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ACA Company Setup

There are several fields in Module Master (under General Setup in Company File Maintenance) that will help
you set up default information that can be used for employee ACA setup. This information can then be used
to speed up the employee setup process, and it can be changed for each employee if it does not apply to
them. Important: Each facility needs to be set up separately.

Company defaults for the 1094-C form are also set up here.

In Module Master select the facility from the list, and then select the Taxes tab at the top. There you will see
a section called ACA Setup.

1 Master | R D etail I R Reports B3 Tawes |EEmpIu:u_l,lee Partal | & Import |

E mployrient Code R

Tax Exempt/501[c)3 @res (Mo

W2 Digplay (T LegalMame (@ DBA Mame
Buszinesz Closed ©iYes  @MNo

Signature Image [for Tax Forms) Browse Clear

— ACA Setup

Default emplopes's share of monthly premium for 250,00 [ Ealear el sl il
lowest-cost zelf-anly minimum value coverage 3 20055,
Default Employer Offer of Coverage 14

& - Qualifying Offer Method [@'es (Mo

B - Qualifying Offer Method Transition B elief @Yes (Mo

Do pou provide zelf-insured coverage? @vex (Mo

C - Section 4330H Transzition R elisf [@Ye: (Mo
1094 Contact Mame Jane Doe

D - 98% Offer Method DiYes (@ Mo
1034 Contact Phone 111-444-3333

Aggregated ALE Group

[ﬁ Tranzition R elief Indicatar A
Change...

In this section you will need to set up the following items:

1. ‘Default employee’s share of monthly premium for lowest-cost self-only minimum value coverage’ is
where you set up a default amount that applies to all employees. If your company does not have one
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default rate for a plan that is offered to all employees, you can set up the most common rate here that
would apply. To set it up simply click the Change... button to the right of it, specify a ‘State Date’ for
when this rate should start to apply, and then type in the dollar amount in the ‘Value’ box and click OK.
Every time this rate changes for the employee you will need to repeat this process with a new start
date.

You can click the ‘History of Values’ tab in Change mode to view all of the start dates and rates that you
have set up. Each rate is valid from its start date until the day that precedes the next start date.

-
ACA Setup History [
History of Values
|startDate |value | =
plos/o1/2015 312,00
01/01/2015 250,00
i
’ Edit Start Date ] I Revert to Previous Value ] ’ Close ]

Important: The rates must be set up in chronological order. Otherwise, you will have to remove all
rate records (by using the Revert to Previous Value button at the bottom) and start over. Please
contact Client Support if you need assistance with this process.

2. ‘Default Employer Offer of Coverage’ is where you would specify the offer of coverage that would
apply to most full-time employees who will get a 1095-C form. The setup is the same as for item #1
above, except that for the ‘Value’ you will select a code from the available options rather than typing it
in.

3. ‘Do you provide self-insured coverage?’ is where you would specify if your company is self-insured
and provides that coverage to the employees. In order to change that option to ‘Yes’ you will need to
be in Edit mode. You will need to click Edit on the right side of the screen, reselect the Taxes tab,
change this field to ‘Yes’ and then click Accept on the right.

4. ‘1094 Contact Name’ is where you would identify the name of the contact that you would like listed on
your company’s 1094-C form. You will need to click Edit on the right side of the screen, reselect the
Taxes tab, enter the value for this field and then click Accept on the right.

5. ‘1094 Contact Phone’ is where you would identify the phone number for the contact that you would
like listed on your company’s 1094-C form. You will need to click Edit on the right side of the screen,
reselect the Taxes tab, enter the value for this field and then click Accept on the right.

6. ‘Aggregated ALE Group’ is where you would select the ALE Group (if applicable) for the facility. The
setup is the same as for item #1 above, except that for the ‘Value’ you will select an item from the
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available options rather than typing it in. To set up ALE Groups so that they show up in available
options here please see the Setting Up ALE Groups section on page 5.

7. ‘1094-C Certifications of Eligibility’ — in this section you will identify which Certifications of Eligibility
you would like identified on your 1094-C form. In order to change any of these options to ‘Yes’ you will
need to be in Edit mode. You will need to click Edit on the right side of the screen, reselect the Taxes
tab, change the desire field(s) to ‘Yes’ and then click Accept on the right.

You will also indicate the ‘Transition Relief Indicator,’ if any, by specifying a start period and value by
using the Change... option, as in item #1 above (you can not be in Edit mode to do this).
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Setting Up ALE Groups

If you need to specify ALE Group members, you will need to access the ALE Groups item under General Setup
in Company File Maintenance.

For each group that you need to set up, you will first click the New button on the right to add and name the

group. You can then type in the name that you wish to assign to the group and click Accept. Your new group
will now show up in the ALE Group section at the top of the screen.

B bdaster | ER Detail |

|.-'-‘-.LE Group ’ New
E dit

Delete

ALE Group kembers |

PP Edt | € Delete |

Cloze

b ember Mame EIM

In the bottom section of the screen click the +Add button to add each member of the group. You will see a
pop-up box where you will list each member company’s name and EIN. Repeat this process for all ALE
members in the group.

If you need to add a second group, you will need to click New at the top right of the screen again and repeat

this process. Make sure that the correct group is selected at the top of the screen when you are adding
members at the bottom.
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ACA Employee Setup

1095C-Part I

You will need to set up some information for all employees who will need a 1095C form. You do not need to
complete this setup for any employee who will not be getting the form, but you may if you wish.

Select Employees (under Employee Setup in Company File Maintenance). At the bottom right of the screen is
a box with links to several employee-specific setup items. There you will click ACA Coverage after selecting an
employee from the employee list.

E taster |%Detail | BH Custorn Fields | B3R Departments | | Attachments I

EmployeQSuffIEmployee Name |EmaiI|Gender |SSN |F'h0ne 1 |Employee Type |Employment | Date Last Hired IDate Terminatelerimar_l,l [IDate of Birth IEontractor Current UseIJob TI -
52482 Hall. &manda F o 126-23-3403 Default F - Full Time | 11/16/2011 BOO0  |04/12/1962 F T

145 Heyman, Ahuvah M | 387-65-4321 Default F - Full Time | 08/08/2012 o0 F T

528 Haolloway, Logan J M B55-67-3412 Terminated F - Full Time | 09/16/2011 08/01/2014 o0 F T

2222 Hudszon, Jennifer b F | 304-41-7262 Terminated F - Full Time | 09/06/2011 08/20-/2014 o0 F T

a4 Ingram, Evans M 467-95-2260 Default F - Full Time | 07/30/2012 o0 F T

2345 Jones, Bob M 012-33-4567 o0 F T

TUT_BL® Labarge, Becky 321-98-7456 Terminated F - Full Time | 01/01/2004 02/15/2015 E000 F T

7 Lambert, Adam M 123456783 [216) 514- FTHR F - Full Time | 07/08/2010 E000 F T

201230 MAUER, JANE F | 261-12-4510 |330-335-6 FTHR F - Full Time | 0B/01/2012 o0 F T

MOUSED MOUSE, MICKEY M 543-83-8048 849-938-0 FTSAL F - Full Time | 08/11/2014 5000 |09/21/15340 F T

836253 MOUSE, MICKEY & M 45E-B7-3345 FTHR F - Full Time | 07/01/2015 EG41  |07A17/15954 F T

167 Martin, Jack M B42.58-4223 Default F - Full Time | 0B/08/2012 o0 F T

83764 Mouse, Minnie F | 947-27-35340 Default F - Full Time | 11/08/2013 1700-01 | 1141315950 F T

959339 Rozenberg, Mike 2] F T

123456 Schaefer, Melisza F F T

987654 Smith, J aden 111-22-2333 Default F-Full Time | 01/17/2015 5000 |04/23/2002 F T

201108 Sith, Paul M 128-90-7553 Default F - Full Time | 05/12/2011 7000 0941241961 F T

2012302 TALBOT, MARY F | 236-40-1680 |330-343-8 FTHR F - Full Time | 09/01/2012 E000 F T

33 white, Melizza F 932356744 Default F - Full Time | 05/08/2012 7000 T T

123 Wwilzan, Mary 951-84-7623 Default F - Full Time | 01/01/2010 8000 F T

L L Defaul [P Full Tine | - | | f | | |
4 3
r Filter &nd Refresh Master Data
. Advanced Filter | 9 Show Inactive | R Emergency Contacts ER Pauall Soeci B3R Tavable Wage Balances
Field [[ Mone ] '] Relates [>= '] BH Direct Deposits B Change Employee Type
| | Aopl Sinple Fi _ fefeshData | B withholding Irfo TH e
ae PRV SMRE TR | e Dtk Eacilty.
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The Master tab on this screen will show the employee details that will apply to Part Il of their 1095C form. In
order to add a new record for the employee, click New on the right side of the screen.

Start Period K Q

End Period | Q|

Override Default = =
Emplovee Share Amount OYes @No

Offer of Coverage | Q, |
Applicable Section 4380H | Q |
Safe Harbor Code [if any)

Here you will create a new record for the employee to indicate their coverage. Any time that any of the
information changes, you will need to add another record for the employee. The fields that must be set up
include:

1. Start Period (required) - month to indicate the start period of the record.

2. End Period (not required) — month to indicate when the record ended. This can be left blank if the
record is still current. Also, when a new record is added with a subsequent start period, the ‘End
Period’ will automatically be filled in for the last active record as the month prior to the new start
period. The ‘End Period’ should be entered manually if the employee is no longer with the company
and will not have a subsequent record in the system.

3. Override Default Employee Share Amount (‘No’ by default)- if the amount in Module Master set up as
the default employee share applies to this employee, leave this option as ‘No.” Otherwise, change it to
‘Yes.” If you change to ‘Yes’ another field will show up called ‘Employee's share of monthly premium
for lowest-cost self-only minimum value coverage’ and you will be able to specify the amount that
applies to this employee.

4. Offer of Coverage (not required) - if the offer of coverage for this employee differs from Module
Master default, then specify the code that applies to this employee. Otherwise leave blank.

5. 4980H Code (not required) - enter the Section 4980H Safe Harbor code if one applies to this
employee. The system provides a list of valid codes.

Once the record is complete, click the Accept button on the right side of the screen. You may then click New
again to start another record, if applicable. Below is an example of the Master screen with several setup
records for an employee.
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Dizplay ltems
[[ 2015 -

Start Period [End Period | Owerride Default Emplopes Share Amount] Employee Share| Offer of Coverage 4380H Code

2015412
25403 2me1 F 2A0.00] 14
2014411 20158/02 F Uze company default

You can use the year filter at the top of the Master screen under ‘Display Items’ to narrow down the list of
active records to a specific year.

You can review the information set up for the employees here by pulling up a report called 1095C Part Il
Report, which can be found under Tax Reports and Forms.
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1095 C-Part il
If you indicated in Module Master that you provide self-insured coverage, then you will have an additional tab

that shows up in ACA Setup for each employee called Individuals Covered. Here you will have to indicate
information for the individuals that were covered under that employee’s plan.

B Master | BHDetal  EH Individuals Covered |

Dizplay tems
{[2015 x| hNew | [PEdt | 3¢ Delete

[ndividual M ame Start Penod |End Penod | Date af Birth S5H

Mickey Mouze 2015401 11,/18/1928
Minnie Mouse 20154 0341711329

To add each individual’s record click + New at the top of the screen (NOT on the right). You will then see a
popup box that asks for the individual’s information. Name, Start Period and either Date of Birth or SSN are
required. You only need to enter End Period if the individual is no longer covered on the plan, otherwise the
system will assume that they have active coverage for all months since their last start period.

r N
Individual Covered [

| ndividual Mame Mickey Mouze

Start Period 2015/ Q|
End Period | Q|
Date of Bitth 111181928 Q|
55N

o ][ conc

If you make a mistake, you can use the Edit button at the top to make changes to any record, or the Delete
button to delete a record. Important: Please be careful when spelling individual names, since two names
spelled slightly differently are treated as different individuals by the system. The same applies to two
individuals with the same name-the system does not allow two records with the same name to apply to the
same period, so if two individuals have the same name you will need to differentiate them with a middle
initial, a suffix, etc.

The year filter at the top of this tab works the same way as the year filter on the Master tab.
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Generating 1095-C/1094-C Forms

To generate 1095-C and 1094-C forms go to the Tax Forms menu item under Tax Reports and Forms. Under
Available forms select 1095¢/2015, specify the year for which the forms needs to be generated underneath,
and click the Generate button on the right. (Once you have generated the forms for a given year, you can use
the Load... button to access the forms as they were last saved.)

Tax Forms £ Facility... |

 Select Form to Generate ~ Generate |

Q, Load... |

(@) Federal Farms

() State Forms &

Awailable Forms:

3412015
344,205

m| »

W
412014 g
3442014 il = ! I ) I e (e

AAC N A

“ear 2ns =

R S — e PR

On the next screen you will see a list of your employees. Full-time employees (worked 130 or more hours in at
least one month and received pay in the selected year), as well as any other employees who have covered
individuals identified, will be automatically selected by the system with a green check mark. Employees who
do not meet that criteria will have a red X next to their name. Only selected employees will have a 1095-C
form generated.

|Slep1:SeIeclEmpluyees | 4 FProrStep B Mest Step | H save
Select| Emp ID |Last Mame | First Mame | Middle Initial ~ |55M Date Hired
] « 1000m Aibr Yared mosmmum
| & |1 siken Clay R £21-42-3074 02/15/2007
|| ¢ 5140 AJIROVE ADEDAMOLA 037-70-5698 0740122011
|| « =56 Alfansa Jeremy 930-91-9366 0341542010
L XK ach asd azd 03M3/2mM8
|| % |ns24 BANKS BENNY 2 123-45-6788 07/01 /201
|| & test Bday Mi 111-22-3333 01401 2201
|| & |23 Browin Sally 052-35-7964 060342012
|| % 5430 CAMPBELL ELIANA 0442742010
| | « CAR#496 CARMESTRO ELLEN 111111111 01401 /2013
¥ Déingelo Mick
| & 4 Dewyze Lee R £21-74-0965 06/28/2010
||« 3 Dae Jane J 724-36-1522 01/071/2008
|« o Dae John 0714071 22014
| | « ECrarss  ECKERT PaLL 222:22-2222 01401 /2013
|« &7 Gretzky Wapne 476:53-2567 07/01 /2012
| | & 52482 Hall Amanda 126-23-9403 114162201
| % 125 Heyman Ahuvah 987-65-4321 0840842012
] % % hi hi 094071 /2014
W s Hallaveay Logan J 855-67-9412 0941622011

You can manually select and deselect additional employees by double-clicking on the check mark or X.
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Once you have finalized your employee selection, click Next Step at the top of the screen. You will get a pop-
up window with certain 1094-C Part Il information for your review.

r1|EI‘:'§‘1'-'I-1: Filling Wizard - M1
' 1094c¢ Part Il ALE Member Information - Monthly
(@) Minimum (b} Full-Time {c) Total
Month Essential Coverage |Employee Count |Employee Count
Offer Indicator for ALE Member | for ALE Member
Yes | Mo
Jan o’ b4 2 g -
Feb v x 4 10
Mar X o 10 24 i
Apr o X a0 a
May o X 0 0
un o’ x 2 3
Jul v x 0 0 T
Aug o b4 2 & i
Sep o X 1 1
Oct v x 0 0 3
Mo o b 4 0 0 i
Dec o b4 3 7
i
cancel || Finish |

The system will preselect certain options based on the information that is identified in your employee ACA
setup. You have the option to make changes to the items in this window. You can change the check mark or X
from column (a) by double-clicking on each, and you can overtype the figures in columns (b) and (c). Once you
have finalized these selections, click Finish at the bottom.
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You will now see all of the 1095-C and 1094-C forms generated. You can click View/Modify Data at the top to
return to the employee selection screen, if you wish to make any changes.

B{ Wiew/Madify D ata

1055c all pages  1095c form only | Instructions only | 1034c all pages |

Zoom 100% ~ | 14 4 3 r ol | [Z] Erint Printall| ,'_ﬁExport

" lvop LOO1LE
= 1095=0 Employer-Provided Health Insurance Offer and Coverage . | ouetetwazm
Iy
:f:s;:‘l“;; .:;_'J:“s::i“_‘:’ﬁ‘ » Information apout Form 1095-C and Its separate INStruetions & at www.iS.gov/form 1095¢ CORRECTED .:@.'-..ul" 1 5
Employee Applicable Large Employer Member {Employer)

1 Mame of emploves 2 Sociel s=curity numbaer (334 T Mame al arrplnger B Freplager identifizatan nonbae [FIN)
ADEDAMOLA AJIBOYE 037-70-5698 AMERICAN IDOL NURSING HOME 65-8151244

3 Street agdress (nclucing aparment no.) 2 Stwest BOOrESS INCluding room or Euits no.) 10 Contsat telephons numbe:

336 PLAIN STREET 333WoodstockLane (773) 555-4365x

4 Gity or fowrn 5 Statz or province 6 Couniry avd 217 or forsign pesta code | 19 Gity or town 12 Stata or provines 13 Courtry end 2IF o forsign posta cads
PROVIDENCE NB CA K1ADB1 CHICAGO OH G0GE0

[[Elidl] Employee Offer and Coverage Plan Start Month (Enter 2-digit number):

A 12 Menths Jan Feb Mar Apr Py June July Aug Sept Cct Maw Dec

14 Offer ot

Coversgs (2nier 1H 1H 1A 1A 14 14 1A 1A 14 14 14 18
required cods)

15 Fmploysa Shara

of Lowest Gost

Maonthsy Sramium,
far Saf Oy

A A $ 5 $ $ § $ $ § $ $ $ § 3200
16 Applicably

I‘:‘Fcréion 43‘E\OH Sélée

AMLCE 1ENIsr GO,

if applicatial 2D 2D

[=dlll Covered Individuals
TEmployer provided sell-insured coverage, check the box and enter the information for each sowensd individual.

[a} Mama of soverad indivicual(s] o) 25N ic}rno?g\.:hfs:ls ta‘l?‘1 E?nv:;v;csl Jar Fab Mar Aor Nayh} r.j_ln:: = JCO\L‘;IEI'BQGAUQ Zapt | Oct Mov | Dac
17 ADIBOYE ADIMOLA 123-12-3123 O 1OOgamigaaaaimsi o
18 ADEBOYE ADIMOLA 04/02/1988 OO0 iggim
19 SHAWN ADIMOLA 04/02/1999 DiggigQoiooonigigim
® O (Ooojo/oojo|lo|o|olo|o
2 0 |O|o|o|o|o|o|o|o|o|oo|o
2 U julujuulujujulujujuluiy
For Privacy Act and Paperwork Roduction Act Notice, sce scparate instructions. Cat. Moo, BDTOSK Form 1095-C 2015

You will notice that there are several tabs at the top of the screen. The first one shows all pages of the 1095-
C, which means the form itself and the instructions for the recipient. The second tab will show you only the
forms, the third only the instructions, and the final tab will show the 1094-C form.

You can print the forms using the Print or Print All options at the top of the screen. You can also export them
to various file formats using the Export option.
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