PCGENESIS PAYROLL SYSTEM
OPERATIONS GUIDE

12/21/2018 Sgction D: MonthIy/QuarterIy/AnnuaI/
Fiscal Report Processing

[Topic 4: Processing Annual Reports —
1095-C Statement Processing, V1.5]



Revision History

Date Version Description Author
12/21/2018 1.5 18.04.00 — Update ACA manifest information. D. Ochala
02/01/2018 14 18.01.00 — Add warning about Windows Server 2003 operating system. D. Ochala
04/03/2017 1.3 17.01.00 — Add information about ACA error message. D. Ochala
12/23/2016 1.2 16.04.00 — Add detail for Compare ACA Dependents for Two Years. D. Ochala
Update the menu screenshots.

05/13/2016 1.1 16.01.00 — Update detail information for the 1094-C Total Employee D. Ochala
Count fields. Update the menu screenshots.

01/15/2016 1.0 15.04.00 — Create new document. D. Ochala

Georgia Department of Education
December 21, 2018  10:19 AM e Page i of ii
All Rights Reserved.




Table of Contents

Overview

Problem with ACA Transmission Files for Districts Running Windows Server 2003

1095-C Statement Processing Checklist

Procedure A: Import ADP Dependent Names, Date of Births, and Social Security Numbers

Procedure B: Compare ACA Dependents for Two Years

B1. ACA Dependent Comparison Report — Sample

Procedure C: Export ACA Employee Data and Create .CSV Template

C1. Export ACA Employee Data Processing

C2. ACA Employee .CSV Data File Layout

Procedure D: Export ACA Dependent Data and Create .CSV Template

D1. Export ACA Dependent Data Processing

D2. ACA Dependent .CSV Data File Layout

Procedure E: Import ACA Employee and Dependent Data from PCGenesis Template

E1l. Import ACA Employee and Dependent Data Processing

E2. Import Reports — Samples

E2.1 ACA Employee Import Report — with Errors

G O U K

15
20
21
21
30
32
32
42
44
44

51
51

E2.2 ACA Dependent Import Report — with Errors

52

Procedure F: Print Employer Copy of 1094-C and 1095-C’s

F1. Processing Employer Copy of 1094-C and 1095-C’s

F2. Employer 1094-C and 1095-C Reports — Samples

F2.1 Employee Counts for 1094-C — Error Report

53
53

64
64

F2.2 Employee Counts for 1094-C

65

F2.3 Employer 1094-C and 1095-C’s Report

66

Procedure G: Print Employee 1095-C’s and Create File

G1. Supported IRS Forms for 1095-C

G2. Processing Employee Copy of 1095-C’s and Creating the ACA Transmission File

G3. Employee 1094-C and 1095-C Reports — Samples

G3.1 Employee Counts for 1094-C — Error Report

67
67
68

90
90

G3.2 Employee Counts for 1094-C

91

Procedure H: Maintain IRS ACA Receipts

H1. Entering IRS ACA Receipt ID for the Original ACA Transmission File

H1.1 ACA IRS Receipts Report

92

92
99

H2. Reading the Acknowledge Error File from the IRS

H3. Cross-Referencing IRS Record Numbers to PCGenesis Employee ID Numbers

Georgia Department of Education
December 21, 2018  10:19 AM e Page ii of ii
All Rights Reserved.

100
105



Procedure I: Electronic Media Processing

115

11. Applying for a TCC ID for the IRS AIR System 115

12. Uploading Production ACA File to IRS 117
13. Checking IRS Transmission Status 123
Appendix A: Supported 1095-C Form - Example 131

Georgia Department of Education
December 21, 2018 e 10:19 AM e Page iii of ii
All Rights Reserved.



PCGenesis Payroll System Operations Guide

Overview

On March 23, 2010, President Obama signed comprehensive health reform, the Patient Protection and
Affordable Care Act (ACA), into law. Provisions included in the ACA legislation are intended to
expand access to insurance, increase consumer protections, emphasize prevention and wellness, improve
quality and system performance, expand the health workforce, and curb rising healthcare costs.

The overall approach of the ACA law was to expand access to healthcare coverage by requiring most
U.S. citizens and legal residents to have health insurance. It created state-based Health Benefit
Exchanges through which individuals can purchase coverage, with premium and cost-sharing credits
available to individuals/families with income between 133-400% of the federal poverty level and create
separate Exchanges through which small businesses can purchase coverage. The ACA law requires
employers to pay penalties for employees who receive tax credits for health insurance through an
Exchange, with exceptions for small employers. The ACA law imposes new regulations on health plans
in the Exchanges and in the individual and small group markets.

The ACA aims to extend health insurance coverage to about 32 million uninsured Americans by
expanding both private and public insurance. Key provisions do the following:

» Require employers to cover their workers, or pay penalties, with exceptions for small employers.

« Provide tax credits to certain small businesses that cover specified costs of health insurance for
their employees, beginning in tax year 2010.

« Require individuals to have insurance, with some exceptions, such as financial hardship or
religious belief.

» Require creation of state-based (or multi-state) insurance exchanges to help individuals and small
businesses purchase insurance. Federal subsidies will limit premium costs to between 2 percent
of income for those with incomes at 133 percent of federal poverty guidelines, rising to 9.5
percent of income for those who earn between 300 percent and 400 percent of the poverty
guidelines.

The “Individual Mandate” requires U.S. citizens and legal residents to have qualifying health coverage.
Those without coverage pay a tax penalty. Exemptions are granted for financial hardship, religious
objections, American Indians, those without coverage for less than three months, undocumented
immigrants, incarcerated individuals, those for whom the lowest cost plan option exceeds 8% of an
individual’s income, and those with incomes below the tax filing threshold.

In order to meet the employer reporting requirements of the ACA legislation, PCGenesis supports the
preparation and creation of the IRS 1094-C transmission form and the IRS 1095-C employee form, as
well as the corresponding IRS AIR transmission file(s).

Employers with 50 or more full-time employees (including full-time equivalent employees) in the
previous year use Forms 1094-C and 1095-C to report the information required under sections 6055 and
6056 about offers of health coverage and enrollment in health coverage for their employees. Form
1094-C must be used to report to the IRS summary information for each employer and to transmit Forms
1095-C to the IRS. Form 1095-C is used to report information about each employee. In addition, Forms
1094-C and 1095-C are used in determining whether an employer owes a payment under the employer
shared responsibility provisions under section 4980H. Form 1095-C is also used in determining the
eligibility of employees for the premium tax credit.
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PCGenesis Payroll System Operations Guide

Employers that offer employer-sponsored self-insured coverage also use Form 1095-C to report
information to the IRS and to employees about individuals who have minimum essential coverage under
the employer plan and therefore are not liable for the individual shared responsibility payment for the
months that they are covered under the plan.

Together with the ACA data entry screens, most functions for ACA reporting are available on the
Annual Reports Menu, as shown below.

] PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND WHITE . [‘:' Gl &]
Payroll System PAYHBAAL
FEey Annual Reports Henu

1094-C & 1095-C Options:

1 Import ADP Dependent Names, DOBs and 55Ns
2 | -- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSV Template
4 | -- Export ACA Dependent Data and Create .C5¥ Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:

1 - - Flexible Benefits Transmission File

G

|| | I I N I 16.62.01

|
MVOEIIDR | | |

Master ””’ust |
PAY

F1S<:| “—“% wor@ MOMITOF.
g

e e — - —

Payroll System — Annual Reports Menu

Payroll administrators have the ability to enter ACA data using the PCGenesis Update/Display ACA
Employee Data Screen and the Update/Display ACA Dependent Data Screen, or have the ability to
mass load the ACA data by importing from a spreadsheet. School district officials will need to enter the
correct ACA codes for ALL full-time employees as defined by the ACA legislation.

For additional information about the ACA data entry screens, refer to the Personnel System Operations
Guide, Section F: Personnel Update Processing, Procedure C: ACA Employee Data and/or Procedure
D: ACA Dependent Data.

Import ACA data from ADP files: The option to Import ADP Dependent Names, DOBs and SSNs
imports the ACA file provided by ADP. This process reads the ADP .csv file and loads dependent data
to the Update/Display ACA Dependent Data screen. The import process reads the ADP file and loads
dependent names, SSN’s, and DOB’s but not months of coverage. PCG will NOT read the ADP file to
load Offer of Coverage Codes, Safe Harbor Codes, or months of coverage for employees or
dependents.
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PCGenesis Payroll System Operations Guide

Export ACA data from ACA screens and create PCG .csv template: The option to Export ACA
Employee Data and Create .CSV Template reads data from the payroll file and from the Update/Display
ACA Employee Data screen and creates an export file. This process creates a .csv file so that the ACA
data can be input on a template by the payroll administrator, and then mass-loaded into the
Update/Display ACA Employee Data screen.

The option to Export ACA Dependent Data and Create .CSV Template reads data from the payroll file
and from the Update/Display ACA Dependent Data screen and creates an export file. This process
creates a .csv file so that the ACA data can be input on a template by the payroll administrator, and then
mass-loaded into the Update/Display ACA Dependent Data screen.

Import ACA data to ACA screens from PCG .csv template: The option to Import ACA Employee &
Dependent Data from PCG Template allows the payroll administrator to mass load the ACA data by
importing from a spreadsheet. The import process reads data from a .csv import file and loads the ACA
data to the Update/Display ACA Employee Data screen and/or Update/Display ACA Dependent Data
screen.

Print Employer Copy of 1094-C & 1095-C’s: PCGenesis processes the Employer Copy of the 1094-C
and 1095-C statements via the Uqueue Print Manager. The payroll administrator can print the
Employer Copy of the 1094-C and 1095-C statements and verify that the ACA data is correct. The
payroll administrator should print the Employer Copy of the 1095-C’s at least once on plain paper before
printing the actual 1095-C statements. The payroll administrator also has the ability to generate a
“draft” copy of the 1095-C statements to distribute to employees using the Print EMPLOYER Copy of
the 1094-C & 1095-C’s procedure, thereby allowing each individual employee to review their ACA
data.

PCGenesis 1095-C Printing/Electronic Media File Processing: In addition to the 1095-C Employer
Copy, PCGenesis allows 1095-C processing and printing for all employees, and for an individual
employee. Optional procedures include restarting 1095-C printing from the last Social Security Number
(SSN) printed correctly, and reprinting up to fourteen 1095-C statements at a time by Social Security
Number. Where appropriate, the print procedure merges duplicate employee information and generates
the Employee Counts for 1094-C — Error Report for review. Per IRS regulations, paper 1095-C forms
are due to individuals by February 1% of the reporting year.

When printing the employee 1095-C statements, PCGenesis automatically creates the ACA transmission
data file. The payroll administrator uses this data file for electronic media submission and for file
upload via the Web. IRS instructions indicate the ACA transmission file to the IRS is to be populated in
XML format for submission to the IRS by March 31st of the reporting year. Filers of 250 or more of
ACA 1095-C forms must file with the IRS electronically.

NOTE: PCGenesis REQUIRES electronic filing to the IRS!!

PCGenesis does not support filing paper forms to the IRS even though the IRS allows filing paper forms
instead of an electronic media file (only for employers with fewer than 250 employees). Unfortunately,
for paper filing to the tax agency, the IRS requires landscape 1095-C forms which PCGenesis does not
support. Since PCGenesis does not support landscape forms, PCG will only do electronic filing to the
IRS. Mailing portrait 1095-C forms to individuals however, is acceptable.
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PCGenesis Payroll System Operations Guide

It is highly recommended that school district officials go to the IRS website and print and read the
instructions for the 1094-C and the 1095-C.

School district officials must be familiar with the IRS rules.

» School district officials must understand the Offer of Coverage Codes.
» School district officials must understand the Safe Harbor Codes.

Please be aware that the PCGenesis help desk personnel cannot assist or advise as to ACA laws. The
help desk can’t help determine if employees are full-time based on ACA definitions. The help desk
can’t help determine the correct ACA codes to use for employees. The PCGenesis team does not have
the IRS/tax expertise necessary for answering ACA legal questions.

Screen Print: The screen print feature allows the user to obtain a screen print of selected screens. The

screen print feature is available on display/inquiry screens which have the &2 button. The screen
print file will be available in the print queue with the name ‘PSCNnnnn’.

Selecting the Drop-down selection icon =/, ey (F15 — Code Lookup) or _Help | (F28 — Help
Screens) when offered provides additional assistance with the entry of information.
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PCGenesis Payroll System Operations Guide

Problem with ACA Transmission Files for Districts
Running Windows Server 2003

On Windows Server 2003, there is an issue with creating the ACA electronic file for upload to the IRS.
The upload file requires a security code called a ‘checksum’ to be embedded in one of the two files
uploaded to the IRS. Previously, the checksum code could be generated by a common windows utility
available on all Windows Server versions.

For reporting year 2017, the IRS is using a different security checksum subroutine called SHA-256,
which cannot be executed on Windows Server versions before 2008. ACA electronic transmission files
generated by PCGenesis on Windows Server 2003 will be rejected by the IRS because the checksum
code will be invalid in the file generated by PCGenesis.

For reporting year 2017, the solution is to have the Windows Server 2003 districts generate the two
ACA files and send the PCGenesis development team the two files via the Help Desk. The PCGenesis
development team can generate and enter the correct SHA-256 checksum, and send the files back to the
affected districts. However, after June 30, 2018, PCGenesis will no longer support the Windows Server
2003 operating system, and this workaround will not be available for reporting year 2018.

This issue only affects districts running on servers earlier than Windows Server 2008.
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PCGenesis Payroll System Operations Guide

1095-C Statement Processing Checklist

Follow these steps in the order presented.

Step

Action

Obtain a TCC ID for the IRS ACA Information Returns (AIR) System for electronic
filing of IRS forms 1094-C and 1095-C.

It is highly recommended that school district officials go to the IRS website and
print and read the instructions for the 1094-C and the 1095-C.

School district officials must be familiar with the IRS rules.

» School district officials must understand the Offer of Coverage Codes.
» School district officials must understand the Safe Harbor Codes.

Order pre-printed 1095-C forms, non-self-seal, and portrait format.

Mass load dependent ACA data by importing dependent names, date of births and
Social Security Numbers from ADP file(s) posted to the SHBP web portal. Use the
Import ADP Dependent Names, DOBSs and SSNs procedure.

Export ACA employee data using the Export ACA Employee Data and Create .CSV
Template procedure.

Mass load employee ACA data by importing ACA employee data using the Import
ACA Employee & Dependent Data from PCG Template procedure.

Export ACA dependent data using the Export ACA Dependent Data and Create
.CSV Template procedure.

Mass load dependent ACA data by importing ACA dependent data using the Import
ACA Employee & Dependent Data from PCG Template procedure.

Correct individual employee and dependent ACA data as needed using the
Update/Display ACA Employee Data screen and the Update/Display ACA
Dependent Data screen.

For additional information about the ACA data entry screens, refer to the Personnel
System Operations Guide, Section F: Personnel Update Processing, Procedure C:
ACA Employee Data and/or Procedure D: ACA Dependent Data.

10

Print the Employer Copy of the 1094-C and 1095-C’s and verify that the ACA data
IS correct.

As a precaution, the payroll administrator may generate a “draft” copy of the 1095-
C statements to distribute to employees using the Print EMPLOYER Copy of the
1094-C & 1095-C'’s procedure, thereby allowing each individual employee to
review their ACA data.
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PCGenesis Payroll System Operations Guide

Follow these steps in the order presented.

Step Action
11 Print the employee copy of the 1095-C’s and create the electronic-media
transmission file using the Print 1094-C & Employee 1095-C’s & Create File
procedure.
NOTE: PCGenesis REQUIRES electronic filing to the IRS!!
12 Reprint 1095-C’s and recreate the electronic-media transmission file as needed.
13 Web submission: Via the Web, upload the ACA information to the IRS AIR System

for electronic filing of IRS forms 1094-C and 1095-C.
IRS AIR System
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PCGenesis Payroll System Operations Guide

Procedure A: Import ADP Dependent Names, Date of
Births, and Social Security Numbers

The option to Import ADP Dependent Names, DOBs and SSNs imports the ACA file provided by ADP.
This process reads the ADP .csv file and loads dependent data to the Update/Display ACA Dependent
Data screen.

The ADP file is a very complicated file, and the legalities involved with interpreting IRS ACA
legislation are beyond the scope of the PCGenesis software. Therefore, PCGenesis reads the ADP file
and loads dependent names, SSN’s and DOB’s but NOT the months of coverage. PCGenesis will NOT
read the ADP file to load Offer of Coverage Codes, Safe Harbor Codes, or months of coverage for
employees or dependents.

In order to load dependent names, SSN’s and DOB’s, the import process reads the records in the ADP
.csv file which contain the key-word ‘DEPENDENT’ in Column ‘A’. In order to load the dependent
data for the covered employee himself, the import process reads the records which contain the key-word
‘SELECTED?’ in Column ‘A’ of the .csv file, but bypasses any employee who has waived coverage.
(Dependent data is only required for covered employees.)

NOTE: When dependents are detected in the ADP .csv file for an employee, PCGenesis automatically
sets the 1095-C Eligible Flag on the Update/Display ACA Employee Data screen to ‘Y’ for the
employee. A 1095-C Eligible Flag of ‘Y’ indicates to the system that the employee will receive an IRS
form 1095-C.

For additional information about the ACA data entry screens, refer to the Personnel System Operations
Guide, Section F: Personnel Update Processing, Procedure C: ACA Employee Data and/or Procedure
D: ACA Dependent Data.

1 From the Business Applications Master Menu, select —2_| (F2 - Payroll System).
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PCGenesis Payroll System Operations Guide

The following screen displays:
1 PCGDist=6791 Rel=1504.00 01/06/2016 PCW 0Ol SV CADEVSYS CASECOND wun‘ [E=NEEAS)

Payroll System PAYHMBBAA

Haster Menu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

Annual Reports Menu
MonthlyfQuarterly}Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

Update/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

UpdateDisplay Payroll Monitor

Special Functions Menu

B EEEEEE b kb

File Reorganization

Mastr | e | N I I 15.83.00

re | L5 | MoriSp | B4 | MEND

Step  Action
2 Select 4| (F4 — Annual Reports Menu).
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The following screen displays:

' ™Y
El PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘glﬂu
Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

M| | | | [ | [ | [ | | | [ | | 168361

Step  Action
3 Select _ 1| (F1 — Import ADP Dependent Names, DOBs and SSNs).
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The following screen displays:

— e
] PCGDist=6791 Rel=15.04.00 01/06/2016 PCW 001 SV CADEVSYS CASECOND WEii_

Import ADP Dependent Information ACAADPI

I Identify Import File from Excel

Enter the Import file Path and Hame {e.g. C:\IMPORT\FAYIMPCCYYMMDD.CSU)
or F18 to Browse for File

C=AIMPORTAPAYIMP26168186 .CSU

Enter=Continue, F16=Exit

el | [ | [ | [ | | |eel | [ | | | 158460
FIS«

Step  Action

Verify the location of the ADP import file, or select ﬂl (F10) to browse for file.
Select _fl (Enter) to continue.
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The following screen displays:

— e ———— [
=1 PCG Dist=6791 Rel=15.04.00 01/06/2016 PCW 001 SV CADEVSYS C:\SECONW [ oL e

Import ADP Dependent Information ACAADPI

Enter W-2 year to be imported 2815

Enter=Continue, F16=Exit

e 1 | | | [ [ | (e | [ | | | 15.04.80
\ F‘S«
Step  Action
5 Enter or verify the year (CCYY) in the Enter W-2 year to be imported field.
Based on the field’s entry, PCGenesis will create the dependent data for the calendar year
entered.
6 Select ¥ (ENTER - to continue).
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If import file errors exist, the following error screen displays:

“
E1 PCGDist=6791 Rel=15.04.00 01/06/2016 PCW 001 SV CADEVSYS CASECOND Ihlll'l-llT-
Import ADP Dependent Information ACAADP I

Error({s) in Import File

Please review print file with error listing

Correct problem{s) in Excel file and recreate Import File

Enter to exit program and correct

el [ e ] ] 150400
FIS«

For successful file imports, the following screen displays:
E] PcGDist=6791 Rel=15.04.00 01/06/2016 PCW 001 SV CADEVSYS CASECOND W_n_

-
Import ADP Dependent Information ACAADPI

Ho Errors in Import File

Please Review Print file
Press ENTER to load Import File

Press F16 to STOP Process

el | [ [ [ | [ [ [ feof | | [ | | 158400
Fisﬁ
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7 For import file errors: Go to the PCGenesis print queue and locate the error report.
Using the report, make the appropriate corrections to the .csv file, and repeat this procedure
beginning at Step 2.

For successful file imports: Select _"fl (Enter - continue) to load the import file.

“Processing — Please Wait” briefly displays.

The following screen displays:

[~ ™
=] PCGDist=8991 Rel=1601.00 04/01/2016 PCW 001 SV CADEVSYS C:SECOND WHITE—EEM

Payroll System PAYHOOAY

FKey Annual Reports Henu

1094-C & 1095-C Options:

1_| -- Import ADP Dependent Names, DOBs and SSNs
2 |-- Export ACA Employee Data and Create .CSY Template
3 | -- Export ACA Dependent Data and Create .CSY Template
4 | -- Import ACA Employee & Dependent Data from PCG Template
5 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
6 | -- Print 1094-C & Employee 1095-C's & Create File
7_| -- Maintain IRS ACA Receipts
¥-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's
Other Options:
15 | -- Flexible Benefits Transmission File
water V| | [ [ [ [ | 0 | | | | 15.64.00

| 145 | MoriS) | DAY | MEND

8 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

Ward=
To print the report via Microsoft® Word: Select =) (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

9 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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Procedure B: Compare ACA Dependents for Two

Years

The option to Compare ACA Dependents for Two Years is available on the Payroll Annual Reports
Menu. This option allows the user to enter the current W-2 year and a previous reporting year so that
the ACA dependent information can be compared between the two years. The report can be used to help
verify the current dependent data loaded from the ADP website so that inconsistencies can be
investigated, if necessary. The list below identifies some of the messages that may be produced on the

report.

1095 RECORD EXISTS FOR 2015 BUT NOT 2016
EMP ELIG FOR 1095 IN 2016 BUT NOT 2015

DEPENDENT
DEPENDENT
DEPENDENT
DEPENDENT
DEPENDENT

FOUND IN 2016 BUT NOT 2015
FOUND IN 2015 BUT NOT 2016
LAST NAME DOES NOT MATCH

MIDDLE NAME DOES NOT MATCH
FIRST NAME DOES NOT MATCH

Step | Action
1 From the Business Applications Master Menu, select _2_1 (F2 - Payroll System).

The following screen displays:

b lklihle bl bbb

Master I llserlist |

— ™
™ PCG Dist=6791 Rel=15.04.00 01/06/2016 PCWOO1l SV CADEVSYS CASECOND WHlTE‘ [E=EER
— prr e
Payroll System PAYHOBAA
FKey Haster HMenu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
Monthly/QuarterlyfFiscal/Biennial Reports Menu

Employee Reports{Labels Menu

Update{Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update{Display Payroll Monitor

Special Functions Menu

File Reorganization

¢+ p 1seesee

F‘s« IS WordSh PAY | VEND

MOMITOR, | HORITOF,
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2 Select —4 | (F4 — Annual Reports Menu).

The following screen displays:

i e ———— k|
=1 PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND errE—lglﬂu

Payroll 3ystem PAYHBO 84
FKey Annual Reports Henu
1094-C & 1095-C Options:
1_| -- Import ADP Dependent Names, DOBs and SSNs
2 |-- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 |-- Export ACA Dependent Data and Create .CSV Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's
Other Options:
15 | -- Flexible Benefits Transmission File
e oo [ [ | [ [ [ | [ [ | [ [ | | 16.63.61

| 5 | MriSy | PAY. | MEND

3 Select —2_| (F2 — Compare ACA Dependents for Two Years).
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The following screen displays:

(=1 PcG Dist=8991 Rel=16.04.%

ACADEPHND

Compare ACA Dependents for Two Years

Enter W-2 year to be selected:

Enter W-2 year compare to:

Enter=Continue, F16=Exit
m=v| | | | | 16.63.61

Step  Action

4

Enter or verify the year (CCYY) in the Enter W-2 year to be selected field.

5

Enter or verify the year (CCYY) in the Enter W-2 year to compare to field.
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The following screen displays briefly:

E— B
=] PCG Dist=8991 Rel=16.0400 12/22/2016 PCWODL SV CADEVSYS CASECOND WHITE =N
ACADEPND

*x% ACA EXTRACT File in Progress xxx=

68

The following screen displays:

[~ ™
] PCGDist=8991 Rel=16.01.00 04/01/2016 PCW 001 SV CADEVSYS CASECOND WWE-EIM
Payroll System . PAYHOBOY
Fhey Annual Reports Henu
1094-C & 1095-C Options:
1 | -- Import ADP Dependent Names, DOBs and S5Ns
2 | -- Export ACA Employee Data and Create .CSY Template
3 | -- Export ACA Dependent Data and Create .CSV Template
4 | -- Import ACA Employee & Dependent Data from PCG Template I
5 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
6 | -- Print 1094-C & Employee 1095-C's & Create File
7 | -- Maintain IRS ACA Receipts
¥¢-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:

15 | -- Flexible Benefits Transmission File
M,M| Userlist| | 15.04.68
(15 | MriSy | DA | MEND |
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Ste Action
To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

Ward=
To print the report via Microsoft® Word: Select =) (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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B1. ACA Dependent Comparison Report — Sample

EEPORT ID: ACADEEND ACR DEPENDENT COMPARTSON OF Z01& AND Z01S DRGE 1
BEPORT DATE: 12/22/201¢ REPQORT TIME: 13:30
EMP ID 30C SEC NUM EMPLOYEE MIME HIRE DLTE TERM DLIE BEHIRE DIE
DEPEND 55N DEPEND MNRLME DEP EIRTH EFROR MESSRGE
087246 999-08-7Z4€ APBLEGATE, SHEQURANAR 2014712701 Z01&6/05/24 2015/12,/07 1055 RECORD EXISTS FOR 2015 BUT NOT Z201&
087253 999-08-7253 IS3RAEL, SH3ROLYN Z015/08/28 Z016/08/31 1055 RECORD EXISTS FOR 2015 BUT NOT Z201&
087257 95595-08-7257 MCTENEY, FETERICO 2015707701 201&6/07/1% 201&/05/30 1055 RECORD EXISTS FOR 2015 BUT WOT 201&
087258 9595-08-7258 BEETER, SEEASTIIN 2015707701 2016/03/31 1055 BECORD EXISTS FOR 2015 EUT NWOT 201&
087262 3595-08-7262 VRZADEZ, TIZENY 2014/05/23 2015/11/25 1055 BECORD EXISTS FOR 2015 EUT NWOT 201&
087264 555-08-7264 FREE, TOSHIL 2015/05/14 2Z2016/0€/30 1055 RECORD EXISTS FOR 2015 EUT MOT 2016
087267 955-08-7267 SHECKELFORD, ULSIEE 2013/08/08 2015/08/10 1055 RECORD EXISTSE FOR 2015 EUT MOT 201&
087278 555-08-7275 EOSE, RIEEY 2015/01/08 1055 RECORD EXISTS FOR 2015 EUT NOT 2016
087277 555-08-7277 MA3CH, RD3INR Z015/10/27 2016/05/24 1055 RECORD EXISTIS FOR 2015 EUT NOT 201&
087282 555-08-7282 FI&K, MRERICIO Z007/08/01 2016/05/24
FI&K, TRENTON 1584/01/10 DEPENDENT EIRTH DATE DOES WOT MATCH
FI&K, TRENTON 1584,/01/10 DEPENDENT FIRST MAME DOES NOT MATCH
FI&K, CLTUDE Z005/01/25 DEPENDENT EIRTH DATE DOES NOT MATCH
FI&K, CLTUDE Z005/01/25 DEPENDENT FIRST MAME DOES NOT MATCH
FI&K, KUSTIS 2012/03/27 DEPENDENT EIRTH DATE DOES NOT MATCH
FI&K, KUBTIS Z012/03/27 DEPENDENT FIRST HAME DOES NOT MATCH
FI&K, HUSTER 2014/11/24 DEPENDENT EIRTH DATE DOES NOT MATCH
FI&K, HUSTER 2014711724 DEPENDENT FIRST HAME DOES NOT MATCH
FI&K, CLZRISL 2013/11/0& DEPENDENT EIRTH DATE DOES NOT MATCH
FI&K, CLZRISL 2013711708 DEPENDENT FIRST HAME DOES NOT MATCH
540-00-0110 FI&K, CHI3RLESETTR Z01&/04/13 DEPENDENT FOUND IN Z201& BUT NOT 2015
087250 555-08-7250 EUTNQ, CHVELIN Z015/08/10
FAZG, AHZED 2005/07/2% DEPENDENT EIRTH DATE DOES WOT MATCH
FRIG, RHZED Z005/07/29 DEPENDENT IAST MEME DOES NOT MATCH
FAZG, AHZED Z003/07/2% DEPENDENT FIRST MRME DOES NOT MATCH
BUTNQ, YU3IIEOQ 1575/04/15 DEPENDENT BIRTH DATE DOES NOT MATCH
BUTHOQ, TUIIEQ 1573/04/1% DEPENDENT FIRSI HAME DOES NOT MATCH
BUTHGQ, JO4IE Z013/08/04 DEPENDENT BIRTH DATE DOES NOT MATCH

EUTHQ, JO4IE 2013/0&/04 DEPENDENT FIRSI HAME DOES NOT MATCH
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Procedure C:. Export ACA Employee Data and Create
.CSV Template

The option to Export ACA Employee Data and Create .CSV Template reads data from the payroll file
and from the Update/Display ACA Employee Data screen and creates an export file. This process
creates a .csv file so that the ACA data can be input on a template by the payroll administrator and mass
loaded into the Update/Display ACA Employee Data screen.

When the employee ACA data is exported, the records are created with the designation ‘E’ for employee
in column ‘A’ of the .csv export file. When the .csv file is imported back into PCGenesis using the
option to Import ACA Employee & Dependent Data from PCG Template, the ‘E’ in column ‘A’ of the
.csv export file indicates that data is being loaded to the Update/Display ACA Employee Data screen.

For additional information about the ACA data entry screens, refer to the Personnel System Operations
Guide, Section F: Personnel Update Processing, Procedure C: ACA Employee Data and/or Procedure
D: ACA Dependent Data.

C1. Export ACA Employee Data Processing

Step | Action

1 From the Business Applications Master Menu, select 21 (F2 - Payroll System).

The following screen displays:

— — ™
™1 PCG Dist=6791 Rel=15.04.00 01/06/2016 PCW OOl SV CADEVSYS CASECOND wmi (=R
e — =
Payroll System PAYHOBOA
FKey Haster Menu

- 1
-- Payroll Setup Menu

-- Payroll Update Menu
-- Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
-- Monthly/Quarterly/Fiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- UpdateDisplay DescriptionfDeductionfAnnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

W%

b ikl bl bbb

-- File Reorganization

st | Vs | S 15.63.06

e | L5 | MriSp | EAT | MEND
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2 Select —4 | (F4 — Annual Reports Menu).
The following screen displays:
(1 pco Dist=8991 Rel=160400 12/22/2016 PCW 001 SV CADEVSYS CASECOND wx-ﬁlgl_ﬂu‘
Payroll 3ystem PAYHBO 84
FKey Annual Reports Henu

1094-C & 1095-C Options:

1_| -- Import ADP Dependent Names, DOBs and SSNs
2 |-- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 |-- Export ACA Dependent Data and Create .CSV Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's
Other Options:
15 | -- Flexible Benefits Transmission File
e oo [ [ | [ [ [ | [ [ | [ [ | | 16.63.61
VN TOF.

Step Action |

3 Select —3_| (F3 — Export ACA Employee Data and Create .CSV Template).

4 On the C:\ drive, create a folder entitled EXPORT, or verify the folder exists.
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The following screen displays:

[P———
E1 PCGDist=6791 Rel=15.04.00 01/06/2016 PCW 001 SV CADEVSYS CASECOND glL
ACAEXTPC
Create ACA Export File to Load in Excel
Enter the Export file Path and Hame (e.g. C:\EXPORTA\ACAEXPccyymmdd.C3U)
or F18 to Browse for File
C:A\EXPORTAACAEHP 2 8168166 .CSV
NOTE: The C:\EXPORT directory HUST exist.
If C:A\EXPORT does not already exist, you HUST create the C:MEXPORT directory
or change to an exsting path.
Enter = Continue or F16 = Exit
ENTER
| | | | [ [ [ [ | [emef | | [ [ |  15.04.00

FIS«

Step | Action

5 Verify C:\EXPORT\ACAEMPCCYYMMDD.CSV, where CCYYMMDD identifies the
calendar year, month and date, defaults in the Enter the Export file path and name field.

PCGenesis allows entries other than C:\EXPORT\ACAEMPCCYYMMDD.CSV as long as
the directory structure entered exists.

In the case of duplicated filenames, PCGenesis replaces the previous file’s information with
the most recently selected payroll and ACA information results.

6 Select _'fl (Enter) to continue.
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The following screen displays:

_
™1 PCG Dist=6791 Rel=15.04.00 01/06/2016 PCWODL SV CADEVSYS CASECOND wm-@lﬂlﬂ

ACAEXTPC
Export ACA Employee Information

Enter W-2 year to be selected: 2815

Selection Option: % All employees with 1095-C Eligible = "
 All employees with 1095-C Eligible = 'N*
 All employees in FULL-time payroll class code with 1095-C Eligible = spaces
Al employees in PART-time payroll class code with 1095-C Eligible = spaces

Enter=Create File, F16=Exit

" I [ I S I ™ N 150400

FIS«

Step  Action
7 Enter or verify the year (CCYY) in the Enter W-2 year to be selected field.
Based on the field’s entry, PCGenesis will create the ACA employee data for the calendar
year entered.
8 Define the selection option: Select the # (Radio button) to the left of the desired Selection
Option field.
Four options are available for exporting the ACA employee data:
e Export only those employees with the 1095-C Eligible flag equal to “Y” on the
Update/Display ACA Employee Data screen.
e Export only those employees with the 1095-C Eligible flag equal to ‘N’ on the
Update/Display ACA Employee Data screen.
e Export only those employees in a full-time payroll class code with the 1095-C
Eligible flag equal to spaces on the Update/Display ACA Employee Data screen.
e Export only those employees in a part-time payroll class code with the 1095-C
Eligible flag equal to spaces on the Update/Display ACA Employee Data screen.
9 Select ¥ (ENTER - to continue).
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The following message box displays:

i N
@ Ready to extract records?

Select OK to continue.
Select CANCEL to redisplay the screen.

Cancel |

Step  Action |
10

Select A to continue processing and to extract the employee payroll and ACA data.

If the selected data is incorrect or incomplete, select M to enter the correct information.

“**Processing Request**” briefly displays.

The following screen displays:

=1 PCG Dist=6791 Rel=15.04.00 01/07/2016 PCW 001 SV CADEVSYS CASECOND w:—m_[ElﬂM

I ACAEXTPC ||
|

ACA Export File Created
File Hame = C=\EXPORT\ACAEMP28166187 .CSV

Total Records = 232

Enter=Continue
15.84 .88
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11 Screen-print or record the file name displayed and select Enter to continue.

The following screen displays:

g M
] PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS C:ASECOND wmmﬁu
Payroll System PAYHOOAY
FKey Annual Reports Henu

1094-C & 1095-C Options:

1_| -- Import ADP Dependent Names, DOBs and SSNs
2 | -- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 |-- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:

1 - - Flexible Benefits Transmission File

E

ot Vo | | [ [ [ ] 16.63.01

re’| 15 | riS | EOY | MEND

12 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

13 Navigate to C:\EXPORT\ACAEMPCCYYMMDD.CSV where CCYYMMDD identifies
the calendar year, month and date.
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The foIIowmg window displays:

Organize = Include in library +

Share with +

Burn MNew folder

¢ Favorites
B Desktop
& Downloads
“El Recent Places

[ Libraries
@ Documents

J’ Music

(=] Pictures

B videos

1M Computer
&, Windows7_0S (C)
3 €D Drive (D)

l 1 item

14

Mame Date mod‘i_fied

Type

@ ACAEMP20160107.C5V 1/7/2016 8:38 AM Microsoft Excel C...

Open the appropriate csv file.

The following window displays:

Insert Page Layout Formulas Data Review  View  Team N =
=4 cut - = . ﬁ @ Com ? EZE X AutoSum - ﬁr
o comy + Calibri Wrap Text General = E:I s @ - [ﬁ
I romatpainter| B L U Buergeaconr - | § - % 2 |83 O e s | o T | @Gt e seedr
Clipboard [ Font B Alignment [ Number B Styles Cells ‘ Editing
a1 - fe | RecType
A | 8 | c] o | E | F [ G I H 1 [s]k[cim[n]ofpla]l ®r [ s [ 7 [ w [ v w

1 RecT!EehOB.'rCEllf EmpID EmpSSN  Emp DOB Emp First Name Emp Middle Name Emp Last Name Emp Gender 12 Mo Offer Jan Offer Feb Offer Mar Offer Apr Offer May Offer
2 E 86307 999086307 3/1/1972 TOGISHA KOGNIG F
3 [E 86314 999086314 3/1/1978 CHINCE DE7NY F
4 E 86317 999086317 1/1/1987 SA4DY RUAIN F
5 E 86322 999086322 10/1/1982 EUTENIO BO7CHARD F
6 E 86345 999086345 4/1/1975 BESTRIS YABZIE F
7 86348 999086348 2/1/1974 RASDELL JASK F
8 E 86361 999086361 8/1/1969 MIBCHEL JusD F
9 86371 999086371 12/1/1971 EL6ER MABCUS F
10 E 86386 999086386 6/1/1986 AUTUSTINE QUTEN F
nE 86387 999086387 12/1/1986 JAGIECE RABLAND M
12 E 86395 999086395 3/1/1981 KABYN MOBELAND M
13 E 86396 999086396 12/1/1950 FRSEMAN MYSES F
14 E 86424 999086424 11/1/1988 COINELL AI9SWORTH  F
15 E 86425 999086425 4/1/1985 OCBAVIO BUSCHETT F
16 E 86437 999086437 4/1/1975 ORATHA FE4RARA F
17 E 86440 999086440 10/1/1973 HO9STON LASHANCE M
1B E 86449 999086443 1/1/1976 CASSON FRSE F
1BE 86457 999086457 8/1/1975 BOSKER BESKWITH M
20 E 86461 999086461 6/1/1961 SHALON LO4KLEAR F
21 E 86464 999086464 2/1/1969 JOIUE BASBOSA F
22 |E 86471 999086471 4/1/1961 SO2ER TO2LIVER F
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Ste Action

15 Make the appropriate adjustments to the Microsoft® Excel spreadsheet.

This process creates a .csV file so that the ACA data can be input on a template by the payroll
administrator and mass loaded into the Update/Display ACA Employee Data screen.

These adjustments may include but are not limited to formatting the columns’ widths, the addition
and the deletion of certain rows, entering the ACA Offer of Coverage Codes, the Lowest Cost
Premium for Single Coverage amounts, and the ACA Safe Harbor Codes.

16 Select File > Save As 2> CSV (Comma delimited) (*.csv).

The following window displays:

Organize » Mew folder

-

‘| Recent Places “  Name Date modified Type

E| %'] ACADEP20151231.csv 12/31/201511:16 ... Microsoft Excel C...
%'] ACAEMP20151231.C5V 12/31/20151141 ... Microsoft Excel C...
@ ACAEMP20160107.C5V 1/7/2016 8:42 AM Microsoft Excel C...
@ CPICRT20150928.C5V 9/28/201511:07 AM  Microsoft Excel C...
@ HISEXP20150624.C5V 6/24/20151:30 PM Microsoft Excel C...
%] NOPENSCD.CSV 6/4/201511:46 AM  Microsoft Excel C...
%'] NOPENSION.CSV 6/24/201510:40 AM  Microsoft Excel C...
%'] PAYEXP20140922,C5V 9/22/2014 2:47 PM Microsoft Excel C...

. Libraries
@ Documents
J‘i Music
[ Pictures
B Videos

1M Computer
£, Windows7_05 ()
24 CD Drive (D)
o scans (\\ftpmain) (H:)
¥ pegenesis$ (V\pcg2008help) (L)
£ pegenesis$ (\\pcg2008test) (J:)
¥ pegenesis$ (V\pecg2008dev) (K:)

[ T R A CAEMP 20160107 .csv|

Save as type: | C5V (Comma delimited) (*.csv)

Authors: Diane Ochala Tags: Add atag Title: Add a title

(+ Hide Folders Tools » [ sae | |

Step  Action

17 Verify the filename is C:\EXPORT\ACAEMPCCYYMMDD.CSV where CCYYMMDD
identifies the calendar year, month and date.

18 Select (Save).
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The following dialog box displays:

ACAEMP20160107.C5V already exists,

&%= Do youwant to replace it?

19 Select (Yes).

The following dialog box displays:

EETEREN L RERS R

ACAEMP20160107.CSV may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

«To keep this format, which leaves out any incompatible features, dick Yes.

«To preserve the features, dick No. Then save a copy in the latest Excel format.
+To see what might be lost, dick Help.

[ Ys | [0 | [ heo |

20 Select (Yes).

21 Close Microsoft® Excel.

The following dialog box displays:

i
Microsalft Excel [

& Do you want to save the changes you made to
'ACAEMP20160107.C5V'?

- | save | | Don'tsave | | Cancel | |
22 Select (Don’t Save).

The appropriate steps to save the changes to the file have already been completed.

23 Proceed to Section Procedure E: Import ACA Employee and Dependent Data from PCGenesis
Template in this document to import the Microsoft® Excel spreadsheet into PCGenesis.
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C2. ACA Employee .CSV Data File Layout

e Each line conforms to the following comma delimited format (.csv). Each line ends with a carriage return
and line feed pair. (Line sequential format.)

o Lines without valid record ID codes are ignored. This allows the inclusion of headers and other reference
information.

The employee ACA data is created in the export file as follows:

Column Field Additional Information
A E = Employee Record Must be ‘E’.
B 1095-C Eligible? Must be ‘Y’ or ‘N’
C Employee ID
D Employee SSN Format 999999999
E Employee Date of Birth Information only.
F Employee First Name
G Employee Middle Name
H Employee Last Name
I Employee Gender Information only.

J-Q Not Applicable Not valid for employee (‘E’)
records.
R - AD | Offer of Coverage Codes. Must be valid Offer of Coverage

Fill in column ‘R’ if the same code Code or spaces.

applies to all 12 months, or fill in
columns ‘S’ through ‘AD’ individually
for January through December coverage.

AE — AQ | Lowest-Cost Monthly Premiums. Must be a dollar amount or
Fill in column ‘AE’ if the same premium Spaces/zeroes.
amount applies to all 12 months, or fill in
columns ‘AF’ through ‘AQ’ individually
for January through December coverage.
AR - BD | Safe Harbor Codes. Must be valid Safe Harbor Code or
spaces.

Fill in column ‘AR’ if the same code
applies to all 12 months, or fill in
columns ‘AS’ through ‘BD’ individually
for January through December coverage.
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Column Additional Information
BE - BM | Miscellaneous Employee Fields — Additional fields provided for
Information Only information and sorting.
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Procedure D: Export ACA Dependent Data and Create
.CSV Template

The option to Export ACA Dependent Data and Create .CSV Template reads data from the payroll file
and from the Update/Display ACA Dependent Data screen and creates an export file. This process
creates a .csv file so that the ACA data can be input on a template by the payroll administrator and mass
loaded into the Update/Display ACA Dependent Data screen.

When the dependent ACA data is exported, the records are created with the designation ‘D’ for
dependent in column ‘A’ of the .csv export file. When the .csv file is imported back into PCGenesis
using the option to Import ACA Employee & Dependent Data from PCG Template, the ‘D’ in column
‘A’ of the .csv export file indicates that data is being loaded to the Update/Display ACA Dependent
Data screen, and will create one line per dependent/spouse.

For additional information about the ACA data entry screens, refer to the Personnel System Operations
Guide, Section F: Personnel Update Processing, Procedure C: ACA Employee Data and/or Procedure
D: ACA Dependent Data.

D1. Export ACA Dependent Data Processing

1 From the Business Applications Master Menu, select _2 ] (F2 - Payroll System).
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The following screen displays:
1 PCGDist=6791 Rel=1504.00 01/06/2016 PCW 0Ol SV CADEVSYS CASECOND wun‘ [E=NEEAS)

Payroll System PAYHMBBAA

Haster Menu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

Annual Reports Menu
MonthlyfQuarterly}Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

Update/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

UpdateDisplay Payroll Monitor

Special Functions Menu

B EEEEEE b kb

File Reorganization

Mastr | e | N I I 15.83.00

re | L5 | MoriSp | B4 | MEND

Step  Action
2 Select 4| (F4 — Annual Reports Menu).
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The following screen displays:

-
El PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘“@lﬂu
Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

M| | | | [ | [ | [ | | | [ | | 168361

Step  Action |
3 Select _4_| (F4 — Export ACA Dependent Data and Create .CSV Template).

4 On the C:\ drive, create a folder entitled EXPORT, or verify the folder exists.
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The following screen displays:

-
1 PCGDist=6791 Rel=1504.00 01/07/2016 PCWODL SV CADEVSYS CASECOND wmwu
 — e
ACAEXTPC
Create ACA Export File to Load in Excel
Enter the Export file Path and Hame (e.g. C:\EXPORTA\ACAEXPccyymmdd.C3U)
or F18 to Browse for File
C:AEXPORTMNACADEF 2 81681687 .CSV
NOTE: The C:\EXPORT directory HUST exist.
If C:A\EXPORT does not already exist, you HUST create the C:MEXPORT directory
or change to an exsting path.
Enter = Continue or F16 = Exit
ENTER
| | | | [ [ [ [ | [emef | | [ [ |  15.04.00

FIS«

Step | Action

5 Verify C:\EXPORT\ACADEPCCYYMMDD.CSV, where CCYYMMDD identifies the
calendar year, month and date, defaults in the Enter the Export file path and name field.

PCGenesis allows entries other than C:\EXPORT\ACADEPCCYYMMDD.CSV as long as
the directory structure entered exists.

In the case of duplicated filenames, PCGenesis replaces the previous file’s information with
the most recently selected payroll and ACA information results.

6 Select _'fl (Enter) to continue.
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The following screen displays:

' ™
1 PCG Dist=6791 Rel=1504.00 01/07/2016 PCWOOL SV CADEVSYS CASECOND wmﬂg_lﬂlg
—— -
ACAEXTPC
Export ACA Dependent Information
Enter W-2 year to be selected: 2815
Selection Option: % All employees with 1095-C Eligible = "
 All employees with 1095-C Eligible = 'N*
 All employees in FULL-time payroll class code with 1095-C Eligible = spaces
Al employees in PART-time payroll class code with 1095-C Eligible = spaces
Enter=Create File, F16=Exit
m=v| i ¢ | | | | | 15.04. 00

Step  Action |

7 Enter or verify the year (CCYY) in the Enter W-2 year to be selected field.
Based on the field’s entry, PCGenesis will create the ACA dependent data for the calendar
year entered.

8 Define the selection option: Select the # (Radio button) to the left of the desired Selection
Option field.
One option is valid for exporting the ACA dependent data:

e Export only those employees with the 1095-C Eligible flag equal to “Y” on the
Update/Display ACA Employee Data screen.

Dependent data is available only when the 1095-C Eligible flag is equal to “Y’. Dependent
data can only be entered for employees who are covered by a health insurance plan, and only
covered employees have the 1095-C Eligible flag equal to “Y’.

9 Select ¥ | (ENTER - to continue).
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The following message box displays:

i N
@ Ready to extract records?

Select OK to continue.
Select CANCEL to redisplay the screen.

Cancel |

Step  Action |
10

Select
data.

A to continue processing and to extract the employee payroll and ACA dependent

Cancel

If the selected data is incorrect or incomplete, select to enter the correct information.

“**Processing Request**” briefly displays.

The following screen displays:

] PCGDist=6791 Rel=15.04.00 01/07/2016 PCW 001 S5V CADEVSYS C
ACAEXTPC

ACA Export File Greated
File Hame = GC:\EXPORT\ACADEP28168187.CSV

Total Records = 26

Enter=Continue

15.84 .88
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11 Screen-print or record the file name displayed and select Enter to continue.

The following screen displays:

g M
] PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS C:ASECOND wmmﬁu
Payroll System PAYHOOAY
FKey Annual Reports Henu

1094-C & 1095-C Options:

1_| -- Import ADP Dependent Names, DOBs and SSNs
2 | -- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 |-- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:

1 - - Flexible Benefits Transmission File

E

ot Vo | | [ [ [ ] 16.63.01

re’| 15 | riS | EOY | MEND

12 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.

13 Navigate to C:\EXPORT\ACADEPCCYYMMDD.CSV where CCYYMMDD identifies
the calendar year, month and date.
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The following window displays:

Organize * Include in library = Share with = Burn Mew folder

MName Date mod‘i_fied Type

457 Favorites
B Desktop @ ACADEP20160107.CSV 1/7/2016 9:37 AM Microsoft Excel C...
1 Downloads @ ACAEMP20160107.C5V 1/7/2016 8:38 AM Microsoft Excel C...
%—l; Recent Places

4 Libraries
[> @ Decuments
[> Jl Music
I» (=] Pictures
[> ‘ Videos

4 /M Computer
& &2, Windows7_0S (C:)
b 5 CD Drive (D)

] 2 items

Insert  Pagelayout  Formulas  Data  Review  View  Team a@od

= Calibri S v AT AT = % e SiwrepText General B ﬁ IE e ? @ T Autosum - ﬂ [ﬁ
123 Copy - ) = ] Fin -
P romatpaimer B L LT H | B Bumgeaceners | $ - % 2 | W | - s | T T T Qe ine seedr
Clipboard 5| Font | Alignment = Number = Styles | cells | Editing |
[ AL - fe | RecType
A [ s [ ¢ o [ & | F G H I 1 [ k] L I ™ I N [ o [ »p Ql

1 |RecT E!IOQS-C Elig? EmpID EmpSSN EmpDOB Emp First Name Emp Middle [Emp Last Name Emp Gender Dep SSN  Dep DOB  DepFirst Name Dep Middle Nam Dep Last Name Dep Gender Dep RelatiDep Spi
2 |b Y 86307 999086307 3/1/1972 TOGISHA KOBNIG F 999086307 3/1/1972 TOBISHA KOBNIG F SELF N
3D Y 86314 999086314 3/1/1978 CH7NCE DE7NY F 999086314  3/1/1978 CH7NCE DE7NY F SELF N
4D Y 86317 999086317 1/1/1987 SA4DY RU4IN F 999086317  1/1/1987 SA4DY RU4IN F SELF N
5D Y 86322 999086322 10/1/1982 EUZENIO BO7CHARD F 999086322 10/1/1982 EU7ENIO BO7CHARD F SELF N
8D Y 86345 999086345 4/1/1975 BESTRIS YASZIE F 999086345 4/1/1975 BESTRIS YASZIE F SELF N
7D Y 86348 999086348 2/1/1974 RASDELL JASK F 999086348 2/1/1974 RASDELL JASK F SELF N
8D Y 86361 999086361 8/1/1969 MISCHEL JusD F 999086361  8/1/1969 MISCHEL JusD F SELF N
9D Y 86424 999036424 11/1/1988 COINELL AISSWORTH F 999086424 11/1/1938 COINELL AISSWORTH F SELF N
_10|p Y 86424 999086424 11/1/1988 COINELL AISSWORTH F 999898787 12/15/1986 RABLP7 AISSWORTH M SPOUSE ¥
1o Y 86424 999036424 11/1/1988 COINELL AISSWORTH F 999556565 AAAAAAANANANAAR THREE M N
12|p Y 86424 999086424 11/1/1988 COINELL AISSWORTH F 0 1/15/1987 BBBBBBEBBBBBBBB FOUR F N
13D Y 86424 999086424 11/1/1988 COINELL AIISWORTH F 999787878 1/15/1988 CCCCCCCCCCCCCCC MIDDLE FIVE M N
14 |p ¥ 86424 999086424 11/1/1988 CO9NELL AISSWORTH F 999898989  1/15/1989 DD---- o MIDDLE----—--- > SIX-me - F N
15D Y 86424 999086424 11/1/1988 COINELL AISSWORTH F 999232541  1/15/1990 SEVENTY SEV SEVEN M N
16|D Y 86424 999036424 11/1/1988 COINELL AISSWORTH F 999348273 1/15/1991 EIGHTY EIGHTYEIGHT  EIGHT M N
17 |p Y 86424 999086424 11/1/1988 COINELL AISSWORTH F 999837273 1/15/1992 NINETY NINETY NINE NINE M N
18|D Y 86424 999036424 11/1/1988 COINELL AISSWORTH F 999827263 1/15/1993 HUNDRED THOUSAND TEN M N
18D Y 86424 999086424 11/1/1988 COINELL AISSWORTH F 999873827 1/15/1994 ELEVEN HUNDRED ELEVEN THOUSA ELEVEN M N
20 D Y 86424 999086424 11/1/1988 COINELL AIISWORTH F 999090723 1/15/1995 TWELVE HUNDRED TWELVE M N
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Ste Action

15 Make the appropriate adjustments to the Microsoft® Excel spreadsheet.

This process creates a .csv file so that the ACA data can be input on a template by the payroll
administrator and mass loaded into the Update/Display ACA Dependent Data screen.

These adjustments may include but are not limited to formatting the columns’ widths, the addition
and the deletion of certain rows, and entering the ACA Coverage Codes.

16 Select File = Save As = CSV (Comma delimited) (*.csv).

The following window displays:

e Q v| _» Computer » pcgenesiss (\pcg2008test) () » Export - H Search Export
|| Organize » Mew folder g= - @
| ] Recent Places 0 Name B Date modified Type Size
i
I E| @ ACADEP20151231.csv 12/31/20151116 ...  Microsoft Excel C... 2KB
9 Libraries ) k
@ % 2 ACADEP20160107.C5V 1/7/2016 9:53 AM Microsoft Excel C... TKB
ocuments \
Jz' - ACAEMP20151231.C5V 12/31/20151141 ... Microsoft Excel C... 2KB
usic
- @ ACAEMP20160107.C5V 1/7/2016 9:46 AM Microsoft Excel C... 67 KB
ct
\gl V!d Hres ] CPICRT20150928.C5V 9/28/201511:07 AM  Microsoft Excel C... 86 KB
rieos (EL] HISEXP20150624.CSV 6/24/2015130PM  Microsoft Excel C... 136 KB
@ NOPENSCD.CSV 6/4/2015 11:46 AM Microsoft Excel C... 13 KB
. Computer .
@ NOPENSION.CSV 6/24/201510:40 AM  Microsoft Excel C... 14 KB
£, Windows7_0S (C:) !
. @ PAYEXP20140922.C5V 9/22/2014 2:47 PM Microsoft Excel C... 187 KB
23 CD Drive (D)
5# scans (\\ftpmain) (H:)
2 pegenesis$ (V\peg2008help) (1)
L pegenesiss (V\pcg2008test) (J:)
o pegenesisS (\\pcg2008dev) (K)
DT A CADEP20160107. csv -
Save as type: | C5V (Comma delimited) (*.csv) ']
Authors: Diane Ochala Tags: Add atag Title: Add a title
= Hide Folders Tools - I Save I ’ Cancel I

Step  Action |

17 Verify the filename is C:\EXPORT\ACADEPCCYYMMDD.CSV where CCYYMMDD
identifies the calendar year, month and date.

18 Select (Save).
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The following dialog box displays:

e R

ACADEP20160107.C5V already exists,

Do you want to replace it?

ACADEP20160107.CSV may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the werkbock in this format?

» To keep this format, which leaves out any incompatible features, dick Yes.
+To preserve the features, dick Mo, Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

[y ] [ d ] [ uep |

20 Select (Yes).

21 Close Microsoft® Excel.

The following dialog box displays:

Do you want to save the changes you made to
'ACADEP20160107.C5V'?

I Save I [Dog'tSaue ] [ Cancel

Step Action
22 Select (Don’t Save).

The appropriate steps to save the changes to the file have already been completed.

23 Proceed to Section Procedure E: Import ACA Employee and Dependent Data from PCGenesis
Template in this document to import the Microsoft® Excel spreadsheet into PCGenesis.
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D2. ACA Dependent .CSV Data File Layout

e Each line conforms to the following comma delimited format (.csv). Each line ends with a carriage return
and line feed pair. (Line sequential format.)

o Lines without valid record ID codes are ignored. This allows the inclusion of headers and other reference
information.

The dependent ACA data is created in the export file as follows:

Column Field Additional Information
A D = Dependent Record Must be ‘D’.
B 1095-C Eligible? Must be ‘Y’ or ‘N’
C Employee ID
D Employee SSN Format 999999999
E Employee Date of Birth Information only.
F Employee First Name
G Employee Middle Name
H Employee Last Name
I Employee Gender Information only.
J Dependent SSN Format 999999999
K Dependent Date of Birth Format MM/DD/CCYY
L Dependent First Name
M Dependent Middle Name
N Dependent Last Name
@] Dependent Gender Must be ‘M’ or ‘F’.
P Dependent Relationship
Q Dependent Spouse Indicator Must be ‘Y’ or ‘N’.
R — AD | Dependent Coverage. Must be Y’ or ‘N’.

Fill in column ‘R’ if the same code
applies to all 12 months, or fill in
columns ‘S’ through ‘AD’ individually
for January through December coverage.
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Column Field Additional Information
AE — AQ | Not Applicable. Not valid for dependent (‘D’)
records.
AR - BD | Not Applicable. Not valid for dependent (‘D”)
records.
BE — BM | Miscellaneous Employee Fields — Additional fields provided for
Information Only information and sorting.
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Procedure E: Import ACA Employee and Dependent
Data from PCGenesis Template

The option to Import ACA Employee & Dependent Data from PCG Template allows the payroll
administrator to have the ability to mass load the ACA data by importing from a spreadsheet. The PCG
template can be created by using the Export ACA Employee Data and Create .CSV Template menu
option or the Export ACA Dependent Data and Create .CSV Template menu option.

The import process reads data from a .csv import file and loads the ACA data to the Update/Display
ACA Employee Data screen and/or Update/Display ACA Dependent Data screen.

When running the import process, the user selects the correct year to import. The payroll administrator
also has two options for importing dependent (‘D) records from the .csv file. The payroll administrator
may either replace all dependent information in the PCGenesis system, or the payroll administrator can
add new dependents and update only the coverage fields for existing dependents.

NOTE: When dependents are detected in the import file for an employee, PCGenesis automatically sets
the 1095-C Eligible Flag on the Update/Display ACA Employee Data screen to ‘Y’ for the employee.
A 1095-C Eligible Flag of ‘Y indicates to the system that the employee will receive an IRS form 1095-
C.

Dependents should be loaded into PCGenesis only for those employees who were covered by a health
insurance plan during the reporting year. Any full-time employee who is not offered coverage through
SHBP does not report dependent information on the 1095-C form. It is not necessary to enter any
dependent information for employees who are not offered health insurance coverage by the LUA.

For additional information about the ACA data entry screens, refer to the Personnel System Operations
Guide, Section F: Personnel Update Processing, Procedure C: ACA Employee Data and/or Procedure
D: ACA Dependent Data.

E1l. Import ACA Employee and Dependent Data Processing

1 From the Business Applications Master Menu, select 21 (F2 - Payroll System).
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The following screen displays:
1 PCGDist=6791 Rel=1504.00 01/06/2016 PCW 0Ol SV CADEVSYS CASECOND wun‘ [E=NEEAS)

Payroll System PAYHMBBAA

Haster Menu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

Annual Reports Menu
MonthlyfQuarterly}Fiscal/Biennial Reports Menu

Employee ReportsfLabels Menu

Update/Display DescriptionfDeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

UpdateDisplay Payroll Monitor

Special Functions Menu

B EEEEEE b kb

File Reorganization

Mastr | e | N I I 15.83.00

re | L5 | MoriSp | B4 | MEND

Step  Action
2 Select 4| (F4 — Annual Reports Menu).
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The following screen displays:

-
El PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wr—mmﬂu
Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

M| | | | [ | [ | [ | | | [ | | 168361

Step  Action

3 Select 3| (F5 — Import ACA Employee & Dependent Data from PCG Template).
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The following screen displays:

- — =1
=1 PCGDist=6791 Rel=15.04.00 01/07/2016 PCW 0Dl SV CADEVSYS CASECOND wmi!

Import ACA Employee & Dependent Information ACAIHP

Identify Import File from Excel

Enter the Import file Path and Hame (e.g. C:\IMPORT\FAYIHMPCCYYHMDD.C3SU)
or F18 to Brouwse for File

C:A\THPORTA\PAYIHP2 81668187 .C5U

Enter=Continue, F16=Exit

el [ [ [ [ | fee] | [ | | 150400
FIS«

Step  Action

4 Verify the path and filename have defaulted correctly as C:\
IMPORT\ACAEMPCCYYMMDD.csv, or enter the correct path and filename in the

Enter the import file path and name field , or select ll (F10 to Browse for file).

If the filename entered is incorrect, the “Invalid File Id. Correct and press ENTER to retry,
or F16 to exit.” message will be displayed. In this instance, return to Step 4 to enter the
correct information.

5 Select ¥ (Enter) to continue.
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The following screen displays:

Step

6

r B
1 PCGDist=6791 Rel=1504.00 01/07/2016 PCWOOL SV CADEVSYS CASECOND wmﬂg_lﬂlg
——— .
Import ACA Employee & Dependent Information ACAIHP

Enter W-2 year to be imported 2815

Select the desired option for loading 'D* dependent records:
* ADD NEW dependents and update COVERAGE OMLY for existing dependents
" REPLACE ALL dependent information

Enter=Continue, F16=Exit

ENTEV I

[ [ [ feef | | | [ | 150400

FIS«

" Action
Enter or verify the year (CCYY) in the Enter W-2 year to be imported field.

Based on the field’s entry, PCGenesis will create the ACA employee and dependent data for
the calendar year entered.

Select the desired option for loading ‘D’ dependent records: Select the * (Radio button) to
the left of the desired option.

Two options are available for importing the ACA dependent data:

Select REPLACE ALL dependent information to replace all dependent
information for the W-2 reporting year specified.

Select ADD NEW dependents and update COVERAGE ONLY for existing
dependents to add new dependents and update only the coverage fields for existing
dependents, for the W-2 reporting year specified.

Select E (ENTER - to continue).
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If import file errors exist, the following error screen displays:
=l .PCG Dist=6791 Rel=15.04.00 01/07/2016 PCW 001 SV CADEVSYS CASECOND wr—mmﬂlg1

Import ACA Employee & Dependent Information ACAIHP

Error({s) in Import File

Please review print file with error listing

Correct problem{s) in Excel file and recreate Import File

Enter to exit program and correct

el [ e ] ] 150400
FIS«

For successful file imports, the following screen displays:

' — B

] PCGDist=6791 Rel=15.04.00 01/07/2016 PCW 001 SV CADEVSYS CASECOND wum_@lﬂu
I——— -

Import ACA Employee & Dependent Information ACAIHP

Ho Errors in Import File

Please Review Print file

Press ENTER to load Import File

Press F16 to STOP Process

" I I ) TV I 15.04.00
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9 For import file errors: Go to the PCGenesis print queue and locate the error report.
Using the report, make the appropriate corrections to the .csv file, and repeat this procedure
beginning at Step 2.

For successful file imports: Select _"fl (Enter - continue) to load the import file.
“Processing — Please Wait” briefly displays.

The following screen displays:

_
™ PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘@lﬂu
Payroll System PAYHOOAY
FKey Annual Reports Henu

1094-C & 1095-C Options:

1| Import ADP Dependent Names, DOBs and 55Ns
2 | -- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 |-- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:

1 - - Flexible Benefits Transmission File

E

mawlbo | | | | | [ | | | | | | | | 16.83.61

eS| 145 | MoriSy | DAY | MEND

10 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

Ward=
To print the report via Microsoft® Word: Select =) (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

11 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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E2. Import Reports — Samples
E2.1 ACA Employee Import Report — with Errors

DATE 01/07/201¢ ACATMP BCAR EMPLOYEE & [OEPENDCENT IMPORT REPORT Page 3
Emp S5H Type Dep 55N Dep First Dep Last Dep DOB Error Message
5599535727 C3NOHTR DBRET3

555535727 E

555557018 BZ2T2 EZRE
555557018 E

595555821  RMSELPN BZRE
555555821 E

5595556603  HHTSI4 SZNTS
555556803 E

555532483 MAR1 S3ETIXF

555552489 E Invalid Emp Humber - MisMatch
555553288  R3RNXL JIHEHNS
585553288
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E2.2 ACA Dependent Import Report — with Errors

DLTE 01/07/201¢ ACAIMP ACR EMPLOYEE & DEPENDENT IMPORT REPORT Page 1
Emp 55H Type Dep 35H Dep First Dep Last Dep DOEB Error Message
555555430 VILTRHE FHISZ
3535355430 O 335533317 TeYLSR G FHISZ 08/30/155¢
555555430 VILTRHE FHISZ
3535355430 O 5335537221 THIZR E FHISZ 1270371552
955955430 VILTRHE FHISZ
3535355430 O 335533430 WVILTRIE FHISZ 1170571570
955955430 VILTRHE FHISZ
3535355430 O 395533235 E3W3RX C FHISZ 03715/1565
955955430 VILTRHE FHISZ
3535355430 O 5335533114 S4VINeR¥ FHISZ 1070871555
955932730  JeEX [HGERE0
353332730 O 333533€1% JICZ ¥V DHGSRE0 01/05/153%5% Mo 01: Dep cov must be 'Y' or 'H'
955552730 D 5555335619 JIC2 ¥ DHGSREO 01705719559 Mo 0Z: Dep cov must be 'Y¥' or "H'
955932730 D 995593e1% JICZ Vv DHGERE0 01/05/1555 Mo 03: Dep cov must be "Y' or 'H'
353332730 O 333533€1% JICZ ¥V DHGSRE0 01/05/153%5% Mo 04: Dep cov must be 'Y' or 'H'
955552730 D 5555335619 JIC2 ¥ DHGSREO 01705719559 Mo 05: Dep cov must be 'Y¥' or 'H'
955932730 0 995593e1% JICZ V DHGERE0 01/05/1935 Mo 0&: Dep cov must be 'Y" or 'H'
353332730 O 333533€1% JICZ ¥V DHGSRE0 01/05/153%5% Mo 07: Dep cov must be 'Y' or 'H'
955552730 D 5555335619 JIC2 ¥ DHGSREO 0170571955 Mo 08: Dep cov must be 'Y¥' or "H'
955932730 0 995593e1% JICZ V DHGERE0 01/05/15935 Mo 03: Dep cov must be "Y' or 'H'
353332730 O 333533€1% JICZ ¥V DHGSRE0 01/05/153%5% Mo 10: Dep cov must be 'Y' or 'H'
995932730 D 9393935619 JIC2 ¥ DHGERBO 01/05/1959 Mo 11: Dep cov must be 'Y¥" or 'H'
955932730 0 995593e1% JICZ V DHGERE0 01/05/15935 Mo 1Z2: Dep cov must be 'Y" or 'H'
353332730 O 333533€1% JICZ ¥V DHGSRE0 01/05/15%5% 'A11 12 MD' cov must be 'Y' or 'H'
955932730 JEHK DHGSRE0
955332730 D 355554023  BSASLY DHGERE0 12/05/2005 Mo 0l: Dep cov must be "Y' or 'H'
995932730 D 555594023 BSASLEY DHGERBO 12/05/2009 Mo 02: Dep cov must be 'Y¥" or 'H'
955932730 D 995534023  BSASLY DHGERE0 12/05/2009 Mo 03: Dep cov must be "Y' or 'H'
955332730 D 355554023  BSASLY DHGERE0 12/05/2005 Mo 04: Dep cov must be "Y' or 'H'
995932730 D 555594023 BSASLEY DHGERBO 12/05/2009 Mo 05: Dep cov must be 'Y¥" or 'H'
955952730 D 555554023 BSRALEY DHGSREO 12/05/2009 Mo 0€: Dep cov must be '¥' or 'H'
955332730 D 355554023  BSASLY DHGERE0 12/05/2005 Mo 07: Dep cov must be "Y' or 'H'
995932730 D 555594023 BSASLEY DHGERBO 12/05/2009 Mo 08: Dep cov must be 'Y" or 'H'
955952730 D 555554023 BSRALEY DHGSREO 12/05/2009 Mo 05: Dep cov must be '¥' or 'H'
955332730 D 355554023  BSASLY DHGERE0 12/05/2005 Mo 10: Dep cov must be "Y' or 'H'
995932730 D 555594023 BSASLEY DHGERBO 1270572009 Mo 11: Dep cov must be 'Y" or 'H'
955952730 D 555554023 BSRALEY DHGSREO 12/05/2009 Mo 1Z2: Dep cov must be '¥' or 'H'
955332730 0 335534023 12/08/2005 cov
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Procedure F: Print Employer Copy of 1094-C and
1095-C’s

F1. Processing Employer Copy of 1094-C and 1095-C’s

Ste Action

1 From the Business Applications Master Menu, select 21 (F2 - Payroll System).
The following screen displays:
=1 PCGDist=6791 Rel=15.04.00 01/06/2016 PCW 001 SV CADEVSYS CASECOND m&@u
Payroll System " PAYNBRBS

Master Henu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
Monthly/QuarterlyfFiscal/Biennial Reports Menu

Employee Reports{Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

B EkkEkE b kbR

File Reorganization

e | s | N I T 15.83.00

| 5 | MriSy | PO | MEND
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2 Select —4 | (F4 — Annual Reports Menu).

The following screen displays:

i e ———— k|
=1 PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND errE—lglﬂu

Payroll 3ystem PAYHBO 84
FKey Annual Reports Henu
1094-C & 1095-C Options:
1_| -- Import ADP Dependent Names, DOBs and SSNs
2 |-- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 |-- Export ACA Dependent Data and Create .CSV Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's
Other Options:
15 | -- Flexible Benefits Transmission File
e oo [ [ | [ [ [ | [ [ | [ [ | | 16.63.61

| 5 | MriSy | PAY. | MEND

3 Select 6| (F6— Print EMPLOYER Copy of 1094-C & 1095-C’s).
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The following screen displays:

_ _
[=] PCG Dist=8991 Rel=16.0400 12/22/2016 PCWOD1 SV CADEVSYS CASECOND wr—m‘ (=N
Print EWPLOYER Copy of 1894-C and 1095-C's ACAEFRP

Enter W-2 year to be selected: 2016

Select employer report option: = Print multiple employees per page

¢ Print ONE employee per page

Select 33H print option: & Print entire 55N
" Print last 4 digits of 55Ns
" Do not print 55Ms

ENTER = Continue, F16 = Exit Program 16.04_80

Step  Action
4 Enter or verify the year (CCYY) in the Enter W-2 year to be selected field.
Based on the field’s entry, PCGenesis will print the corresponding forms for the calendar
year entered.
S Select the radio button © to the left of the desired Employer report option to identify the

number of employees to print per page of the report. Select either one employee per page
or multiple employees per page for the Employer report option.

Printing one employee per page allows the payroll administrator to generate a “draft”
copy of the 1095-C statements to distribute to employees. Sending “draft” copies of the
1095-C s to employees will allow each individual to review and report any errors with
their ACA data before the final IRS 1095-C forms are generated.
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6 Select the radio button < to the left of the desired SSN print option to indicate whether
the employees’ and dependents’ social security numbers should be printed on the report.

Valid options:

e Print entire SSN
e Print last 4 digits of SSNs
e Do not print SSNs

If generating “draft” 1095-C statements to distribute to employees (see Step 5), it may be
advisable to not include social security numbers on the report.

! Select _‘fl (Enter) to continue.

The following screen displays:

i — R — ™
Bl PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wr—m_bl@l#
B e — -
PRINT 1894-C AND 1895-C's AND CREATE FILE ACAIRSEX

Enter W-2 year to be selected: 2816
Type of File Submission: Electronic
Please enter the name and phone number of the person the IRS would need to contact

regarding problems with the processing of these 1894-C and 1895-C'S.
Contact Hame W2 CONTACT NAME

Contact Telephone
Area Code 999 Exchange 555 Phone Mumber 1234 Extension 56789

Contact EMAIL W2clerk@district.k12.ga.us (Required field)

Location address 1 (Required field)
Enter the submitter®s location. For example, fAttention, Suite, Room Humber, etc.

Enter IRS AIR System TCC ID:

ENTER = Continue, F16 = Exit Program

Emv FlP% F2‘£‘ F3§ F-r Fs Fs F7|Fe ulrs’ |F1OT|F1|E|IF|2E|I | |F15QI 16.84.880
| T
Step | Action
8 Verify the year (CCYY) in the Enter W-2 year to be selected field.
9 Enter the school district/system’s 1095-C processing contact name up to twenty-seven
characters, in the Contact Name field.
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10 Enter the school district/system’s contact telephone number in the Contact Telephone
Area Code, Exchange, Phone Nmber, and Extension fields.

For example, if the telephone number was (999) 999-9999/Extension 99999, enter 999 999

9999 99999.

11 Enter the school district/system’s 1095-C processing contact E-mail address in the Contact
Email field.

12 Enter the school district/system’s location address in the Location Address field. The IRS

defines the Location Address as the submitter’s location address. For example, Attention,
Suite, Room Number, etc. are valid entries.

13 Enter the school district/system’s IRS-assigned Air System TCC ID in the field.
14 Select ﬂl (Enter) twice to continue.

Select ==& (F3 — Print this data) to obtain a screen print of the Print 1094-C and 1095-
C’s screen. The screen print file will be available in the print queue with the name
‘PSCNNnnnn’.

If warnings are found, the following screen displays:

Bl PCGDist=6791 Rel=15.04. 7/2016 ! 3 L=_|
PRINT 1094-C AND 1895-C's AND CREATE FILE ACAIRSEX

WARNINGS FOUND®* PROCESSING MAY CONTINUE, BUT REUIEW REPORTS.

Please see ERROR/UARNING report?

Press ENTER to Continue 15.84.88
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15

If warnings are found, review the Employee Counts for 1094-C Report and the Employee
Counts for 1094-C — Error Report carefully.

For employees with the same Social Security Number but multiple Employee ID
numbers, the system will attempt to merge the records in order to determine the months
that the employee worked for the school system during the calendar year. For merged
Employee ID numbers, the system will create the Employee Counts for 1094-C — Error
Report. The report should be reviewed carefully to ensure that the system counted the total
number of employees accurately for each month of the reporting year.

The following screen displays:

109

1=

=
E PCG Dist=8991 Rel=17. M(Il 02/01/2018 PCW 001 SV CADEVSYS CMSECOND w
PRINT 1894-C AND 1895-C's AND CREATE FILE ACAIRSEX
(| W-2 YEAR: 2816
1894-GC, PART III, COL A 1894-C, PART III, COL B 1894-C, PART III, COL C 1894%C, PART III, COL E
MINIMUM ESSENTIAL OFFER TOTAL FULL-TIME EWP3 TOTAL EHWP GOUNT (NO LONGER APPLIGCABLE)
CALCED OVERRIDE CALCED OVERRIDE
JAN h 4 324 324 422 428
FEB h 4 325 325 425 423
(IHAR h 4 324 324 425 423
APR h 4 325 325 429 427
MAY h 4 322 322 432 438
JUN ¥ 323 323 375 375
JUL ¥ 323 323 378 377
AUG ¥ 319 319 416 414
SEP ¥ 361 361 422 4208
0cT ¥ 335 335 432 4308
NOU ¥ au2 342 432 431
DEC ¥ au2 342 434 433

TOTAL 1895-C FORKWS PRIMTED: 385
TOTAL 1895-C FORKWS FILED OM BEHALF OF EMPLOYER: 385

4-C, PART II, LIMNE 22

A. QUALIFYING OFFER METHOD

B. RESERUED (MO LONGER APPLICABLE)
C. RESERUED (MO LONGER APPLICABLE)
D. 98% OFFER METHOD

*xx%% The Override Totals will be printed on the final IRS forms x*xx*

, F17 = Copy Calced Totals to Override Totals, F16 = Exit Program

F7 Fa u Fs, FmTanE' IF12E|I IF15Q 17.84.88

@Bl | | [ Heo |
Step  Action
16 Once the PCGenesis system calculates and reports the 1094-C Total Employee Counts

and the Full Time Employee Counts, the Print 1094-C and 1095-C’s Screen is displayed
as shown above. This screen displays the system calculated totals and allows the payroll
administrator to override these totals based upon supplementary considerations. The
screen also allows the payroll administrator to enter any transition relief indicators that the
IRS has qualified the district/system to use.

Please note: The override totals entered on this screen will be printed on the final 1094-C
forms and included on the electronic media submitted to the IRS.
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17 1094-C, Part 111, Col A: Minimum Essential Offer (January through December):
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.
Valid values:

Y The employer offered minimum essential coverage to at least 95% of its full-time
employees and their dependents for the month specified.

N The employer did not offer minimum essential coverage to at least 95% of its full-
time employee and their dependents for the month specified.

B Both the Y (Yes) and N (No) options apply.

Please note: The codes entered on this screen will be printed on the final 1094-C forms
and included on the electronic media submitted to the IRS.

18 1094-C, Part 111, Col B: Total Full-Time Employees — Calced (Calculated) (January
through December):

These are non-modifiable, protected fields.

The Full Time Employee Count adds up the number of employees with the 1095-C
Eligible field set to “Y’. To calculate the Full Time Employee Count by month, the
system must subtract any employee with the ACA Safe Harbor Code set as follows:

2A — Employee not employed during the month

2B — Employee was employed, but not full-time during the month

2D — Employee was in a limited non-assessment period (measurement period)
during the month

IRS regulations state that the full-time employee count should, “not count any employee in
a Limited Non-Assessment Period”. Also, the full-time employee count should not include
any employee not employed during the month, and should not include any employee who
was employed, but was not full time. Therefore, after the system determines the total
number of 1095-C eligible employees, the system will examine the employees” ACA Safe
Harbor Code for each month and subtract any employee with a 2A, 2B, or 2D in that
field. The Employee Counts for 1094-C Report will print the calculation results on the last
page of the report.
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19 1094-C, Part 111, Col B: Total Full-Time Employees — Override (January through
December):

Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.

This screen displays the system calculated totals and allows the payroll administrator to
override these totals based upon supplementary considerations.

The override totals will be saved so that they are redisplayed and available upon
subsequent executions of the program. If any ACA employee or dependent data has been
changed since the last program execution, the override values may need to be modified and
reconsidered. The payroll administrator should carefully review the override values every
time the program is run. The F17 function is available to copy the system calculated totals
back over to the override totals, if necessary.

Please note: The override totals entered on this screen will be printed on the final 1094-C
forms and included on the electronic media submitted to the IRS.

=
Select (F17 — Copy Data) to copy the system-calculated totals to the override totals.
This may be required when changes are made to the employee ACA data subsequent to the
last time the employer or employee 1095-C forms were printed.

20 1094-C, Part 111, Col C: Total Employee Count — Calced (Calculated) (January
through December):

These are non-modifiable, protected fields.

The PCGenesis system tallies the number of total employees who work on the first day of
each month of the calendar year. PCGenesis calculates the Total Employee Count based
upon active and terminated employees’ Hire Dates, Termination Dates, and Rehire
Dates. Inactive employees are not considered in this tally because many districts
inactivate employees instead of terminating their employees which causes inaccurate
employee counts. The Employee Counts for 1094-C Report illustrates per employee how
the system utilizes the Hire Date, Termination Date, and Rehire Date to determine
which months of the year the employee was employed; this report should be reviewed
carefully.

For employees with the same Social Security Number but multiple Employee ID
numbers, the system will attempt to merge the records in order to determine the months
that the employee worked for the school system during the calendar year. For merged
Employee ID numbers, the system will create the Employee Counts for 1094-C — Error
Report as shown in Section F2.1 Employee Counts for 1094-C — Error Report.
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21 1094-C, Part 111, Col C: Total Employee Count — Override (January through
December):

Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.

This screen displays the system calculated totals and allows the payroll administrator to
override these totals based upon supplementary considerations.

The override totals will be saved so that they are redisplayed and available upon
subsequent executions of the program. If any ACA employee or dependent data has been
changed since the last program execution, the override values may need to be modified and
reconsidered. The payroll administrator should carefully review the override values every
time the program is run. The F17 function is available to copy the system calculated totals
back over to the override totals, if necessary.

Please note: The override totals entered on this screen will be printed on the final 1094-C
forms and included on the electronic media submitted to the IRS.

=
Select (F17 — Copy Data) to copy the system-calculated totals to the override totals.
This may be required when changes are made to the employee ACA data subsequent to the
last time the employer or employee 1095-C forms were printed.

22 1094-C, Part 111, Col E: Section 4980H Indicator (January through December):
Reserved (No longer applicable)

For calendar year 2017, on Form 1094-C, line 22, box C is now designated as Reserved
(No longer applicable). No section 4980H transition relief is available for 2017.

23 Total 1095-C Forms Printed:
This is a non-modifiable, protected field.
The system calculates the total number of Forms 1095-C submitted with this transmittal.

This number will be printed on 1094-C, Part I, Line 18: Total number of Forms 1095-
C submitted with this transmittal.
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24 Total 1095-C Forms Printed on Behalf of Employer:
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.

This screen allows the user to input the total number of 1095-C forms printed on behalf of
the employer. For example, if another third party prints some or all of the employer’s
1095-C forms, the total number of forms submitted on behalf of the employer is entered in
this field.

This number will be printed on 1094-C, Part |1, Line 20: Total number of Forms 1095-
C filed by and/or on behalf of ALE Member.

Please note: The total number of forms printed on behalf of the employer, entered on this
screen, will be printed on the final 1094-C forms and included on the electronic media
submitted to the IRS.

25 1094-C, Part 11, Line 22: Box A. Qualifying Offer Method:
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.
Valid values:

Y Enter ‘Y’ if the employer is eligible to use and is using the Qualifying Offer
Method to report the information on Form 1095-C for one or more full-time
employees.

N Enter ‘N’ if the employer is not eligible to use the Qualifying Offer Method to
report the information on Form 1095-C.

26 1094-C, Part 11, Line 22: Box D. 98% Offer Method:
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.
Valid values:

Y Enter ‘Y’ if the employer is eligible for and is using the 98% Offer Method.
N Enter ‘N’ if the employer is not eligible to use the 98% Offer Method.

EMTER
21 Select _{' (Enter) twice to continue.

Select (F3 — Print this data) to obtain a screen print of the Print 1094-C and 1095-
C’s screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

=
Select (F17 — Copy Data) to copy the system-calculated totals to the override totals.
This may be required when changes are made to the employee ACA data subsequent to the
last time the employer or employee 1095-C forms were printed.
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The following screen displays:

- _
] PCG Dist=8991 Rel=160400 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘@éﬂ
Payroll System PAYMBO8L
FKey Annual Reports Henu
1094-C & 1095-C Options:
1 | -- Import ADP Dependent Names, DOBs and S5Ns
2 | -- Compare ACA Dependents for Two Years
3|-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

15 |

| | | | 16.083.01

28 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

WaordZ
To print the report via Microsoft® Word: Select S (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

29 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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F2. Employer 1094-C and 1095-C Reports — Samples
F2.1 Employee Counts for 1094-C — Error Report

BEPORT ID: ACATRSEX-ER EMPLOYEE COUNTS FOR 1034-C -- ERROR REPORT PAGE: 1
EEPORT DRTE: 04/04/2015 EERORTING YERR: 2015
EMPLOYEES LEE MERGED: 12845 OTHER. = 012771 WABNING, RECORDS MERGED
EMPIOYEES LARE MERGED: 12554 OTHER. = 011535 WARNING, RECORDS MERGED
ILLEGAL 55N FOR DEPENDENT 34000038& OF EMPLOYEE EMENO: 83423 ERROE MUST BE RESOLVED
TLLEGAT. 55N FOR DEPENDENT 540000587 OF EMPLOYEE EMEPNO - 83423 ERROR MUST BE RESOLVED
EMP SELECIED FOR 1035-C EUT OFFER OF COVERAGE COLDE IS MISSING EMPNO: 074 ERROR MUST EE RESOLVED
EMP SELECIED FOR 1055-C BUT OFFER OF COVERAGE COLDE IS MISSING EMENO: 2078 ERROR MUST BE RESOLVED
ILLEGRL 55N FOR EMPLOYEE EMENO: 83425 ERROE MUST BE RESOLVED
EMPLOYEE BEYPASSED BUT ACRI0S5C RECORD EMNISTS. REVIEW PERSONNEL DATR EMPNO: B774Z ERROE MUST BE RESOLVED
ILLEGRL E5N FOR DEPENDENT 535083427 OF EMPLOYEE EMPNO: 23427 ERROR MUST EE RESOLVED
ILLEGRL SS5N FOR DEPENDENT 340001130 OF EMPLOYEE EMEND: 23427 ERROR MUST BE RESOLVED
ILLEGAL 55N FOR DEPENDENT 540001131 OF EMPLOYEE EMENO: 23427 ERROE MUST BE RESOLVED
TLLEGRT. 55N FOR DEPENDENT 540001132 OF EMPLOYEE EMEPNO - 83427 ERROR MUST BE RESOLVED
ILLEGRL E5N FOR EMPLOYEE EMPNO: 23427 ERROR MUST EE RESOLVED

NOTE: The error message “Employee bypassed but ACA1095C record exists. Review Personnel Data
EMPNO.” is printed when an employee’s 1095-C Eligible Flag has been set to “Y” on the
Update/Display ACA Employee Data screen, but the employee’s hire, re-hire, and/or termination date
indicate that this employee did not work during the calendar year. The payroll administrator should
review the hire/termination dates for the employee when this error occurs. If the employee hasn’t
worked during the year, the 1095-C Eligible Flag should be set to ‘N’.
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F2.2 Employee Counts for 1094-C

PEFORT ID: ACAIRSEX
BEPORT DATE: OLlf1l1l7Z015 15:21

EMPLOYEE COUNTS FOR 1054-C
EBASED ON FIRST DAY OF THE MONTH

ENP NO SEN NAME JAN  FEB Map  APR  MAY JUN JUL
STAT CLASS HIPE DATE TEPRI DATE PEHIEE DT
S5300 223-08-5300 LALSITER, ALSO T T T T T T T
A 11 £/0172014
S6301 253-08-5301 CH4MPION, TE4FPLE T T
A 11 S/017201%
S6302 223-08-5302 PAZRA, STINET T T T T T T T
A 11 S/0172014
26306 323-08-5305 JATOE, THTD T T T T T T T
A 11 £/01/72012
26307 223-02-532307 EOENIE, TOSISHA T T T T T T T
A oz £/01/72010
S5303 223-08-5302 PA4LS0ON, TO4IE
A 11 S/017201%
S6310 229-08-5310 BMIZL, LUZIEN
A 30 S/017201%
S6314 259-08-5314 DETNY, CHTVNCE T T T T T T T
A oz 70172012
$6317 299-08-5317 MI4IN, S24D7 T T T T T T T
A oz 70172012
GRAND TOTALS 421 421 4zZ0 420 233 331 337
133 13z 1zz 133 1zz 144 144
1094-C, PART III, COL C TOTAL EMP COUNT £54 553 £5z 553 LEZE 535 LS4l
TOTAL 1035-C FORMS 11
TOTAL SAFE HAFEOR ZA, ZE, ED z z z 1 1 1 1
1024-C, PART III, COL B FULL-TINE EMP COTUNT El El El 0 0 0 i

NOTE: The totals showm abowe do NOT reflect amy owverride walues entered during program execution.
the 1094-C will reflect amy overrides entered by the payroll administrator during processing. This report reflects totals

430
144

£74

o

1l

SEP

432
15z

L84

o

11

ocT

434
1s0

L34

o

1l

now

434
10

L34

o

11

PAGE: 13
REPORTING TEAR: ZOLE

LEC

434
1s0

L34

o

1l

PART

PART

PART

PART

FOLL 10325

PART

PART

FOLL 10325

FOLL 10325

FUOLL CLAZSS
PART CLAZSS

TOTAL EMP

Instead, the EMPLOYEER copy of

CALCULATED by the system based wpon employee hire, rehire, and termination dates, and the employes 1095-C data available in PCOG.
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F2.3 Employer 1094-C and 1095-C’s Report

EEPCORT ID: ACAI0SSR EMPLOYER 10%4-C AND 10%85-C'S PRGE: 1
REPCRT DATE: 09/16/2015 14:54 EEPORTING YERR: 2015
1094-C, PART I:

NAME OF ALE MEMEER: SMITH CITY BOARD OF EDUCATION EMPLOYER EIN: 58-6000267

STREET ADDRESS: 102 MAIN STREET

CITY OR TOWH: SMITH STATE: GA ZIP: 33333

WEME OF CONTRCT: W2 CONTACT NAME CONTRCT PHONE NUMBER: 993-555-5555 X 6789

TOTAL 1085-C WITH THIS TRANSMITTAL: 00003

1094-C, PART II:
AUTHORITATIVE TRANSMITTAL?: YES

TOTAL NUMEBER OF FORMS 1095-C FILED BY AND/OR ON BEHALF OF EMPLOYER: 00003

I5 EMPLOYER A MEMBER OF AN AGGREGATED ALE GROUF?: NO

CERTIFICATION OF ELIGIBILITY: A. QUALIFYING OFFER METHOD: RO E. QUALIFYING OFFER METHOD TRANSITION RELIEF: NO
C. SECTION 4920H TRANSITION RELIEF: NO D. %8% OFFER METHOD: jule]
EART III: (2) MINIMUM ESSENTIAL (b) FULL-TIME EMPLOYEE COUNT (c) TOTAL EMPLOYEE COUNT (e) SECTION 4580h TRANSITION
COVERRGE OFFER RELIEF INDICATCR
ALL 12 MONTHS YES
JAN 2 427
FEB 2 430
MRR 2 430
LFR 2 430
MRY 2 430
JUN 2 430
JUL 2 430
RUG 3 431
SEP 3 431
OCT 3 431
ROV 3 431
DEC 2 431
EEPCORT ID: ACRIOSSR EMPLOYER 10%4-C AND 1085-C'S FAGE: 2
REPORT DATE: 09/16/2015 14:54 EEPORTING YEAR: 2015
EMPNO: 87742 S55N: 999-08-7742 NARME: AB3EU, MO3TY ADDR: 3282 MAIN STREET
SMITH GA 33333
ALL 12 MO JEN FEB MZR BFR MRY JUN JUL ROG SEP OCT ROV DEC
14 OFFER OF COVERAGE 1H 1H 1H 1H 1H 1H 1H 1E 1E 1E 1E 1E
15 EE SHARE OF LOWEST PREM 53.02 53.02 53.02 53.02 53.02
16 SEC 4%80H SAFE HARBOR s 2R 2R Zh Zh s 2D
PART III COVERED INDIVDUALS: 55N BIRTH DATE ALL 12 MO JAN FEE MAR APR MAY JUN JUL AODG SEP OCT HNOV DEC
AB3IE0-——-—————————- >, FIRST--- 995-12-3456 u u o) u u u u u Y Y Y Y
AB3IE0-——-—————————- >, DAUGHTER 9995-23-4567 u u o) u u u u u Y Y Y Y
EMPNO: 388542 S55N: 999-08-5555 NRME: AB3EU, ET3AN ADDR: 2087 MAIN STREET
SMITH GA 33333
BLL 12 MO JEN FEB MEE BFR MRY JUN JUL ROG SEP OCT joing DEC
14 OFFER OF COVERAGE 1E

15 EE SHARE OF LOWEST PREM 53.02
16 SEC 45%80H SAFE HARBOR

PART III COVERED INDIVDUALS: 55N BIRTH DATE ALL 12 MO JAN FEE MAR APR MAY JUN JUL AODG SEP OCT HNOV DEC
- 888-12-3456 01/01/1954 Y
ABJIED-——-—————————- >, MARK---- 888-23-0456 06/01/2015 o) o) N H o) Y Y Y Y Y Y Y
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Procedure G: Print Employee 1095-C’s and Create
File

G1. Supported IRS Forms for 1095-C

Unlike the W-2 process, PCGenesis will require pre-printed 1095-C forms. For 2018 PCGenesis will
only support non-self-seal forms.

PCGenesis will support the IRS portrait format for the 1095-C form. Please refer to Appendix A:
Supported 1095-C Form — Example to see an example of the 1095-C that PCGenesis will support.

School districts should contact their forms vendor and purchase pre-printed 1095-C forms. When
ordering forms, please be sure to order the exact forms as described above.

If the Electronic File Transmission Status is returned as Accepted with errors:

If an electronic file is “Accepted with Errors” by the IRS, then landscape 1095-C paper correction
forms must be mailed to the IRS to fix the data.

The possibility exists that the IRS could return a receipt status of “Accepted with Errors” for the ACA
Transmission File. In this case, the majority of the ACA Transmission File records have been accepted
by the IRS with no errors. However, errors do exist on a subset of the records submitted to the IRS.
When an ACA Transmission File is “Accepted with Errors”, the IRS provides an Acknowledge Error
File with a list of the Transmission File record numbers and the corresponding error messages
associated with each record number. In this case, 1095-C paper correction forms must be sent to the IRS
to fix the data.

For paper filing to the tax agency, the IRS requires landscape 1095-C forms which PCGenesis does not
support. Therefore, correction 1095-C landscape forms must be filled in manually by going to the IRS
link shown below. This link will allow the user to manually type in the data on-line and then print the
pdf file. Since there should be very few forms that need to be corrected, filling out landscape 1095-C
forms manually is the quickest way to meet the IRS requirements and deadlines and come into
compliance.

https://www.irs.gov/pub/irs-pdf/f1095c¢.pdf

Any correction must be sent to the IRS via paper landscape 1095-C forms. Filing corrections requires a
paper 1094-C transmission form as well. The employer will be responsible for manually filling out the
1094-C form. PCGenesis recommends the IRS landscape format for the 1094-C transmission form.
Please note that the IRS form 1094-C contains 3 separate pages.
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G2. Processing Employee Copy of 1095-C’s and Creating the ACA
Transmission File

NOTE: PCGenesis REQUIRES electronic filing to the IRS!!

1 From the Business Applications Master Menu, select _2 ] (F2 - Payroll System).
The following screen displays:
P71 PCGDist=6791 Rel=150400 01/06/2016 PCW 001 SV CADEVSYS c\seoounw
Payroll System PAYHOBBA
FKey Master Henu I

-- Payroll Setup Menu
-- Payroll Update Menu
-- Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
-- Monthly/QuarterlyfFiscal/Biennial Reports Menu

-- Employee Reports{Labels Menu

-- Update/Display DescriptionfDeductionfAinnuity Menu
-- Earnings History Menu

-- Check Reconciliation Menu

-- Update/Display Payroll Monitor

-- Special Functions Menu

e

-- File Reorganization

Mastr | i | N I [ I 15.63.00
| 5 | 5[ PAr [ YENR

Step  Action
2 Select —4_| (F4 — Annual Reports Menu).
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The following screen displays:

' ™Y
El PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘glﬂu
Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

M| | | | [ | [ | [ | | | [ | | 168361

Step  Action
3 Select 7 | (F7— Print 1094-C & Employee 1095-C’s & Create File).
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The following screen displays:

Step

4

' — — — ™
=1 PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND w_@l@lg
Print 1895-C's and Create File ACAEMPP

Enter W-2 year to be selected: 2816

Select 1895-C option: = Print forms and create electronic media

" Print forms only

" Create electronic media only

ENTER = Continue, F16 = Exit Program 16.04_80

" Action |
Enter or verify the year (CCYY) in the Enter W-2 year to be selected field.

Based on the field’s entry, PCGenesis will print the corresponding forms for the calendar
year entered.

Select the radio button  to the right of Select 1095-C option to identify what to print or
create.

Three options are available:

e Print forms and create electronic media
e Print forms only
e Create electronic media only

The 1095-C option allows users to create the 1095-C electronic files without requiring that
the 1095-C forms be printed.

Note: If the radio button for Print forms and create electronic media option is selected,
the PCGenesis system will automatically create an Original ACA Transmission File to send
to the IRS.

Select Enter (Continue).
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If the radio button for Create electronic media only has been selected, the following screen displays:

Step

_ _
=1 PCG Dist=8991 Rel=16.0101 05;12;2015 PCWOO1 SV CADEVSYS CASECOND WHITE \ =5

Pr1nt 1895-C's and Create File ACAENPP

Select 1895-C option: ¢ Print forms and create electionic media
 Print forms only

{¥ Create electronic media only

& Original file. Mo IRS Receipt ID on file_
" Replacement file. IRS Receipt ID on file but XML file REJECTED by IRS

W-2 YEAR: 2815

ENTER = Continue, F16 = Exit Program 16.02 .80

\ Action

Select the desired radio button # to choose the type of ACA Transmission File to create.

Two options are available:
e Original file. No IRS Receipt ID on file
e Replacement file. IRS Receipt ID on file but XML file REJECTED by IRS

The option to generate an Original ACA Transmission File should only be used if the user
has not already submitted a transmission file to the IRS and received an IRS Receipt ID.

If the user has already submitted a transmission file to the IRS, and if that file was Rejected,
then the user must select the radio button for Replacement File. Rejected files are
corrected by creating a replacement file.

Note: If the radio button for the Replacement file option is selected, the PCGenesis system
will automatically create a Replacement ACA Transmission File to send to the IRS.

Verify that the W-2 Year field reflects the correct reporting year.

Select Enter (Continue).
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If the user is trying to create an Original ACA Transmission File and if an IRS Receipt ID is already on
file, the system will display an error screen indicating that the user may not create another Original ACA
Transmission File. One and only one IRS Receipt ID may be obtained for an Original ACA
Transmission File from the IRS. The PCGenesis system automatically reads the IRS ACA Receipts File
to determine if an IRS Receipt ID has been entered by the user. Refer to Procedure H: Maintain IRS
ACA Receipts in this document for more information on maintaining IRS ACA receipt information.

The following screen displays if the user is trying to create an Original ACA Transmission File and if an
IRS Receipt ID is already on file:

' ——— Sy ™
] PCGDist=8991 Rel=1604.00 12/22/2016 PCWOOLl SV CADEVSYS CASECOND WHITE [EEREERr
ACAEHPP

Print 1895-C's and Create File

ERROR - AM ORIGIMAL XML FILE HAS ALREADY BEEN SUBMITTED TO THE IRS FOR YEAR 2815.

IF PRIMTING 1895-C FORMS, SELECT °PRINT FORMS OMLY".

IF GEMERATING THE IRS TRAMSMISSION FILE, SELECT °"CREATE ELECTROMIC MEDIA OHNLY'
AND CHOOSE °“REPLACEMENT FILE".

PRESS ENTER KEY TO CONTINUE PROGRAM

9 If the user is trying to create an Original ACA Transmission File and if an IRS Receipt ID
is already on file:

An error screen will be displayed indicating that the PCGenesis system has already created
an Original ACA Transmission File. In this case, select Enter and restart the procedure at

Step 1.
To print 1095-C forms only, select the radio button for Print forms only in Step 5.

To generate the IRS Transmission File only, select the radio button for Create electronic
media only in Step 5.

Refer to Procedure H: Maintain IRS ACA Receipts in this document for more information
on maintaining IRS ACA receipt information.

10 Select Enter (Continue). Repeat this procedures starting at Step 1.
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If the user is trying to create a Replacement ACA Transmission File and if there is not an IRS Receipt
ID on file with a Rejected status, the system will display an error screen indicating that an IRS XML
file cannot be found. Refer to Procedure H: Maintain IRS ACA Receipts in this document for more
information on maintaining IRS ACA receipt information.

The PCGenesis system automatically reads the IRS ACA Receipts File to determine if an IRS Receipt
ID has been entered by the user and if the status of that receipt ID has been set to Rejected.

There may be numerous reasons that an ACA Transmission File might be rejected by the IRS:

e There was nothing in the file that was delivered to IRS. The transmission file may be empty.

e The district’s TCC ID is invalid for ACA

e The district’s TCC ID did not pass the test scenario

e The transmission file became corrupted after PCGenesis generation
Note: Any attempt to edit the ACA Transmission Files, will cause the files to become corrupted
and rejected by the IRS.

The following screen displays if the user is trying to create a Replacement ACA Transmission File and
if there is not an IRS Receipt ID on file with a Rejected status:

El PCGDist=8991 Rel=16.01.01 05/12/2016 PCW 001 SV CADEVSYS CASECOND WHITE l':' (o e
ACAEMPP

Print 1895-C's and Create File

ERROR - COULD HOT FIND VALID IRS XML FILE

PRESS ENTER KEY TD COWTINUE PROGRAH
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Ste Action

11 If the user is trying to create a Replacement ACA Transmission File and if there is not an IRS
Receipt ID on file with a Rejected status:

An error screen will be displayed indicating that the PCGenesis system cannot find a
Rejected ACA Transmission File. In this case, select Enter and restart the procedure at Step
1.

Refer to Procedure H: Maintain IRS ACA Receipts in this document for more information
on maintaining IRS ACA receipt information.

12 Select Enter (Continue).

If the user has selected the option to create a Replacement ACA Transmission File and if there is an
IRS Receipt ID on file with a Rejected status, the system will display the following verification screen:

' —
=] PCGDist=8991 Rel=15.01.01 05/12/2016 PCW 001 SV CADEVSYS CASECOND WHITE ‘ [
-  —
Print 1895-C's and Create File ACAEWPP

REPLACEMENT OF
Selected IRS XML File

W-2 YEAR: 2815 IRS Receipt ID: 1895C-16-12345678 IRS Receipt Status: R

IRS XML File Selected:
1894C_Request_ABCDE_26168511TAB47176882 .xnl

HOTE: Please review this screen and verify that this is the XML file that you are
correcting or replacing. It is wery important to select the correct file
for processing. If the correct file is not displayed, please contact the
Help Desk for assistance.

When REPLACING the XML file, the system selects the oldest REJECTED file
on record.

ENTER = Continue, F16 = Exit Program 16.82.00
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Action

If the user has selected the option to create a Replacement ACA Transmission File and if there
is an IRS Receipt ID on file with a Rejected status:

The user should review the confirmation screen carefully and verify that the correct XML
file is displayed that is to be replaced. It is very important to select the correct file for
processing.

Note: When replacing the ACA Transmission File, the system selects the oldest Rejected
file on record. This is necessary per IRS instructions.

If the information is incorrect, contact the Technology Management Customer Support
Center for assistance.

14

Select Enter (Continue).

If no errors are encountered, the following screen displays:

H
E] PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND WHITE - E|L
- —— L s — — . ——— T i ————

PRINT 1894-C AND 1895-C°s AND CREATE FILE ACAIRSEX

Enter W-2 year to be selected: 2815

Type of File Submission: Electronic

Please enter the name and phone number of the person the IR5S would need to contact
regarding problems with the processing of these 1894-C and 1095-C'S.
Contact Hame ANNE C HARRISOHN

Contact Telephone
firea Code 786 Exchange 468 Phone Humber 6358 Extension 163

Contact EMAIL aharrison@jasper.k12.ga.us {Required field}

Location address FIHAHNCE DEPARTHEHNT {Required field}
Enter the submitter®s location. For example, Attention, Suite, Room Humber, etc.

Enter IRS AIR System TCC ID: BB76Y

ENTER = Continue, F16 = Exit Program

MV Fl’% Fz‘% F3§ F» FS FS F7|F8 uIFs, |F|OT|F11E|IF12E|I | |F15QI 16.84.00
e Bl ] [ | [ | Help

Step  Action

15

Verify the year (CCYY) in the Enter W-2 year to be selected field.

16

Enter the school district/system’s 1095-C processing contact name up to twenty-seven
characters, in the Contact Name field.
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17 Enter the school district/system’s contact telephone number in the Contact Telephone
Area Code, Exchange, Phone Nmber, and Extension fields.
For example, if the telephone number was (999) 999-9999/Extension 99999, enter 999 999
9999 99999.

18 Enter the school district/system’s 1095-C processing contact E-mail address in the Contact
Email field.

19 Enter the school district/system’s location address in the Location Address field. The IRS
defines the Location Address as the submitter’s location address. For example, Attention,
Suite, Room Number, etc. are valid entries.

20 Enter the IRS Air System TCC ID.
Refer to Procedure I: Electronic Media Processing, 11. Applying for a TCC ID for the IRS
AIR System in this document for more information.

21 Select E (Enter) twice to continue.
Select r= & (F3 — Print this data) to obtain a screen print of the Print 1094-C and 1095-
C’s screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

If warnings are found, the following screen displays:

H-.
El PCGDist=6791 Rel=15.04.00 01/07/2016 ; a _ 28 .-

PRINT 1694-C AND 10695-C's AND CREATE FILE ACAIRSEX
WARNINGS FOUND* PROCESSING MAY CONTINUE, BUT REUIEW REPORTS.

Please see ERROR/UARNING report?

Press ENTER to Continue 15.84_ 88

-
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22 If warnings are found, review the Employee Counts for 1094-C Report and the Employee
Counts for 1094-C — Error Report carefully.

For employees with the same Social Security Number but multiple Employee ID
numbers, the system will attempt to merge the records in order to determine the months
that the employee worked for the school system during the calendar year. For merged
Employee ID numbers, the system will create the Employee Counts for 1094-C — Error
Report. The report should be reviewed carefully to ensure that the system counted the total
number of employees accurately for each month of the reporting year.

The following screen displays:

[ PCGDist=8991 Rel=17.0400 02/01/2018 PCW 001 SV CADEVSYS CASECOND WHITE [E=REERSC
PRINT 1894-C AND 1895-C's AND CREATE FILE ACATRSEX
W-2 YEAR: 2816
1894-C, PART 111, COL A 1894-C, PART III, COL B 1894-C, PART III, COL C 1894-C, PART III, COL E
MINIMUM ESSENTIAL OFFER  TOTAL FULL-TIHE EMPS TOTAL EHP COUNT (NO LONGER APPLICABLE)
CALCED OVERRIDE CALCED OVERRIDE
JAN v 324 324 422 420
FEB ¥ 325 325 425 123
AR ¥ 324 324 425 423
APR ¥ 325 325 429 27
HAY ¥ 322 322 432 438
JUN ¥ 323 323 375 375
JuL ¥ 323 323 378 377
AuE ¥ 319 319 416 41y
SEP ¥ 361 361 422 420
ocT ¥ 335 335 432 430
oY ¥ 3n2 3u2 432 431
DEC ¥ 3n2 3u2 434 133
TOTAL 1895-C FORHS PRINTED: 385
TOTAL 1895-C FORMS FILED ON BEHALF OF EMPLOYER: _ 385
1894-C, PART 11, LINE 22

¥

A. QUALIFYING OFFER HMETHOD

B. RESERUED (NHO LONGER APPLICABLE)
C. RESERUVED (NHO LONGER APPLICABLE)

N D. 98% OFFER HETHOD

*xx%% The Override Totals will be printed on the final IRS forms x*xx*

ENTER = Continue, F17 = Copy Calced Totals to Override Totals, F16 = Exit Program

Emv Fl’% FZ‘% F3§ F-r F5 Fs F7|F8 uIFs, |F1OT|F1|E|IF|2E|I | |F15QI 17.94.00
|®lBol 0] [ [ | | Help -
Step  Action
23 Once the PCGenesis system calculates and reports the 1094-C Total Employee Counts

and the Full Time Employee Counts, the Print 1094-C and 1095-C’s Screen is displayed
as shown above. This screen displays the system calculated totals and allows the payroll
administrator to override these totals based upon supplementary considerations. The
screen also allows the payroll administrator to enter any transition relief indicators that the
IRS has qualified the district/system to use.

Please note: The override totals entered on this screen will be printed on the final 1094-C
forms and included on the electronic media submitted to the IRS.
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24 1094-C, Part 111, Col A: Minimum Essential Offer (January through December):
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.
Valid values:

N The employer offered minimum essential coverage to at least 95% of its full-time
employees and their dependents for the month specified.

O The employer did not offer minimum essential coverage to at least 95% of its full-
time employee and their dependents for the month specified.

B Both the Y (Yes) and N (No) options apply.

Please note: The codes entered on this screen will be printed on the final 1094-C forms
and included on the electronic media submitted to the IRS.

25 1094-C, Part 111, Col B: Total Full-Time Employees — Calced (Calculated) (January
through December):

These are non-modifiable, protected fields.

The Full Time Employee Count adds up the number of employees with the 1095-C
Eligible field set to “Y’. To calculate the Full Time Employee Count by month, the
system must subtract any employee with the ACA Safe Harbor Code set as follows:

2A — Employee not employed during the month

2B — Employee was employed, but not full-time during the month

2D — Employee was in a limited non-assessment period (measurement period)
during the month

IRS regulations state that the full-time employee count should, “not count any employee in
a Limited Non-Assessment Period”. Also, the full-time employee count should not include
any employee not employed during the month, and should not include any employee who
was employed, but was not full time. Therefore, after the system determines the total
number of 1095-C eligible employees, the system will examine the employees” ACA Safe
Harbor Code for each month and subtract any employee with a 2A, 2B, or 2D in that
field. The Employee Counts for 1094-C Report will print the calculation results on the last
page of the report.
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26 1094-C, Part 111, Col B: Total Full-Time Employees — Override (January through
December):

Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.

This screen displays the system calculated totals and allows the payroll administrator to
override these totals based upon supplementary considerations.

The override totals will be saved so that they are redisplayed and available upon
subsequent executions of the program. If any ACA employee or dependent data has been
changed since the last program execution, the override values may need to be modified and
reconsidered. The payroll administrator should carefully review the override values every
time the program is run. The F17 function is available to copy the system calculated totals
back over to the override totals, if necessary.

Please note: The override totals entered on this screen will be printed on the final 1094-C
forms and included on the electronic media submitted to the IRS.

=
Select (F17 — Copy Data) to copy the system-calculated totals to the override totals.
This may be required when changes are made to the employee ACA data subsequent to the
last time the employer or employee 1095-C forms were printed.

27 1094-C, Part 111, Col C: Total Employee Count — Calced (Calculated) (January
through December):

These are non-modifiable, protected fields.

The PCGenesis system tallies the number of total employees who work on the first day of
each month of the calendar year. PCGenesis calculates the Total Employee Count based
upon active and terminated employees’ Hire Dates, Termination Dates, and Rehire
Dates. Inactive employees are not considered in this tally because many districts
inactivate employees instead of terminating their employees which causes inaccurate
employee counts. The Employee Counts for 1094-C Report illustrates per employee how
the system utilizes the Hire Date, Termination Date, and Rehire Date to determine
which months of the year the employee was employed; this report should be reviewed
carefully.

For employees with the same Social Security Number but multiple Employee ID
numbers, the system will attempt to merge the records in order to determine the months
that the employee worked for the school system during the calendar year. For merged
Employee ID numbers, the system will create the Employee Counts for 1094-C — Error
Report as shown in Section F2.1 Employee Counts for 1094-C — Error Report.
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28 1094-C, Part 111, Col C: Total Employee Count — Override (January through
December):

Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.

This screen displays the system calculated totals and allows the payroll administrator to
override these totals based upon supplementary considerations.

The override totals will be saved so that they are redisplayed and available upon
subsequent executions of the program. If any ACA employee or dependent data has been
changed since the last program execution, the override values may need to be modified and
reconsidered. The payroll administrator should carefully review the override values every
time the program is run. The F17 function is available to copy the system calculated totals
back over to the override totals, if necessary.

Please note: The override totals entered on this screen will be printed on the final 1094-C
forms and included on the electronic media submitted to the IRS.

=
Select (F17 — Copy Data) to copy the system-calculated totals to the override totals.
This may be required when changes are made to the employee ACA data subsequent to the
last time the employer or employee 1095-C forms were printed.

29 1094-C, Part 111, Col E: Section 4980H Indicator (January through December):
Reserved (No longer applicable)

For calendar year 2017, on Form 1094-C, line 22, box C is now designated as Reserved
(No longer applicable). No section 4980H transition relief is available for 2017.

30 Total 1095-C Forms Printed:
This is a non-modifiable, protected field.
The system calculates the total number of Forms 1095-C submitted with this transmittal.

This number will be printed on 1094-C, Part I, Line 18: Total number of Forms 1095-
C submitted with this transmittal.
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31 Total 1095-C Forms Printed on Behalf of Employer:
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.

This screen allows the user to input the total number of 1095-C forms printed on behalf of
the employer. For example, if another third party prints some or all of the employer’s
1095-C forms, the total number of forms submitted on behalf of the employer is entered in
this field.

This number will be printed on 1094-C, Part |1, Line 20: Total number of Forms 1095-
C filed by and/or on behalf of ALE Member.

Please note: The total number of forms printed on behalf of the employer, entered on this
screen, will be printed on the final 1094-C forms and included on the electronic media
submitted to the IRS.

32 1094-C, Part 11, Line 22: Box A. Qualifying Offer Method:
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.
Valid values:

Y Enter °Y’ if the employer is eligible to use and is using the Qualifying Offer
Method to report the information on Form 1095-C for one or more full-time
employees.

N Enter ‘N’ if the employer is not eligible to use the Qualifying Offer Method to
report the information on Form 1095-C.

33 1094-C, Part 11, Line 22: Box D. 98% Offer Method:
Follow the instructions for Forms 1094-C and 1095-C provided by the IRS.
Valid values:

Y Enter ‘Y’ if the employer is eligible for and is using the 98% Offer Method.
N Enter ‘N’ if the employer is not eligible to use the 98% Offer Method.

EMTER
34 Select _{' (Enter) twice to continue.

Select (F3 — Print this data) to obtain a screen print of the Print 1094-C and 1095-
C’s screen. The screen print file will be available in the print queue with the name
‘PSCNnnnn’.

=
Select (F17 — Copy Data) to copy the system-calculated totals to the override totals.
This may be required when changes are made to the employee ACA data subsequent to the
last time the employer or employee 1095-C forms were printed.
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If the Print forms and create electronic media option has been selected, or the Print forms only
option has been selected, the following screen displays:

B PCGDist=8991 Rel=1504.00 01/13/2016 DOD 001 S¥ K:\SYSTEM K:\SECOND

ACA1895E

Print ACA 10895-C Forms

Are 1895-C forms inserted? _ (YES,HD)

F16 = Exit 15.084.88

Step Action

35 Insert the 1095-C forms.

36 Enter YES in the field and select Enter.
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If the Print forms and create electronic media option has been selected, or the Print forms only
option has been selected, the following screen displays:

B PCGDist=8991 Rel=1504.00 01/13/2016 DODOO01 SY K:\SYSTEM K:\SECOND

ACA1895E
UERIFY ACA 1895-C FORMS ARE INSERTED???
Select the desired print option.
& Print All 1095-C's
Indicate Desired Print Sequence
¥ Employee name
" Work location, then name
 Restart print of 1095-C"s from S5N: 8aaBAaeAE
' Reprint 1095-C"s for the following SSN's:
000000000 OADBAONAR BBAPANAAD AAAOAAON0 NAAODNDAD BBARBABAR
600000000 BOABAOOAD BHBBAONAE POOBAAEAN ANOO0GA0O0 BOOODABAS AOABBABAA
Enter = Continue, F16 = Exit
ENTEV Fl'% FZ‘% FBE Fw F5 Fells] F7 F& u Fs , FIOY FuEl F12E| F15Q 15.84.00
FiS« Fi?E} Fiém He'p

37 To print all 1095-C’s:
Selectthe @ (Radio button) to the left of the Print All 1095-C’s label.
Select the © (Radio button) to the left of the desired print sequence.

38 To restart print of 1095-C’s from the last Social Security Number (SSN) printed:
Select the ® (Radio button) to the left of the Restart print of 1095-C’s from SSN label.
Enter the appropriate Social Security Number (SSN) in the adjacent field.

Select the @ (Radio button) to the left of the desired print sequence.

1095-C printing may be restarted from the last correctly printed 1095-C (by employee’s
SSN) as in the case of paper jams or power failures. Although PCGenesis prints two
copies of this employee’s 1095-C statement, discard one of the copies after verifying all
information.
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39 To reprint individual employees’ 1095-C statements:
Selectthe @ (Radio button) to the left of the Reprint 1095-C’s for the following SSN’s
label.

Enter the appropriate Social Security Numbers (SSN’s) in the adjacent fields.
PCGenesis prints up to fourteen (14) individual 1095-C’s at a time.

40 Select ﬂl (Enter) twice to continue.

The following dialog box displays:

= Select Printer

~[ofx]

Tt
Select Printer: Microzoft XP5 Document Writer —
i Microsoft Office Document Image Writer
Called By: HP Lazerlet 4 - Virtual
CALLTO99 Generic / Text Only
Adobe PDF
i i \iprintzervery199-HPCLJ8550GN
Orientation: ‘\sprintgzervery2Z240-HPLJ4300
¥ Portrait \prnintzerverh2276-HPLI4300DTH e
' Landscape \iprintzerverh 227 7-HPLJ4300dtn
P A\printzerverh38283-X4517 n

Default Printer |"\"\printsewer\22?5-H PLJ4300dtn |

Selected Printer |"\"\printsewer\22?5—H PLJ4300dtrn |

0K | Cancel

Step  Action

41 Within the Select Printer window, verify or highlight the appropriate Printer’s name.
Verify that the correct printer displays in the Selected Printer text box.

42 Select LI (OK).
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If the Print forms and create electronic media option has been selected, or the Print forms only
option has been selected, the following screen displays:

B PCGDist=8991 Rel=1504.00 01/13/2016 DODOO01 SY K:\SYSTEM K:\SECOND

CALL1@895
Setup for 1095-C

Current Printer Selected 2275-HPLJ4300dtn on printzerver [redirected 2)
Please Make Selection

- Select Printer

- Print Sample 1095-C

- Printz OK., Continue

F16 | - Cancel and Exit 15 .84 .88
Step . Action ...
43 Print a sample 1095-C form:

Insert an actual 1095-C form into the printer’s feeder tray, and select _F2 | (F2 —Print
Sample 1095-C).

Print the sample copy of the 1095-C form to ensure the information is properly aligned
before continuing.

Contact the Technology Management Customer Support Center for assistance as needed.

To exit the Print Test Option, select _F16 | (F16 -Cancel and Exit), and to return to the
Payroll System — Annual Reports Menu.

44 Print employee 1095-C forms:
Select _F8 | (F8 — Prints OK, Continue).
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If the Print forms and create electronic media option has been selected, or the Print forms only
option has been selected, the following screen displays:

B PCGDist=8991 Rel=1504.00 01/13/2016 DOD 001 S¥ K:\SYSTEM K:\SECOND

ACA1895E
* # * 1895-C Form Printing ® % %
—————— Successful Completion ————--—--
Print totals:
Total employees = Bl
Total 1895-C's = 12
Total employees with one 1895-C = 18
Total employees with two 1895-C's = 1 {Hultiple 1895-C forms may be printed for
Total employees with three 1895-C°'s = a employees with more than 18 dependents.}
Total 1895-C employees on file:
Total number of 1895-C employees = ™
ENTER or F16 to Exit 15.084.88

45

Carefully verify the school district or system totals. Also verify the number of total
employees, and ensure that the total number of 1095-C forms printed is correct.

Screen-print the Successful Completion screen to verify against the number of 1095-C
forms printed.
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If the Print forms and create electronic media option has been selected, or the Print forms only
option has been selected, the following screen displays:

B PCGDist=8991 Rel=1504.00 01/13/2016 DOD 001 S¥ K:\SYSTEM K:\SECOND

ACAEMPP

**x* REMOUE 1895-C FORMS from PRINTER  sxxx

Press ENMTER to Continue 15.84.688

46 Remove the FORM 1095-C Statements from the printer, and select Enter (to Continue).
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If the Print forms and create electronic media option has been selected, or the Create electronic
media only option has been selected, the following screen displays:

— — 5
El PCGDist=8991 Rel=16.01.01 05/13/2016 PCW 001 SV CADEVSYS CASECOND WHITEE E@M‘
S - —

ACA1895H
=xx IRS 10894/1895-C XML Electronic File ==

—————— Successful Completion ---—-—-—-

These files must now be uploaded to the IRS AIR website.
Transmit the file created per instructions.

C:\SECOMDYPAYACA\1894C_Request_ABCDE_281608513TBB334530062 .:ml
C:\SECOMDYPAYACANMANIFEST_1894C_Request_ABCDE_28160513TA833453062 .xml

Total Humber Of 1895-C records = 371

ENTER or F16 to Exit 16.81.080_

Step Action

47 Carefully verify the number of 1095-C records reported, and ensure that the total number is
correct.
If the information is incorrect, contact the Technology Management Customer Support
Center for assistance.

48 Screen-print the Successful Completion screen to verify against the number of 1095-C forms
printed.

49 Select Enter.

50 Submit the ACA Transmission File to the IRS. Follow the instructions in Procedure I:
Electronic Media Processing, 12. Uploading Production ACA File to IRS in this document.
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The following screen displays:

- _
] PCG Dist=8991 Rel=160400 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘@éﬂ
Payroll System PAYMBO8L
FKey Annual Reports Henu
1094-C & 1095-C Options:
1 | -- Import ADP Dependent Names, DOBs and S5Ns
2 | -- Compare ACA Dependents for Two Years
3|-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

15 |

| | | | 16.083.01

o1 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

WaordZ
To print the report via Microsoft® Word: Select S (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

52 Select ﬁl (F16 - Exit) to return to the Payroll System Master Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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G3. Employee 1094-C and 1095-C Reports — Samples
G3.1 Employee Counts for 1094-C — Error Report

BEPORT ID: ACATRSEX-ER EMPLOYEE COUNTS FOR 1034-C -- ERROR REPORT PAGE: 1
EEPORT DRTE: 04/04/2015 EERORTING YERR: 2015
EMPLOYEES LEE MERGED: 12845 OTHER. = 012771 WABNING, RECORDS MERGED
EMPIOYEES LARE MERGED: 12554 OTHER. = 011535 WARNING, RECORDS MERGED
ILLEGAL 55N FOR DEPENDENT 34000038& OF EMPLOYEE EMENO: 83423 ERROE MUST BE RESOLVED
TLLEGAT. 55N FOR DEPENDENT 540000587 OF EMPLOYEE EMEPNO - 83423 ERROR MUST BE RESOLVED
EMP SELECIED FOR 1035-C EUT OFFER OF COVERAGE COLDE IS MISSING EMPNO: 074 ERROR MUST EE RESOLVED
EMP SELECIED FOR 1055-C BUT OFFER OF COVERAGE COLDE IS MISSING EMENO: 2078 ERROR MUST BE RESOLVED
ILLEGRL 55N FOR EMPLOYEE EMENO: 83425 ERROE MUST BE RESOLVED
EMPLOYEE BEYPASSED BUT ACRI0S5C RECORD EMNISTS. REVIEW PERSONNEL DATR EMPNO: B774Z ERROE MUST BE RESOLVED
ILLEGRL E5N FOR DEPENDENT 535083427 OF EMPLOYEE EMPNO: 23427 ERROR MUST EE RESOLVED
ILLEGRL SS5N FOR DEPENDENT 340001130 OF EMPLOYEE EMEND: 23427 ERROR MUST BE RESOLVED
ILLEGAL 55N FOR DEPENDENT 540001131 OF EMPLOYEE EMENO: 23427 ERROE MUST BE RESOLVED
TLLEGRT. 55N FOR DEPENDENT 540001132 OF EMPLOYEE EMEPNO - 83427 ERROR MUST BE RESOLVED
ILLEGRL E5N FOR EMPLOYEE EMPNO: 23427 ERROR MUST EE RESOLVED

NOTE: The error message “Employee bypassed but ACA1095C record exists. Review Personnel Data
EMPNO.” is printed when an employee’s 1095-C Eligible Flag has been set to “Y” on the
Update/Display ACA Employee Data screen, but the employee’s hire, re-hire, and/or termination date
indicate that this employee did not work during the calendar year. The payroll administrator should
review the hire/termination dates for the employee when this error occurs. If the employee hasn’t
worked during the year, the 1095-C Eligible Flag should be set to ‘N’.
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G3.2 Employee Counts for 1094-C

PEFORT ID: ACAIRSEX
BEPORT DATE: OLlf1l1l7Z015 15:21

EMPLOYEE COUNTS FOR 1054-C
EBASED ON FIRST DAY OF THE MONTH

ENP NO SEN NAME JAN  FEB Map  APR  MAY JUN JUL
STAT CLASS HIPE DATE TEPRI DATE PEHIEE DT
S5300 223-08-5300 LALSITER, ALSO T T T T T T T
A 11 £/0172014
S6301 253-08-5301 CH4MPION, TE4FPLE T T
A 11 S/017201%
S6302 223-08-5302 PAZRA, STINET T T T T T T T
A 11 S/0172014
26306 323-08-5305 JATOE, THTD T T T T T T T
A 11 £/01/72012
26307 223-02-532307 EOENIE, TOSISHA T T T T T T T
A oz £/01/72010
S5303 223-08-5302 PA4LS0ON, TO4IE
A 11 S/017201%
S6310 229-08-5310 BMIZL, LUZIEN
A 30 S/017201%
S6314 259-08-5314 DETNY, CHTVNCE T T T T T T T
A oz 70172012
$6317 299-08-5317 MI4IN, S24D7 T T T T T T T
A oz 70172012
GRAND TOTALS 421 421 4zZ0 420 233 331 337
133 13z 1zz 133 1zz 144 144
1094-C, PART III, COL C TOTAL EMP COUNT £54 553 £5z 553 LEZE 535 LS4l
TOTAL 1035-C FORMS 11
TOTAL SAFE HAFEOR ZA, ZE, ED z z z 1 1 1 1
1024-C, PART III, COL B FULL-TINE EMP COTUNT El El El 0 0 0 i

NOTE: The totals showm abowe do NOT reflect amy owverride walues entered during program execution.
the 1094-C will reflect amy overrides entered by the payroll administrator during processing. This report reflects totals

430
144

£74

o

1l

SEP

432
15z

L84

o

11

ocT

434
1s0

L34

o

1l

now

434
10

L34

o

11

PAGE: 13
REPORTING TEAR: ZOLE

LEC

434
1s0

L34

o

1l

PART

PART

PART

PART

FOLL 10325

PART

PART

FOLL 10325

FOLL 10325

FUOLL CLAZSS
PART CLAZSS

TOTAL EMP

Instead, the EMPLOYEER copy of

CALCULATED by the system based wpon employee hire, rehire, and termination dates, and the employes 1095-C data available in PCOG.
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Procedure H: Maintain IRS ACA Receipts

H1. Entering IRS ACA Receipt ID for the Original ACA
Transmission File

Ste Action

1 From the Business Applications Master Menu, select _2 | (F2 - Payroll System).

The following screen displays:

———
=] PCGDist=6791 Rel=15.04.00 01/06/2016 PCW 001 SV CADEVSYS CASECOND m&@u
Payroll System ~ PAYHB080
FHey Master Henu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
MonthlyfQuarterly/Fiscal/Biennial Reports Menu

Employee Reports{Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b Bkl bl kbt

File Reorganization

M,M| use,“d| | | | | | | | | | | | | | 15.03.08
| 5 | MriSy | RO | MEND

Georgia Department of Education
December 21, 2018 o 10:19 AM e Page 92 of 131
All Rights Reserved.



PCGenesis Payroll System Operations Guide

2 Select —4 | (F4 — Annual Reports Menu).

The following screen displays:

i e ———— k|
=1 PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND errE—lglﬂu
Payroll 3ystem PAYHBO 84

FKey Annual Reports Henu

1094-C & 1095-C Options:

1_| -- Import ADP Dependent Names, DOBs and SSNs
2 |-- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 |-- Export ACA Dependent Data and Create .CSV Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

maw|bee| | | | | | [ | [ | | | [ | | 16.83.61

| 5 | MriSy | PAY. | MEND

3 | Select _& | (F8— Maintain IRS ACA Receipts).
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The following screen displays:

(=] PCG Dist=6131 Rd:lﬁ.l]].l)! 05/11/2016 PCW 001 SV CADEVSYS CMSECOND WHIT-_i

Maintain ACA IRS Receipts ACAIRSRC

Enter W-2 year: 2815

Enter=CreatefUpdate, F3=Frint all

¢ | |&|ealwrloalex= | | | | | || 16.62.88

| F17 | F18 | F19 | F20 | F21 | F22 | F23 | F24 | F25

Step  Action

4 Enter or verify the year (CCYY) in the Enter W-2 year to be selected field.
Based on the field’s entry, PCGenesis will display the IRS receipt entries for the reporting
year specified.

5 Select v to continue.

Select ﬁl (F3 - Print All) to print a report of all IRS receipt IDs for the W-2 year.
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The following screen displays:

-
El PCGDist=6131 Rel=16.01.01 05/11/2016 PCW 001 SV CADEVSYS CASECOND wr—mg-@lﬂlg
Haintain ACA IRS Receipts ACAIRSRC
W-2 Year: 2015
RCP 861 1894C_Request_ABCDE_2B168511TBB47176062 .xml
ORIGIHAL Trans Status (¥ or H): H IRS Rcpt 3Status: H IRS Rcpt ID: - -
RGP 882
Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 8683
Trans Status (Y or H): IRS Rcpt 3tatus: IRS Rcpt ID: - -
RCF 884
Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCF 885
Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP B84
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 887
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP Ba8
Trans Status (¥ or N): IRS Rcpt Status: IRS Rcpt ID: - -
RCP B89
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
| | ﬁ |PGUP‘IPGBN'|L:IUP‘|LN1I)N‘ Fa n I | |F‘5QI 16-‘]2-‘]‘]
Fig F23 | F24 | F25 I | |
Step  Action
6 The XML Filename and the ACA Transmission File Type are displayed on the screen as

protected fields.
Valid values for the ACA Transmission File Type:

ORIGINAL — The ACA Transmission File generated by PCGenesis was an
original file

REPLACE — The ACA Transmission File generated by PCGenesis was a
replacement file

Carefully verify the XML Filename and Type before updating the corresponding IRS
Receipt ID for the file selected.

7 Enter the Trans Status (Transmission Status) of the IRS ACA Transmission File.
Valid values:

Y —the file has been transmitted to the IRS
N — the file has not been transmitted to the IRS
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8 Enter the IRS Rcpt Status (IRS Receipt Status).

Valid values:
N — No status defined
L — Lost receipt ID
R — ACA file rejected
E — ACA file accept with errors
A — ACA file accepted with NO ERRORS
S — ACA file submitted/waiting for acknowledgement from the IRS

The IRS Receipt Status is determined by the IRS. Users must login to the IRS ACA
website to obtain the status of the transmission. Refer to Section 13. Checking IRS
Transmission Status for instructions.

9 Enter the IRS Rcpt ID (IRS Receipt ID) field obtained from the IRS website.

Refer to Section 13. Checking IRS Transmission Status in this document for instructions on
obtaining the IRS Receipt ID.

10

Select 4 to continue.

The following screen displays:
= ——— = ™Y
E] PCG Dist=6131 Rel=16.01.01 05/11/2016 PCW 001 SV CADEVSYS CASECOND WFME-EIQIQ

Maintain ACA IRS Receipts ACAIRSRC

W-2 Year: 2815

RCP 881 10894C_Request_ ABCDE_28168511TAB4F176802 . xml
CIF] ORIGIMAL Trans Status (Y or H): ¥ IRS Rcpt Status:

%]
—
=
“

Rcpt ID: 1895C-16-12345678

RCP 0882

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 082

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 884

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - - I
RCP 885

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 886

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 887

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 088

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 089

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -

UValidations passed. Save your changes.

:NTEVI | | ﬁ | roue il | PGDN'l i | ion ¥ | Fa H | I | F|5Q| 16.02.80
F18 F22 | F23 [ P24 | P25 [ ] | |
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11

Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
Changes).

The following screen displays:

——

(] PCG Dist=6131 Rel=16.01.0:

Maintain ACA IRS Receipts ACAIRSRC

W-2 Year: 2815

RCP 681 10694C_Request_ABCDE_28160511TAB47176862 .xml

CUFZ ORIGIMAL Trans Status (Y or M): ¥ IRS Rcpt Status: 3 IRS Rcpt ID: 1895C-16-12345678

RCP 082

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 0083

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 084

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 885

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RGP 886

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RGP 887

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RGP 888

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 889

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -

Data saved.

¥ | | & sy aalsy-E | | & 16.62.98
& F17 [F1s | F19 [Fa0 [ F21 | F22 | F23 | P24 | Fos

Step  Action

12 Verify “Data saved” displays, and select ﬁl (F16 — Exit) to return to the Enter W-2 Year
screen.
13 Select ﬁl (F16 — Exit) to return to the Payroll System — Annual Reports Menu.
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The following screen displays:

-
El PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wm‘“@lﬂu
Payroll System PAYHMBB B,
FKey Annual Reports Henu

1094-C & 1095-C Options:

1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

M| | | | [ | [ | [ | | | [ | | 168361

Step  Action

14 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select MI
(Master) to return to the Business Applications Master Menu.
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H1.1 ACA IRS Receipts Report

BEPORT DATE: 03/11/201& 0O35:

PROGRAM: ACATRSRC

2015 MANIFEST 1054C Request

Transmission Status: ¥

2015 MANIFEST 10%4C Regquest
Transmission Status: ¥
2015 MANIFEST 1034C Regquest
Transmission Status: ¥
2015 MANIFEST 1034C Regquest
Transmission Status: ¥
2015 MANIFEST 1034C Regquest
Transmission Status: ¥
2015 MANIFEST 1034C Regquest
Transmission Status: N
2015 MANIFEST 1034C Regquest
Transmission Status: N
2015 MANIFEST 1034C Request
Transmission Status: N
2015 MANIFEST 1054C Request
TIransmission Status: I
2015 MANIFEST 10354C Regquest
Transmission Status: N
2015 MANIFEST 10%4C Regquest
Transmission Status: N
2015 MANIFEST 10%4C Regquest
Transmission Status: N

42:19 LCR IRE RECEIPTS

BEILXE Z01&0310T123456785Z._ 1ml

IRS Receipt Status: IRS RCL file accepted w/ ND errors
BEILXE Z01&€0310T003456785E . 1ml

IRS Receipt Status: IRS RCL file accepted with errors
EELLX Z201&0305Tl234567285Z. mml

IRS Receipt Status: IRS RCL file accepted w/ MO errors
EELLX Z01&€0308T1lZ3456789Z. xmml

IRS Receipt Status: Lost receipt ID

EELLX Z01&€0307I085848350z. xmml

IRS Receipt Status: IRS RCRH file rejected
EEILX Z01€0304T153355200Z. mml

IRS Receipt Status: No status defined

EELLX
IES Receipt Status:

201e0302T00345€785Z. xnl
Ho status defined

BEILX
IES Receipt Status:

201€0301TO0345€6785Z . xml
Ho status defined

EEI1LX 201&0224T130837780Z_ xml
IES Receipt Status: IRS RCR file accepted with errors

EBI1LX Z201&0223T12345€785E_ yml
IRS Receipt Status: HNo status defined

BEILXE Z01&€0Z22T12345€785Z_ xml
IRS Receipt Status: HNo status defined

BEILXE Z01&€0221T12345€785Z._ xml
IRS Receipt Status:

Ho status defined
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H2. Reading the Acknowledge Error File from the IRS

The possibility exists that the IRS could return a receipt status of “Accepted with Errors” for the ACA
Transmission File.

RS

Print Contact Us Home Logout

Transmission Status Details

Please see details for this transmission below. Click Download to be prompted to save an XML response message to your computer.
Receipt ID: 1095C-16-00039562

Date and Time: 05/09/2016 12:55:53 PM UTC

Status: Accepted with Errors

Errors

The following errors are issues reported by the system for your transmission. If your transmission is "Accepted” no further action is
needed. If your transmission is "Rejected” please correct the erors and try your transmission again

For further assistance, please contact us

Error Code Error Details

AIRTNS00 TIN Validation Failed

(Sorcx Y oY “oomion

Example — ‘Accepted with Errors’ Return Status

In this case, the majority of the ACA Transmission File records have been accepted by the IRS with no
errors. However, errors do exist on a subset of the records submitted to the IRS. When an ACA
Transmission File is “Accepted with Errors”, the IRS provides an Acknowledge Error File with a list of
the Transmission File record numbers and the corresponding error messages associated with each record
number. In this case, 1095-C paper correction forms must be sent to the IRS to fix the data.

For paper filing to the tax agency, the IRS requires landscape 1095-C forms which PCGenesis does not
support. Therefore, correction 1095-C landscape forms must be filled in manually by going to the IRS
link shown below. This link will allow the user to manually type in the data on-line and then print the
pdf file. Since there should be very few forms that need to be corrected, filling out landscape 1095-C
forms manually is the quickest way to meet the IRS requirements and deadlines and come into
compliance.

https://www.irs.gov/pub/irs-pdf/f1095c.pdf

Corrections are filed after the ACA file transmissions are accepted by IRS. Corrections include errors
identified either by the IRS, the Transmitter, Issuer or Employer, or by the Taxpayer. Any correction
must be sent to the IRS via paper 1095-C forms.
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In order to identify the employee ID and social security number corresponding to the record number
with errors, the user must read the Acknowledge Error File provided by the IRS. The “Acknowledge
Error File” has a naming convention in the following format:

Ack_1095C-16-00001753_05-31-2016_10-18-59PM_UTC.xml

The Acknowledge Error File is an xml file, and when the user double clicks on the file, the error file is
displayed in a web browser window as shown below:

<?xml version="1.0" encoding="UTF-8" standalone="true"?:
- <ns3:FormBCTransmitterSubmissionDtl xmins:ns3="urn:us:gov:treasury:irs:msg:form1094-1095BCtransmittermessage" xmins:ns2="urn:us:gov:treasury:irs:common"
xmins="urn:us:gov:treasury:irs:ext:aca:air:7.0">
- <ACATransmitterSubmissionDetail»
- <TransmitterErrorDetailGrp>

<SubmissicnLevelStatusCd>Rejected</SubmissionLevelStatusCd=
<UniqueSubmissionld=1095C-16-00002727|1</UniqueSubmissionld:
</TransmitterErrorDetailGrp>
- «TransmitterErrorDetailGrp>
«<UniqueSubmissionld>=1095C-16-00002727|1</UniqueSubmissionld>
- =ns2:ErrorMessageDetail=
<ns2:ErrorMessageCd>AIREX126</ns2:ErrorMessageCd>
<ns2:ErrorMessageTxt>Rejected submission - TIN Validation Failed for ALE Member's EIN</ns2:ErrorMessageTxt>
<ns2:XpathContent>EmployerEIN</ns2:XpathContent=>
</ns2:ErrarMessageDetail>
</TransmitterErrorDetailGrp>
- «<TransmitterErrorDetailGrp>
<UniqueSubmissionld=1095C-16-00002727|1</UniqueSubmissionIds>
- =ns2:ErrorMessageDetail=
<ns2:ErrorMessageCd>AIREX127 </ns2:ErrorMessageCd >
«<ns2:ErrorMessageTxt> Rejected submission - TIN Validation Failed for Designated Government Entity's EIN</ns2:ErrorMessageTxt>
<ns2:XpathContent>EmployerEIN</ns2:XpathContent>
</ns2:ErrorMessageDetail>
</TransmitterErrorDetailGrp>
- <TransmitterErrorDetailGrp>
<UniqueRecordld>1095C-16-00002727|1|1</UnigueRecordld>
- <ns2:ErrorMessageDetail>
<ns2:ErrorMessageCd>AIRBR630</ns2:ErrorMessageCd >

<ns2:ErrorMessageTxt>Covered individual's name or SSN or DOB is present when Covered all 12 months not checked or no months checked</ns2:ErrorMessageTxt=

<ns2:XpathContent:CoveredIndividual:CoveredIndividualAnnualInd</ns2:XpathContent=
</ns2:ErrarMessageDetail>
</TransmitterErrorDetailGrp>

- <TransmitterErrorDetailGrp=

<UniqueSubmissionld>=1095C-16-00002727|1</UniqueSubmissionld=
- =ns2:ErrorMessageDetail=
<ns2:ErrorMessageCd>AIRBR853 </ns2:ErrorMessageCd >
<ns2:ErrorMessageTxt>Neither Section 4980H Transition Relief Indicater (All 12 Months) or (monthly) is checked when required</ns2:ErrcrMessageTxi>
<ns2:¥pathContent>ALEMemberInforGrp:ALESect4980HTrnstReliefCd</ns2:XpathContent>
</ns2:ErrorMessageDetail>

Example — Acknowledge Error File provided by the IRS as displayed in a web browser

The Acknowledge Error File displayed in a web browser window is very, very hard to read and
decipher. A better way to view the Acknowledge Error File is to display the file in Microsoft® WORD
application. The instructions for opening the Acknowledge Error File in WORD are detailed in this
procedure.

" Action

Find the location of the Acknowledge Error File.
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The following screen displays:

=] Ack_1095C-16-00002727 01 -35-201A 10-18-50DM LITC vl 2/0/9016 10:43 AN XML Document 441 KB
JasperGrosslmport.csv Open AM Microsoft Excel C... 90 KB
=] Ack_1095C-16-00001753 Edit PM XML Document 2KB
UNSET_67913_20151021 Open with (@] Microsoft InfoPath 2010 icrosoft Excel C... 859 KB
&) PCG Only D Records.csy @ sendto other devices with SHAREit @0 Microsoft Visual Studio 2010 jere=oitlExeel Ey GIKE
PCG Only D Records.csy @  PowerlSO @ Microsoft Word <€ LK File 3KB
PCG One E Record.csv N d icrosoft Excel C... 4 KB
PCG One E Record.csv.t @ UitraEdit &) Notepa LK File 2KB
" @ UltraEdit Professional Text/Hex Editor
[E] PCG ACA Data Testxlsx| B  Scan for threats... icrosoft Bxcel W... 15 KB
WordPad
ordra
@ PCG ACA Data Test.csv Restore previous versions 00 | 30v. Ecktor hcrosoft Excel C... 34 KB
oa !
(L) UNSET_67912_20151021 icrosoft Excel C... 954 KB
ACA_67913_SHEBP_Bene Send to Choose default program... icrosoft Excel C... 1,672 KB
ACH 67913 SHEP_Bene Cut 5 P Microsoft Excel C... 61 KB
ACHA 67913 SHEP_Bene Copy 5 PM Microsoft Excel C... 34 KB
@ ACH 67913 SHEP_Bene 5 PM Microsoft Excel C... 39 KB
(EL] ACA_67913_SHBP_Bene Create shorteut 5 P Microsoft Excel C... 3 KB
ACA 67913 SHBP Bene  Deléte 5 PM Microsoft Excel C... 38 KB
ACA 67913_SHEP_Bene Eepane 5 PI Microsoft Excel C... 45 KB
ACH 67913 SHEP_Bene 5 PM Microsoft Excel C... 89 KB

" Action

Step

2 Open the Acknowledge Error File in the Microsoft® WORD application.

Right-click and select Open with menu option, and then select the Microsoft® WORD
application.

The following screen displays:

ié The file contains custom XML elements which are no longer supported by Word. If you save this file, these custom XML elements will be removed permanently.

Daon't show this message again

Was this information helpful?

" Action

Step

In the Microsoft® WORD dialog box, select E (OK).
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The following screen displays:

Mome = Insert  Pagelayout References Malng: 'Rme;; \fm:— Dm;opﬂ Acrobst &
4 Times New Roman “1100 ~ FE~ iI=-E e A/ % % ot
2 B JZ U dax, x ¥ EEIAN (=

¥ w . Ak AL B Quick Change Editing

~H-18l 9 Styles = Styles =
Clipboard 1« Font » Patagraph . Styles

4 ‘ ' O U ‘ L
* Y ¥

3
* o ¥ r

-

—
P €5
8}
b el

Accepted with Enors
1095C-16-00005453)1
L

1095C-16.00005453(1/000000093

AIRERI00S
Offer of Coverage is massing
EmployeeQfferAndCoverage AnsnualOffesOfCoverageCd

1025C-16-00005453|11250

AIRTNSQO
TIN Vakdation Failed

1095C.16-00005453|11257

AIRTNS00
TIN Vabdanon Failed

1095C-16-00005453/11266

AIRTNS00
TIN Vabdavon Failled

Example of Acknowledge Error File with the status ‘Accepted with Errors’

Step  Action

4 The Acknowledge Error File is now displayed in a somewhat readable format. The first line
of the file shows the status of the IRS Receipt ID, in this case ‘Accepted with Errors’. The
second line of the file shows the IRS Receipt ID of the ACA Transmission File.
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Ste Action

5 Following the IRS Receipt ID and status is the identifying information of the records in the
ACA Transmission File which contain errors.

The record information is in the following format:
IRS Receipt ID|File Number|IRS Record Number
Therefore, in the example above, the record is identified as:
1095C-16-00005453|1|000000093

Indicating the IRS Receipt ID is 1095C-16-00005453, File Number 1, and IRS Record
Number 000000093.

The IRS Receipt ID and the IRS Record Number fields will be required to identify the
corresponding employee in the PCGenesis system.

6 Print out this report from Microsoft® WORD. This report will be used to make notations of
the corresponding employee ID number and Social Security Number to be used to resolve
the issue.

7 Proceed to Section H3. Cross-Referencing IRS Record Numbers to PCGenesis Employee 1D
Numbers.
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H3. Cross-Referencing IRS Record Numbers to PCGenesis
Employee ID Numbers

Ste Action

1 From the Business Applications Master Menu, select _2 ] (F2 - Payroll System).

The following screen displays:

T — B
=1 PCG Dist=6791 Rel=1504.00 01/06/2016 PCW 001 SV CADEVSYS CASECOND m&@u
L —
Payroll System PAYHOBBA

Master Henu

Payroll Setup Menu
Payroll Update Menu
Payroll Check & Direct Deposit Menu

-- Annual Reports Menu
Monthly/QuarterlyfFiscal/Biennial Reports Menu

Employee Reports{Labels Menu

Update/Display Description/DeductionfAnnuity Menu
Earnings History Menu

Check Reconciliation Menu

Update/Display Payroll Monitor

Special Functions Menu

b skl bbb

File Reorganization

Mastr | i | N I [ I 15.63.00
| 5 | 5[ PAr [ YENR
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2 Select —4 | (F4 — Annual Reports Menu).

The following screen displays:

i e ———— k|
=1 PCGDist=8991 Rel=1604.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND errE—lglﬂu
Payroll 3ystem PAYHBO 84

FKey Annual Reports Henu

1094-C & 1095-C Options:

1_| -- Import ADP Dependent Names, DOBs and SSNs
2 |-- Compare ACA Dependents for Two Years
3 | -- Export ACA Employee Data and Create .CSY Template
4 |-- Export ACA Dependent Data and Create .CSV Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

maw|bee| | | | | | [ | [ | | | [ | | 16.83.61

| 5 | MriSy | PAY. | MEND

3 | Select _& | (F8— Maintain IRS ACA Receipts).
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The following screen displays:

(=] PCG Dist=6131 Rd:lﬁ.l]].l)! 05/11/2016 PCW 001 SV CADEVSYS CMSECOND WHIT-_i

Maintain ACA IRS Receipts ACAIRSRC

Enter W-2 year: 2815

Enter=CreatefUpdate, F3=Frint all

¢ | |&|ealwrloalex= | | | | | || 16.62.88

| F17 | F18 | F19 | F20 | F21 | F22 | F23 | F24 | F25

Step  Action

4 Enter or verify the year (CCYY) in the Enter W-2 year to be selected field.
Based on the field’s entry, PCGenesis will display the IRS receipt entries for the reporting
year specified.

5 Select v to continue.

Select ﬁl (F3 - Print All) to print a report of all IRS receipt IDs for the W-2 year.
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The following screen displays:

-
E] PCGDist=8991 Rel=16.01.01 05/12/2016 PCW 001 SV CADEVSYS CASECOND wmm&u
Haintain ACA IRS Receipts ACAIRSRC
W-2 Year: 2815
RCP 861 1894C_Request_ABCDE_2B168511TBB47176062 .xml
CAF3 DRIGINAL Trans Status (Y or H): ¥ IRS Rcpt 3tatus: 3§ IRS Rcpt ID: 1895C-16-12345678
RGP 882
Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 8683
Trans Status (Y or H): IRS Rcpt 3tatus: IRS Rcpt ID: - -
RCF 884
Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCF 885
Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP B84
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 887
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP Ba8
Trans Status (¥ or N): IRS Rcpt Status: IRS Rcpt ID: - -
RCP B89
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
:NTEVI | | 5 | Faue il I mm‘rl Y 3 | wn¥ | Fs E | | F|5QI 16.082.80
| F17 [Fis F23 | F24 | F25 [ [ |
Step  Action
6 Update the IRS Rcpt Status (IRS Receipt Status) to reflect the outcome of the ACA file

transmission to the IRS.

Valid values:
N — No status defined
L — Lost receipt ID
R — ACA file rejected
E — ACA file accept with errors
A — ACA file accepted with NO ERRORS
S — ACA file submitted/waiting for acknowledgement from the IRS

The IRS Receipt Status is determined by the IRS. Users must login to the IRS ACA
website to obtain the status of the transmission. Refer to Section 13. Checking IRS
Transmission Status for instructions.

7 Enter the IRS Rcpt ID (IRS Receipt ID) field obtained from the IRS website.

Refer to Section 13. Checking IRS Transmission Status in this document for instructions on
obtaining the IRS Receipt ID.

Select 4 to continue.
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The following screen displays:

—— —— e —— ———
Bl PCGDist=6131 Rel=16.01.01 03/11/2016 PCW 001 SV CADEVSYS C:ASECOND WI-I]TE_ ? S|

Maintain ACA IRS Receipts ACAIRSRC
W-2 Year: 2815
RCP 881 1894C_Request_ABCDE_28168511T88471760862 .xml
CEEY ORIGIHAL  Trans Status (Y or HY: ¥ IRS Rcpt Status: E IRS Rcpt ID: 1895C-16-12345678
RGP @82
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 883
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP B84
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 885
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RGP 886
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 887
Trans Status (¥ or H}): IRS Rcpt Status: IRS Recpt ID: - -
RCP @88
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 889
Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
Ualidations passed. Save your changes.
EN“V ﬁ vaue il PGDN‘l Loive | LNIDN'I F3 H' | I | | I | nsQ | 16.082.88

Step  Action

Verify “Validations passed. Save your changes.” displays, and select ﬁl (F8 — Save
Changes).
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The following screen displays:

— — e ; B
=] PCGDist=6131 Rel=16.0101 05/11/2016 PCW 001 SV CADEVSYS C:ﬁECOND Wm-gﬂu

Haintain ACA IRS Receipts ACAIRSRC

W-2 Year: 2815

RBP 861 1894C_Request_ABCDE_28160511TARA7176062 .xml

.Y ORIGIMAL Trans Status (Y or H): ¥ IRS Rcpt Status: E IRS Rcpt ID: 1895C-16-12345678

RCP @882

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 883

Trans Status (¥ or H): IRS Rcpt 3tatus: IRS Rcpt ID: - -
RCP B84

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 885

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 886

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 8087

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP @808

Trans Status (¥ or N): IRS Rcpt Status: IRS Recpt ID: - -
RCP 8089

Trans Status (¥ or H): IRS Rcpt 3tatus: IRS Rcpt ID: - -

Data saved.

:N“v voor e | poon W | o | ion I Fa E I | | | I | | Fisa | 16.62.80

F22 | F23 | F24 | F25
Step \ Action

10 Verify “Data saved” displays, and select ﬁl (F16 — Exit) to return to the Enter W-2 Year
screen.
11 Once a valid IRS Receipt ID has been entered, a function key button will become

available which will enable the user to select the desired ACA Transmission File.
Select a button (F17 - F25) corresponding to the desired ACA Transmission File.
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The following screen displays:
r|;| F-’CG Dist=8991 Rel:lﬁ.l}l__ti 053/12/2016 PCW 001 SV CADEVSYS CASECOND wm‘@-ﬂuﬂ

Haintain ACA IRS Receipts ACAIRSRC

W-2 Year: 2015
XML Filename: 1894C_Request_ABCDE_Z?B8168511TAB4F 176002 . xml
Trans Status: Y IRS Rcpt Status: E IRS Rcpt ID:1095C-16-12345678 XML File Type: ORIGIHAL

Enter IRS Record Humber: Employee 53H: 808 88 6088 Employee Hum: G880688

Enter IRS Record Humber

o | | @ walwr|oalerE1 L L &Y 16.02.88
8| F7 [F8 [ k9 [ F20 | F21 [ F22 [ P23 | F2a | F2s

Step  Action

12 Carefully verify the XML Filename, IRS Receipt ID, and XML File Type to ensure the
correct file is displayed.

13 Obtain the Microsoft® WORD report of the Acknowledge Error File created in Section
H2. Reading the Acknowledge Error File from the IRS of this document, Step 6.

14 Proceed through the list of errors in the Acknowledge Error File.
Enter the IRS Record Number from the report of the Acknowledge Error File.

select ¥ | ENTER).

Georgia Department of Education
December 21, 2018 @ 10:19 AM e Page 111 of 131
All Rights Reserved.



PCGenesis Payroll System Operations Guide

The following screen displays:
=] PCG Dist=8991 Rel=160101 05/12/2016 PCWOD1 SV CADEVSYS CASECOND \.l\ﬂ-llTE‘Elﬂlg1

- Maintain ACA IRS Receipts ACAIRSRC
W-2 Year: 2@15 I

XML Filename: 1894C_Request_ABCDE_Z?B8168511TAB4F 176002 . xml
Trans Status: Y IRS Rcpt Status: E IRS Rcpt ID:1095C-16-12345678 XML File Type: ORIGIHAL

Enter IRS Record Humber: 93 Employee S53H: 899 18 7968 Employee Hum: 687968

Enter IRS Record Humber
o | | @ walwr|oalerE1 L L &Y 16.02.88

8| F17 | F1g [ Fia [ F20 | F21 | F22 | P23 | F24 | P25

Step  Action

15 Make note of the Employee SSN (Employee Social Security Number) and Employee
Num (Employee ID Number) corresponding to the IRS Record Number.

Make a notation of the PCGenesis employee ID Number and Social Security Number on
the Acknowledge Error File Report next to the IRS Record Number with the error.

This information will be used to resolve the issues identified by the IRS.

16 Proceed through the list of errors in the Acknowledge Error File.
Repeat the procedure starting at Step 14 for each error on the report.

17 After all IRS Record Numbers have been identified, select ﬁl (F16 — Exit) to return
to the List of Receipts screen.
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The following screen displays:

=] PCG Dist=8991 Rel=1601.01 05/12/2016 PCW OOl SV CADEVSYS CASECOND WHITE [N
Haintain ACA IRS Receipts ACAIRSRC

W-2 Year: 2815

RCP 861 16894C_Request_ABCDE_28168511T8847176802 .xml

CAF3 DRIGINAL Trans Status (Y or H): ¥ IRS Rcpt Status: E IRS Rcpt ID: 1895C-16-12345678

RCP @@82

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 883

Trans Status (Y or H): IRS Rcpt 3tatus: IRS Rcpt ID: - -
RCP B84

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 885

Trans Status (Y or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 886

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP @887

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 0088

Trans Status (¥ or N): IRS Rcpt Status: IRS Rcpt ID: - -
RCP 889

Trans Status (¥ or H): IRS Rcpt Status: IRS Rcpt ID: - -

Enter IRS Record Humber

& | | @ |ea|wr|ealsrE | L & 16.02.88
8| F17 [F8 [ k9 [ F20 | F21 | F22 [ P23 | F2a | F2s

Step  Action

18 Select ﬁl (F16 — Exit) to return to the Enter W-2 Year screen.
19 Select ﬁl (F16 — Exit) to return to the Payroll System — Annual Reports Menu.
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The following screen displays:

- _
O] PCGDist=8991 Rel=16.04.00 12/22/2016 PCW 001 SV CADEVSYS CASECOND wr—m‘@l&lﬂ
Payroll System PAYHMBB B,
FKey Annual Reports Henu
1094-C & 1095-C Options:
1 | -- Import ADP Dependent Names, DOBs and SSNs
2_| -- Compare ACA Dependents for Two Years
3 |-- Export ACA Employee Data and Create .CSY Template
4 | -- Export ACA Dependent Data and Create .CSY Template
5 | -- Import ACA Employee & Dependent Data from PCG Template
6 | -- Print EMPLOYER Copy of 1094-C & 1095-C's
7 | -- Print 1094-C & Employee 1095-C's & Create File
8 | -- Maintain IRS ACA Receipts
W-2 Options:
10 | -- Print Employee W-2's & Create File
11 | -- Print Blank W-2 Form
12 | -- Print Employer's Copy of W-2's

Other Options:
15 | -- Flexible Benefits Transmission File

| | | | 16.83 .81

Step  Action

20 Select ﬁl (F16 -Exit) to return to the Payroll System Master Menu, or select MI
(Master) to return to the Business Applications Master Menu.

21 With the information obtained by cross-referencing the IRS Record Number to the
PCGenesis Employee ID Number, proceed to the Personnel System Master Menu, and the
Personnel Update Menu, to review the employees” ACA data. Make any necessary
corrections to the data.

Refer to the Personnel System Operations Guide, Section F: Personnel Update Processing
for more information.
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Procedure I: Electronic Media Processing
11. Applying for a TCC ID for the IRS AIR System

The new 1095-C and 1094-C returns due from employers require stringent workforce reporting.
Employers must produce these forms for their employees and then file them with the IRS for the first
time in Q1 2017.

The IRS ACA Information Returns (AIR) system that must accept these files is brand-new. Anyone
who already has e-filing credentials with the IRS, and now intends to submit ACA files, must go
through an entirely new registration process in order to gain access to the AIR system. Credentials
with the FIRE system for 1099 returns will not work for transmissions of ACA returns.

NOTE: Those Georgia school districts that used PCGenesis to complete their ACA reporting in 2017
should already have two individuals who applied for and received their TCC IDs required for the IRS
AIR system. Those individuals who received a TCC ID must not let their E-Services IDs expire. Once
a TCC ID has been established, the user should update their E-Services ID every few months. If the
TCC ID has expired, the individual will need to reapply by following the steps outlined below.
Therefore, IRS AIR users should be sure to test their E-Services ID EARLY!!!

NOTE: PCGenesis REQUIRES electronic filing to the IRS!!

When printing the employee 1095-C statements, PCGenesis automatically creates the ACA transmission
data file. The payroll administrator uses this data file for electronic media submission and for file
upload via the Web. IRS instructions indicate the ACA transmission file to the IRS is to be populated in
XML format for submission to the IRS by March 31st of the reporting year. Filers of 250 or more of
ACA 1095-C forms must file with the IRS electronically.

PCGenesis does not support filing paper forms to the IRS even though the IRS allows filing paper forms
instead of an electronic media file (only for employers with fewer than 250 employees). Unfortunately,
for paper filing to the tax agency, the IRS requires landscape 1095-C forms which PCGenesis does not
support. Since PCGenesis does not support landscape forms, PCG will only do electronic filing to the
IRS. Mailing portrait 1095-C forms to individuals however, is acceptable.
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Here is the IRS.gov link for registering for the TCC account.

https://www.irs.gov/Tax-Professionals/e-services---Online-Tools-for-Tax-Professionals

Step 1.

Step 2.

Apply for e-services IDs. At least two people must register for two separate e-services IDs.
For this, each person will need to enter their personal, exact adjusted gross income on the IRS
records for their Social Security Number. Each person will choose a user ID, password, and
PIN, as well as answers to various security questions. Please screenshot the answers to these
security questions.

If your adjusted gross income checks out, you can start the application for the e-services login
ID, and you will see a menu item for applying for the TCC code. The IRS will mail each user a
code in 10 days to your IRS address on file to confirm the e-services ID. At this point, you can
start, but not complete the TCC application. The TCC application can’t be completed until you
confirm the e-services user ID with the confirmation code sent in the U.S. postal mail.

Advice: Please write down the password, PIN, and exact answers to all security questions. If
you accidentally lock your ID after 3 incorrect tries, and don’t have your PIN and ALL the
exact answers to the security questions, you will have to re-do Step 1 and wait another 10 days
for the confirmation in the mail. Calling IRS will not help if you forgot anything you originally
entered.

Apply for AIR TCC code. This is the code necessary for IRS ACA file submission. The TCC
application needs a minimum of two people who have completed Step 1. One person has to be
a high level in the organization.
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12. Uploading Production ACA File to IRS

NOTE: Before production files can be uploaded to the IRS portal, school districts who have received a
TCC ID must perform and pass a communications test using the IRS AIR System Testing portal. If the
school district has not passed a communications test, any and all production file will be rejected by the
IRS.

Refer to the Payroll System Operations Guide, Section D: Monthly / Quarterly / Annual / Fiscal Report
Processing, Submitting ACA Test Files to the IRS for instructions.

Step  Action

1 Logon to internet using GOOGLE CHROME
Note: Microsoft® Internet Explorer does not work for this process.

2 Enter the following URL.:
https://www.irs.qov/e-file-providers/air/affordable-care-act-information-return-air-program
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The following screen displays:

File

Pay

Help | Mews | Language~ |

Refunds Credits & Deductions

Home > Tax Pros > Affordable Care Act Information Return AIR Program

Affordable Care Act Information Returns (AIR) Program

Forms & Instructions

Charities & Nonprofits | Tax Pros |

Enrolled Agents

Annual Filing Season Program
Participants

Enrolled Retirement Plan Agents

Certified Professional Employer
Organizations (CPEQ)

Enrolled Actuaries
E-File Providers

Modernized e-File

Affordable Care Act (ACA) information returns and transmittals are electronically
filed through the ACA Information Return system, also known as AIR.

Program Overview

Under the Affordable Care Act (ACA), insurance companies, self-insured
companies, and large businesses and businesses that provide health insurance to
their employees must submit information returns to the IRS reporting on
individual's health insurance coverage.

Other non-ACA information returns, such as Forms 1039, can be electronically
transmitted through the Filing Information Returns Electronically system. also
known as FIRE. The AIR system has different requirements than FIRE.You must
follow the AIR procedures explained on this page even if you have previously used
FIRE.

ACA information returns include:

+ Form 1094-B, Transmittal of Health Coverage Information Returns

+ Form 1095-B, Health Coverage

+ Form 1094-C, Transmittal of Employer-Provided Health Insurance Offer and
Coverage Information Returns

+ Form 1085-C, Employer-Provided Health Insurance Offer and Coverage

Anyone required to file 250 or more information returns, must file them
electronically. This requirement applies separately for each type of return and
separately to each type of corrected return. All filers are encouraged to
electronically file even if you have less than 250 returns.

Here’s what you need to know to get started with AIR:

In general, if vou are a software developer, transmitter, or issuer reguired to file

English

Ul Channel Link

« AIR Ul Channel Login - AATS

« AR UI Channel Login -
Production

A2A Certificates

« AIR Automated Enrollment

Quick Links

+ AIR Operational Status

« AIR Webinars

« AATS (Taesting]

« AIR Schemas/Business Rules

+ Year 2015 and 201§
Information

Step Action

3 At the top right corner under the orange heading Ul Channel Link, select AIR Ul Channel
Login — Production.
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The following screen displays:

RS

Sign Up LogIn
Don't have an account? Create one now. Already have a username? Welcome back!
Username

CREATE ACCOUNT > |
LOGIN >

Forgot Usemame

PTIN and FIRE users need a separate account in this system

WARNING! By accessing and using this government computer system, you are consenting to system monitoring for law enforcement and other
purposes. Unauthorized use of, or access to, this computer system may subject you to criminal prosecution and penalties.

IRS Privacy Policy | Security Code Terms and Conditions | Accessibility

Step " Action

4 Login using your E-Services Registration Id.
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The following screen displays:

¥HIRS

Select Organization

Select the organization you will represent in this session:

Each item below represents an organization for which you are authorized to perform work. By selecting an crganization, you are logging in as an authorized user of that
organization. You will be able to perform work for only that organization.

& Individual
/@] (ACA) GEORGIA DEPARTMENT OF EDUCATION, 205 JESSE HILL JR DRIVE SE | ATLANTA, GA, 30334

| Submit Selected Organization

e-Services Privacy Policy

5 Select the button to the left of the organization you will represent in this session and select the
Submit Selected Organization button.

The following screen displays:

¥IRS

Contact Us  Logot
Affordable Care Act Information Returns
A 4 5 4
'-; . e
Upload ACA Forms Check Transmission Status
Upload your completed ACA form and manifest file in XML Once you have completed your tranamission in Step A you

may check the transmission status of your form
Priox to transmission please read the instructions 10 ensure
that the form has baen completed comectly and s crganized Please have your Receipt 10 ready
in the comect structure. Please have the following XML foems
ready for upload

o ACA Manifest of basic submitter information
o ACA Form 10948/10958 or 1094C/1095C

UMOAD ACATORMS > CHECK TRANSMISSION STATUS >
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6 Select the Upload ACA Forms button.

The following screen displays:

MRS

Cantact Us | Mome Logout

ACA Transmission File Upload

Upload Manifest
Beovne for your Marifest Mle in XML formmat

Note: Ondy one Manifest Sle may be selected 10 coincides with this transemission
Mantest F e

/ Upload Form

Beovwse foe your Form fle containing Foomm 109038 and o assecistod 109584 o0 Fomm tORC and o8 associated 10D5Cs In XML
foemat. Once you have selected your Sles select “Tranamit” to process the transeiasion

Note: Ondy one Fomm Sle may be selectod 10 Coincide with this transmissbon Your totsd tranamission file slze may not exceed
100ME and may ondy Inchude XML e types

s, P

Tranamission
Onie yoms <k "Transent™ you will NOT be abde 1o Cancel your Wans s sion
I your file In succeasiully recelved after cliching “Traoamit™. a confiomation page will appear that contalng the feceipt 1D for thin

M is rec ded that you save your Receipt 1D in a secuee Dcation If thare was a probiem with your file an
it Page Wil e Ahown FPlaase COmect (he probdenm and Iry your BManm mission agen

Note: Due to fle size Imitations. please sllow safficient time for larger Foem files to Be tranamitied

Step  Action

7 Upload the Manifest and Form file.

e Browse to the PCGenesis directory KN\SECOND\PAYACA\ and select the
PCGenesis generated Manifest file for first input box:

MANIFEST 1094C_Request xxxxx ccyymmddT010101003Z.xml

e Then browse in the same directory and select the Form file for second input box:
1094C_Request xxxxx ccyymmddT010101003Z.xml

Select the Transmit button to upload the files.
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The following screen displays:

YIRS

Print | Contact Us | Home | Logout

Transmission Confirmation

Your uploaded file has been transmitted. Please see details of this transmission below. It is highly recommended to print this page
to keep for your records. Remember to check the status of this transmissicn by using the Receipt 1D provided below to ensure your
file is accepted.

Receipt ID: 1055C-16-00034716
Date and Time: 04/18/2016 02:12:18 PM UTC

Your Transmitted Form File

File Name File Size

=) 1084C_Request_BB1LX_20160305T010101101Z.xml 10.06 KB

PRINT

Step | Action |

8 The Transmission Confirmation page displays.

9 Screen-print the Transmission Confirmation page and record the Receipt ID. The Receipt
ID is required to view the Transmission Status.

Note: Be sure to write down the Receipt ID. The Receipt ID is required to determine the
status of the production transmission.

When submissions are received by IRS and pass the initial validations at the portal, a
Receipt ID is issued. This generally occurs within minutes of receipt.

Transmitters should wait at least 10 minutes after the Receipt ID is received to request the
Acknowledgement for a transmission.

During peak processing periods, the Acknowledgement may not be ready for several hours,
or even days, after the Receipt ID is received.

10 Before closing the Transmission Confirmation page window, update the Transmission
Status of the XML Filename to Yes - transmitted (‘Y’) and update the IRS Receipt Status
to ACA file submitted/waiting acknowledgment (‘S’) in the Maintain IRS ACA Receipts
module.

Follow the instructions in Procedure H: Maintain IRS ACA Receipts in this document to
update the Transmission Status and IRS Receipt Status.
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13. Checking IRS Transmission Status

1 Logon to internet using GOOGLE CHROME
Note: Microsoft® Internet Explorer does not work for this process.

2 Enter the following URL:
https://www.irs.qov/e-file-providers/air/affordable-care-act-information-return-air-program

The following screen displays:

Help | News | Language~ || Charities & Nonprofits | Tax Pros |

File Refunds Credits & Deductions Forms & Instructions

Pay

Home > Tax Pros > Affordable Care Act Information Return AIR Program

Affordable Care Act Information Returns (AIR) Program

English

Affordable Care Act (ACA) information returns and transmittals are electronically

Enrolled Agents
nrofed fAgen filed through the ACA Information Return system, also known as AIR. Ul Channel Link

Annual Filing Season Program B )
Participants Program Overview « AR '._I_IChannel Login — AATS

Under the Affordable Care Act (ACA), insurance companies, self-insured

Enrolled Retirement Plan Agents companies, and large businesses and businesses that provide health insurance to
their employees must submit information returns to the IRS reparting on
Certified Professional Employer individual's health insurance coverage.

Organizations (CPEQ)
Other non-ACA information returns, such as Forms 1099, can be electronically

« AR UI Channel Login -
Production
Enrolled Actuaries transmitted through the Filing Infor'r'n_aﬂon F‘.-;turnls Electronically system. also )
known as FIRE. The AIR system has different requirements than FIRE.You must A2A Certificates

E-File Providers follow the AIR procedures explained on this page even if you have previously used

FIRE. « AIR Automated Enrollment
Modernized e-File ACA information returns include:

+ Form 1094-B, Transmittal of Health Coverage Information Returns
+ Form 1095-B, Health Coverage
+ Form 1094-C, Transmittal of Employer-Provided Health Insurance Offer and
Coverage Information Returns Quick Links
+ Form 1095-C, Employer-Provided Health Insurance Offer and Coverage
« AIR Operational Status
+ AIR Webinars
« AATS (Testing]
« AIR Schemas/Business Rules
« Year 2015 and 2016
Information

Anyone required to file 250 or more information returns, must file them
electronically. This requirement applies separately for each type of return and
separately to each type of corrected return. All filers are encouraged to
electronically file even if you have less than 250 returns.

Here’s what you need to know to get started with AlIR:

In general, if vou are a software developer, transmitter, or issuer reguired to file
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3 At the top right corner under the orange heading Ul Channel Link, select AIR Ul Channel
Login — Production.

The following screen displays:

VRS

Sign Up Log In
Don't have an account? Create ane now. Already have a username? Welcome backl

Username

CREATE ACCOUNT |
LOGIN >

Forgot Usemame

PTIN and FIRE users need a separate account in this system

WARNING! By accessing and using this government computer system, you are consenting to system monitoring for law enforcement and other
purposes. Unauthorized use of, or access to, this computer system may subject you to criminal prosecution and penalties.

IRS Privacy Policy | Security Code Terms and Conditions | Accessibility

Step " Action

4 Login using your E-Services Registration Id.
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The following screen displays:

¥HIRS

Select Organization

Select the organization you will represent in this session:

Each item below represents an organization for which you are authorized to perform work. By selecting an crganization, you are logging in as an authorized user of that
organization. You will be able to perform work for only that organization.

& Individual
/@] (ACA) GEORGIA DEPARTMENT OF EDUCATION, 205 JESSE HILL JR DRIVE SE | ATLANTA, GA, 30334

| Submit Selected Organization

e-Services Privacy Policy

5 Select the button to the left of the organization you will represent in this session and select the
Submit Selected Organization button.
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The following screen displays:

YIRS

Contact Us  Logout

Affordable Care Act Information Returns
»
A 4 B 4

Upload ACA Forms Check Transmission Status

Upload your completed ACA form and manifest file in XML. Once you have completed your transmission in Step A, you

may check the transmission status of your form.
Prior to transmission, please read the instructions to ensure

that the form has been completed comectly and is organized Please have your Receipt |D ready.
in the cormrect structure. Please have the following XML forms
ready for upload:

* ACA Manifest of basic submitter information
« ACA Form 1094B/1095B or 1094C/1095C

UPLOAD ACAFORMS > CHECK TRANSMISSION STATUS >

Step  Action

6 Select the Check Transmission Status button.
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The following screen displays:

¥HIRS

Contact Us | Home | Logout

Transmission Status Record
All fields with * are required.

You may enter a Receipt ID applicable for the current tax year in the search tool to find a specific transmission. You must enter the
Receipt ID exactly how it is written in your transmission confirmation.

TCC*

Receipt ID *

Step Action

7 The Transmission Status Record screen displays.

Enter the TCC ID and the Receipt ID you obtained earlier in Section 12. Uploading
Production ACA File to IRS.

Select the FIND button.

If the transmission is still processing, the following Transmission Status Details screen displays:

¥IRS

#= Print | Contact Us | Home | Logout

Transmission Status Details
Please see details for this transmission below.
Receipt ID: 1095C-16-00034732

Date and Time: 04/18/2016 02:22:4% PM UTC
Status: Processing

< BACK PRINT
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If the transmission is rejected, the following Transmission Status Details screen displays:

¥IRS

#= Print | Contact Us | Home | Legout

Transmission Status Details

Please see details for this transmission below. Click Download to be prompted to save an XML response message to your computer.
Receipt ID: 1095C-16-00034716

Date and Time: 04/18/2016 02:17:556 PM UTC
Status: Rejected

Errors

The following errors are issues reported by the system for your transmission. If your transmissicn is "Accepted” no further action is
needed. If your transmission is "Rejected” please cormrect the errors and try your transmissicn again.

For further assistance, please contact us.

Error Code Error Details

AIRMF2008 Rejected transmissicn - Duplicate UUID

< BACK PRINT DOWNLOAD

If the transmission is accepted, the following Transmission Status Details screen displays:

@RS

#=j Print | Contact Us | Home | Logout

Transmission Status Details
Please see details for this transmission below.

Receipt 1D: 1095C-16-00034732
Date and Time: 04/18/2016 05:58:04 PM UTC
Status: Accepted

< BACK PRINT
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8 The Transmission Status Details screen displays.
The processing time varies before a status is returned.

This status will display Processing if the transaction is still pending. Keep checking back
with same Receipt ID until the production transmission changes from Processing to some
other status.

Valid transmission file statuses are:

e Accepted
e Accepted with errors
e Rejected

9 If the Transmission Status is returned as Accepted:

Once the status of your production submission is Accepted the process is complete.

Update the status of the IRS Receipt ID to ACA File Accepted No Errors (‘A’) in the
Maintain IRS ACA Receipts module. Follow the instructions in Procedure H: Maintain IRS
ACA Receipts in this document to update the IRS Receipt Status.

No further action is required.

10 If the Transmission Status is returned as Rejected:

If a file has been rejected by the IRS, it must be replaced.

There may be numerous reasons that an ACA Transmission File might be rejected by the
IRS:

e There was nothing in the file that was delivered to IRS. The transmission file may be
empty.

e The district’s TCC ID is invalid for ACA

e The district’s TCC ID did not pass the test scenario

e The transmission file became corrupted after PCGenesis generation
Note: Any attempt to edit the ACA Transmission Files, will cause the files to become
corrupted and rejected by the IRS.

The following steps must be taken for a rejected file:

1 Update the status of the IRS Receipt ID to ACA File Rejected (‘R’) in the Maintain IRS
ACA Receipts module. Follow the instructions in Procedure H: Maintain IRS ACA
Receipts in this document to update the IRS Receipt Status.

2 Determine the reason that the ACA Transmission File was rejected. Contact the
Technology Management Customer Support Center for assistance, if necessary.

3 Create a Replacement ACA Transmission File. Follow the instructions in Procedure G:
Print Employee 1095-C"’s and Create File in this document. Select the radio button for
the Create electronic media only option, and then select the radio button for the
Replacement file option.
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11 If the Transmission Status is returned as Accepted with errors:

If a file is “Accepted with Errors” by the IRS, then landscape 1095-C paper correction
forms must be mailed to the IRS to fix the data.

When the Transmission Status is returned as Accepted with errors, the majority of the ACA
Transmission File records have been accepted by the IRS with no errors. However, errors do
exist on a subset of the records submitted to the IRS.

When an ACA Transmission File is “Accepted with Errors”, the IRS provides an
Acknowledge Error File with a list of the Transmission File record numbers and the
corresponding error messages associated with each record number. In this case, 1095-C
paper correction forms must be mailed to the IRS to fix the data.

Corrections are filed after the ACA file transmissions are accepted by IRS. Corrections
include errors identified either by the IRS, the Transmitter, Issuer or Employer, or by the
Taxpayer. Any correction must be sent to the IRS via paper 1095-C correction forms.

The following steps must be taken for an “accepted with errors” file:

1 Update the status of the IRS Receipt ID to ACA file accepted with errors (‘E’) in the
Maintain IRS ACA Receipts module. Follow the instructions in Procedure H: Maintain
IRS ACA Receipts in this document to update the IRS Receipt Status.

2 Read the Acknowledge Error File and print the report from Microsoft® WORD. Follow
the instructions in Procedure H: Maintain IRS ACA Receipts, H2. Reading the
Acknowledge Error File from the IRS.

3 Cross-reference the IRS Record Numbers in the Acknowledge Error File to PCGenesis
Employee ID Numbers. Follow the instructions in Procedure H: Maintain IRS ACA
Receipts, H3. Cross-Referencing IRS Record Numbers to PCGenesis Employee ID
Numbers.

4 With the information obtained by cross-referencing the IRS Record Number to the
PCGenesis Employee ID Number, proceed to the Personnel System Master Menu, and
the Personnel Update Menu, to review the employees’ ACA data. Make any necessary
corrections to the data. Refer to the Personnel System Operations Guide, Section F:
Personnel Update Processing for more information.

5 Create and mail the landscape 1095-C paper correction forms to the IRS. Refer to
Procedure G: Print Employee 1095-C’s and Create File, G1. Supported IRS Forms for
1095-C for information about the correction 1095-C landscape forms.
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Appendix A: Supported 1095-C Form - Example
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