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About
Greenshades 

• 20 years of experience in Tax and Compliance 

• Started as experts in tax and compliance before adding HR and 
payroll solutions 

• Greenshades offers a cloud-based, all-in-one solution that 
supports the employee from hire to retire 

• Serves over 3,800 mid-size organizations (and counting!)



15 Tips...
Before We Start

• These tips are in no particular order

• These tips may not be applicable to all companies or situations

• This is not formal legal advice, always consult your local counsel

• Greenshades partners with myHRCounsel to provide 

customers with affordable, online and on-demand legal advice

• If you have questions about how Greenshades can help you 

during year-end, let us know!
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Tip #1

• Ensure your (4) quarter 941 totals match employee W-2 wage 
totals

• Double check wages paid under FFCRA for proper W-
2 reporting
• (totals should match the totals reported in lines 5(a)(i) and 

5(a)(ii) on the 941s)

• Review voided checks and manual transactions to ensure 
they were properly recorded for both 941 and W-2 reporting

Reconcile 941 and W-2 before filing



Tip #2

• Use the SSN and TIN verification tools in Greenshades Year-end forms
to review your recipient tax IDs before distribution of forms

• Ensure you have W-4 and W-9 copies for all employees and vendors

• Audit for legibility of records, signatures and dates to avoid 
unintentional, invalid documents

• Address validation using the USPS services accessed through the
Greenshades products to help reduce forms getting "lost in the mail"

Prevent Penalties for no-match information returns​



Tip #3

• Premiums for employee coverage over $50,000
• Premiums for spouse coverage over $2,000
• Personal use of a vehicle
• Adoption or dependent care assistance in excess of the allowable tax-

free amount
• Special care should be paid to dependent care benefits as many

employers offered expanded benefits during COVID-19

• Treat all benefits provided in a calendar year as paid no later than
December 31 of the calendar year.

Review benefits to calculate and adjust for imputed income 
from group life insurance and other fringe benefits such as:
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Tip #4

• The 2022 Social Security wage base is $147,000

• Employee social security withholding should 
not exceed $9,114 in 2022

• The 2023 Social Security wage base will be 
$160,200

Be Sure to Check the Wage Base



Tip #5

• 1099-NEC is specifically for reporting Non- Employee Compensation

• Use 1099-NEC for independent contractors, gig workers, and other non-W-2 employees

• You no longer report non-employee compensation on Form 1099-MISC (formerly box 7)

• 1099-NEC has been included in the Combined Federal/State filing program since 2021

Make sure you use the right 1099
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Tip #6
• Don't forget to get a properly completed W-9. If you are unable to get a correct TIN/EIN, be sure to start back-up 

withholding at the 2022 rate of 24%.

• If you do need to backup withhold on a contractor, remittances get reported/reconciled on Form 945.

• If backup withholding was required, don't forget to report it on the 1099 NEC or 1099 MISC.
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Tip #7

Review Administrators in Greenshades
Online and the Year-End forms portal.

To ensure only current employees have 
access to forms and employee data.

Quick audit of 401(k) contributions for 
excess contributions.​

This is especially likely with employees that 
are engaging in catch-up contributions
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Tip #8

• Educate employees on the ability to receive their W-
2s and 1095s electronically.

• For employers, electronic distribution is the fastest 
& most affordable distribution method.

• Remember that you cannot force employees to 
accept electronic distribution and must mail paper 
forms to those that do not consent or request paper 
copies.

Use Electronic Consent to Streamline your Year End
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Tip #9

Although all Greenshades products include
unlimited customer support, we offer an
enhanced support model for companies that
need added assistance, year-end project
planning, or dedicated support.

Consider Concierge Support



Tip #10

Use Greenshades to create and distribute year-end forms with easy
production, cost effective mailing options without putting staff at risk.

Streamline Year-End by Outsourcing Forms Production
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Tip #11

Before the end of the year, make sure you have previous copies of your
year-end forms as well as a plan for current year information.

Greenshades offers a multiple options Archive options:

• 7-year archive enrollment, during the initial upload process!

• The ability to download all forms locally at no additional cost

• Individual year archive options

• CD Archive requests, that Greenshades fulfills and mails right to

your home or office

Archive!
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Tip #12

• If you print your own forms, be aware of the paper shortage

• Increased demand and low supply will mean competition for 
resources

• Shipping delays from FedEx or UPS, winter storms, and other factors
could lead to late distribution penalties

• Always print a test copy to ensure your paper is in the printer with
the correct orientation before accidentally ruining precious tax
stock
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Be aware of the paper shortage!



Tip #13

Send out a reminder in Q4 to employees asking them to review their:

• Mailing Address
• Personal contact information
• Emergency Contacts
• Dependent Information
• Beneficiary Information for 2022 benefits
• Distribution preferences for Year-End forms

• This review can cut down on print and mail bounce backs, 
discussions with employees, and additional work during critical 
periods in January.

Remind Employees to verify their personal and contact info in Q4.
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Tip #14

• Use EmpInfo through Greenshades at no additional cost!

• Streamline employment and income verification for Greenshades Online users

• Using this service can automate these verifications and save your team time and money!

Sign up for Employment and Income Verification
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Tip #15
Get Started Early!
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• Avoid stress by getting started early

• Work with Greenshades to complete, file, 
and distribute year-end forms

• The sooner the better, the closer to Jan 
31 the more costly



Thank you!

For more information contact 
sales@greenshades.com or visit go.greenshades.com

mailto:sales@greenshades.com

