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PURPOSE:  Allow employers to capture accurate “hours of service” records by pay period.   Employers are 
required to measure the hours worked of part-time variable hour employees to determine if they meet the hours 
threshold (30hrs per week on average) and an offer of medical coverage would be required under the ACA 
employer mandate.  To accomplish this an ongoing Pay History Hours File is required for employers who are 
looking to use the Selerix measurement functionality with the ACA Lookback Report.   
 
PAY HISTORY DATA REQUIREMENTS  
Employers will need to obtain a specific set of required pay period data from their time-tracking/payroll system. 
These required data fields are uploaded into the Selerix system and displayed under each employee’s Pay  
History Tab. 
 

 

These required data fields are listed below and can be located on the Selerix Standard Census Template 
available under Data Management>Census Upload of the BenSelect system.  

 
*For ACA purposes why is Employee tab excluded:  We have found that employers will include ALL employees 
 and include changes not communicated to the BenAdmin team.  As a result, the system will process unintended 
or unexpected changes to employee’s records.  
 
**Period Regular Earnings are not a “required element” for the functionality of the Lookback Measurement 
Report unless the employer plans to use the Pay History as one of the “Affordability Methods”.   
 
It is important to note that each employee will have multiple pay period records based on their pay frequency in 
the system. The data provided from the employer’s time-tracking/payroll system, must match the employee’s 
pay frequency.  See example pay history upload below:  
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PAY HISTORY UPLOAD TEST FILE  
Note: If Employee Tab is used: To successfully import Pay History data into the system, you must populate the 
Employees Tab with the list of employee SSNs who will have Pay information loaded. You must ensure there are 
no duplicate SSN (rows) on the Employees Tab  
 
On the Home screen toolbar, click “Data Management” and select “Census Upload” or select newly created 
“Custom Upload” from drop-down option. 

 
NOTE: Always perform your initial testing process in “Preview” mode.  Preview mode will allow you to identify 
any Mapping Errors or Warnings to ensure a successful upload can be performed. Example errors are provided 
below:  

 
 

Once your Pay History file has been uploaded, the pay hours are now stored for each employee record under 
the Pay History Tab as shown below.  It is important to test a few employees to ensure they loaded successfully. 

 
The per-pay period data feed will be an ongoing process throughout the entire year and should be scheduled to 
occur frequently. A home page Deliverable is recommended for the Pay History file(s)      


