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The Affordable Care Act requires that every Applicable Large Employer (ALE) providing minimum essential coverage will 
report coverage information by filing an information return with the IRS and furnishing a statement to individuals. The 
reporting requirements became effective in the calendar year 2015. This document explains how to capture data in the AUC 
system needed to meet the reporting requirements. 
 

CONTENTS 
1 ABOUT ACA ............................................................................................................................................................... 3 

1.1 Getting Started ...........................................................................................................................................................3 
1.2 Filing Timelines/Deadlines ..........................................................................................................................................3 
1.3 Penalties .....................................................................................................................................................................3 
1.4 Terminology ................................................................................................................................................................4 
1.5 Enrolling in the AIR System .........................................................................................................................................5 

2 ABOUT THE FORMS .................................................................................................................................................... 5 
2.1 1094-C ........................................................................................................................................................................5 
2.2 1095-C: Employer-Provided Health Insurance Offer and Coverage ...........................................................................6 

3 SAMPLE 1095-C FORM ............................................................................................................................................... 7 
4 MAINTAIN DATA IN AUC ............................................................................................................................................ 9 

4.1 Entity Table .................................................................................................................................................................9 
4.1.1 Part II: Employee Offer and Coverage (Entity Table or Bargaining Unit) ..........................................................10 

4.2 Bargaining Unit .........................................................................................................................................................11 
4.2.1 Use the Bargaining Unit or Entity Table? ..........................................................................................................12 

4.3 Employee Maintenance [1 Contact Tab] ..................................................................................................................12 
4.3.1 Part I: Employee Information ............................................................................................................................12 

4.4 Employee Maintenance [V ACA] Tab ........................................................................................................................14 
4.4.1 Part III: Covered Individuals (the [V ACA] tab on Employee Maintenance) ......................................................15 
4.4.2 Declining Coverage ............................................................................................................................................15 
4.4.3 Terminated Employees Mid-Year that Elect COBRA .........................................................................................16 
4.4.4 Stopping Coverage ............................................................................................................................................17 
4.4.5 Covered Individuals ...........................................................................................................................................18 

4.4.5.1 Social Security Number or Date of Birth? ........................................................................................................................................ 19 
4.4.5.2 Covered Individual Dates Row #2 & #3 Must = Calendar Year in Row #1 ........................................................................................ 19 
4.4.5.3 Covered Individual End Dates .......................................................................................................................................................... 20 

5 MAINTAIN ACA DATA YEAR ROUND ........................................................................................................................ 20 
6 USING A SPREADSHEET TO UPLOAD DATA EN MASSE.............................................................................................. 20 

6.1 List of Potential Covered Individuals ........................................................................................................................20 
7 PROCESSING ............................................................................................................................................................ 21 

7.1 Reports .....................................................................................................................................................................22 
7.1.1 ACA Audit Reports (#7560) on Steps Menu or the Report Library ....................................................................22 

7.1.1.1 Entity Table (Payroll W2 ACA) ......................................................................................................................................................... 22 
7.1.1.2 Bargaining Unit Table ACA Tab ........................................................................................................................................................ 23 
7.1.1.3 Employee ACA Tab .......................................................................................................................................................................... 23 
7.1.1.4 New Hires or Terminations between 01/01/Tax Year and 12/31/Tax Year ..................................................................................... 24 

7.1.2 Edit Work File Screen 1095 Register .................................................................................................................24 
7.1.3 #7565 ACA Dependent List with SS#s (in Help Reference Library) ....................................................................25 
7.1.4 ACA Employee Edit List (Employee Maintenance Screen) ................................................................................26 

7.2 1095-C Forms Issued to Employees ..........................................................................................................................27 
7.2.1 About the Paper Stock .......................................................................................................................................27 



 

ADMINS Unified Community HR–675 Affordable Care Act (“ACA”) User Guide 

Human Resources 10 January 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Revised 10 January 2023 tc Page 2 of 32 

7.2.2 Social Security Numbers are Masked on Printed Forms & Edit Screen .............................................................28 
7.2.3 Printing/Emailing Forms by Bargaining Unit .....................................................................................................28 

7.3 Producing 1095–C Forms For Employees .................................................................................................................30 
7.3.1 Print Single Form ...............................................................................................................................................30 

7.4 Producing the 1094–C Transmittal Form ..................................................................................................................31 
7.5 Submitting a File Electronically ................................................................................................................................31 
7.6 Corrections ...............................................................................................................................................................31 
7.7 Save Attachments and Archive .................................................................................................................................31 

8 FAQ’S ....................................................................................................................................................................... 31 
9 INDEX OF TABLES AND FIGURES ............................................................................................................................... 32 
 
 
  



 

ADMINS Unified Community HR–675 Affordable Care Act (“ACA”) User Guide 

Human Resources 10 January 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Revised 10 January 2023 tc Page 3 of 32 

1 About ACA 
The Affordable Care Act (ACA) requires health insurance companies, employers, and some government entities to provide 
benefit information reporting. The IRS has tax information forms (1095-A, 1095-B, and 1095-C) used to report information 
to ensure compliance. All ADMINS sites use the 1095-C forms. 
 
This applies to MEDICAL insurance only, not vision, dental, or others. 
 
A “1095-C” form is to benefits as a “W2” form is to wages. In other words, an employee receives a W2 at year-end that 
summarizes their wages earned. A 1095-C form is a form issued to employees showing the health coverage benefits 
offered. 
 
A fully insured large employer is required to do the following: 

• Employer must supply a 1095-C to the employees 

• Insurance carrier will provide a 1094-B (This form is the transmittal form that must be filed with the Form 1095-B) 

• Employer must supply a 1094-C to the IRS 
 

A self-insured large employer is considered “the carrier” and is required to do the following: 

• Supply a 1095-C to your employees 

• Supply a 1094-C & copies of the 1095-C to the IRS 

1.1 Getting Started 

Defer to your health insurance benefits consultant or legal counsel to understand reporting requirements. ADMINS, Inc. 
provides the tools to issue 1095-C forms and produce the electronic filing requirements. However, we cannot provide legal 
guidance on specific compliance requirements. The IRS Instructions can be found here:  
 

http://www.irs.gov/Affordable-Care-Act/Employers/Affordable-Care-Act-Tax-Provisions-for-Large-Employers 

1.2 Filing Timelines/Deadlines 

The IRS has established the following deadlines for filing. 
 
Table 1 Filing Deadlines 

Who Transmittal Type & Form Deadline 

ALE self-insured plan & 
ALE / fully insured plan 

 1095-C (to employees) March 2 paper & emailed forms 

1094-C (to IRS)  March 31 electronic filing due date 

 
 

1.3 Penalties 

The penalties for non-compliance with filing requirements are available on the IRS.gov website. 

http://www.irs.gov/Affordable-Care-Act/Employers/Affordable-Care-Act-Tax-Provisions-for-Large-Employers
https://www.irs.gov/affordable-care-act/employers/information-reporting-by-applicable-large-employers
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1.4 Terminology 

These terms are for reference only. Consult the IRS instructions and/or a tax professional for questions or additional 
guidance in complying with this regulation. 
 
Table 2 Definition of Terms (in alphabetical order) 

Term Explained 

ACA Affordable Care Act 

ALE Applicable Large Employer 
This is an employer who has employed (on average) more than 50 full time employees on any business 
days in the preceding calendar year. 

COBRA Consolidated Omnibus Budget Reconciliation Act 

Dependent An employee’s child (including adopted children) under the age of 26. 
Dependents do not include spouse, stepchild, foster child, or child residing outside of the US.   

EIN Federal Employer Identification Number 

FPL “The Federal Poverty Level (FPL)… under § 6056, the employer may report that it made a qualifying 
offer to the employee if it offered coverage providing minimum value at an employee cost for 
employee-only coverage not exceeding 9.5 percent of the mainland single federal poverty line.”  
 
The mainland single federal poverty line is the annual dollar amount in the federal poverty guideline 
chart for a single-member household in any of the 48 contiguous states: see the table available here for 
the most recent information:  

Federal Poverty Level (FPL) - Glossary | HealthCare.gov 
 
Therefore, qualifying offer means the employee’s cost for employee-only coverage does not exceed the 
amounts shown below. 
 

2021 $12,880 * 9.5% / 12 months = $101.97  
2022 $13,590 * 9.5% / 12 months = $107.59 

Full Time A full-time employee is defined, for ACA purposes, as an employee who is employed an average of 30 
hours per week (or 130 hours per month). This is not necessarily the hours they “worked” but the 
hours they were scheduled to work even though they may have sick, vacation, or other leave time used 
during the period. 
 
For employees who have converted from PT to FT (or FT to PT) during a month, there is no provision for 
which “day” of the month is used as the measurement date.  
 
A retiree is not a full-time employee. However, for the year in which the employee retired, a form must 
be produced reporting on those months during which the employee was employed full time, up to and 
including the month of retirement. 

Fully Insured 
Health Plan 

“Fully insured” means that the employer purchases health insurance coverage from a commercial 
insurer and the insurance company then takes on the risk associated with the employees’ health 
claims. See also the Self-Insured Health Plan, below. 

HRA Health Reimbursement Arrangement 

https://www.healthcare.gov/glossary/federal-poverty-level-fpl/
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Term Explained 

HSA Health Savings Account. A health savings account is a tax-exempt trust or custodial account you set up 
with a qualified HSA trustee to pay or reimburse certain medical expenses you incur. You must be an 
eligible individual to qualify for an HSA. 

MEC Minimum Essential Coverage 
Health coverage under an eligible employer-sponsored plan. 
 
Any employer-sponsored group health plan with medical benefits. Excepted benefits (e.g., most types 
of dental and vision plans, flexible spending accounts (FSAs), employee assistance programs (EAPs), 
and -fixed indemnity plans) are not MEC. 

MV Minimum Value 
A plan provides minimum value if the plan pays at least 60 percent of the costs of benefits for a 
standard population.  

Self-Insured 
Health Plan 

“Self-insured” health insurance means the employer uses their money to cover their employees’ 
claims. Most self-insured employers contract with an insurance company or independent third-party 
administrator (TPA) for plan administration, but the actual claims costs are covered by the employer's 
funds. 

1.5 Enrolling in the AIR System 

The IRS has the Affordable Care Act Information Return System (AIR), for ACA Information Returns. To file electronically, 
Cities/Towns must submit an Application for Transmitter Control Code (TCC), which establishes your registration as an 
Issuer. An Issuer is defined as a business that is required to file ACA Information Returns and is transmitting only their 
information returns. After you register with e-services (see Registration Services for more information), you will have access 
to the ACA Application for TCC. Once your application is approved, you can review and update your application online as 
needed. 
 

Secure Access: How to Register for Certain Online Self-Help Tools | Internal Revenue Service (irs.gov) 
 
The IRS asks that at least two individuals from each organization be registered as responsible agents. This does not mean 
that two individuals will share a username and password; rather, each individual from the organization should register and 
provide the IRS with the required data. 
 
Once the TCC is established for the site, enter the information in the Entity table (see section 4.1). 

2 About The Forms 
Form 1094-C is the “transmittal form” to be completed by the employer (City/Town) indicating plan coverage offered, the 
number of full-time equivalents and the name and social security numbers for those full-time equivalent employees. Form 
1095-C is the form provided to employees and covered non-employees; it may be provided as a paper form or electronically 
via email to employees who have provided prior consent to receive tax forms via email. 

2.1 1094-C 

The 1094-C is the Transmittal of Employer-Provided Health Insurance Offer and Coverage Information Returns. All AUC sites 
file the 1094-C form electronically. 
 

https://la1.www4.irs.gov/e-services/Registration/index.htm
https://www.irs.gov/individuals/secure-access-how-to-register-for-certain-online-self-help-tools


 

ADMINS Unified Community HR–675 Affordable Care Act (“ACA”) User Guide 

Human Resources 10 January 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Revised 10 January 2023 tc Page 6 of 32 

A separate 1094-C & 1095-C electronic filing is issued for each Federal ID#. If there is more than one entity in a municipality, 
for example, a school district and a city that share a Federal ID#, then a combined return must be filed (a single 1094-C for 
each Federal ID). If the entities are not on a shared server, contact support@admins.com for assistance with creating a 
combined return. 
 
If the municipality has multiple entities, each with a distinct Federal ID#, file a return for each entity. When the step is run 
to create the forms, an email like this will be sent to the user running the step: 

 
Figure 1 Sample email sent to the user running the steps notifies them of the file location and file names 

2.2 1095-C: Employer-Provided Health Insurance Offer and Coverage 

Form 1095-C is the annual statement supplied to the employees outlining the employer provided coverage offerings and 
whether the employee is enrolled in the employer provided health plan(s). A sample form is provided in section 3 below.  
 
Self-insured employers must complete Part III. Fully insured employers do not complete Part III. The AUC program decides 
what to print on the forms based on the value of the radio button on the Payroll W2 1095-C screen.  

 
Figure 2 The Self-Insured Plan radio button on the Payroll W2 1095-C screen 

mailto:support@admins.com
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The 1095-C form has three parts: Part I for Employee Information, Part II for Employer Information, and Part III for the 
covered individual information. 
 

3 Sample 1095-C Form 
The face of the form will look like this: note that the form is four pages total; the first page has sections “Part I” (boxes 1-
13) and “Part II” (lines 14-17) , page three has “Part III”, the list of covered individuals and the type of coverage (lines 18-
30). 

 
Figure 3 Sample page one and three (the “fronts” of the form) 

− The back of the form prints on pages two and four, as shown in Figure 4. Page four will include the mailing address 
and folding guides to use when mailing the forms in a standard #10 window envelope.  

− As IRS requirements change year-to-year, the forms work best when printed to blank stock, allowing sites to 
purchase blank stock in bulk and use leftover stock from prior years. Perforated stock is optional but makes the 
forms easier to fold. 
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Figure 4 Sample pages two and four (the “backers” of the form) 
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4 Maintain Data In AUC 
Use the AUC system to capture data needed for ACA reporting compliance. These tables and screens are used: 

• W2 Entity table  1095C or 1099R Entity Table – 1095 C (data for Part II of the form) 

• Bargaining Unit table  Affordable Care Act Tab (data for Part II of the form) 

• Employee Maintenance  [1 Contact] tab (data for Part I of the form) 

• Employee Maintenance  [V ACA] tab (data for Part III of the form) 
 
Each site has unique offerings, including when employees are eligible, the dates for eligibility, and the cost for health 
insurance. Defer to your health insurance benefits consultant or legal counsel to understand reporting requirements. 
 

4.1 Entity Table 

The Entity table includes a tab pertaining to ACA data, and it is where to enter the data 
used on Part II, the Employee Offer of Coverage, on the 1095C. To locate the table, from 
the menu, select: 

Human ResourcesTablesW2 Entity Table 

or 

Human ResourcesTables1099R Entity Table 

The entity tables can also be accessed from the 1095C Processing steps menu. Fill in the 
data on the entity table using the illustration below as a guide. Each filing year, review 
the data to ensure that it is current (staff may have changed, health plan costs frequently 
change, the file location should be accessible from the AUC server as well as the user’s 
workstation who will file on the AIR system.) 
 

 
Figure 5 A sample entity table with descriptions for how to use the table 
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4.1.1 Part II: Employee Offer and Coverage (Entity Table or Bargaining Unit) 

Table 3 Part II Employer Information – Source of the Data on the Forms 

Form  Data/Fields Source 

Boxes 7-13 Name, Tax ID#, 
Address of the 
Employer 
(City/Town) 

Payroll/HR data comes from the Entity Table found under:  

Human ResourcesTablesW2 Entity Table 

 
 

Boxes on Line 14 Offer of 
coverage.  

Enter the code on the entity table or bargaining unit, if used. This line applies to 
all Applicable Large Employers (“ALE”). Codes range from “1A” to “1Z”. See IRS 
Instructions for the current information about the codes. The most common code 
used is 1E. 
 
Determine whether to use one overall value in Line 14 for all employees – or 
whether this line must be answered on a bargaining unit-by-bargaining unit basis.  
 
If you offered coverage to all eligible employees and that offer was in place for all 
12 months of the year (regardless of whether some or all employees accepted 
coverage), then enter the value in the “All 12 Months” box on Line 14 of the 
entity table or bargaining unit. If it varies over the course of the calendar year, 
make an entry for each of the twelve months. 

https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
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Form  Data/Fields Source 

Boxes on Line 15 Report the 
amount of the 
employee’s 
share of the 
lowest cost 
monthly 
premium for 
“single” or 
“self-only” 
coverage. 

Regardless of whether this employee took the “single” plan or not, enter the 
employee’s monthly cost for the lowest-cost single plan offered to the employee. 
See IRS Instructions for the current guidance on Line 15. 

Boxes on Line 16 Sections 
4980H Safe 
Harbor and 
other relief.  

Codes range from “2A” through “2I”. See IRS Instructions for the current 
information about the codes. This code provides the IRS information to administer 
the employer shared responsibility provisions. The AUC system will populate line 
16 based on data provided on the entity table or bargaining unit. 

Boxes on Line 17 Zip Code This line reports the applicable ZIP code used for determining affordability if 
offering an individual coverage HRA. If code 1L, 1M, 1N, or 1T was used on line 14, 
this will be the employee’s primary residence location. If code 1O, 1P, 1Q, or 1U 
was used on line 14, this will be the primary employment site. For more 
information about individual coverage HRAs, visit IRS.gov. 

4.2 Bargaining Unit 

The Bargaining Unit table includes a tab pertaining to ACA data, which in some cases will be used to override the default 
data on the entity table for Part II of the form, that defines coverage. To access the table, from the menu, select: 

Human ResourcesTablesBargaining Unit Table  Affordable Care Act tab 

If the “Override Entity Table”  box is used on 
the Affordable Care Act tab, and the employee 
record is set to use that “Reporting Bargaining 
Unit” on the [V ACA] tab, these values 
supersede the values on the entity table and 
will be used for 1095-C reporting.  
 
The bargaining unit will be used for all 
employees with that Reporting Bargaining Unit 
designated on the [V ACA] tab.  
 
Line 14 – If a bargaining unit has different 
coverage offered, or a change in a bargaining 
unit where coverage was offered or terminated 
at some point during the year, then enter 
information for the affected bargaining unit(s).  

Figure 6 Bargaining Unit Table 

If this bargaining unit offered or terminated coverage during the year, then indicate the types of coverage offered for each 
month during the year. If the bargaining unit was offered the same type of coverage for the entire year, put the code into 
the “All 12 Months” box. 
 
Line 15 – Enter the employee’s share of the monthly premium here for the cost for the lowest priced “single” plan option. 

https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
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4.2.1 Use the Bargaining Unit or Entity Table? 

An employee can be part of one bargaining unit for payroll but use a different “Reporting Bargaining Unit” for 
ACA. Each employee has a mutually exclusive designation for Entity or Bargaining Unit on the [V ACA] tab of the 
employee maintenance screen. 
 

 

Human Resources  Maintenance  Employee Maintenance  [V ACA] 

  
Figure 7 Specifying the use of either the Reporting Entity or Reporting Bargaining Unit on the [V ACA] tab 

4.3 Employee Maintenance [1 Contact Tab] 

ADMINS, Inc. provides the tools to issue 1095 forms via postal and email and produce electronic files. However, we cannot 
provide legal guidance on specific compliance requirements. 
 
The data found in the Employee Maintenance screen under the [1 Contact] tab is used to populate PART I: EMPLOYEE of 
the Form 1095-C. The table in section 4.3.1 provides more information. 

4.3.1 Part I: Employee Information 

Table 4 Part I Employee Information – Source of the Data on the Forms 

Form  Data/Fields Source 

Boxes 1-6 Name, SS#, Address of 
the Employee 

Static payroll/HR data comes directly from the [1 Contact] tab of the Employee 
Maintenance screen. 
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Form  Data/Fields Source 

Human Resources  Maintenance  Employee Maintenance  [1 Contact] 
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4.4 Employee Maintenance [V ACA] Tab 

The data required for Part III of the form is entered on the [V ACA] tab. There are four columns for dates on the top section 
of the screen, and each column is split into two sections; a “Start” and an “End”. 

HR  Maintenance  Employee Maintenance  [V ACA] 

 
Figure 8 The ACA Dates on the [V ACA] tab on the employee master file 

Table 5 ACA Dates Explained 

Date Start Date End Date 

ACA Offer Date 
 

For ACA purposes, this is the date 
that coverage was offered to this 
employee  

This is the date that coverage ended, either 
because the employee is no longer employed, or 
because they elected to stop coverage (e.g., if they 
picked up coverage from a spouse). 

ACA Reporting Date 
 

For ACA purposes, this is the date 
that the employee is included in ACA 
reports. 

This is the date the employee will no longer be 
included in ACA reports. 

ACA Full Time Date 
 

For ACA purposes, this is the date the 
employee began working more than 
30 hours per week. 

This is the date that full time employment ended 
for any reason (e.g., termination, moving to part 
time status, deceased.) 

ACA Coverage Declined Enter the date that the employee declined coverage. This does not require a “Start” and 
“End” date, just the date known that they declined coverage. 
 

 
The most current data is always in column #1. Only enter data in columns 2, 3, & 4 if there is a break in coverage within the 
current year. 
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4.4.1 Part III: Covered Individuals (the [V ACA] tab on Employee Maintenance) 

Table 6 Part III Coverage Lines 18-30 – Source of the Data on the Forms 

Form  Data/Fields Where It Comes From 

Lines 18–30 The data for 
covered 
individuals comes 
from the [V ACA] 
tab on the 
Employee 
Maintenance 
record. 

If you are fully insured, skip this section. 
 
If you are self-insured, complete this section indicating to whom you have offered 

coverage. Enter covered individual information on the [V ACA] tab of the Employee 
Maintenance Screen as described below.  

 
 

 
 
 

4.4.2 Declining Coverage 

If an employee declines coverage, enter the date in the ACA Coverage Declined field on the Employee Master File [V ACA] 
data entry screen. 
 

 
Figure 9 ACA Coverage Declined date set on the [V ACA] tab of the employee maintenance screen 
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4.4.3 Terminated Employees Mid-Year that Elect COBRA  

Employees often retire or are terminated mid-year, and some elect COBRA to continue with the site’s health care plan. To 
report on these employees for the purposes of ACA, set the ACA Full Time End date, but do not set a Coverage End date: 

 
Figure 10 The ACA tab for an employee terminating mid-year and electing COBRA 

 
The 1095C form will show the COBRA in line 14 as “1H”, in line 15 as “2A”, and there will be an “X” for all the months the 
employee was covered.  

 
Figure 11 This example shows the individual is covered all 12 months; Jan – Jun as an employee, and Jul – Dec via COBRA 

 
See also HR–770, ACA & Non-Employee Participants in the Human Resources Help Reference Library. 
  

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_ACA_Non-Employee.pdf?ver=1673040332770
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4.4.4 Stopping Coverage 

Enter the Coverage End date for everyone who is stopping coverage. In this case, the coverage stops mid-year. The form 
will show the months of coverage. 
 

 
Figure 12 Specifying a Coverage End date for the individual 

 
 

 
Figure 13 How coverage end dates affect the printed 1095-C form 
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4.4.5 Covered Individuals  

Covered individuals are listed on the bottom section of the [V ACA] tab of the employee maintenance screen. Enter the 
First Name, Middle Initial (if provided), Last Name, any Suffix, the Social Security Number (if provided), and the Birth Date. 
Enter the coverage start date for each covered individual. These coverage start dates may vary depending on the employee 
circumstances. 

Human Resources  Maintenance  Employee Maintenance  [V ACA] 

 
Figure 14 The individual on line 3 is stopping coverage effective December 1, 2022 

 
 

 
Figure 15 The form shows coverage in December for all the individuals, coverage end date is within December 

 
 
If there was coverage on any day of the month, the box will be checked (unless there was coverage for all 12 months, and 
then the “Covered all 12 months” box is checked instead.) 
 
If the date entered was November 30 instead of December 1, the December column would not be checked on the form, as 
the individual did not elect to receive coverage that month. 
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Figure 16 The same individual on line 3, this time with a November 30 coverage end date instead of December 1 

 

4.4.5.1 Social Security Number or Date of Birth? 

If the social security number is not available for a covered individual, use the date of birth. 

4.4.5.2 Covered Individual Dates Row #2 & #3 Must = Calendar Year in Row #1 

 
 
 

 
Figure 17 Error message if Covered Start Date in row #2 is not in the same calendar year as the row #1 End Date 

Only fill in rows 2 and 3 if they have a break in the coverage 

during a calendar year. If the start date in row #2 or #3 are not 

in the same calendar year as row #1, the system displays this 

message: 

The system checks that 

the Covered Individual 

Start dates in rows #2 

and 3 are in the same 

calendar year as row 

#1: 

The dates only apply to 

the calendar year. Each 

year starts fresh.  
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4.4.5.3 Covered Individual End Dates 

Only set a coverage end date if coverage is terminating for cause in the calendar year; for example, a spouse picks up their 
own insurance or a dependent “ages out”. If coverage continues, leave the end date blank. Leaving it blank tells the system 
that the coverage is in effect until the end of the year. In the image in Figure 18, there are two individuals that are 
continuing coverage, and a third that is ending coverage. Only the individual that is ending coverage has an end date set. 
 

HR  Maintenance  Employee Maintenance  [V ACA] 

 
Figure 18 Covered Individual section of the screen 

 

5 Maintain ACA Data Year Round 
Continue data entry throughout the year to collect any changes to health care reportable coverage for your employees by 
updating the [V ACA] tab directly as employees come on board. If data collection is not performed on an ongoing basis, the 
spreadsheet utility is available. See section 6 below. 
 

6 Using a Spreadsheet to Upload Data En Masse 
See HR–690 ACA Import from a Spreadsheet in the Help Reference Library to load data en masse. This will be useful if data 
has not been maintained throughout the year for covered individuals. 
 

6.1 List of Potential Covered Individuals 

A report is available to show employees who have “reportable health care coverage deductions” on file. It can be used as a 
starting point to gather a list of employees who may require covered subscriber data to be collected.  
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To run this report, from the menu, select: 

Human ResourcesYear-End Processing1095-C Employees with Reportable Health Coverage 

 
 

This provides a starting point of the individuals for whom you need to collect Covered Individual data for AUC. The data can 
be used as a source for the uploading data en masse. 

 
Figure 19 Report #7552 Run as Excel®  

7 Processing 
 

 

This document HR–775 ACA/1095C Processing Steps Menu 
in the Help Reference Library provides details on using the 
steps menu to process your 1095-Cs.  
 
Use the step-by-step guide to prepare the filing. 
 
 

 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_1095C_Menu.pdf?ver=1658352081349
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7.1 Reports 

Many reports are produced as part of the processing steps (the most important are the Audit Reports) and there are also 
reports available in the Help Reference Library. Other reports are available from the data entry screens. 
 

7.1.1  ACA Audit Reports (#7560) on Steps Menu or the Report Library 

The Audit Reports verify the data in the Entity, Bargaining Unit Tables, and the Employee ACA tab on Employee 
Maintenance screen.  
 

 

 

There are four reports produced from this step: 

7.1.1.1 Entity Table (Payroll W2 ACA)  

 
Figure 20 Audit Report #1 will identify errors on the Entity Table 
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7.1.1.2 Bargaining Unit Table ACA Tab 

 
Figure 21 Audit Report #2 will identify errors on the Bargaining Unit Tables 

 

7.1.1.3 Employee ACA Tab 

 
Figure 22 Audit Report #3 – Identifies Employee ACA Tab errors run without including warnings 

 

 
Figure 23 Audit Report #3 – Identifies Employee ACA Tab errors run including warnings 
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7.1.1.4 New Hires or Terminations between 01/01/Tax Year and 12/31/Tax Year 

 
Figure 24 Audit Report #4 shows new hires and terminations within the tax year 

 

7.1.2 Edit Work File Screen 1095 Register  

Printing a 1095 Register from the edit work file screen offers the option to select up to nine bargaining units, as well as the 
option to exclude up to nine bargaining units.  

HR  Year End Processing  1095C Processing  Edit Work File  [3 1095 Register] 

 

 
Figure 25 The 1095 Register with optional filters 

 
If the fields are left blank, all bargaining units will be printed.  
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This allows printing just a 
bargaining unit that was set 
up for a state that has 
adopted an individual 
mandate, and uses the 
Federal 1095–C form, but 
requires an earlier deadline.  
 
If, for example, the state 
forms were due January 31, 
and the remainder are due 
in March, this register can be 
printed first to include only 
RIACA 1 (the bargaining unit 
for employees needing the 
state forms), and then later 
printed to exclude the RIACA 
1 bargaining unit. 
 
 

Figure 26 Generating the 1095C – ACA Register from the Edit Workfile Screen 

 

7.1.3 #7565 ACA Dependent List with SS#s (in Help Reference Library) 

To access the report from the menu, select:  

HR  Reports  Report Library  [By Employee]  {Page Down} 

The report has six optional filters for Entity Code, Bargaining Unit, Timesheet Group, Status Code, Type Code, and ACA 
Reportable. 
 

 
Figure 27 the Default for including the SS# is “ No”; select “ Yes” to include the full SS# in column P 

 

 
If access to this report should be restricted to only authorized users, this can be handled 
in the menu options. Please contact AUC support to help make these changes. Never 
email a report with social security numbers! 



 

ADMINS Unified Community HR–675 Affordable Care Act (“ACA”) User Guide 

Human Resources 10 January 2023 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Revised 10 January 2023 tc Page 26 of 32 

 
Figure 28 Column “P” is an option on the ACA Dependents report 

 
A site wants to use this report as a source for Other Post-Employment Benefits (OPEB) compliance reporting, so ADMINS 
has an option to include a column of social security numbers on the #7565 ACA Dependent List. The report is available to 
run as Excel®.  
 
Table 7 Description of the #7565 ACA Dependents Report Columns 

Column Letter Column Label Description 

A Employee# Employee number 

B Employee-Name Employee Name (Last, First MI) 

C Reportable? Does the employee record have Reportable set to Yes or No 

D Line Line number used to list the dependent on the employee screen 

E Dependent Last Last name of the dependent 

F First First name of the dependent 

G Middle Middle initial of the dependent 

H Sufx Suffix for the dependent, if any (e.g., JR.) 

I DOB Date of birth in DD/MM/YYYY format 

J AGE Age of the dependent 

K Entity Entity for the employee 

L Bargaining-Unit Bargaining unit of the employee from the payroll tab 

M Timesheet-Group Employee belongs to this default timesheet group 

N Employee-Status Status of the employee  

O Employee-Type Employee type e.g., Temporary, Part-Time, Full-Time 

P SS# Social Security number of the dependent 

 

7.1.4 ACA Employee Edit List (Employee Maintenance Screen) 

Run this report from the [V ACA] tab of the Employee Maintenance screen. Use the report at any time during the year to 
cross check against data supplied by the health insurance company. 
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7.2 1095-C Forms Issued to Employees 

This section describes printing forms. In addition to the Print Forms step on the ACA Processing steps menu, there is an 
option to print a single form from the Edit 1095 Work File screen.  
 

7.2.1 About the Paper Stock 

 
Each year ADMINS emails specifications for paper 
stock in late October/early November. The current 
year’s letter will also be posted to the Help 
Documents Index (admins.com) as shown in 
Figure 29. 
 
So far the same blank paper stock has been used 
successfully since the first year of filing.  
 
ADMINS intends to continue using the format so 
that our clients can purchase paper stock in bulk 
and re-use stock on hand left over from prior 
years. 
 
 
 

Figure 29 Paper Stock for Printing Forms (page down to get to the “Year End” links) 

 

https://admins.com/help-documents-index
https://admins.com/help-documents-index
https://admins.com/help-documents-index
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7.2.2 Social Security Numbers are Masked on Printed Forms & Edit Screen 

Social Security Numbers (SSN)s are masked on the printed 1095C forms and the Edit Work File screen:  
 

 
Figure 30 SSN is masked on the printed / emailed form  

 

 
Figure 31 SSN is masked on the Edit Work File screen 

 

7.2.3 Printing/Emailing Forms by Bargaining Unit  

The state of Rhode Island adopted an individual mandate in 2020 and requires that 1095–C forms be supplied to employees 
no later than January 31. The federal deadline to supply forms to the IRS is March 2. To supply forms by the January 31 
deadline to Rhode Island residents, and to the remaining employees by March 2, (without reprinting the Rhode Island 
resident forms), ADMINS added options to the prompts for printing and emailing forms.  
 
To use this feature, establish a bargaining unit such as “RIACA-1”.  
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Figure 32 Establish a Bargaining Unit for employees residing in a state that has adopted an individual mandate 

 
Return to the Steps menu and click on the [Print 1095 Forms] step: 

 
 

The Bargaining Unit RIACA-1 and two other bargaining units are listed 
in the lookup and can be selected. Only bargaining units with the 
“Override Entity Table ” box checked are available for selection in 
the lookup. 
 

 
 

Set up the ACA tab with the same selections as 
the Entity table. On the ACA tab, check the 
“Override Entity Table ” box. Set the 
Bargaining Unit on each Rhode Island resident 
maintenance screen ACA tab to use the 
“RIACA-1” bargaining unit.  
 
When printing or emailing from the steps 
menu, the prompt has an option to include up 
to 9 ACA Bargaining Units, and a second option 
to Exclude up to 9 ACA Bargaining Units. Select 
the Rhode Island ACA bargaining unit if 
printing just the Rhode Island resident forms.  
 
When printing the remainder, use the second 
option to exclude the Rhode Island ACA 
bargaining unit, since they were already 
printed.  
 

 

My site is out of state, but I employ RI residents. Am I required to report?  

“Yes, if you employ RI residents, you are subject to the reporting requirements. You may 
submit the same IRS Mandate reporting to us for your employees that are RI residents.” 

Health Insurance Mandate | RI Division of Taxation  

While these instructions use Rhode 
Island as an example, this applies to 
any state with an individual mandate 
that opts to use 1095C forms for 
compliance and has a different due 
date from the IRS requirement. 

https://tax.ri.gov/guidance/health-insurance-mandate
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7.3 Producing 1095–C Forms For Employees 

The AUC system produces the 1095-C forms for employees, suitable for postal mailing in a standard number 10 window 
envelope. Recipients who provide permission can be emailed the forms. See HR-575 Electronic W2, 1099R and 1095C Forms 
for details.  
 

7.3.1 Print Single Form  

HR  Year End Processing  1095C Processing  [Select Batch]  [Edit 1095C Work File] 

 
Figure 33 The [7 Print Single Form] button on the Edit 1095 Work File screen 

 

 
Figure 34 Printing a single form from the Edit 1095 Work File screen 

Print any form in the work 
file, even if it is set up to be 
emailed, using the 
[7_Print_Single_Form] 
button on the Edit 1095 
Work File screen. 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
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7.4 Producing the 1094–C Transmittal Form 

The Generate IRS Export File step produces the entire package including the 1094-C and 1095-C copies for the IRS. 

7.5 Submitting a File Electronically 

The required format for all ACA Information Returns is XML. Returns will not be accepted electronically in any other format. 
The AUC software is updated and 
tested for each filing year.  
 
The Generate Export file step 
creates the files for submission to 
the AIR system. An email similar 
to the one shown here will be 
sent to the user running the step. 
It will contain the 1095 export file 
location and file names. 
 

Figure 35 Sample email with Manifest and Form file names and locations 

 

7.6 Corrections 

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 the ACA filing table with the original receipt number. 

Email the IRS error file to support@admins.com. 

ADMINS support staff will provide instructions for making corrections. 
 

7.7 Save Attachments and Archive 

The last step on the steps menu will attach the PDF® images of the 1095C forms to the employee master file record, and 
create a zip archive of all the work files. This step should only be run once the file has been submitted electronically and has 
been accepted without errors. 

8 FAQ’s 
See HR–685 Affordable Care Act (“ACA”) FAQs. 
 
  

mailto:support@admins.com
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ACA_FAQs.pdf?ver=1673042260635
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