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ACA Reporting

ACA Processing –
Calendar Year Ending December 31

Thursday, Jan 19, 2023, 10:00 AM - 11:00 AM 
https://meet.goto.com/578068221

Phone Number: 1 (312) 757-3121

Access Code: 578-068-221

Webinar Slides | ADMINS, Inc.

Please MUTE your phone after 
joining the conference call. 

Thanks!

https://meet.goto.com/578068221
https://admins.com/webinar-slides
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Tips for GoToMeeting

2

1. Controls appear when the mouse is moved onto the G2M window
2. Slider resizes the viewing canvas versus the attendee’s area
3. Chat bubble allows for  questions
4. Camera and zoom controls for screenshots or a closer look
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What’s New

Housekeeping –Form/Envelopes/Who Gets a Form

Registration for IRS e-Services

Process Flow

Distributing 1095Cs –

physical printing of the Forms

email consenting employees

Electronic Filing / Deadlines / Timeline

Q&A 

3

What Will We Cover?
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Two new buttons on the menu facilitate entry of 
the submission code; and printing a single form 
is a snap
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What’s New From AUC
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Print a Single Form 
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E-Services transitioned to 
a new sign-in system that 
requires new users to 
register or sign in with 
ID.me, the current IRS 
credential service 
provider.

Existing e-Services users 
may continue to sign in 
with an active IRS 
username and don’t 
need to take any action 
at this time.
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What’s New From the IRS

Affordable Care Act (ACA) Services | Internal Revenue Service (irs.gov)
e-Services | Internal Revenue Service (irs.gov)

Backer changes as provided by the IRS

https://www.irs.gov/tax-professionals/affordable-care-act-aca-services
https://www.irs.gov/e-services
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An ALE member must furnish a Form 1095-C to each of its full-time 
employees by March 2

Forms 1094-C and 1095-C are required to be filed by March 31 if 
filing electronically (all AUC sites file electronically).
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Due Dates & IRS Resources

Affordable Care Act (ACA) Services | Internal Revenue Service (irs.gov)
e-Services | Internal Revenue Service (irs.gov)

Instructions for Forms 1094-C and 1095-C (2021) | Internal Revenue Service (irs.gov)

https://www.irs.gov/tax-professionals/affordable-care-act-aca-services
https://www.irs.gov/e-services
https://www.irs.gov/instructions/i109495c


IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

Special Processing

HR-575 Email Tax Forms to Employees

Year End Processing

HR-635 Email W2s, 1095Cs, 1099Rs on demand

HR-675 ACA User Guide (updated this month)

HR-680 IRS Instructions for Forms 1094C & 1095C

HR-690 ACA Import From a Spreadsheet

HR-700 ACA Exporting 1095 Forms to the IRS

HR-770 ACA & Non-Employee Participants

HR-775 1095/ACA Step Menu Process* 

8

AUC Resources
Human Resources → Help Reference Library 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_Email_Year_End_Attachments.pdf?ver=1670507676463
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ACA-0001.pdf?ver=1673291599944
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_ACA_Non-Employee.pdf?ver=1673040332770
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_1095C_Menu.pdf?ver=1658352081349


IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

Printing Supplies

E-Services (AIR)

TIN Matching

Audit Reports

9

Preparation
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See LuAnn’s 
email

Forms: 3-part 
perforated or 
plain white laser 
paper

Envelopes: 
Standard #10 
Window

10

Printing:  Supplies Needed

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_Printing_TaxForms_for_2020-0001.pdf?ver=1658352082121
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_Printing_TaxForms_for_2020-0001.pdf?ver=1658352082121
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Update E-Services Registration

Secure Access: How to Register for Certain Online Self-Help Tools | 
Internal Revenue Service (irs.gov)

Test login credentials 

AIR TCCs for 
issuers remain 
in Production 
status

If you are 
responsible for 
multiple 
filings, or want 
to sign up for 
TIN matching, 
add a role

https://www.irs.gov/individuals/secure-access-how-to-register-for-certain-online-self-help-tools
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IRS Online Services “AIR” 

Have this information ready to register:
*May require “unfreezing” credit – Experian, Transunion, Equifax 

Email address
SSN or ITIN
Tax filing status and mailing address
Any one financial account linked to your name:

Credit card – last 8 digits (no AMEX, debit or corporate cards) 

Student loan
Mortgage or home equity loan  
Home equity line of credit (HELOC)  
Auto loan

Cell phone linked to your name (used for texting a code to 
your phone to confirm your identity)
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Please register for this service with the IRS and use it 
throughout the year as employees come on board

Use the TIN Matching service to verify all TINs (employees with 
name changes too!)

ACA (1095C), W2, 1099s – all use TINs

Filing delays may result in costly penalties
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TIN Errors? Use TIN Matching

Taxpayer Identification Number (TIN) Matching | 
Internal Revenue Service (irs.gov)

https://www.irs.gov/tax-professionals/taxpayer-identification-number-tin-matching
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AUC Bulk Tin Matching File

ADMINS offers a file for the bulk TIN matching. 
Human Resources  Year End Processing  IRS TIN Matching 

When the process is complete, the 
system will pop up a message 
showing the location and name of 
the export file:

This checks 

employee 

and covered 

individual 

Social 

Security 

numbers
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Run the ACA 
1095 Audit 
Report to 
identify errors

15

ACA 1095 Audit Report
HR  Reports  Report Library  By Employee  7560 ACA 1095 Audit Report
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ACA 1095 Audit Report
HR  Reports  Report Library  By Employee  7560 ACA 1095 Audit Report
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Setup

– Enter 
Employee & 
Covered 
Individual 
Data

– Review 
1095C Entity 
Table

– Review 
Bargaining 
Unit ACA Tab

Steps 
Menu

– Run Audit 
Reports

– Make 
corrections

– Repeat until 
error free

Refine

– Edits on the 
1095 Work 
File Screen

– Edit 
employee 
data & mark 
as reportable

– Add any 
omitted 
individuals

File

– Print and/or 
email 1095C 
forms

– File with AIR 
System

– After IRS 
accepts with 
no errors, 
save the 
attachments

17

Process Flow
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Data Entry

18

Employee 
Maintenance 
[V ACA] tab

W2/1095C 
Entity Table

Bargaining Unit Table ACA Filing Table

Work 
File
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Capturing Employee ACA Data

Update ACA tab throughout the year

The import utility is available if lots of employees need to 
be updated

19

Import changes 
from a spreadsheet

Manually enter 
data

Can use a combination 
of both methods

Year End Processing → 1095 - C Import Employee ACA Data 

HR-690 ACA Import From a Spreadsheet
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Employee Maintenance Screen

Entity Table vs. 
Bargaining Unit

ACA Start Dates

Employment & 
Enrollment

Covered Individual Start 
Dates

ACA End Dates

Mid Year Terminations

Covered Individual End 
Dates

Stopping Coverage

Declining Coverage

SSN vs. DoB

Edit List

Human Resources  Maintenance  Employee Maintenance  [V ACA] 
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Entity vs. Bargaining Unit

Either the Entity or the 
Bargaining Unit-not both

Human Resources  Maintenance  Employee Maintenance  [V ACA] 
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ACA Offer Start 

ACA Reporting Start

ACA Full Time Start

22

ACA Start Dates
Human Resources  Maintenance  Employee Maintenance  [V ACA] 

Only edit ACA Start Dates if:
▪ employee changed from Non-reportable 

to reportable, 
▪ are a new employee, 
▪ declined coverage in a prior year and 

elected coverage this year

Use January 1, 2022, for all ACA start dates in column #1 
if coverage was offered for the entire year
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Employed in 2022 / Enrolled 2023

23

Individuals with a:

2022 ACA Offer start date 

2023 Coverage Start date

will be included in the work file & receive a 1095C form

Human Resources Maintenance → Employee Maintenance → [V ACA] 
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Coverage Start Date

If the Start date is already set, only change if:

▪ adding a new covered individual or 

▪ now reportable and accepted coverage  or

▪ declined in a prior year and accepted this year

24

Covered Individuals - Start Dates
Human Resources→Maintenance → Employee Maintenance → [V ACA] 
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• ACA Offer End Date

Continued coverage from prior year – no change – leave blank

• ACA Reporting End Date

Leave blank if the Employee was covered for the Full year

Set an end date only if they stopped coverage during the year

• ACA Full Time End Date

Set only if the Employee stopped full-time Employment during the year; 
otherwise leave it blank to indicate full-time employment through year 
end

25

ACA End Dates
Human Resources→Maintenance → Employee Maintenance → [V ACA] 
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Employees Terminating Mid Year

Set ACA Full Time End 
date & Coverage End 
dates for terminated 
employees

Line 14 will show “1E” 
for the months of full-
time employment and 
“1H” for the months 
not employed

Human Resources→Maintenance → Employee Maintenance → [V ACA] 
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Set Coverage End date if the coverage is terminated (e.g., 
divorce, death, termination of employment, etc.)

If coverage continues, leave Coverage End blank

If a mid-year change is made, make entries that correspond 
to the ACA date (see also ACA Start Dates)

27

Covered Individuals – End Dates
Human Resources→Maintenance → Employee Maintenance → [V ACA] 
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Stopped Coverage

Line 18 shows January 
- June for the 
employee “Lynn”

Lines 19 and 20 show 
the dependents 
“James” and “Jolie” 
covered through June

The dependent 
“Samantha” is not on 
the form as coverage 
ended in 2021

Human Resources→Maintenance → Employee Maintenance → [V ACA] 
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Stopped Coverage – Dates Matter!
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Declined Coverage

Leave blank

Reportable as “offered but declined coverage”

What does that look like on the form?

Human Resources→Maintenance → Employee Maintenance → [V ACA] 



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

If an employee 
declined coverage 
in years past, use 
the column #1 
date fields with a 
2022 date

31

ACA Start Dates
Human Resources→Maintenance → Employee Maintenance → [V ACA] 

Enter the 
corresponding 
coverage start dates 
for the covered 
individuals
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For covered individuals:

If the SSN# is known, use it; if unknown, enter a Date of Birth  

IRS will accept either value; the most common example is a 
newborn without an assigned SSN#

32

SSN# or Date of Birth?
Human Resources→Maintenance → Employee Maintenance → [V ACA] 

For a newborn enter DOB
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Run the ACA Edit List & compare it to data provided 
by your insurer

33

ACA Edit List
Human Resources→Maintenance → Employee Maintenance → [V ACA] 
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Who Gets a Form?

Employees and Retirees; separate forms not issued to covered
individuals

Employees hired at the end of the Calendar year and offered 
coverage in 2022, but do not accept coverage until 2023. 

34

If set to No, then no 
form will be issued

Human Resources Maintenance  Employee Maintenance  [V ACA]
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To begin, access the Batch Selection Screen that serves as the 
entry point for the steps menu.

35

1095 Processing
Human Resources→ Year End Processing → 1095C Processing
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1095 Batch Selection Screen
Human Resources→ Year End Processing → 1095C Processing

The 1095 Processing menu 

should look like this prior to 

doing any data entry
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ACA Filing Table

37

One record for each tax year and within each tax year, one record for each entity

Enter receipt numbers for the original and corrected submissions as you receive 
them from the IRS this spring

Update the ACA Filing table only with a receipt ID if “Accepted”  or “Accepted With Errors”. 
If the submission is  “Rejected” – do not update the ACA Filing Table

Confirm the 
2022 software 

ID is 
22A0015853. If 

not, STOP; 
contact 

support.



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

38

Entity Table

Make export location available to support@admins.com staff

mailto:support@admins.com
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Bargaining Unit Table

Affordable Care Act Tab of the Bargaining 
Unit supersedes the Entity Table if 
override box is checked
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Reset Employee ACA Dates
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Process Flow - Steps

Run Audit Reports

Make Corrections 
to Tables and 

Employee Records

Repeat until error 
free
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1. Run and review 
Audit Reports

2. Make corrections

Repeat steps 1 and 2 
until no errors are 
shown on Audit 
Reports 1, 2, and 3
(Report 4 is a list of employees 
hired/terminated/changed 
during the calendar year)

42

Run Audit Reports
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Audit Report #1 – Entity Table

Correct each entity until all 
report “No Errors found for 
1095-C on this Entity Table”
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Audit Report #2-Bargaining Units

Run the report and correct the 

errors until all Bargaining 

Units show “No errors…”
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Audit Report #3-Employee ACA Tab

To correct errors reported on Audit #3, from the menu, select:

Human Resources → Maintenance → Employee Maintenance → [V ACA] 

Employees listed on this report will NOT be included in the work file. After making 

corrections, rebuild the work file to include employees listed on Audit Report 3
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#4- New Hires & Terminations
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Edits on the 
1095 Work File 

Screen

Edit employee 
data & mark as 

reportable

Add any omitted 
individuals & 

re-add corrected

47

Process Flow -Refine

Special Situations 
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Hired 2023 / Enrolled 2023

48

Individuals with a:

future ACA Offer start date 

future coverage start date

will not be included in the work file (but may be updated)

Human Resources→Maintenance → Employee Maintenance → [V ACA] 
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Different Costs / Same Bargaining Unit

49

Bargaining Unit:  POLICE-01
Sample Bargaining Unit where 
“grandfather” rules apply to 
health care costs

• John Jones, 15% cost

• Sam Smith, 15% cost

• Rob Ryder, 20% cost

• Kim Kelly, 30% cost

• Peter Piper, 30% cost

• Walt Wiggins, 30% cost

• Dale Davis, 20% cost

• Brad Bonner, 30% cost

Line 15 is the Employee Share of 
the Lowest Cost Self-Only plan

Line 15 is derived from either
the Bargaining Unit Table or the 
Entity table (per employee)

Multiple “employee share/costs” 
can exist within a bargaining unit 
without affecting payroll
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Bargaining Unit Just for ACA

Establish a new Bargaining 
Unit “ACA-15P”.

Assign the NEW 
Bargaining Unit to 
the Employee on the 
ACA tab only.

Enter ACA-15P

Assign the Employee Share of 
Self-Only coverage for the 
Lowest Cost Plan offered to 
this Group

Do not use it for 
Payroll processing.
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Safe Harbor--Retirees or COBRA

51

If using a Safe Harbor code, line 16 will display the assigned code on the entity or 
bargaining unit; the Federal Poverty Line (FPL) amount must be entered

Ask your health care 
consultant if you are using 

Safe Harbor to compute 
costs

https://www.healthcare.gov/glossary/federal-poverty-level-fpl/
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2021 $12,880 * 9.5% / 12 months = $101.97 

2022 $13,590 * 9.5% / 12 months = $107.59

52

Federal Poverty Level

If Employer Affordability Safe Harbor is “2G”, a 
Federal Poverty Line (FPL) amount must be entered. 
Find the FPL amount here. 

https://www.medicaidplanningassistance.org/federal-poverty-guidelines/#:~:text=48%20Contiguous%20States%20%20%20%23%20of%20Persons,%20%20%245%2C758%20%206%20more%20rows%20
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What about married couples both employed by the Town and 
covered under insurance?

Employee/Spouse 1 - Tracy:

Tracy is the primary subscriber.  Pat, the spouse, would be listed as 
a covered individual.

Employee/Spouse 2 - Pat:

Set Pat as non-reportable.  Pat does not receive a 1095-C, as Pat is 
listed as a covered individual on Tracy’s 1095-C.

53

Spouse/Spouse as Covered Employees
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Declining, then taking coverage
Human Resources→Maintenance → Employee Maintenance → [V ACA] 

Make the entries on the covered individual(s)

Remove the ACA Coverage Declined date
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“Line 15. Complete line 15 only if code 1B, 1C, 1D, 1E, 1J, 1K, 1L, 1M, 1N, 1O, 
1P, 1Q, 1T, or 1U is entered on line 14 either in the “All 12 Months” box or in 
any of the monthly boxes. Enter the amount of the Employee Required 
Contribution, which is, generally, the employee share of the monthly cost for 
the lowest-cost, self-only, minimum essential coverage providing minimum 
value that is offered to the employee.”

55

Line 15 – When Must it Have $?

Exception for HSA – no dollars are required

“1E” is the most common

https://www.irs.gov/pub/irs-pdf/i109495c.pdf
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Line 16 is initially “built” during the 
[Build 1095 File] step

56

Line 16–When Does it Show Up?

View Line 16 via the 
[Edit 1095 Work File Screen]
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To Rebuild or Not?

57

Lines 
14-16

Edit any of these fields to override 
the system-generated values

Whenever 
you make 
changes here, 
run the 
Employee Edit 
list. 

This will be 
invaluable as 
a reference if 
you need to 
rebuild the 
workfile.
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Employee Edit List

58

Use this as a checklist for 
different bargaining units, 
cross-check terminations or 
new hires, etc.
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Remove Employee/Re-Add

59

Make corrections: Maintenance  Employee Maintenance  [V ACA] 

Add an 
omitted 
employee
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Adding an Omitted Employee

60

1. Change employee Reportable? to  Yes

Human Resources→Maintenance → Employee Maintenance → [V ACA] 

2. [Add Employee] in Edit Work file

3. Edit lines 14, 15 & 16 as needed



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

Print and/or 
email 1095C 

forms

File with AIR 
System

After IRS accepts 
with no errors, 

save attachments

61

Process Flow − File
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Printing:  What Will Print?

Employee address printed 
on back of form:
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AUC Provides 1094C &1095C

1095-C is the individual form supplied to employees

1094-C is the “cover letter” filed with the IRS

The 1095C is provided on paper to employees

or

Emailed to employees who have provided prior consent

The 1094-C is always submitted to the IRS electronically

63
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Email 1095C Forms

Mark up the sample 
email and return to 

ADMINS

Enter Email 
Addresses via either 

Method

Send Request for 
Consent via Batch 
or Individually as 

needed

Receive email 
response and mark 

employees as 
consenting

Run Year End 
Processes 

(W2, 1099R, 1095C)

HR—575 Electronic Year End Forms provides all the steps

HR–575 Electronic Year-End Forms

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
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Generate IRS Export File

The next step will:

Generate the export files for submission to the IRS

Send email with the folder and file names for the export file

Exception: Middletown, CT City & BoE
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Log In (irs.gov)

Use this link to 
log in and 
submit the files 
for processing

66

Filing with the IRS - AIR

https://la1.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUY%253D&TYPE=33554433&REALMOID=06-000182c7-65a1-17e7-9a3f-483c0adb40b7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=UOkC7yx4eMTO24FGxPfBRb5q3Mj3Xh3pyXfBEjYyHJ97nGCXu16wx5MzFHjfZmlG&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fsemail%2fviews%2flist_mail
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Batch/Entity Mismatch
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This step appears on the menu for the first 
time this year and serves as a reminder to 
enter the receipt number provided by the 
IRS on the ACA filing table

68

Enter Original Receipt # on ACA Filing Table

When the IRS accepts a 
submission or accepts it 
with errors, enter the 
receipt ID on the ACA 
Filing Table.
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The site has 60 days from the submission date to file 
any corrections.  If it is “Accepted with Errors” –

Download the error file from the IRS web site 

Update ACA filing table with the original receipt number

Email IRS error file to support@admins.com

ADMINS support staff will provide instructions for 
making corrections

69

Accepted with Errors

mailto:support@admins.com
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Typical Error Conditions

The covered Individual’s Name & Social Security # do not match

Check Employee Maintenance ACA tab data with the Employee to verify that the Name and 
SS# match what is printed on the SS Card. 

Employee Name and Social Security # do not match with the IRS

Was there a name change? Do they have a new Social Security Card with a new name?

Some employees want new names to be printed on checks, reflected in Employee 
Maintenance, but the employee does not have a new SS Card. The IRS/SSA require the 
correct names on these exports.

Update the Contract Tab on Employee Maintenance with 
the Name and Social Security number as shown exactly on the Social Security  Card.

Once the corrections export has been run, change the employee’s name back so that the 
“new” name can be printed on the check.

TIN matching will help prevent these errors
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IRS Corrections Export

“Accepted with errors”

Send the corrections file to support@admins.com to request  
instructions on what corrections are required

Enter the Original Receipt # in the ACA Filing Table

Make corrections; run the [Generate IRS Corrections Export] 
step (see email for file names and locations); upload the 
corrections to the IRS (see “Generate IRS Export File”)

mailto:support@admins.com
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Enter Corrections Receipt # on ACA Filing Table

This step serves as a reminder to enter 
the corrections receipt number on the 
ACA filing table

The IRS will provide a 
Correction Receipt #.

Enter the Correction 
Receipt # in the 
[ACA Filing Table]
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Correct a form after printing and emailing

Edit the data on the Edit 1095 Workfile Screen, or,

Remove the employee, change ACA data, add the employee 
back in to the file

Changes require a new IRS File

While the Email step is no longer required when correcting a 
form; it is available if the form is to be emailed

73

Corrections After Printing
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Attach 1095C Copies

The last step in the process will 
archive and attach the forms to the 
employee records.

Do not run this step until the file has 
been accepted by the IRS without 
errors.

Run the attachment step after the IRS 
accepts transmission without  errors
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How Do I Re-Issue a 1095C?

75

Do this if no changes are required – to 
print an entire bargaining unit on its 
own or enter up to nine employee 
numbers. See also Print a Single Form in 
this presentation.

See March 2022 
HR Release Notes, 
section 8.2 for 
details

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ReleaseNotes_Mar2022.pdf?ver=1673291753244
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ReleaseNotes_Mar2022.pdf?ver=1673291753244
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Furnishing a  Revised 1095C
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Edit workfile to make the correction 

Print a revised form for the individual 

Do not check “Corrected” box if you have not filed with the IRS

If you are correcting a Form 1095-C that was previously furnished to a recipient, 
but not filed with the IRS, write, type, or print CORRECTED on the new Form 
1095-C furnished to the recipient. 

Enter an “X” in the CORRECTED checkbox only when correcting a Form 1095-C 
previously filed with the IRS. See the document:

https://www.irs.gov/pub/irs-pdf/i109495c.pdf

https://www.irs.gov/pub/irs-pdf/i109495c.pdf
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How To Reissue After Attachment

77

A duplicate form may be printed (or emailed with prior 
consent– see HR-575) from the Employee Maintenance 
screen.  The filename will be 1095C_ followed by a four-digit 
year, the employee number, and the creation date and time.

Maintenance → Employee Maintenance → [Employee Attachments] 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
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IRS Filing Deadlines & Timeline

March 2:  Issue all 1095 C Forms to employees

March 31:  Electronically file with the IRS

Rhode Island is now on the same schedule!

78

Action Reporting Due Dates

Provide 1095-C to 
Employees

March 2

E-File 1095-C and 
1094-C with the IRS

March 31

https://tax.ri.gov/sites/g/files/xkgbur541/files/2022-10/ADV_2022_29_individual_mandate_deadline.pdf
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Test Drive the System

Even if you are 
not done entering 
your data in AUC, 
build the work file 
and review the 
simulated forms 
on-screen to 
make sure  you 
are getting the 
desired results 
per employee

Questions? support@admins.com

mailto:support@admins.com
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Test and Confirm login credentials for e-Services 

Order perforated stock (if using) and envelopes 
(LuAnn sent details November 3, 2022)

Enter and proof employee data

Test drive the system

Send questions to support@admins.com

80

Reminder: To Do…

mailto:support@admins.com
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Questions?

Email Support@admins.com for assistance

mailto:Support@admins.com

	Introduction
	Slide 1: ACA Reporting 
	Slide 2: Tips for GoToMeeting
	Slide 3: What Will We Cover?
	Slide 4: What’s New From AUC
	Slide 5: Print a Single Form 
	Slide 6: What’s New From the IRS
	Slide 7: Due Dates & IRS Resources
	Slide 8: AUC Resources

	Preparation
	Slide 9: Preparation
	Slide 10: Printing:  Supplies Needed
	Slide 11: Update E-Services Registration
	Slide 12: IRS Online Services “AIR” 
	Slide 13: TIN Errors? Use TIN Matching
	Slide 14: AUC Bulk Tin Matching File
	Slide 15: ACA 1095 Audit Report
	Slide 16: ACA 1095 Audit Report
	Slide 17: Process Flow

	Setup Process
	Slide 18: Data Entry
	Slide 19: Capturing Employee ACA Data

	Employee Maintenance [V ACA] tab
	Slide 20: Employee Maintenance Screen
	Slide 21: Entity vs. Bargaining Unit
	Slide 22: ACA Start Dates
	Slide 23: Employed in 2022 / Enrolled 2023
	Slide 24: Covered Individuals - Start Dates
	Slide 25: ACA End Dates
	Slide 26: Employees Terminating Mid Year
	Slide 27: Covered Individuals – End Dates
	Slide 28: Stopped Coverage
	Slide 29: Stopped Coverage – Dates Matter!
	Slide 30: Declined Coverage
	Slide 31: ACA Start Dates
	Slide 32: SSN# or Date of Birth?
	Slide 33: ACA Edit List
	Slide 34: Who Gets a Form?

	Steps Menu
	Slide 35: 1095 Processing
	Slide 36: 1095 Batch Selection Screen
	Slide 37: ACA Filing Table
	Slide 38: Entity Table
	Slide 39: Bargaining Unit Table
	Slide 40: Reset Employee ACA Dates

	Audit Reports
	Slide 41: Process Flow - Steps
	Slide 42: Run Audit Reports
	Slide 43: Audit Report #1 – Entity Table
	Slide 44: Audit Report #2-Bargaining Units
	Slide 45: Audit Report #3-Employee ACA Tab
	Slide 46: #4- New Hires & Terminations

	Special Situations
	Slide 47: Process Flow -Refine 
	Slide 48: Hired 2023 / Enrolled 2023
	Slide 49: Different Costs / Same Bargaining Unit
	Slide 50: Bargaining Unit Just for ACA
	Slide 51: Safe Harbor--Retirees or COBRA
	Slide 52: Federal Poverty Level
	Slide 53: Spouse/Spouse as Covered Employees
	Slide 54: Declining, then taking coverage
	Slide 55: Line 15 – When Must it Have $?
	Slide 56: Line 16–When Does it Show Up?
	Slide 57: To Rebuild or Not?
	Slide 58: Employee Edit List
	Slide 59: Remove Employee/Re-Add
	Slide 60: Adding an Omitted Employee
	Slide 61: Process Flow  File
	Slide 62: Printing:  What Will Print?
	Slide 63: AUC Provides 1094C &1095C
	Slide 64: Email 1095C Forms
	Slide 65: Generate IRS Export File
	Slide 66: Filing with the IRS - AIR
	Slide 67: Batch/Entity Mismatch
	Slide 68: Enter Original Receipt # on ACA Filing Table
	Slide 69: Accepted with Errors
	Slide 70: Typical Error Conditions
	Slide 71: IRS Corrections Export
	Slide 72: Enter Corrections Receipt # on ACA Filing Table
	Slide 73: Corrections After Printing 
	Slide 74: Attach 1095C Copies
	Slide 75: How Do I Re-Issue a 1095C?
	Slide 76: Furnishing a  Revised 1095C
	Slide 77: How To Reissue After Attachment
	Slide 78: IRS Filing Deadlines & Timeline 
	Slide 79: Test Drive the System
	Slide 80: Reminder: To Do…
	Slide 81: Questions?


