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State-Level Filing: this additional phase formally begins the IRS forms and filing process. The services in this
phase can vary depending on the number of unique EINs for any given client.

>

Did You Know

The ACA Setup screen allows you to add the additional ACA configuration elements for identifying locations that may be
subject to specific state-level filing ACA reporting.

To access the ACA Setup Component
From the toolbar, hover over the ACA menu and click Setup as shown below:
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Home Enrollment ~ Reports ~ Access ¥ Case Setup ~ ACA ~ Data Management ~ Session v Billing

ACA Setup .
State Mapping: ACA Setup Enhancement — Effective January 2021
Outlines any specific states subject to a separate State-Level filing requirement by unique EIN, if applicable.
These indicators are integrated within the ACA Workflow process as part of the new State-Level filing process.
Please note: not all employers are subject to separate State-Level filing requirements.

State Mapping

@ C
ra

Test CA Location 550122020 Location

Test Rl Location

State Selection

TestNevadz Location

To add states, search or select an option below. Use the search field to narrow results.

Search: Search Q
[ ] alabama [ Alaska [] Arizona
[ ] Arkansas [hl California [] colorado
[] connecticut ) pelaware [ pistrict of Columbia
[] Florida () Georgia [ Hawaii
[] idaho (] tineis [] indiana
] towa ] Kansas [ Kentucky
[] Louisiana [] Maine [ Maryland
[ Massachusetts [] Michigan (] Minnesota
[ Mississippi (] Missouri (] Montana
[ Nebraska (7] Nevada [ New Hampshire
[ New Jersey ] New Mexico [ New York
[ North carolina "] North Dakota [ ohie
[ ] oklahoma (] oregon [ Pennsylvania
[] Rhede Island [ south carolina [} south Daketa
[ ] Tennessee (] Texas [] utah
[] verment (] virginia [ washington
[ west virginia ] wisconsin ] wyoming
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Guide to the ACA Workflow

‘ Generate the Final ACA Summary report(s) using AIR Submission within ACA Workflow

The final ACA Summary process allows the employer to review the data contained within the report
specifically focusing on the data found under Lines 14, 15 and 16, which represents Part Il of the 1095-C Form
provided to employees. The information produced on the final ACA Summary is what will be populated on the
1095-C Form.

Verifying the ACA Setup and Summary Parameters are accurate is the key to ensuring the repot runs accurately.
This information should be provided by the employer and maintained on file. The ACA Summary report is an Excel
spreadsheet containing five unique tabs: Statistical, 1095-C, 1094-C, Code Key and Warnings tab which identifies
any errors. Warnings identified on the Warnings Tab should be addressed with the employer and the applicable
updates/corrections completed to clear the warning(s).

To access the ACA Workflow
From the toolbar, hover over the ACA menu and click Workflow as shown below:
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?A CA Workflow Enhancement — Effective January 2021: State-Level Indicator

The ACA Workflow landing page will display and allow you to select the unique EIN and the specific state-level
fining process you which to begin. The following steps should be completed:

1. Elect the unique EIN, if multiple

2. Select State using the Filing drop-down option
3. Expand Review and Approve

4 Click “Run Now"

RS B S

Home  Enrollment~  Reports ~  Access ~

ACA W(_)rkﬂ()\/\/ EIN: | 00-0001234 ~ | TaxVear: 'mmv@ California N

California
District of Columbia

Massachusetts

National Health Care LLC ® ® ® ® @ O Y Dl Nawr Jareey
Rhode Island
Vermont
¥ Review and Approve Pending @

© BEFORE YOU BEGIN: You will need to generate an ACA Summary report. The ACA Summary is an all-in-one look at each of your 1094 & 1095 data sets. The data you will review in this ACA Summary will be the foundation for
the remainder of your ACA filing process. Follow the instructions below to get started!

To begin the process of generating your ACA Summary, ensure you have selected the appropriate EIN and Tax Year in the upper right-hand corner of this screen. Then click the Run Now button and follow the instructions in
the dialog window that opens.

Tip: Have multiple EIN's? Don't forget to complete these steps for each of your EIN's. Utilize the drop-down menu in the top right corner of your screen to toggle between EIN's.

b m
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Generating State-level ACA Summary Report within the workflow

The ACA Workflow State-Level Indictor is integrated with custom parameters to isolate only those
employees within the specific state selected under the employee’s home address. The workflow creates
the specific state-level ACA Summary report required for submitting the necessary data electronically as
part of the state-level filing process.

The following steps will guide you through the process of:

Generating the state-level only ACA Summary Report(s)

Qualifying for Employer Approval

Obtaining employer Approval for Submission Approve

Submitting your state-level filing request to ACA Support

Managing the state-level filing responses and feedback, if applicable
Managing the state-level Transmission Confirmation

IS A

Step | ACA Workflow: Complete ACA Summary Parameters

1. | You will be prompted with a pop-up to complete the required report parameter information. Report
Parameters are completed with information provided by the employer for each unique EIN. If the
employer is filing multiple EIN's, repeat this process for each EIN.

ACA Summary 2020

This is the authoritative transmittal for this ALE Member: Yes (® nNo
This ALE Member is a member of an Aggregated ALE Group: Yes @® nNo

Qualifying Offer Method 982 Offer Method

,,,,,, o ~

Federal Poverty Level (FPL ] Rate of Pay Based on Hourly Wage

Rate of Pay Based on Pay History W2 Eamings

Rate of Pay Based on Annual Salary

Special Situat
Include offers made to part-time employees include 10948 and 10958 data

Select applicable recipient(s) designated to receive, review and Approve for Submission the state-level
ACA Summary report(s) as part of the Qualify for Approval process.

Recipients

«  Charlie Brown (charlie brown@peanuts.com) Luscy Van Pelt (lucy vanpelti@peanuts.com)

The Summary Description should include the following naming convention.
(e.g. State of CA_Final ACA Summary_mm.dd.yy)

==
Once complete, click “Confirm" and the file will begin processing in real time as show on the indicator below:

w Review and Approve Processing i
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Step | ACA Workflow: State-Level ACA Summary Pending Qualification

2. | When the report has finished, you now have the ability to download the ACA Summary report for
preliminary review of the data elements which includes the Warnings tab, 1095-C and 1094-C tabs.

g
Did You Know

The date, time and user associated with generating the file is captured in the workflow

Once the ACA Summary report generates, the following steps should be completed:
1. Expand Review and Approve
2. Click "Download"” to review the completed ACA Summary excel file

The Qualify for Approval process is designed to be completed by the ACA manager and serves as their
preliminary data review confirmation and acknowledgement.

Step | ACA Workflow: Pending Qualification Preliminary ACA Summary Review

3. | Once the ACA Summary report download is completed the preliminary data elements review of the
1095-C and 1094-C tabs as well as any errors that might be identified under the Warnings tab should be
performed.

Part |
Employee

Ermpbeyee fame Emplovee 33N Lmpbryes Addrers Street tomphoyes Addrem I Emoloyee Lddrens (ty  Umployes Address Stete  Lmoboyes 2ddeem 1P Employes Addrens Cowntry  Ermoloyer Neme

haeyt ATans WOTHING  OVeod S S ramena CA o usA Nationad Meslhs Care LLC
Slatatcal Sumwnary 1095.C 10 Wa
Did You Know

Additional resources are available on the Most Common Form Summary Warnings and FAQs on the
1095-C Form Reporting which are located in the Appendix section of this guide.

Step | ACA Workflow: ACA Summary Qualify for Approval
4. 2

Did You Know

The Qualify for Approval process is designed to be completed by the ACA manager and confirms the
preliminary data review process has been completed

Once the ACA Summary preliminary data review is finalized the following step should be completed
1. Click "Qualify for Approval” to provide the ACA Summary report to the employer for their
electronic approval from the ACA Dashboard.

¥ Review and Approve ending Qualification @

State of CA_ACA Summanry_EIN: 00-0001234
RLS

Generated: 9/25/2019 5:43:40 PM

Generated By:
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ACA Workflow: ACA Summary Qualify for Approval (Cont.)

Once complete, a system generated email notification will be sent to the user who generated the report
as well as the recipient(s) designated in the report parameters. This notification will direct the
recipient(s) to the ACA Dashboard to review the data and Approve for Submission. See example
notification below:

Your ACA Summary Report has been created.

The ACA Summary Report for the EIN listed above is now available for your review and

approval.
Qualified By: Kelli Smith
Qualified: 01/31/2021 07:04:58 PM UTC

Step | ACA Dashboard: Employer Approve for Submission Process
5. ?

Did You Know

The ACA Summary report Approve for Submission should be completed electronically using the ACA
Dashboard by the employer or their designated agent.

To access the ACA Dashboard
From the toolbar, hover over the ACA menu and click Dashboard as shown below:

B SRR S

15 ==
....

1w ey

Home  Enrollment~  Reports~  Access~ CaseSetup~ ACA~  DataManagement~  Session ~

The ACA Summary report(s) will display within the ACA Dashboard to allow the employer to review,
Approve for Submission or Reject the file with feedback. This process is performed using the
following steps outlined below.

The ACA Dashboard landing page will display, and ACA Summary report(s) are available under Ready

for Approval. Reminder: Have multiple EIN's? Don't forget to complete these steps for each of your
EIN's.

Click “Download" to review the completed ACA Summary Report

ACA Dashboard vau vou

Submission Summany

Ready for Approval

ewa: OO0 Q0O01234
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ACA Dashboard: Employer Approve for Submission Process (Cont.)
Employers can Approve for Submission or Reject the file with feedback electronically via the ACA
Dashboard using the following steps:

ACA Dashboard

Tax Year:

Welcome to the ACA Dashboard

Submission Summa f)( Approve or Reject the file using one of the two options below: )

Ready for Approval

Below is 3 list of the ACA Summarnies that ame ready for approval. These can be approved individually or collectively as a group.

State of CA_ACA Summary_EIN: 00-0001234 R

Generatea B/20/2019 1:54:37PM

Generated By

If the file does not require any updates/changes and is approved,

click Approve for Submission

Data Management = 5hon -

ACA Dashboard

Welcome to the ACA Dashboard,

Tax Year: .

Submission Summary

Ready for Approval

Aelow is a list of the ACA Summaries that are ready for approval. {

Click, Approve for Submission if the file requires no updates/changes. ]

I

L

State of CA_ACA Summary_EIN: 00-0001234

Generated B20N2 1:54:37 P

EIN: O0-0001234

Generated By

For each Approved ACA Summary report a system generated email notification will be sent to the user
who generated the report as well as the recipient completing the Approve for Submission. This
notification will direct the user who generated the report to the ACA Workflow.

Step | ACA Workflow: ACA Summary Approved

Home Enrollment = Reports ~ Access ~ Case Setup ~ ACA ~ Data Management ~  Session = Billing

ACA Workflow

EIN:  00-0001234 ¥ TaxYear: 2020 ¥ Filingt California v

National Health Care LLC Reset Workflow ®

e —9 o o o @ e e e —

P Review and Approve Approved ¥

p Upload Corrections

» Document Archives
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Step | Submitting the State-Level Request

7. | Once the state-level ACA Summary report has been approved. The next step is to submit the required state-
level request which includes the following:

1. Complete the State-Level Filing Submission Request Form
2. Send your ACA State-Level Filing Request to: Selerix Support and ACA Support

All State-Level Filing Requests must be submitted as follows:
**Failure to include the information required may delay your request**
Email Subject Line: ~[Service Partner Name]: ACA State-Level Submission: [Employer Name/EIN]
Site Name:
Exact Case Name:
Exact Employer Name:
EIN:
State-Level Filing Requested:
o California
o District of Columbia
o Massachusetts
o New Jersey
o Rhode Island

Step | Communication: State-Level Submission Status Complete

8. | Once the state-level filing is successfully submitted, the filing details will be made available for download
under Document Archives. This information will include the applicable state-level filing confirmation which
should be provide to the employer for each applicable EIN.

ACA Workflow em: © tacvear | a0+ Fiing | Caliorns -
National Health Care LLC Reset Workflow e PN
(@)
» Review and Approve Approved

» Upload Corrections

ocument Achives>

Below is a list of archived documentation. To upload a new file, simply click on choose file and navigate to the location of the document on your file system. Click upload to complete the process.

Archive: [ Choose File | No file chosen C}

._ R — R -
B 1004C_Manifest_000AC_20210121T194938734Z xml Kelli Smith 01/31/2021 11:11 PM EST 2 x
B 1094C_Request_000AC_20210121T184938734Z.xml Kelli Smith 01/31/2021 11:11 PM EST 2 x
B State of XX_Client Name_EIN o x00000z_Filing Confirmation w2021, pdf Kelli Smith 01/31/2021 11:14 P11 EST 2 x
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