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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. 

 

 
 

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. 

 
 

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. 

 

 
 

 

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 II 

 

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.  
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The Master tab on this screen will show the employee details that will apply to Part II of their 1095C form.  In 

order to add a new record for the employee, click New on the right side of the screen. 

 

 
 

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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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 II 

Report, which can be found under Tax Reports and Forms. 
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1095 C-Part III 

 

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.  

 

 
 

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. 

 

 
 

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 1095c/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.) 
 

 
 

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. 
 

 
 

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 III information for your review. 

 

 
 

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. 

 

 
 

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. 


