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ACA Process — ACA Forms Approval

Introduction

The ACA Forms Approval section includes options to preview the forms before they are approved. Previewing the forms
is one of the most important steps of the ACA process. It is important to preview the forms before clicking to *Approve
Forms™ them. Fixing a form error is easier to do before they are approved. Once you click approve, the forms are
immediately sent to a queue to be printed. Once you click “Approve Forms,” if you need changes made to the forms,
there may be adaitional fees incurred.

ACA Forms Approval

Navigate to Client Management > ACA Setup Options > ACA Forms Approval. The ACA Forms Approval screen displays
options that allow you to perform different functions. These items include Preview Export with Audit, Run Alerts,
Preview Forms, Approve Forms, and Show History.

ACA Forms Approval

Report Information
*Reporting Year:| 2023 w
Report Type for Selected Year: ACA 1094-C and 1095-C Employer

CA &y © O

Preview Export with Audit Run Alerts Preview Forms Approve Forms Show History

Preview Export with Audit

This provides an excel condensed version of the ACA Forms, and highlights issues that should be addressed prior to
approving forms. Yellow highlights possible issues, these should be checked and fixed if needed. Red highlights errors
that should be corrected prior to form approval. Tabs in excel also list out the Full-time Employee Counts for each
month, and any employees that were not included in the Full-time Employee Count. Once you click to run the report
appears in the My Reports Queue.
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Client ID:  dmills ACA 1095-C FORM PREVIEW ACA Year: 2021
Client: Danielle Test Company
Companies: ABC Company
Report Generated on: 11/23/2021 10:41:55 AM
1, Audit 434234 Main Street Age on 01/01: Original Hire Date:  03/01/2020
Emp # 1318 SARATOGA SPRINGS, UT. 84045 Plan Start Month: _ Rehire Date:
Term Date:
All12
Months Jan Feb Mar Apr May June July Aug Sept Oct Now Dec
1G
7, EB Test 456 Main Age on 01/01: Original Hire Date:  01/01/2017
Emp # 1308 CLEARFIELD, UT, 84056 Plan Start Month: _ Rehire Date:
Term Date:
All 12
Months Jan Feb Mar Apr May June July Aug Sept Oct Now Dec
1G
8, EB Test 564 Main Age on 01/01: Original Hire Date:  01/01/2018
Emp # 1310 Lehi, UT, 84043 Plan Start Month: 01 Rehire Date:
Term Date:
All 12
Months Jan Feb Mar Apr May June July Aug Sept Oct Mowv Dec
1K
(50.90)
2F
Run Alerts

Run Alerts produces a condensed version of the forms and highlights issues that should be addressed prior to
approving the forms in PDF version. The report only shows the items that the system is pulling or calculating, and
excludes the normal form layout so it has condensed information making it easier to preview what populates on the
forms. Once run, the report appears in the My Reports Queue.

e Items highlighted inred are critical issues and cause the file to fail when submitted to the IRS.
e Items highlighted in yellow are warnings which should be corrected but won't prevent the file from sending.
e Thefirst page reflects what populates on the 1094 (aka the customer cover page for the IRS).
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Thisimage gives an example of an error that must be corrected:

Client ID: BEN1808 ACA 1095-C FORM PREVIEW ACA Year: 2020
Client: 1808-Quick Clips

Companies: Quick Clips

Report Generated on: 11/3/2020 11:03:53 AM

ALE Member Mame Quick Clips ALE Member Address 123 Unicom Lane

ALE Member EIN 56-1900004 ALE Member City, State, Zip |5t Helena, CA, 04574

ALE Member Contact Name | Stacey Boyd ALE Member Contact Phone _
DGE Name |pGE Address

DGE EIN |nue City State, Zip

DGE Contact Name DGE Contact Phone

Total Number of Forms 27 Total Number of Forms Filed |27

Is ALE Member Falsa ALE Member Group

Certifications of Eligibility D

{a) Minimum Essential [b) Full-Time Employee Count | (c) Total Employee Count for (d) Aggregated Group () Section 4880H Transition
Coverage Offer Indicator fior ALE Member ALE Member Indicator Relief Indicator

All 12 Months

Jan Yes 29

Fab Yes 29

Mar Yes 29

Apr Yes 9

May Yes 9

Jun Yes 28

Jul Yes 28

Aug Yes m

Sapt Yes w

Oct Yes a7

Nowv Yes 7

Dec Yes w
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e Theensuing pages include the employee data as it populates on the forms based on the current setup.

o Theimage below shows employee data that pulls and a few examples of things to look for.
o The datathat populates is based on what data is set up within the system and is custom for this
particular customer.

Client ID: BEN1308 ACA 1095-C FORM PREVIEW ACA Year: 2020
Client: 1808-Quick Clips
Companies: Quick Clips
Report Generated on: 11/3/2020 11:03:53 AM
Amaold, Hazel D 38248 Shamrock Ct Original Hire Date: 07/19/2005
Emp # 1220 Pittsburgh, PA, 15239 Rehire Date:
111-22-3361 Term Data: 06/16/2020
All 12
Months Jan Feb Mar Apr May Jun Jul Aug Sept Ot Mov Dac
1A 1A 1A 1A 1A iH 1H 1H 1H 1H 1H
2c ac 2 2C 2c 2A 24 24 28 A 24
Bakdino, Riley 1800 E Steuben St Original Hire Date: 08022008
Emp # 1230 Pittsburgh, PA, 15205 Rehire Data:
111-22-3362 Term Date:
All12
Months Jan Feb Mar Apr May Jun Jul Aug Sept Oct Mov Dec
14
2c
Brock, Michelle 123 My Street Original Hire Date: 0&10/2019
Emp # 1232 COLDWATER, MI, 48036 Rehire Date:
123-45-5780 Term Data:
Al 12
Months Jamn Feb Mar Apr May Jun Jul Aug Sept Oct Mow Dec
1A
c
Castillo, Issac A 22126 E Princeton Circle Original Hire Date:  12/10/2019
Emp # 1224 Pittsburgh, PA, 15205 Rehire Data:
111-22-3356 Term Datea:
All 12
Months Jan Feb Mar Apr May Jun Jul Aug Sept Oct Mov Dec
1A

o Theyellow highlight shows an employee SSN that the system knows is not real and should be
corrected.

o Whenreviewing the data, you may find it helpful to look at the hire and term dates first. You would
then have anidea what codes you may see for particular months.

o Keepinmind, Line 14 does not reflect if they had coverage. Rather, it reflects if they had an offer of
coverage.
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o Youmay find it helpful to have the ACA Codes Cheat Sheet open while reviewing the data. You may
want to flag this as a favorite, so it is added to your University Dashboard for future reference.
Doing this ensures that you are always viewing the most recent version of this article.

e Review the data for incorrect information and make corrections as needed.

e Re-Preview to be sure everything is now pulling correctly, repeat if needed until all is correct. This must be
done for each legal company.

e Thelastpage includes an Error Count for Potential & Critical Errors in case you missed it in the previous

pages.
Client ID:  BEN1808 ACA 1095-C FORM PREVIEW ACA Year: 2020
Client: 1808-Quick Clips

Companies: Quick Clips
Report Generated on: 11/3/2020 11:03:53 AM

ERROR COUNT
Potential Errors: 1
Critical Errors: 1

Preview Forms

This card when selected produces a full version of the 1094 and 1095 form, it does not highlight known issues. The first
three pages are the 1094 (aka client cover page for the IRS) which includes the company data. The remaining pages
are the 1095 forms which include the employee data. These are what will be filed to the IRS so accuracy is paramount.
Forms are placed in the My Reports Queue.

Review the forms for incorrect information.

Make corrections as needed inside of isolved.

Re-Preview to be sure everything is now pulling correctly, repeat if needed until all is correct.
e This must be done for each legal company that is filing.

Approve Forms:

Only after you have thoroughly reviewed the forms via the Preview Forms, Preview Export with Audit and/or Run Alerts,
and you check off that you certify and confirm that all data is correct on the forms and that you have used the audit
utilities, you can then select to “Approve Forms.”

e Once you select Approve Forms, the system commits the forms to the Year End Batch Print for printing and
filing.

e Don'tselect Approve Forms prior to 1/1 of the next year to avoid any possible changes to employee data that
may impact the forms.
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e [fyou discover an error after selecting “Approve Forms’, you must contact your Support team to:

Have them unapproved the forms.
Provide details to them if you would like all the forms reprinted, just a particular form reprinted or don't
reprint.

= Theemployee sees the updated form in ESS once they are posted here.
= If having forms reprinted, you may be charged again for the printing and shipping.

o The User data that approved and the Approved date populates once the forms have been approved
and sent to be printed and filed.

©

Approved

User. dmills
Approved: 11/08/2021

e Theforms are submitted to the IRS Air system after the IRS has opened their site for submission.

Show History

This tab can be used to show the history of the forms approval, including the user ID, Begin and End date.

(6]

Q Q Q Q Q

11/8/2021 3:57:12 PM 11/8/2021 3:58:29 PM Yes Approved dmills
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1094/1095 B Forms

For the 1094/1095 B forms the Preview Export with audit and the Run Alerts card is not applicable and only shows the
three applicable cards for B forms. Same functionality for these cards apply to the B forms as they do to the C forms.

ACA Forms Approval

Report Information
*Reporting Year: 2021
Report Type for Selected Year: ACA 1094-8 and 1095-8 Employer

(& © “O

Preview Forms Approve Forms Show History




