KJ2] coupon on the form for your 

recipient. For any option, you will always have the choice to not indicate a preference 

and let Greenshades determine based upon expediency. 

9.2.5 Review and Mail 

On the final page of the Mail Service Wizard, you are asked to choose a name to 

uniquely identify this batch and to agree to the End User License Agreement. This page 

also provides a Cost Breakdown for this mail service and the estimated processing 

schedule. If you submit your mail order prior to our mail service deadline, your 

estimated processing schedule should list a date prior to the form delivery deadline. 

Otherwise, Greenshades will mail your forms as soon as possible. For more information 

about this year’s mail service deadline, please contact the Greenshades support 

department. 

 

  

https://cdn.greenshadesonline.com/DMF/Help/DMF_Admin_User_Guide.htm#_msocom_2
http://www.downloadmyform.com/TermsOfService.aspx


 

 

  

10 Distributing Forms Yourself 

Year-End Forms offers you multiple options for distributing the forms yourself. It also 

offers you a convenient and cost effective way to archive your forms. 

10.1 Previous Self-Distribute Batches 

To view previous batches, navigate to the Self-Distribute Batch Status Page. This page 

is accessible from the task-driven homepage (step 6b for W-2s and step 4b for 1099-

MISCs) or from the classic homepage by clicking Download. 

 

For previous batches generated into a PDF, a download link will appear. For CD orders, 

the CD was sent to the address provided. 

To download a batch’s PDF, click on Download next to the batch. If the batch contained 

a large amount of forms, the batch was split into multiple PDFs and a new page will 

provide you a link to download each PDF. 

To view more information about a batch, click on More Info next to the batch name. 

This will provide you information about when the batch was requested, when it was 

ready, etc. This page is also useful if you wish to order a CD of the forms or download 

the form’s instructions or coupon to print and include along with the forms. 



 

 

 

10.2 New Download Batch 

Creating a new download batch may be useful for distributing the forms yourself and/or 

archiving past year’s forms. This wizard will allow you to select the forms you wish to 

download, choose the form layout, and either order a CD of the forms or download 

them as a PDF. If you wish to do both, you will need to complete the wizard twice. 

To create a new download batch, make sure you are working in your desired tax form 

and tax year workspace, and then navigate to the Self-Distribute Batch Status Page. 

This page is accessible from the task-driven homepage (step 6b for W-2s and step 4b 

for 1099-MISCs) or from the classic homepage by clicking “Download”. 

 



 

 

10.2.1 Choose Forms 

When here, click on “New Download Batch”. The first step will ask you to select the 

forms by choosing to include all forms, include only forms that must still be issued, or 

to select specific forms. When archiving, you will likely wish to include all forms. For 

year-end distribution, you will likely choose to include only the forms that must still be 

issued. 

 

10.2.2 View Totals 

Next, review the totals and ensure the information provided matches the corresponding 

totals from your accounting package. Please review this information carefully and click 

“Continue” to proceed. 

10.2.3 Delivery Options 

Year-End Forms  offers two delivery options and multiple form layouts depending on 

the form type. The delivery options are: 

1.      Download a PDF – Use this option if you wish to download a single PDF with 

all the forms you selected. This is useful if you wish to print each of your forms 

to distribute yourself. This may also be useful for archiving if you want to 

download and save the PDF. 

2.      Order a CD – Use this option if you wish to archive your forms for the current 

or a previous year onto a CD. 



 

 

If there is more than one form layout available, you will see a drop down list with all 

possible form layouts. Your selection will depend on how you intend to use the forms. 

 

10.2.4 Advanced Options 

During the advanced option step, please make sure you have the proper paper and 

envelopes if you plan to print your forms. Greenshades has designed the forms that you 

will download to print properly on the types of paper we use. Therefore, Greenshades 

recommends using the paper and envelope codes provided in order for your forms to 

print and fit into the envelopes correctly. 

If you do not have the proper paper and envelopes or wish to purchase more, please call 

the Greenshades Sales Department at 1-888-255-3815x2. 

You may also use the order form to 

purchase additional paper or envelopes by checking the box next to ‘I wish to order 

more paper or envelopes for my forms’ and filling out the required information. Please 

note that orders placed this way are subject to a 48 hour processing time.   

10.2.5 Review and Download 

The Review & Download page allows you to review the cost breakdown, if any (there 

is no charge for downloading a PDF), and select a batch name for your forms. When 

complete, click “Continue”. Your PDF may take some time to generate and DMF will 



 

 

send you an email when the PDF is ready. If you ordered a CD, the CD will be mailed 

to the address provided. 



 

 

  

11   E-File State Return 

ONLY AVAILABLE IN W-2 WORKSPACES 

If you have state wages in a state or states which accept E-filing, DMF will prepare the 

E-File for you along with the instructions you need to E-File the form yourself. 

It is important to first review all warnings and errors in your forms. If any exist, a link 

to the warnings and errors report is provided on the first page of the E-File process. It 

is important that you remove as many warnings as possible before you complete the 

wizard. 

To E-File, access the State E-File Wizard from the task-driven homepage. The State E-

Filing main page allows you to view each state for which you have wages. If you have 

already filed for that state, you will see a View History link which provides further 

details about the file submitted. If the state wages are ready to file, you are provided a 

File Now link which will launch the E-File Wizard. 

 

The E-File Wizard has three steps as detailed below. 

11.1 Submitter Information 

The first step in the E-File Wizard requires you to verify the contact name, email, and 

phone for the submission. 



 

 

 

When finished, click “Continue” to go to the next step. 

11.2 Review Totals 

The Review Totals step will calculate the totals and present them for your review. If 

errors are present, YEF will require that you correct these errors before you can submit 

this filing. When you have reviewed and approve of the totals, click “Continue” to go 

the next step. 

11.3 Downloading State-E-File 

When you have completed the State E-File Wizard, you can download the E-File and 

the Details file by clicking the View History link next to the State. 

 

On the view history page, use the download links to obtain the State E-File and Details 

File. 



 

 

 

  



 

 

  

12 E-File Federal Returns 

E-Filing is available for you to submit the information on your forms to the Federal 

government. The process of E-Filing is a 3 step process and should be used only once 

to file your information. 

It is important to first review all warnings and errors in your forms. If any exist, a link 

to the warnings and errors report is provided on the first page of the E-File process. It 

is important that you remove as many warnings as possible before you E-File. The 

information will quickly transfer to the government and cannot be stopped once you 

submit. 

 

To start the Federal E-File process, use the link on the task-driven homepage entitled 

E-File Federal Return. Next, click “File Now” next to the forms you wish to file. 

 

12.1 Submitter Information 

You will also notice that there is E-File Information you can edit. This information is 

important and should be entered correctly. The information available to edit varies 

depending on the E-File you are creating. 



 

 

 

Click Continue when you have verified this information and wish to proceed. 

12.2 Review Totals 

After you continue, the next screen you will allow you to view the totals. It is important 

to review these totals. They are the totals that are actually in the E-File, and this is the 

best way to insure the information you will be submitting is correct. 

 



 

 

If these totals match what you are expecting, click Continue to proceed. 

12.3 Submit File 

On the final E-File screen, you will be able to click the “Submit” button. Only click this 

button once. Once this button is clicked the E-File will be submitted to the government. 

Do not click “Submit” until you are absolutely ready to E-File. Once the file is 

submitted, you will be given a Submission ID on the screen. 

  

  

  

 

 

Finally, you can return to the E-File screen at any time to get an updated status of the 

E-File. It will track all E-Files you have made and you will be able to ensure that it was 

properly accepted by the government. 



 

 

  

13 Year-End Forms Reports 

Year-End Forms support three types of reports: User Activity Reports, Change Reports, 

and Formset Reports. To access reports, use the classic or task-driven homepage and 

click on “My Reports”. 

13.1 User Activity Reports 

Form recipients who have consented to not receive a paper copy of their form 

This report will provide you a list of form recipients who have consented to receive 

their form online. You will have no obligation to send a paper copy of the form to these 

recipients. There is an Excel version of this report if you would like to retain a local 

copy. 

Form recipients who must still receive a paper copy of their form 

This report provides a list of form recipients who have not consented to review their 

form online and must still receive a paper copy of the form. An Excel version of this 

report is available. This report may be helpful with planning to distribute the forms 

yourself.    

Employees who have viewed their form  

This is a report of which recipients viewed their form online and when they viewed it. 

If a recipient viewed their form more than once, a separate entry is recorded for each 

one. 

Employees who have edited their form  

If you allowed employees to edit certain fields on their form, this report provides a 

record of whom and when the edits were made. For further information on the changes 

made, see the Change made to forms Report.  

Administrator activity log  

This report provides a record of all administrator actions taken with the current formset. 

This will include entries for form edits, form prints, mail services orders, e-filing, and 

other activities. This report is searchable and available as an Excel file. 



 

 

13.2 Change Reports  

Changes made to forms 

This report provides a comprehensive record of all changes made to recipient forms. 

This includes edits made by administrators and edits made by the recipient. You can 

also show only changes requiring approvals. This will list the changes made by your 

recipients and allow you to approve or reject them. 

13.3 Formset Reports  

Overall totals for your forms  

This report will provide you the totals for your current workspace. This will include 

number of forms and the corresponding amounts for various boxes on the forms. An 

Excel download is available for this report if you would like to retain a local copy. 

How forms were issued  

This report provides a list of your recipients along with the first date (if any) that they 

received their form, either through an online consent, being downloaded in a batch that 

an administrator printed and delivered, or being present in a mail batch submitted 

through Year-End Forms. Recipients who have not received their form are not listed. 

All form data   

This report provides an Excel file will all of the forms you currently are managing inside 

this workspace. The Excel file will be in the same format as the Excel template used to 

imports forms of this type. This report can be used to archive your data and store is 

locally. 

Basic formset info 

This report provides basic information about your formset in the current workspace. 

User email addresses 

This report provides a record of all employees who have email addresses in the system 

and their corresponding email address. This report is available as an Excel file as well 

if you wish to email the employees yourself. 

 


