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Introduction

Itisimportant tounderstandhowto properly configure ACA andto approve your ACA formsthat will be printedand
filed to thelRS.

ACA Reporting Groups

Reporting Groupsmust be set up inorder to print and file your ACA forms. The setup will remainin place, thereis no
need to updateyearly.

Navigate to Client Management > ACA Setup Options > ACA Reporting Groups.Ifyouhave anaggregate configuration
don't forget to also navigate to ACAReport Options to add the ACA Reporting Group month(s).

Idarafication Adtsonal Group Membens

Aggregate Group: If you have multiple FEINs under your company umbrella that willbereported inanaggregate group,
it must be determined which companies will be grouped together.

e (Clickthe AddNew icon.

ACA Group Type
e Group Name: Enter the groupname (the company nameis commonly used).
e Group Type: Select from *Aggregate ALE Group” (most commonly used) or ‘Designated Governmental Entity
(DGE)”
GroupMembers

e Available Legal Companies: All legal companies will belisted here.
o Selected Legal Companies: Move companies that are to be part of thisaggregate group.

Additional Group Members

e LegalName: FEIN: If you have acompany thatis notonisolved but is included inthisaggregate group, click the
Add Legalicon, and enter inthe nameand FEIN.
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Report Options Tab
The set-up steps belowmustbe completedyearly foreachlegal company.

Navigate to Client Management > ACA Setup Options > ACA Report Options.

ACA Report Options
# Year Report Options ~ Employer Overrides
2020
+AddNew (#Edit W Delete & Refresh
ACA Reporting Year ACA Reporting Group
*ACA Reporting Year: | 2020 1 (a) will be populated
Format:
then either All Months or
at least one individual month must be selected
ACA Company Contact Reporting Group:

All Months

ACA Reporting Form APR
1094/1095-B Forms MAY

ACA Certifications of Eligibility
Qualifying Offer Method
Form 1094-C Line 22- Option & will be selected
98% Offer Method
Employee Count Method
Form 1094-C Line 22- Option ' will be selected
Employee Count Based On; v

Default: Last Day of Month

e (Clickthe AddNew icon.

ACA Reporting Year

o ACAReporting Year: Enter year youarereporting for.Note that the years set up willappear under the'Year
columnontheleft.

ACA Company Contact

e Contact: Select contactto be used ifisolved or IRS hasany questions regarding your ACA (thisis set up under
Client Management > Contacts). The selected contactmusthave a phone number.

ACA ReportingForm

Select oneofthe following:

e 1094/1095-BForms
e 1094/1095-C Forms (mostcommon, asitisfor Large Employers)

ACA Certifications of Eligibility

Select from the optionsavailable:

e  Whatyoumarkherewill appear onthe1094. The IRS can change these optionsyearly, and those changesare
typically released intheFall.
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e Selectfrom theavailable options. For moreinformation onthe options, please visit the IRS website or
appropriate contact.isolved willnot be able to provide guidance on which options you should select

ACA Reporting Group

o IfpartofanAggregategroup, select the boxesforeachmonthas applicable.
Example: The company couldhave beenmerged or acquired mid-year soonly July - Dec wouldbe selected.

Employee CountMethod
Employee Count BasedOn: Select as applicable. Thedefaultis “Last Day of Month.”

e (lickontheSave icon.Besureto complete these steps foreachlegal company.Use the Company drop down
menuat the top of the page to select company.

Employer Overrides Tab

e Employersideoverrides wouldbe entered here. Review the verbiage under each heading tounderstandwhere
the override wouldapply.

e (lickontheSave icon.Besureto complete these steps foreach/egal company.Use the Company drop down
menu at the top of the page to select company.

ACA Non-Employee Overrides

Applies to Self-FundedPlans only. Any individual onthe health planbut not onpayroll such asanexecutive, ora spouse
ofaformeremployee that chose COBRA independently. Thisisfor Line 14, Line 15and 16 would notbe populated.

Navigate to Client Management > ACA Setup Options > ACANon-Employee Overrides.

Non-employee Overrides

Non-Employee Information Address
*First Name *Address1

*Last Name: Address2:

Personal Information
SSN:
Update SSN:
Birth Date:
Update Birth Date: iz

Coverage Information
CODE ALL
YEAR SEREST  MONTHS JAN FEB MAR APR MAY JUN JuL AUG SEP ocT NOv DEC
o [20m 16 v

Enter:

e Non-Employee Information, Personal Information, Address and Coverage Information (select monthsthe non-
employeehad coverage for that year)

e C(lickontheSave icon.Besureto complete these stepsforeachlegal company. Use the Company drop down
menuat the top of the page to select company.
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ACA Forms Approval
1tis important to PREVIEW before Approving Forms.

PreviewReport/PreviewForms

e (ClickonthePreview Report / Preview Forms icon. Make any changes asneeded and preview againto confirm.
The preview reports will bedisplayedinthe My Reportsqueue.

o Preview Report provides a condensed version of the formsand highlights issues that should be
corrected before the forms are approved.

o PreviewFormsprovides afull versionof the formsto use forauditing foraccuracy prior to approving
the forms.

Approve Forms

o Navigateto Client Management > ACA SetupOptions > ACA Forms Approval.

e Thel094/1095 forms cannot be printed until you Approve Forms.
Important: Only dothis after youhave previewed the forms, made all correctionsand are ready toapprove the
forms to beprinted.

e Besureto completethese steps foreachlegal company.Use the Company dropdownmenuat thetop of the
pageto select company.

ACA Forms Approval

Agprove  History

Year

Report Type
Roport Type for SHecios Year: ACA 1094-C and 1055-C Employer

Approve Forms 10941098
OnCe yOU $8IeCt ADDIove Foems, the Syshem w

Last Approved
ADDrover  ghyats
eon DN I02PM

e End 72021 302PM




