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Step Schedule Quarterly ACA Summary Reports How-to Guide 
1. Create the Dashboard Deliverable: 

Note: Owner/Subscriber will be the name of the user assigned to manage the ACA reporting 
 

Example:  

  

 

2. Generate and schedule ongoing quarterly ACA Summary reports 
Go to Reports > Run Reports 
 

  
 

 
Locate the report using the search bar (e.g., ACA Summary 2022 Tax Year) and click “Run Now” 
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       3. Run Now>ACA Summary report  
 

Note: A separate ACA Summary report must be generated for each unique EIN on file for the client. 
 

 
 

Update the Report Parameters based on information confirmed by the client and should be maintained 
in an internal Setup Guide.  
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4. Delivery Option(s) 
Schedule Initial (Q1) and Ongoing (Q2 & Q3) ACA Summary report using Schedule Recurring Report  

 
 

 
Example: 
Report Date(s): 01/01/20xx, Current Date, 07/07/20xx, 10/06/20xx 
 
This will trigger the initial quarterly report to generate immediately and located under “Sent Reports”  
 
The remaining scheduled reports (Q2 & Q3) are now in queue for distribution based on the dates 
provided.  Verify the next scheduled quarterly report is found under “Scheduled Reports”  
 

(see example):  

 
 
It is important that this process is perform for each unique EIN on file for the client. 
 
 


