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ACA Workflow: Generate 1095s

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.
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generate your 1095-C forms. Simply dick the Generate button and follow the prompts within the dialog window that appears
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3. Follow the prompts within the dialog window that appears.

Corrections Only: [ ] Generate only corrected forms.
Special Situations: [ ] penotmask SSN on forms,
Include Address Page: I want to include the address page.
Filename Formalk: Group All in One PDF -

| Default (i.e., "LastName-FirstMame-01)
—ik Group All in One PDF

Group By Location
| Group By ZIP Code

— The standard distribution preference for 1095-C Forms generated is to group into a single PDF document
gl 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.
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@ Your 1005 forms been successfully generated. You can click the Download link to review, print, and manually distribute. When you are ready, click the Continue button to begin the process of submitting AIR files to

the IRS.
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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 Il (Covered Individuals) is only completed on individuals who elect the offer of coverage
AND the employer’s medical plan is self-funded.
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Form 1095-C (2020) Page 3
[3:1g3ll] Covered Individuals P

If Employer provided self-insured coverage, check the box and enter the information for each individual enrolled in coverage, including the employee. ‘.

{a) Name of covered individual(s) {b) SSN or other TIN  [{c) DOS (if SSN or other| (d) Coversd {e) Months of coverage
First name, middle initial, last name TIM is not available) | all 12 months| Jan Feb | Mar | Apr | May | June | July | Aug | Sept | Oct Nov | Dec
) OoOo|o|ojOo|o|Oo)o| o) oo
18 |Suzy B Smith 222-22-2222
) OOoo|o|jo|/o|oo|o|do|d
19 |Truman K Smith 060-00-0066
. N I A I I Y O Y O O
iCalhy C | Smith 003-00-0300
Once the Generate 1095s process has been completed, click Continue
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€ Your 1095 forms been successfully generated. You can click the Download link to review, print, and manually distribute. When you are ready, click the Continue button to begin the process of submitting AIR files to

the IRS.
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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.
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