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For those not engaging the automated process: Upon approval of the final ACA Summary  

report(s) you are ready to generate your 1095-C Forms within the ACA Workflow. 

1. Expand Generate 1095s 

2. Click Generate and follow the prompts within the dialog window that appears. 

 
 

3. Follow the prompts within the dialog window that appears. 

 
 

 

      The standard distribution preference for 1095-C Forms generated is to group into a single PDF document 

      by selecting Group ALL in One PDF from the dropdown menu.  When selected, this option will compile  

      all of 1095-C Forms within a single printer ready PDF document.           
               

The Generate 1095s stage updates to the Distributed status.   

 
All final 1095-C PDF reports should be generated within the ACA Workflow and will push a link to the Employer    

Dashboard to allow employers to download a copy for their records.    
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Page 3 of the Form 1095-C  
As a reminder:  Part III (Covered Individuals) is only completed on individuals who elect the offer of coverage 

AND the employer’s medical plan is self-funded.  

 
 
Once the Generate 1095s process has been completed, click Continue   

    
 
The next stage Submit AIR is performed only AFTER all 1095-C PDF files have been successfully distributed. 

This would include a file sent to the client directly or vendor for printing/mailing.   

  
 
 


