Springbrook — Affordable Care Act Processing
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Agenda

Resources

Batch Setup and overview

Data Extraction and preparation
Edit Employees entry

Edit Employer entry
Filing
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Resources

= Springbrook Community - Affordable Care Act Playbook

https://enterprisehelp.springbrooksoftware.com/a/1348282-aca-
processing

= Community website - https://success.springbrooksoftware.com
" |RS.gov - 1095 instructions

https://www.irs.gov/pub/irs-pdf/i109495c.pdf

» Affordable Care Act Information Returns (AIR) Program page

https://www.irs.gov/e-file-providers/air/affordable-care-act-
information-return-air-program
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Dates For Reference

* Due date for furnishing statements to
employees - March 1, 2024.

* Due date for filing on paper (if less
than 10 forms) - February 28, 2024.

* Due date forfiling electronically -
March 31, 2024.

* Provision date for on-premise
Springbrook, KVS or SoftRight clients -
email was sent on December 20, 2023.
Email was sent by
amber.elstad@sprbrk.com.

« Software ID has been updated in our
system, you can file now if you wish.
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What’s New: The electronic-
filing threshold for information
returns has been decreased to
10 or more returns.

Electronic Filing

@ If you are required to file 10 or more
information returns during the year, you

must file the forms electronically. The
10-or-more requirement applies in the aggregate to certain
information returns that are original or corrected retumns.
Accordingly, a filer may be required to file fewer than 10 Forms
1094-C and 1095-C, but still have an electronic filing obligation
based on other kinds of information returns filed. The electronic
filing requirement does not apply if you request and receive a
hardship waiver. The IRS encourages you to file electronically
even though you are filing fewer than 10 returns.

Waiver. To receive a waiver from the required filing of
information returns electronically, submit Form 8508. You are
encouraged to file Form 8508 at least 45 days before the due
date of the returns, but no later than the due date of the return.
The IRS does not process waiver requests until January 1 of the
calendar year the returns are due. You cannot apply for a waiver
for more than 1 tax year at a time. If you need a waiver for more
than 1 tax year, you must reapply at the appropriate time each
year. If a waiver for original returns is approved, any corrections
for the same types of returns will be covered under the waiver.
However, if you submit original returns electronically but you
want to submit your corrections on paper, a waiver must be
approved for the corrections if you must file 10 or more
corrections. If you receive an approved waiver, do not send a
copy of it to the service center where you file your paper returns.
Keep the waiver for your records only.
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Cirrus platform is available for all users

= Cirrus is now ready to use for processing your -'d RUPPOsts SUpPOrt #4840

ACA batch if you choose to use this platform
instead of Springbrook Enterprise. Both options
are included in our solution.

Springbrook Springbrook

= You can work in Cirrus and then switch to

Enterprise and all your saved work will be there. @ Affordable Care Act

Calendar Year*

It is your choice which platform you use. &
= Cirrus has some enhancements to the ACA batch Feloyee Number
process Im'%” Self-insured coverage provided
= Cirrus is fully browser based and can be used from
all modern browsers (Safari, Chrome, Mozilla, Generate
Edge, etc.).
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Affordable Care Act batch process

" [mport or Generate

Edit Employees
Edit Employer
Proof List
Forms

Export

Commit - never needed just deletes
information.

@ Affordable Care Act

&
Import

[ Affordable Care Act A ]

v 12023 ACA -]
Edit Employees

% Import

Wy Generate

4 Edit Employees
g Edit Employer
» Proof List

@ Forms

% Export

! Commit
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Generate — Only Available for Existing Cloud Payroll clients

= Check Security if you do not have it on your menu. 4 - o X
File Window Hel
= Select reporting year - Will default to the current fiscal & o« . ik Envcrite B

year. You are reporting for 2023. The system will only
bring in employees that are active in 2023.

Settings

Calendar Year: I2023
= Sort Order - This will determine the order the forms SotOrder: | Employes Number ]
are printed. Will be helpful if you want to match up 7 Seffinsured coverage provided
forms to W2’s to mail.

4)

@ Affordable Care Act

= Mark Self-Insured coverage if you need to report

dependents. i clodar e
= Cirrus only: The generate will bring in O | et orer
dependents in HR if selected and will not if this Employee Number
toggle IS not marked. @ Self-insured coverage provided

= Ifself-insured reporting is needed you can
import dependents from a file if they are not in
your HR system.
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Generate - Existing Cloud Payroll clients only for Enterprise
and Cirrus

= We corrected an issue that could cause o ¢

an error for review if an employee name "
or address includes a disallowed i ——
character. You will still get this review B -
message now, but the disallowed Rl itios, T
characters will be removed foryou. You |
will not need to go in and remove the

disallowed from the Edit Employees step.

a Errors = O P2 ‘

»

invalid character was found in the ‘Address 1° column.

nvalid character was found in the "Address 1" column.
invalid character was found in the "Address 1" column.
in the "Address 1" column.
in the "Address 1" column.
in the "Address 1" column.

in the "Address 1" column.

f

f

f
invalid character was foun:
invalid character was foun:
invalid character was foun:
invalid character was foun:
invalid character was found in the "Address 1' column.

invalid character was found in the "Address 1' column. v
4 | il >

rrzrrIzeeim

= You can keep the review list and modify
your employee records to remove
disallowed characters.
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Data extraction

= Springbrook data extraction will export employees and
dependents only.

= Employee file - Review for disallowed characters and double
spaces.

= Dependent file - If you are not reporting as “self insured” you will
not need the dependent file. If you need the file make sure to
review it for disallowed characters (except / from birth dates).

= Remember opening CSV files in Excel will remove all leading zeros.
Critical for zip codes and Social Security numbers.
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Import Files

= OpenlImport step in the batch. This
can be done after employees are

generated.

= Select the employee file (dependent
and coverages if also importing).

= Select the sort order you want the
forms printed in.

= Importantif matching to W2’s
to mail.

= Click Check mark or Submit button to
Import.

= NOTE: If youimport employees after
the Generate step was run the new
file will replace all employees
currently in the batch.

File Window Help

9 L w @9

Pr mport / Affordable Care... — - X @ Affordable Care Act

P Overview

Options

Employee File:

Dependent File:

Coverage File:

Employment Cutoff Date:

Resubmission Id:

Sort Order:
Resubmission

X -] |

>Employee Number v

Employee Number | 2
LaSt Name. Flrst Name L] Edit Employer
SSN

e e L ==

=

Employee File

BROWSE... Or drop files here

Dependent File

BROWSE... Or drop files here

Coverage File

BROWSE... Or drop files here

Employment Cutoff Date

Sort Order
Employee Number

SUBMIT
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Tips tor Dependent and Coverage Import

= Considerimporting only Employees to start.

= Dependent and Coverage files can be imported after Employees are
imported. If Employees are already imported/in the batch then the
system will more easily match the Related Employee Number up from
the Dependent and Coverage files to the correct Employee.

= You cannot import additional employees without deleting ALL
employees and information in the batch.

Spri@



Review/Errors N

2 Refresh O View Report x Favorite @ Exit @ Help
Search Criteria

= |fthe statusis “Review” thereare | ... o

Job Type: I(NI Job Types) V' Show jobs that are cumrently processing.

-]

. . . -]
errO rS In the fl les SO the Im po rt Batch Type: | (No Batch Type Fiter) -] V| Show jobs that completed successfully.

. . . . Scheduled From: |12/ 5/2022 [-]

did not include all information. g

V' Show jobs that are scheduled.

v Show jobs that didnt complete due to an eror.

Scheduled To: |12/ 5/2022 V' Show jobs that were deleted.

B L LL .

PSSLLLLLLLLLIP S

Drag a column header here to group by that column

Job ID Detals | Description Status Results Batg

= Click onthe View Reporticon at | e ™ Siaes o2 ol =
the top or double click on the ye—— —

File Window Help

item belOW. The errors Will 4 Favorite @ Exit @ Help £ Dock in MDI

| | Index Emo... | Emor Description | Layout Info e
° 4 E 21 An invalid character was found for employee in the ‘Address 1 column. 10000.Able. Zena,Ann 899997654,88765
d I S l a 4 2 A social security number is required for each employee. 23232323 Moore Matti......... FALSE -
p y L4 hi3 An invalid character was found for employee in the "Address 1' column 30157 Palmer Carol A,.999995634,10 SE ... —
24 4 An invalid character was found for employee in the 'Address 1' column 31137 Muench,Derek R,999995275,192.
[ ] 28 5 An invalid character was found for employee in the "Address 1" column. 31155,Meyer,Lee*M,R,999995468,2717 ..
[ 38 6 An invalid character was found for employee in the "Address 1" column. 31178, Denis John A, 999999404,1441 Da...
[ 40 7 An invalid character was found for employee in the "Address 1' column. 31180, Kumbalek . Debora.J,999999879.1...
43 8 An invalid character was found for employee in the "Address 1° column. 31198 Frieder, Thomas,M,999995544,150...
57 9 An invalid character was found for employee in the "Address 1° column 31228 Henmann,Ann,M,999998664,701 ...

61 10 An invalid character was found for employee in the "Address 1" column. 31242 Sorenson,Roger*F.C.999997637.2...

An invalid character was found for employee in the "Address 1° column 31291, Staudinger,Bemard.J 999999863....

76 12 An invalid character was found for employee in the ‘Middle Name' column. 31297 Ladwig,Richard J.,.999992382 462

91 13 An invalid character was found for employee in the 'Address 1' column 31337 Brey,Robert, W,999990950,1411 S...

94 14 An invalid character was found for employee in the ‘Address 1' column 31341 Lacroix,Paul A,.999991296,1526 S... ¥

~
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Review/Errors

In almost every case the employee has been imported into the batch
with the invalid data.

NOTE: If you import additional employee files, ALL employees in the

batch will be deleted. Not the case if you import dependents or
coverages. 3 - = x
File Window Help
@Save 2 Refresh ] New ~ LE] Delete arecord v [4] Maintain records ~ [ Select all employees. [T] De-select all employees.
Employees
| Middle Name |2 SSN |/ Date of Bith | 2” Address 1 | Address2 |2 City | State 4
R 999993826 02/14/1980 88765 Main Street #52 Springbrook OR i
A 999593361 11/25/1969 1243 Meadow Brook Ct Springbrook OR
E 999997357 10/23/1963 350 Winnebago St Springbrook OR
998998598 01/01/1960 4448 Deerfield Lane Portland WA
M 999598338 07/20/1953 12 Springbrook OR
112300666 06/30/2001 CA
L 999956885 03/08/1979 1410 So 21st St Springbrook OR
999999999 b
4 | il | »
[ Dependents
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Affordable Care Act batch process  assmesss:

&
Import

" |[mport or Generate

= Edit Employees T [oebecorene 3]
[-]

. 023 A
= Edit Employer T s
"t Prooflist f
= Forms ey
= Export )

= Commit - never needed just deletes
information.
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Ed it E m p lOyeeS Tip: It works well to

* This window contains all the employee reporting information. go through your
batch and delete any

= |n Enterprise, the +in the left margin will open each employee monthly employees that you

information. Clicking it again will close the employee information. do not need to
report before doing

= |n Cirrus, select the employee and click the Edit to view information. ~ anythingelse.

~ _ PAEDIT @ REMOVE -+ EMPLOYEE (£ UPDATE SELECTED COLUMNS ©
B Employee # Last Name 1T First Name Middle Name SSN Date of Birth Address 1 Address 2 City State
31675 Krajnik Kerry M 999995291 10/14/1954 301 Parkview L... P O BOX 191 Springbrook OR
a =

File Window Help

lSave & Refresh [7]New v [giDeletearecord v [2] Maintain records ~ [ Select all employees. [T] De-select all employees. (F] Copy Employee to Dependents 7 Favorite (@) Exit @ Help

Employees
j Selected | Employee Number |j Last Name \j First Name [j Middle Name ]j SSN \] Date of Bith |j Address 1 |j Address 2 \j City |j State -
= 31675 Krajnik Keny M 999995291 10/14/1954 301 Parkview Lane P O BOX 191 Springbrook OR
Month Number | Month \/’ Coverage [/ Coverage Ty... ]] Safe Harbor ‘ =
| 1 January $0.00 1A 2C
| 2 February $0.00 1A 2C
| 3 March $0.00 1A 2C
4 April $0.00 1A 2C v
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Enterprise - Edit Employee Functions

"1 Save - Will enable when changes are keyed.
&' Refresh - Not often used, will restore information on the window.

"+ New - Use drop-down arrow to choose if you add a new employee or
dependent.

o - Deletearecord - Use drop-down to delete an employee or a dependent.

2 - Maintain records - Select Coverage record or Plan Period record to
maintain all selected.

m Select all employees - Will mark the selected box for all employees.
Works with the Maintain records, Copy and delete functions.
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Enterprise - Edit Employee Functions (cont.)

= De-select all employees - Removed the selected toggles for all
employees.

Copy Employee to Dependents - Copies each employee to
=~ dependents. ONLY used if Self Insured is toggled. (Enterprise ONLY)

Favorites (only used if you are using dashboard)

® Exit - Will close the window without saving any entries

)

Help - Will open Springbrook help.

4 Dockin MDI/Undock - Will enclose the window in the MDI and make
it smaller.
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Cirrus - Edit Employee Functions

@ Affordable Care Act 2022ACA

ob + EMPLOYEE <& EDIT & REMOVE Z UPDATE SELECTED COLUMNS ©
Overview
E Employee # Last Name First Name Middle Name SSN Date of Birt Address 1 Address 2 City State
31274 Erickson Jil M 999993298 09/11/1970 1512 Ahrens St Springbrook OR
& 32194 Roehrig David*M H 999998082 03/30/1955 2318 Herman Rd Springbrook OR
g 9
Import
D 32801 Pfeffer Chad P 999998057 03/22/1986 4413 Knuell Ct Springbrook OR
D 31756 Trainor Michael S 999993450 11/27/1962 1301 Manila Str... Springbrook OR
Edit Employee ACA cANCEL
Employee
Middio Namo Addross 1 stato -
. ° ° M 1 St OR &
= Grid Edit Empl t
rd views on I oyee Step are ot
K 399-99-3298
.
First Name Date of irth city Plan Start M
formatted to allow users to edit an :

DEPENDENTS (1

employee’s information, coverage,and ——~
de pen dents all from one window. IR — R E—

employees at once, like Enterprise, o Sk S i
using the Update Selected option. .,

+ EMPLOYEE [ UPDATE SELECTED
= ¥ Last:Nar Coverage 4
e Erickson Plan Start Month
32194 Roehrig

Self Insured
32801 Pfeffer

Springbrook




Edit Employees - Recommended process

@ Edit / Affordable Care Act - O X ‘

File Window Help
QSave i Refresh "] New ~ [£3Deletearecord ~ [Z] Maintain records v [l Select all employees.

" I f d 0) i n g e ntry With i N S p ri N gb oo k th e S _ [Maintain vagcu}h:;echll:;:d :I}“Vsjscr: j

7 Selected Employee Number |/ LastName |7 First Name |
quickest way to process the batch is to T s
change all employees to the most common | ¢ = == = < s
values, then modify the ones that are of] ¥ o e e s
different (such as employees that did not ;lp;n::n;s - /M'M — ’

work the full year).

= (Click the Select all employees button - This
will mark all employees selected. If you “ |
want, you can remove any employees
desired by clicking in the selected box —

l I Ia n u a lly. 31274 Erickson lan Start Mc F
32194 Roehrig
Self Insured
32801 Pfeffer
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Edit Employees - Recommended Process

i Plan start Month — 0 % ‘ Plan Start Month

Use Maintain Records > Plan Period -
Maintenance (Update Selected > Plan | & o oesens = s
Start Month in Cirrus) - Adds the plan  |setine:

start month to each employee. Thisis  |fensetvenn [Crm——-
the month your agency plan starts, not

the employee specific information.

= Often thisis the same for all
em plOyeeS. '/l Maintain records ~ [l Select all employees.

= Thisisrequired by the IRS for

(o o

2023 reporting, Zip 4 Plan Stat Month | &7 Self Insured
. . 99 01
=  Will display the month number. 99 01
99 01

nn n4
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Edit Employees — Update Coverage

= Usethe Maintain records > Coverage maintenance (Update
Selected > Coverage in Cirrus) - Adds the coverage and safe
harbor codes to months specified.

Tip: Click on January and use the Ctrl+A to highlight all months.
Once highlighted you can use the space bar to check all the
months. Cirrus has a select all toggle.

Type in the Coverage dollars, coverage type and safe harbor
codes. Refer 1094/95 instructions for code help. Springbrook
does not give advice on the codes to use.

Coverage - Selected Employees

Months

Sprin;g;;)—@

B Coverage

File Window Help

V) Update Coverage @ Refresh [0) Exit @ Help

Months

January
February
March
Apii

May

June

July
August
September
October
November
December

cccccc

Maintenance

Coverage:

Coverage Type:

Safe Harbor:

1E
c

laz

10




Edit Employees — Update Coverage

= Eachselected employee will now show the _
coverage updated.

QSave 2 Refresh []New v [EiDeletearecord v [ Maintain records v [{ll Select all employees.

"Emploiyees

= The Save button Will a ISO ena ble in j Selected Employee Number f Last Name j First Name \j Middle Name \j SSN _‘
. = v 31675 Krajnik Kemy M 999995291 :

Ente rp rlse. Save Often. | Month Number Month j Coverage f Coverage Ty... j Safe Harbor 4

= Recommend saving at this point. ‘o s e : |

4| J >

Dependents

= The window may take a while to save, [ 7 -Last Namo~ 17 Fust Name |7 Mhdde Name |7 SSN 7 -Dstodt Beth_| 7 Jarmsmy
please be patient.

=  You will need to reopen the Edit Employees
window after saving in Enterprise. « “ ’

Batch:00001.122018 .
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Edit Employees — Save errors

= |fthe window does not close or save in
a minute or so, check for errors.

Edit Employee ACA

= The system will identify errors with red
font.

Employee #

= |fyou are missing an SSN, it will not be = =
allowed to save and must be fixed. S

j Selected | Employee Number | j Last Name | j First Name | /" Middle Name | } SSN | j Date of Bith | j Address 1 | j Address 2 | /" City | j State | j _
4 | 32559 Geigel Raymond T 999950024 07/24/1564 4017 Delta St Springbrook OR 995
| | SSGtest George Bob 999999999 =
) | 31530 Glaeser Kevin D 999998605 07/01/1957 155Cth S Springbrook WA 984
| Q 31485 Goertz Gregory P @ 03/10/1957 Springbrook OR 939
£y ] 32562 Graunke Dean w 9999957842 03/16/1949 4626 Calumet Ave Springbrook OR 999
k| | 33017 Groelle Dean A 995922674 03/14/1974 1804 Lincoln St Springbrook OR 974
) | GULZOW?2 Gulzow Ben 665778899 10/08/1580
3 | GULZOW Gulzow Charles A 9958887771 04/11/1977 555 Springbrook Ave Springbrook OR 999
ﬂl 32036 Gunzel Tari A 995591353 10/23/1964 3703 So 26th St ] Springbrook OR 999 ¥
4 i >
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Edit Employees - Existing Payroll Cloud clients only

= Non-employees can be added to the batch through New > New
External Employee (+tEmployee > External Employee in Cirrus) to
add a non-employee (typically for retirees). — Ty

New External Employee

= Thisis not true for On-prem, KVS or SoftRight clients: Import e
your non-employees instead with your employee file duringthe
Import process.

+ EMPLOYEE

= When selected, a new blank line will be added to the grid in Employee
Enterprise and a new employee window opens in Cirrus. All External Employee
information can be added. A

= Employee numbers cannot be duplicated or changed after
saving,.
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Edit Employees - Entry tips

NEVER have more than one User working in the Edit
Employees window at the same time. One person working
will lose their work as soon as the other Saves.

The provision databases for On-Prem, KVS and SoftRight
clients are single user databases. Login information can be
shared and used by multiple users.

Sprin;g;;)—@



'tems to Edit and Check

Sort by the following columns to make sure there are no blanks that will
fail when uploading to the IRS AIR system.

= First & Last Name - no spaces at the beginning.
= SSN - review to make sure all appear to be 9 digits.
= Address & City — no spaces at the beginning.

= Zip - must be either 5 or 9 digits. Anything else will fail.
Employees
cted | Employee Number | ] Last Name | ] First Name | j Middle Name |j SSN | j Date of Bith | j Address 1 |/ Address 2 l/ City | /" State ’/ Zip -
31019 Hablewitz Robert L 955557028 02/21/1952 4235 Rock Court Springbrook OR 99999
31179 Hagenow Lee'M A 999999575 10/06/1953 1617 Atlanta Court Springbrook OR 99999 £
32647 Halle Tammy J 99950093 10/15/1570 3326Cty Rd Y Springbrook OR 99999
31672 Hanson James L 995999104 05/30/1954 1302 Orchard Dr Springbrook OR 99999
32288 Hassen Fred A 999592348 0214/ 1959\A 328 Kent St Springbrook OR 999990
32743 Helminger Brian M 995950474 07/06/1571 2430b 14 Sycamore Dr Springbrook OR 99999
Helms Helms Jaki 999887777 04/22/1985 3104 SW Springbrook Street Springbrook OR 999222222
32919 Hennessey Luke R 999592880 10/26/1979 1107 So &th St Springbrook OR 99999
31 |228 Hemmann Ann M 995598664 06/27/1955 701 So 15th Street SDrinqbrc]Jok OR 97455 b
4 111 >
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Add Dependents - Enterprise

= Dependents can be either keyed or imported.

= Dependents are ONLY included if you need to report as self-insured.
You can get that information from your insurance carrier.

= |f manually adding dependents, click on the employee and use the New
Dependent option.

= Adependent line will open in the Dependents field.
= Be certain to check all the months the dependent was covered.

= Enterprise interface only: Use the Copy Employee to dependents to
copy employee information to the dependent field.

= TIP: Do not add dependents (even employee) if the employee
waived coverage. It will throw errors in the transmission to AIR.

ents
| j Last Name /‘ First Name / Middle Name j SSN j Date of Bith / January / February / March / Apnil / May j June f July / August
b
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Add Dependents - Cirrus

EEEEEEEE

CCCCCCC

Dependents can be either keyed or imported.

Dependents are ONLY included if you need to report as self-insured.
You can get that information from your insurance carrier.

If manually adding dependents, click on the Dependents tab
A dependent line will open in the Dependents field.
Be certain to check all the months the dependent was covered.

Cirrus interface only: the employee will auto populate in the
Dependent field when checking Self-Insured toggle for the employee.

TIP: Do not add dependents (even employee) if the employee
waived coverage. It will throw errors in the transmission to AIR.

DEPENDENTS (1)

+ CREATE DEPENDENT @ DELETE COLUMNS <
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Saving tips

= Save often as you are manually updating Affordable Care Act records.
It takes time but will help you if you make a mistake. You can exit
without saving and only have some edits to do again.

* |f window doesn’t close in a couple minutes max, scroll through the
employees to see if there is an error.

= Errors will be indicated by red font (and exclamation mark in
Enterprise).

Spri@



Affordable Care Act batch process  assmesss:

&
" |[mport or Generate
= Edit Employees T [————_—
. P 12023 ACA -]

= Edit Employer % mpor

Wy Generate
= Proof List i
= Forms iy

% Export
= Export 1 Commit

= Commit - never needed just deletes
information.
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Edit Employer o

File Window Help

Edit Employer information is @ Rereh e Fovorite @it @Help @ Dockin M
CRITICAL if you are going to file o o
electronically. If you are filing on ruimeall i
paper (unlikely), you can simply fill Sepaure Date: |/ / | vt chrtronri
out the Contact tab information. e eSS
= Some fields not required for
2023. Cirrus enhancement has o .msecmen —
these unnecessary options 7 CCCCCCC -
removed. @ TN
= SignaturePIN AN
= PersonTitle i R
= SignatureDate L & 3
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Employer tab

= Request Type - Generally Business TIN. Must be

indicated.
Employer ' Contact
= Authoritative — Must check unless part of an Sraure PN ’l 1 Pagregated group
Person Title: v Qualifying offer
Signature Date: ’ L 1' l Qualifying offer transition relief
Aggregated grou p Request Type:  |BUSINESS_TIN \~| * Section 4980H transition relief
= Aggregate group - must nottoggle unlessyou are | A R
part of an Aggregated group.
= Qualifying offer — Most clients check this.
= 98%offermethod ..o comner

Authoritative I:I 98% offer method




Applicable Large Employer/Monthly Employer Data

This information must be included if filing electronically as Authoritative for the ALE

member.

* Total Employee Count - This is for the total number of employees per month.

» Eligible FTE Count - Number of employees eligible for insurance. MUST BE LESS THAN
OREQUALTO THE TOTAL EMPLOYEE COUNT FOR THE MONTH.

* Min Essential Coverage - Yes - must answer for each month.

e T t Relief - Not d for 2023
FansIition retie ot used t1or . Monthly Employer Data
e A te G i licabl
gg re ga e ro u a I C a e ° Month £ Total Employee Count £ Eligible FTE Count £ Min Essential Coverage
Applicable Large Employer Januar y 300 250 Yes

|| Month |/ Total Employee Count |4”? Eligible FTE Count |2 Min Essential Coverage | /? Transition Relief | /? Aggregated Goup ~ February 300 250
[ ] January 300 250 Yes March 300 250 Yes
|| February 300 250 Yes April 300 250 Yes

| March 300 250 Yes
— May 300 250
|| April 300 250 Yes
] May 200 250 Yes June 300 250
| |June 300 250 Yes July 300 250

| July 300 250 Yes August 300 250 Yes
|| August 300 250 Yes September 300 250 Yes
|| September 300 250 Yes October 300 250 Yes
| October 300 250 Yes November 300 250

| November 300 250 Yes
1 December 300 250
| » | December 300 250 Yes
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Contact tab

= Complete the First Name, Middle Name, Last Name, Suffix (if
applicable) and Phone for the person with the TCC number. This is
the person responsible for answering any questions from the IRS.
(see page 7 of IRS instructions)

NOTE: Make sure there are no spaces after the typed information to

avoid filing errors with the AIR system.
a

File Window Help
B S v @ P

Employer | Contact

EMPLOYER CONTACT

First Name: [Mary
Middle Name: l Middle Name
(503) 999-9999
Last Name: ISmith
Last Name
Suffix: l Smith
Phone: (503) 999-9999
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Aggregated Group - Uncommon

» |[f Aggregated Group is toggled on the General
tab two additional tabs will appear.

= You will know if you are part of an Aggregated
Group based on how you file W2 information.

= |[fyou don’t know you are likely not part of an
Aggregated Group.

= |f checked, two additional tabs will display.

CHCH<H<HCH<H< MM N << <IN

= Cirrus interface only: if checked, the column in
Monthly Employer data will auto check also.

Springbrook Presentation Title Here) 35




Government Entity tab

= ONLY used if the organization is part of an aggregate group. Will
only display if Aggregated group is checked on the Employer tab.

= Enter complete address and DGE information. See page 7 of the IRS
Instructions.

B Edit / Affordable Care Act — O X

File Window Help
LdSave & Refresh ¥ Favorite (@ Exit @ Help £ Dock in MDI

Employer ' Contact | Government Enity ' Aggregate Entities

Name: | | First Name:

EIN: | |  Middie Name:

Address: ’ ‘ Last Name:

Cay/State: | -] s |

Zp: | | Phone: S
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Aggregated Entities tab

= ONLY used if your agency is a part of an aggregate entity.

= This window should include each entity that is included with your

reporting and the EIN number. The entities listed here will be filing non-
authoritative returns.

= NOTE - The EIN names and numbers must match tax filings and are
often the same as the Government entity.

@) Edit / Affordable Care Act - O X
File Window Help
QSave & Refresh 1 Favorite (@) Exit @ Help ¢ Dockin MDI

Employer ' Contact ' Government Entity | Aggregate Entibes

Entity 1: EIN 1:

| |
Entty 2 | BnN2 |
| EN3: |
| ene |
| |

EIN 5:

Spril;ég;;)—@

|
|
Entty 3: |
Entity 4: ‘
Entty5: |




Affordable Care Act batch process  assmesss:

&
" |[mport or Generate
= Edit Employees T [oebecorene 3]
. s 12023 ACA -]

= Edit Employer & impor

Wy Generate
" Proof List A
= Forms ) i

% Export
= Export 1 Commit

= Commit - never needed just deletes
information.

Spri@



Proof List .

File Window Help

= Run the Proof List - This is a required step e "t_2EE
out you don’t have to use the report. We T g
nave added the employee count to the

ast page of the report to give you the
information for your Export step. il

Do Not Print

= Page break will print one employee to a [ Page break
nage.

= Forms to Print on the last page will give
you the number to report in the export
step. Forms to Print: 489

Spri@

Name




Affordable Care Act batch process  assmesss:

&
" |[mport or Generate
= Edit Employees T [————_—
. / 12023 ACA -]

= Edit Employer & impor

Wy Generate
= Proof List i
= Forms oty

% Export
= Export 1 Commit

= Commit - never needed just deletes
information.

Spri@



Forms

Many users find review of the information is easier by
reviewing the Forms rather than the Proof List.

= Forms will print in the order selected during the Import or
Generate process.

= We have also added an additional page to print for employees
that have more dependents than can fit on the standard form.
This will only be important for clients that are considered self-

insured and report dependents.

Spri@



FOrms

= This step is where you print your
employee forms.

= Be sure to keep the following in mind:
= Federal TaxID - no dashes
= Address - no characters

= Select the Calendar (reporting) Year.
Should be 2023. Cloud Payroll clients
will default to fiscal year of the system
and may need to be changed.

File Window Help

o

2 Print ~ SQL[ /] [/

4 3

Organization Information

Name: | Springbrook
Federal Tax ID: |99999999
Address 1: 1338 Main Streetz
Address 2: |

City: lSpn’ngbrook
State: IW I

Zp: 195247-9626
Phone: 1(209) 728-3651
Calendar Year 2023

= Forms will print in the order selected on

the import or generate step.

@ Affordable Care Act

Name*
Springbrook

Federal Tax ID*

99999999
Import Address 1*
338 Main Streetz
Address 2
-]
Generate
City*
Springbrook
f State
) Wi
Edit Employees
Zip*
95247-9626
o‘° Phone
Edit Employer (209) 728-3651
Calendar Year
2023
Proof List
™
=
Forms

Spri@



Forms print — Use a duplex printer

« Page 1 Page 1 - Backside

k00223
2029) Page 2

b00L23

O voin
OMB No 1545-2251
» Do not attach 1o your tax return, Keep for your records. D CORRECTED

pbpiopelin 2023

Form 10

Employer-Provided Health Insurance Offer and Coverage

1095-C

Dagarrinent of e Treasury
lamal Reverie Sanvics

1A, Memimium sssentol ©
contriution for sal.only coverage squal 1 of less Pan 8.5% |as
single foderal poverty ke and menkmim essental coverage olered 1o

wIR® PrOAKING menkTIum Ve offermd 15 Y Wi an me

opme rmzisrmd
pusted] of the 44 condpucus siales
ouse and depandent (s

Instructions for Recipient

You are recahing Svs Form 1056.C because your smploper s an Aplicatée Larps Emploper subject to

» Goto www.irs for

ot

e employer shared responstilly provisions in he Aflordatée Care Act. This Form 1096.C ncldes ;
A " 1. F 1. F, a Intermod 1o Tt % 2 Oualh, or | Thi e m o i %0 e it o speciic monthe fo tech
= = Cualtying Offer wis s, eves 1 you did sot recetve @ Gualtying Ofer for wl 12 monthe of the
of amplopes (fest name, micd insal, last name) 2 Social security aumiber (SSN) 7 Nam of emgloper & Enploper denScasen mamber (BN 1, ncudes information dhout the cover ¥, your eeploper offered 1o you and youl spouse and o voor. Por idlostastion o o atmant of Sre §.5%. vist S
s . y 3 2 cmperdertin] |1 you purchases hewh meurancs covermge Irough e Heath | mncs Marke b, - ¥ . $On 60 B St 2 x A
R nboe 399-99-3826 Springbr " 39-69999 1B, Mrimum assseter’ commgn provding minimum vakie ofeeed 1o you and misemam ssesnbel
20 w3 15 cham the pramaim tax cradk, $1im lormatbon w6l asest ys 0 detrennng whethar you o . o
3 Street address Induding aperment no.| 9 Strmel address Gncduding room o sute no 10 Contaet teleghone mumbes are abgile, For mors Information about the premium tax credit, see Pub, 974, Premium Tax cowerage NOT offered % your spouse or dependent ()
1 338 Maln P reet { ) 728-36 PTC) You may recshve mutiple Fonms 1096.C ¥ you 7ag mulliplo employers 4unng e year that were 9C. Mnieuum ecosniint covernge providiag mirieusn vakie ofured b you and mk i Sonan
- o - - £09) i e hrndyn 2 + ' = . - e flarmd ¥ poust & (8) but NOT yo cuse
- - ~ Appétable Large Emplayers (for axample, you IR employment wih cne Agplicabie Large Em arage aliorad b yuur depandent fa) Mt NOT your spou
4 Gty o lown S Stte or provice & Courtry and 20P o lormge posial code | 11 Cry or town 12 S or provence 13 Cownry and 2P or foreign posial oode et Rt e B o arschibmtant ik aahd Adplastis Eana Ioiplavsr} S 1D, Mrisnism ooemniin? coverngs providiag mivimen vaive sfored 10 you and minkmeen svsenisl
rinaby OF rinabrook wr 2524 e aftared 10 your spoves bt NOT your degen: 9
£ t k C L it d wanch Form 1005-C woud have lomatos oy deoul the st e covwsge off ;; ’s" b .’, @0uss bt NOT your dupandart l“ v *
m mp ” . . T esbrore o B Tom I wsar Ginlacer S ot 6 TV 350THO MDD (FOAING HRTHAT VLR NEN0T 3 O 30T MANTIM E¥H
Es Offer of Covel [ Employee's Age on January 1 J Plan Start Month (Enter 2-digit number) e smployer ideritied on B foms. I your smployer i rol sn Applicatie Large Enploper coverage efferad 15 your dapandent (s) and speuse
1 R — ~ = - Moy — v Soo! oa o > required o fumis yous 8 Fomm 108%-C proatsing iformaton sbout the haskh coveage ¢ ofem , B pour & -
2 . 480 e ad " ay June Ay i -p L il oC 4 v W, M csmartial coverage NOT prowding mrsmum sshos offered o you o you #nd your spouse

1 2080on, ¥ you, O aey other ol Who is ofered hea'th coverags because of helr relatiosship
10 you (relemed 10 here a5 mdy momters), arvobed in your employer's heakh slan and thal plan s 8
e of plan referved t0 a5 3 “sef-nsured” plan, Foms 1096-C, Part 11, prowides nlomation about you

or dependantis) o you, your Spoves, and dependent(s)
16. You ware NOT o fll-Sme smployee for oy monih of e cakendar ymar but wers anroled in
0 more MonBe of B cakendar yoar. This code wit

STNEUNed G- SpOIEaned Comiage for o

15 Enpopee S yout larmdy maeniturs who fed celen healh coverage jrefused 1o 45 ‘s mum wonial

Rowin covatnge’) for soms o7 8 menthe during s yose f yau o2 your fily mamshers 096 olighle for catabt b wrrbarid i the Al 12 Marthe box of in the separute monily beoes for ol 12 calndar moeth an
Contrbunon (see o AN arnaete covernge you mary not be ebgitle dor e premmium e credt S 4.

ratuctions) ¥ your employer provwded you of 8 Ty mamber haol i M, No offer of coveragn (you wars NOT offerad mny hanith covarmge or you wers oflared covrmge thet

16 Section £360H
Sale Harbesr and

Othar Rashe! (artm
code, H appiicabie)

17 2 Code

Springbrook

pearnge hecugh o= nsured heal plan o

ner. you My raceive Ifommation about the coverage saparately on Form 10963
mlarty. ¥ you O @ family Member clained mnimum essensal coverage ¥om

-aponsored pro a et maket plan o

wous Coverage dengnaeg by the Owsarinert of Hedh and Huren Serac. you ray

n anoher m
Hoath Coverage. S
anctiur sourte. SUCh i a ge

Stou st covernge on Form 10058 i you or & famiy member acraied &
skt Paskh plan though & Heath insurncs Markpince, e Health lnsrance Martaprnce sl
report Mormadon about et cowerage on Form 1085-A. Heal insirance Markalpinos Siatemer

Empioyars s sequied 1 Aimish Fom 1098-C asly fo e emplcyws. As e ecipiant of
e Form 1035-C. you shoudd provde § copy 0 any ety members covand sndw o
Barmired syl yweapanssned o deed 1 Pt (V ¢ ey moumst ¢ for thaw mconde

Adaticna informaticn. ¥ or adsticnal informaton about the tix prowmons of the Afordasle Care Act
ACAL nchiing the ndhidunl shared responstilty prowsions. e premium tax credt. and the
Upoper Shared responshibly Browssons, sk www.ins Qow ACA o call e IRS Healhoare Hothne
ACA questions (800-918.0452)

Part I. Employee
Unes 1.4, Pant
Une 2 This s
four dgty of

Wes 16, rep
ur wocial scurt

s Information about you, e emplcyee
number (SSN) For your protection
ar SSN Mowerwee, o amplopar & requind % report your compinis SSN o the 1S

farm may show anly the kst

Part | Applicable Large Employer Member (Emplover)
Linas 743 Part |, lines 7213, reports information sbhout your smployer

Line #0. This bne Includes o tefephone number for the parson whom you may call if yo
ALOU e Tt on fepo
Il they tw cormecied

s have questions
ormation on he fumn and ask

20 th $3mn 0 10 rags

Part Il. Employer Offer and Coverage, Lines 1416

LUine 14. Tha codes Inied below for Ine 14 describe the coverngs that your emploper ofersd
20 your spouse and depandeniis| I any (¥ you recaved an ofter of covernge through a
M employer plan Bue 10 your mambership in & union, hat offer may not be o
o Vi 14 rekines 10 ehgitilty for Coverage = 3 by e prumium S
yout apouse, rd dependunt(s) For mare irlormraion about P premium lie cedt, see Pus. 974

o you

own on kne 14.) The

e

At Sor you

15 NOT min
. Reserved f
11 Mrimum esswten covernge prowdieg menimum vakie ofered 1o you i emm s
Condtioraly ofered I your EOUSH; and mInITLM essersl covrsgs NOT oRared ¥ your
dependent(s,
K MARMUT 05507100 COWIDZ0 PIOWER Mnmum wakio 0Tered 10 yOU | MNITIM 635050 0OVerage
condiiraly ofwed W your spouse, A
L nchvrdoon corvsringe heath nemirormsment amingerment (HRA] offere ko you ooy wih aflcrdats ity
Belrrinad by yeing amployee s prmary testancs locaton 7 e
W Indniual coveraps HRA afered 1o you and dependent [5) [nof spouse] wih atordabity
Betunmened lry Using eMployee’ s Prmary Seetusca locaton 2P e
N Indhachiul covwrage HRA clflered 13 pou, spoume and depardernis] wi siordasity detemined by
sn3 wTEkyme s prmary medence boaton 219 code
10, ncheiduay covarage HRA offenad 10 you oy sng e amployme 's Srmary smploymeant sim 2P
cofe afordatity sate Partor
1P Indavtual coverage HRA ofured L0 you and depentunt [3) ol S0use] usng P engiome's
prrrarny sopiyrec sie 1V osde
1Q nchadiay cove
omployment ske 2P

comerage:

o covwage

e el coverage ollered ko your Sependert (3

dependuniia) of erpkiyee o
15, Indaicual coverage HIA affered tn an indhviduad who was ot 8 Al Sme smployes
AT, ndvdu covernge HRA offerad 10 amployws and spouse (10 dependants) wih afoedat

Betunmined usng emekiyes's pimary rResider
. Ingradued coverage HAA cllered 1 errplupes and spouse (70 dependunts) uing ermgiopes s
prary smpioymect ste 75 oode sorabiity svie hartor

V. Resarved
1W. Reserved for future uoe
1X. Ressrvad for Aibire use
Y. Rasarvnd for Ao use
12 Reserved for e e

tor Abure use
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Page 4

Weructions for Racipient (contnind,
Uine 15. This lne repons the emplopes required
v e pr syw ofwed

antrbution, which is he montivy cost 10 you 1o he

the armpiyes & mppicatie sge E v plan ovar e
sl Coversge MIRA amourt (genersly, he anrusl iIndmcusl o
The o
reponted on ne 15 may net be the an 290 £, Yor example, you chose
e HDONSIG CONIIYE SLCh i famly « Wil show an amourt oy ¥
10, 1€, 14, 1K 1L ML IN, 10, 1P, 10, 1T, or 1U i wntered on &
1o you for the coeerage, thes e wil sepert
@ o° herw s gty frr ofher hea thears ATangaents Mg
it IRS gov

o Bt there

#act the smount reporied on

code provides the

RS momaton 1 administer e emploper shar

eponsbiaty

Ahar B & code
e wfects your sbpbity for U prem s W
armplaye shared meapansisddy provieons, vl IS gov

WINEH s yOur OITI I pour enrgRoper's
wil . For more idormaion abou he

Line 17. This fine raports the sppboushe 2P cote your esploper ssed for delenmining afossutity ¢

¥ code 1L, IM, TN o 1T wws uned on Ine 14, s wil be
U wos used on e 14, (s wil be you
ATaton bt A covarnge HRAS vist IRS gov

you were offered wn

omary

work ocation. For mo

Part il Covwrad individuals, Lines 13-30
(o0 TIN Sor comnnd nshachnis cthar i the smployws bried i Part |
MING 37y WA-Lme amgiopes 3nd non-1A-tme

sowered under the employer's heath plan, ¥ e plan
A date of birts wil be ermiered in cokumn (c) only f an 58I
et i e empboywee kiled in Pirt 1} 5 nol enlired i cob
thachud e rdvidual mas covered bor o haast one day 0 weery Mo
wend for wcrme but nol wi months, i

5 Fose nerad.ae Wt creensd

f you report Self-Insured (dependents are included) additional pages

may be printed if dependents cannot fit on the page provided.
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IRS Filing on Paper

= |fyou have fewer than 10 forms, you are allowed to file on paper to the
IRS.

= Complete the 1094C transmittal form from the IRS website.

= Contains the same information as the Edit Employer window does in the ACA
process.

https://www.irs.gov/pub/irs-pdf/f1094c.pdf

= Copy BOTH sides of the 1095C forms to submit.
= |RS could send back if both sides are not included.

= Mail forms to the IRS.
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https://www.irs.gov/pub/irs-pdf/f1094c.pdf

Affordable Care Act batch process

" |[mport or Generate

= Commit - never needed just deletes
information.

Edit Employees
Edit Employer
Proof List

Forms

@ Affordable Care Act

&
Import

[ Affordable Care Act A ]

v 12023 ACA -]
Edit Employees

% Import

Wy Generate

4 Edit Employees
g Edit Employer
» Proof List

@ Forms

% Export

! Commit

Spri@



EXport a R

File Window Help

= Creates an Export file to upload to the f:'(g\ L [ ®rems
IRS AIR System. Calendar Year:  |2023 2]
= (Calendar Year — Year being reported. Tec: [Your TCC Nurmber |
= TCC - Your agencies Transmittal Control i =
Code (not the same as 1099). Submisson Type:  Ongna
= Form Count — Number of forms
= Transmittal Type vonalant
"  Production — Normal selection e
= Test —Only used to test TCC numbers Your TCC Number
=  Submission Type rorm count
=  Will only be available if the Import Step was T
marked as a Resubmission. S
= Resubmission (uncommon)

= Correction — Used to correct data if you
received “Accepted with Errors” letter

Spri@



EXport

=" Find your Export files in the Jobs Viewer, and double click to open.

Job ID | Details | Description | Status | Results Job ID
£ 0000410771 Export / Affordable Care Act Complete Process completed successfully. o 0000410771 Export / Affordable .. Complete P ——
= |n Cirrus, it will automatically download a zip file. Rk o Q- P

n export _ affordable care act-20221229-211844.zip
Open file

“Extract All” to save in a folder you have assigned
for keeping your files organized.

a
= |n Enterprise, you will need to click on the ...’ Fle Window _Hep
. . QSave % Download 4 Favorite [@) Exit @ He
to choose where to save your files. Click Save. crport Setings

Description |] Open 14‘3 Full Pat
> | ACA C:\Users\

= |Login to the IRS AIR system and transmit your
1094C and Manifest files.

" You do NOT need to Commit your batch. Recommend leaving it there in the
event you need to go back and Edit again.
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Questions?

Springbrook




Thank youl

Springbrook



