
 

 

ACA Reporting Requirements 
Applicable large employers (ALE’s) must report specific information to the IRS regarding the health care coverage they 
offer, if any, to full-time employees.  In order to determine if a company is considered an Applicable Large Employer 
(ALE) which will need to comply with the 2015 Patient Protection and Affordable Care Act (PPACA), the employer must 
have 50 or more full-time employees or 50 or more full-time equivalents in the previous year.  A full-time employee, 
for the purposes of ACA, is any employee who averages 30 or more hours per week or 130 hours or greater per month 
during a calendar year.  All companies under common control (ownership) are aggregated together and the sum of all 
the full-time employees and/or equivalents are used to determine if the FTE threshold is met.  In addition, employers 
with a self-insured group health plan will have additional reporting requirements for any employee and dependents 
enrolled in the plan for any month of the reportable calendar year. 

 

The 1094-C and 1095-C 

The 1095-C is the IRS form used to report 1.) the offer or non-offer of health care coverage to a 
full-time employee, 2.) the low cost of the health care offer, and 3.) the employee’s enrollment or 
declination in the plan for each month of the reportable year.  Each full-time employee will 
receive a copy of the 1095-C and the employer will need to file the 1095-C along with the 1094-C 
as the transmittal to the IRS.  Employers with a self-insured health plan will need to complete 
Section 3 of the 1095-C which lists all covered lives (employee and dependents) enrolled in the 
plan.  For examples of the 1094-C and the 1095-C please visit: https://www.irs.gov/pub/irs-
pdf/f1094c.pdf & https://www.irs.gov/pub/irs-pdf/f1095c.pdf   

 

Penalties for non-compliance 
Penalties for late or incorrect 1095-C & the 1094-C are steep.  An ALE employer neither furnishing a form as required 
nor filing a form as required could be considered actions of “willful neglect” and incur double penalties.  Be aware 
penalties have been increased annually.   

 

The ACA Monitor 
Kemper 1st Choice Payroll offers an online ACA Monitor module for clients.  The ACA Monitor provides information 
relative to the Affordable Care Act in a simple, straight-forward way.  The ACA Monitor will keep you in compliance for 
the year-end reporting.  The ACA Monitor shows affordability of the group health insurance by employee as well as 
providing the date the offer of coverage will need to be extended to an employee.  Determining whether the 
employees are full or part-time is easy with the monthly hour tracking report within the ACA Module.  The following 
information is the ACA Monitor Manual which will outline the available reports which will make ACA more manageable 
and assist with proper reporting for ACA year-end.   

 

 

 

 

 

https://www.irs.gov/pub/irs-pdf/f1094c.pdf
https://www.irs.gov/pub/irs-pdf/f1094c.pdf
https://www.irs.gov/pub/irs-pdf/f1095c.pdf
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Kemper 1st Choice Payroll 
ACA Monitor Instructions 

Employers ACA Responsibility in the current calendar year 

If you are a company that in previous calendar year has 50 or more full-time employees, or full-time equivalents, then you 
need to meet new federal requirements and document the availability of health insurance to your full-time employees.  

What are your ACA Requirements? 

IRS Form 1095-C for every one of your full-time employees. (If you’re self-insured, you will have to do that for all your 
employees). The 1095-C is due to employees by February 1st of the preceding year 
 
IRS Form 1094-C employer transmittal form. Due to IRS by January 31st of the preceding year (March 31 if you are e-
filing). 
 
 
First Step 
The first step is to complete the Affordable Care Act Settings Form.  This will allow us to set up your company 
according to your group health care plan document and the reportable hours needed to determine eligibility.  Any time 
there is a change in your group health care plan, we will need to revisit the company setup to make sure the 
information is correct for reporting purposes.  This is setup by your assigned ACA administrator and is accompanied by 
a phone call to be sure all hours and information are set up to reflect the actual group plan, definitions of hours and 
any additional information needed.  (Please see attached).   

 

Second Step 
Each individual employee that has hours in the reportable year will need to be classified as either a full-time, part-
time or seasonal employee.  Please remember for ACA reporting purposes that a full-time employee is an employee 
that averages 30 or more hours in a week or 130 hours in a month.  On the employee setup, please select the 
“General” tab “ACA Status” and choose whether that employee is a full-time, part-time, or seasonal employee.  Please 
fill in the effective date the employee went to the status selected.   Also, if your group health coverage is a self-
insured plan you will need to enter the dependents.  Under the “HR Advanced” tab ->Family Members ->Choose New -> 
Fill in the dependent relationship, name, address, social security number, gender, birthday and when the dependent’s 
coverage began.  Please be sure to press the “Save” button after entering the information. 

 

Third Step 

Employee Events 

Found under Clients > Employee > Events. You can either add an event to a specific employee or you can add the same 
event to multiple employees. You can also view the events for a single employee or for all employees on a specific 
company. Those critical events required for the 1095-C are highlighted in red. 
 
401k Enrollment: This is for informational purposes for the client.  
 
ACA Benefits Eligibility: This is for informational purposes for the client for now.   
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ACA Declination Coverage: This event covers the employee opting out of coverage.  Please put in the start date 
of when the declination began.  If you have an end date for the declination, please fill it in, otherwise leave it 
blank.   
 
ACA Deduction/Memo: In the event that an employee had a deduction/memo setup but couldn’t pay for it for 
whatever reason for that month, the client can put in this event so the system knows that the employee was 
covered.  Please fill in the dates that the deduction/memo was not deducted or recorded in payroll. 
 
ACA Enrollment: If the boxes aren’t marked correctly on the 1095-C, or if there is a change (or if you know the 
employee is enrolled but isn’t showing on the screen) you can add enrollment dates here.   
 
ACA Form 1095 Override Box 14/16: If you need to override these boxes you can enter the code in the note field. 
Override codes can be found in the instructions for the 1095 found at the end of the monitor instructions  
 
ACA Initial Assessment Period: will need to be added for any employees within this period currently, the system will 
automatically add this for all new employees based on the settings in the monitor.  
 
ACA Status Change: Add any status that changed during the year along with the eligibility dates. The system will 
automatically add this even when an employee’s ACA status has been changed in the ACA monitor 

Benefits Enrollment: Informational for client to track when the employee enrolled for benefits 

Rehire: Informational for client when employee is rehired 

 

Fourth Step 
Once the first three steps are completed, you may now view the ACA Monitor for accurate results.  The next section are 
ways to utilize the Dashboard to be sure your company is in compliance and the 1095-C’s are reflecting an accurate 
reflection of the employee’s health insurance.  The settings will be filled in for your company by the ACA representative 
from the First Step.  If you feel this is not an accurate reflection of your company, please contact us immediately so we 
can make sure the ACA settings are correct.  

The Dashboard is a summary of the steps necessary to view your company and how it complies with the ACA laws.  A 
green light means that all is completed or is true.  So for example, a green light in the Company Settings mean that the 
ACA settings pages have been completed where as a red light means the information is not complete to reflect an 
accurate picture of the company.  A green light in the Large Employer Status means that the company does meet the 
requirements of an Applicable Large Employer Status whereas a red light means it is not an Applicable Large Employer.  
Please be aware that if the company is an aggregate large employer, you will need to change the ACA Group to the 
authoritative member of the group of companies to get an accurate picture.  If any others are red, there may need to be 
action taken within that step.   

 

The next pages below will walk you through the ACA Monitor step by step if you have any additional questions.   
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DashBoard 

 

Company Settings – Adding your company settings for pay codes, benefits, low cost, and time periods 

Large Employer Status – The system will pull in all hours selected and will display if client is considered a larger employer 
and will also display if ER paid health insurance needs to be reported on the W-2 box 14 

Employee Classification – Calculate average hours and if employee is considered part or full time 

Employee Coverage – Lists if employee is covered by health insurance 

Employee Affordability – Verifies employer is in compliance with not deducting more than 9.5% of federal taxable for 
health insurance 

 

Please note:  The dashboard must be updated in order for your calculations to work properly. 
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ACA Settings > Hours 

 

ACA Excluded Hours – This area will provide you a list of pay codes from your client setup area.  Please mark those that 
you would like excluded from your calculation. Once selected, please click Save to right upper part of your screen. 

ACA Settings > Benefits 

 

Benefits – Please select your Medical Insurance codes that should be applied to this calculation.  Once selected, please 
click Save to right upper part of your screen. 

ACA Settings > Low Cost 

 

Low Cost – Enter in your low cost options per medical code selected then save 
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ACA Settings > Period/Report Options 

 

There are time periods that the ACA ruling has defined that are stored on the company level. In the ACA calculations, the 
ACA monitor uses the Measurement Period and also the Initial Assessment Period. The other two periods are for 
company reference 

Measurement Period – This is the period of time used to calculate average hours for the company or employee. This 
period is used to determine if the company is subject to the ACA laws. 

Administrative Period – This is the time period after the measurement period that the company is allowed to use to 
gather the information on the calculations on the employees and offer insurance if needed. The company does not have to 
use this time period 

Stability Period – This is the period of time after the measurement and administrative period in which the employee ACA 
classification and benefits offered must remain the same 

New Employee Rules – There are two rules that can be set up for new employees to assist in automatically filling in the 
employee period in employee events.  
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The first rule is the initial assessment period which fills in the employee initial assessment period event. To set up the 
initial assessment rule, fill in the number of days or months in the first box. Then select the option Day/Month in the next 
box to coincide with that number. The last box is when to start this period. It is either from hire date or from the first day of 
the first full month after the hire date 

The other rule is the employee benefit rule. This create the event employee benefits eligibility. This should only be used in 
the case where the employer pays the total cost of the employee health care and no deduction or memo is set up for the 
employees who have insurance. It follows the same setup style as the initial assessment setup 

Report Options – The options in this section flow to the 1094-C & 1095-C. The options will correspond to a code or an 
option to check a box on one of these forms. The form instructions will have information on these items and when to pick 
them.  

The Certification of Eligibility is used to check a box on form 1094-C, box 22. Select the letter of the box that needs to be 
checked if appropriate. There are 2 and 3 letter combinations if more than one box needs to be checked. 

Coverage Override is used to override the code in box 14 on form 1095-C for all employees in the company. Select the 
appropriate letter of coverage. For instance, if code ‘1A’ should be used for all employees offered coverage, select ‘A’. By 
default the code in box 14 is ‘1E’. Enter the override if that is not the appropriate code for the entire company. 

Previous Low Cost is the low cost value of the health care changed during the year. Enter the previous amount and the 
date it ended. On the form 1095-C line 15, it will use this value for the months up to this date and then use the current low 
cost amount set up in the ACA monitor for the rest of the months in that year. 

Affordability override is used to override the code in box 16 on form 1095-C in the case where the employee was offered 
coverage but opted out. By default, it will put the code ‘2F’ for all employees with this case. If the company uses another 
sage harbor for affordability. i.e. federal poverty line, enter the letter of the appropriate code to override the ‘2F’ for all 
employees in the company. Refer to 1095-C instructions for available codes.  

4980 Transition Relief is used for form 1094-C. Refer to 1094-C instructions for code descriptions. 

 

Large Employer Status 

 

Large Employer Status – This will calculate the full time employees and full time equivalents according to ALE Period 
chosen. This section will also calculate if you are required to report employer paid health insurance in box 14 on the W-2 
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Employee Classification 

 

Employee Classification – This will calculate the average hours per week according to the measurement period. Any 
employee with over 30 hours will calculate as full-time. Under 30 hours will calculate as part-time. You can either change 
each employee current ACA status one at a time, or you can click on change statuses and change all calculated full time 
together or all part time together. Changing the status will automatically create an employee event and will fill ACA status 
on employee setup > hr basic tab > ACA status. By default, you will only see misclassified (calculated status differs from 
current status) employees, but there is an option to show all employees. 

 

Employee Coverage
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Employee Coverage – By default, this step will show employees that are full time and not receiving benefits. You can 
also un-check those filters to view all employees. 

 

Employee Affordability 

 

Employee Affordability – This step will show any employee who is receiving benefits, but is paying more than 9.5% of 
federal taxable gross. You can un-check the ‘show exceptions’ filter to view all employees. 

 

Initial Assessment 

 

Initial Assessment – Employees shown on this tab will not show in employee classification, employee coverage, or 
employee affordability tabs as their hours are still being tracked to see if they qualify for benefits according to the periods 
set up on the company.  
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Calculations 

 

Recalculate Figures – If any changes are made after monitor is launched, you can recalculate figures and the system will 
re-calculate based on the changes made.  

Change Dates – This option will allow you to change the Measurement dates and/or ALE dates as a 1 time change. The 
next time the monitor is launched, the system will use default dates on the settings tab. 

Fill In Prior Information – Using this option will fill in any prior information on employee events according to periods set 
up. i.e. initial assessment period, benefits eligibility 

Preview 1094C – This will show a preview of the 1094C for selected company 

Preview 1095C - This will show a preview of the 1095C for selected company/employees 

Check All Companies – This option will scan the entire database and list the below info. Depending on your database 
size, this report can take hours to run 

 
 

Employee Setup 

 
This is just a shortcut to edit employee master. 
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