1095-C and 1094-C Filing Instructions

Start by going into the Weekly Process and Generate Greenshades. This will allow you to build the ACA
Q4 feed and XML for the year. That feed will be used to build the 1095-C/1094-C for the IRS.

Many time you will get warnings. Below is a screenshot of those errors.
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When you click on Details, you will click on Generate XML to ignore those warnings and build the file to
Launch into Greenshades.



Next up you will see the screen below. Click on Create Efile Returns and you will see the 1095-C file to be
built. Click on the build box and next.
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If you have errors then you will see this screen. Click to view Errors and you will see the reason for it.

Greenshades Tax Filing Center M= E3

x| ‘Your Upcoming Deadlines Review Built Files

LE Create E-File Returns

Click. ar the link to sither submit ar wiewy errors for each E-Filing.

£
/' Miew Filing History

- Combied S urnmry
Electionic R etun Status Lorbined Surnmat
 Miew Recent Tax Changes : ]
- 2 us-108sc 783 Enors) Found Click to “igw Emors
| Create Year-End Forms r
X
Engage
Your Workforce . .
Click here to view the errors.
@) GREENSHADES
LET US HAMDLE THAT
@ Seltings tr)) Quit < Back Finizh




This error indicates that you need to update the contact phone number. It displays an error for each
employee but this is just the company contact phone number. When you update that it will fix all the
errors.
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You can click back and check the box for the ability to edit your data if you want to update it here.
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Once the file has been built then you will see ‘click to begin filing’ link. Click the link to open the window.
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This is your totals window that you can Save or Print for your records. Now you can click next to
continue filing
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When you click next you will see a screen that asks for your BNC but it is blank. It is fine to click next to
continue filing the forms.
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Now you will need to complete the information for Greenshades to contact after it has been filed.
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When you click next Greenshades will attempt to file your 1095-C/1094-C forms.

You may see if the message below but this is for next year filings and that is just what is displaying. It is

fine to click 'Yes to file.
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The next screen will indicate that you have filed with the IRS and waiting to get a confirmation.
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