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1094C/1095C Previous Year Processing Manual

Terminology
Configurations
Setup/Preparation

Processing
Step 1 T Enter and/or Verify Employer Information for 1094C/1095Cs
Step 1la 1 Allow Employees to Print 1095s Electronically
Step 2 1 Create/Modify/Report 1095C Workfile
Step 2 Part2 T View the 1095C Workfile Creation Parameters
Step 2 Pa rt 3 7 Modify Current 1095C Workfile
Step 2 Part4 1 Optional Reports
Report 1095C Workfile T Exceptions Only
Report 1095C Workfile 1 All Employees
Step2 Part5 1 1095C File Tracker
Step 3 T Create 1095C Print File (used to print the 1095Cs)
Step 3 Part 2 1 Extract Copies of the 1095C Print File from the Database
Step 3a 1 Print the 1095Cs
Step 3b T (Optional) Submit Files for Skyward 1095C Printing Service
Step 4 1 Create Individual 1095C PDF Files
Stepd4a T Post PDF6s to Employee Access
Step 5 T Create the Electronic 1094C/1095C Files
Extract Copies of 1094C/1095C Electronic Files from the Database
Extract/view imported IRS Acknowledgement Files from Database
Step 5a 1 Enter Receipt ID and Finalize this Transmission
1095C Corrections and Rejections
1094C Corrections
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1094C / 1095C Previous Year Processing  Manual

Terminology

There is no terminology for 1094C /1095C Previous Year processing .

Configurations

There are no special configurations required for 1094C /1095C Previous Year processing.
Setup/Preparation

There are options available to allow processing and viewing of Previous Years 1094/1095C

and B workfiles and forms. To access this area, the user must have proper security. This
can be set up within Sec  urity Groups.

« W PA - Payroll HR\PA\YE\PA 815
¥ || CA- Calendar HR\PAVYE\PA\CA 7/10
b || FI-Fiscal HR\PAVYE\PA\FT 1/1
w || PY - Previous Years HR\PAVYE\PA\PY 0/4
WP -wW2 HR\PAVYE\PALPY\WP
) RP-1099R HR\PAVYE\PA\PY\RP
|# BP - 1094B/1095B HR\PAVYE\PA\PY\BP
|# CP-1094C/1095C HR\PAV\YE\PA\PY\CP

1. Navigate to Human Resources > Payroll > Year End > Previous Years. There are now
options for 1094/1095B and 1094/1095C.

@5v0n
S ST
-4y Calendar - CA

-1\ W2 Processing - WP

....A Update Tax Tables - UT

4 Close Calendar Year - CC

-1#% 1099R Processing - RP

-1f\ Profile County./Locality Audit - PA
-1#\ ACA File Communication Test - FC
i/ 1094B/1095B Processing - BP
L1\ 1094C/1085C Processing - CP
I'_'la Fiscal - FI

-\ Close Fiscal Year -CF

B a Previous Years - P

2. The Calendar Year option is active and able to be changed based on the year you
need to view.

Welcome to the 1094C/1095C Step by Step Process furICa lendar Year |2015 W || ® Close

Transmission: 0001 | % Type: Original Status: Accepted

3. These options allow you to continue processing for a p revious year, if necessary, and
follow the reporting rules and guidelines for the selected year.
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The IRS processing steps listed below are an adaptation based on information found in
Publication 5164 located on the |RS Forms & Publications  page.

Processing
Step 1 T Enter and/o r Verify Employer Information for 1094C/1095Cs
Step 1la 1 Allow Employees to Print 1095s Electronically
Step 2 1 Create/Modify/Report 1095C Workfile
Step2 Pa rt2 i View the 1095C Workfile Creation Parameters
Step 2 Part 3 7 Modify Current 1095C Workfile
Step 2 Part4 i Optional Reports
Step 2 Part5 T 1095C File Tracker
Step 3 T Create 1095C Print File (used to print the 1095Cs)
Step 3 Part2 1 Extract Copies of the 1095C Print File from the Database
Step 3a 1 Print the 1095Cs
Step 3b T (Optional) Submit Files for Skyward 1095C Printing Service
Step 4 1 Create Individual 1095C PDF Files
Stepd4a T Post PDF6s t ddcc&sspl oyee
Step 5 T Create the Electronic 1094C/1095C Files
Step 5a 1 Enter Receipt ID and Finalize this Transmission
1095C Corrections and Rejections
1094C Corrections

1. On PaC, navigate to Human Resources > Payroll > Year End > Payroll > Previous
Years > 1094C /1095C Processing.

[\ 1034C/1095C Processing - CP

2. The Calendar Year to process and Transmission number displays on the top of the
page.

Welcome to the 1094C/1095C Step by Step Process for Calendar Year 2015 W

Transmission: 0001 | Type: Original Status: Has not been submitted

3. The Transmission Type displays on the top of the page. This will indicate if the
Transmission is an Original, Correction, or Replacement.

| Type: Original |

4. The Transmission Status displays on the top of the page.

| Status: Has not been submitted |

Step 1 1 Enter and/or Verify Employer Information for 1094C / 1095C s
Step 1 must be completed prior to beginning the workfile creation process in Step 2. The
TCC code is not a required field during this Step.

1. SelectStep1 1 Enter and/or Verify Employer Information for 1094C /1095C s.

Step 1 Enter andfor Verify Employer Information for 1094C/1095Cs
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2. Enter the Employer i

nformation . The Employer i

Employer , Address information, Phone, EIN, and TCC information.
Employer Information
MName of Employer: |Scrambled Schools
Street Address: | 1172 Saamble avenue
City: Scramble State: WI
Zip Code| | 55555 & |0000 Country: USA
Phone: |(555) | |555-88588
EIN: |93-1122323
TCC: |BBBEB
3. Enter in the Contact person information.
Contact Information
First: |[Bok Middle: [211len

Last: |Smithscr

Phone; |{300)

555-1234

Suffiv: | TR

nformation includes the Name of

4. Select OK.
0K
Step la 1 Allow Employees to Print 1095s Electronically

(Optional T This step wild/l [ be

the Calendar Year selected)

kely skipped i f youdre just

1. Select Step la 1 Allow Employees to Print 1095s Electronically.

Step 1a (Optional) Allow Employees to Print 10955 Electranically

2. Select the 1095 Processing Year.

| 1095 Processing Year: |

3. Check the box to allow employees to receive 1095s electronically.

| | Allow employees to receive 1095s electronically @ |

4. Choose Selection Parameters to narrow down who should be able to receive
electronic 1095s.

| * Selection Parameters:

5. Enter in the Date range the 1095 option will be visible for employees.

* Dates 1095 option visible for employees: [12/01/2015  |[4] to[12/31/2015  ||:5)(@)
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6. Check the box if you would like to email employees once they confirm or deny they
would like to receive their 1095s electronically.

#| Email employees once they confirm or deny they would like to receive their 10955 electronically.

7. Enter in the Confirm Email Body and Deny Email Body information.

Confirm Email Body:

Deny Email Body:|

8. If you would like a notification statement to display on the screen with the
empl oyeesd options for receiving the 1095 form, ent
the Notification area.

* Notification: |Please select an option.|

9. You can preview the notification by selecting the Preview Notification link.

Preview Motification

Options for Receiving my 2016 Form 1095

NOTIFICATION

I do not need a printed copy of my 2016 Form 1095 from my employer. I will print my own Form 1095 from Employee Access.
~' Twant to receive a printed copy of my 2016 Form 1095 from my employer.
'® Ask me zgain later.

10. To get a list of employees and their respective 1095 responses, select Report of
Electronic 1095 Responses.

BReport of
Electronic 1095
Responses

11. Select the type of response you would like to see and the sor ting order desired.
Select Print.
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Electronic 1095 Responses (105) @
Report of Electronic 1095 Responses for 2015 PErint
Include the following responses: Back
[ Electronic
] Paper
[ Ask Later

M No Response

Sort Report by:
® Name Key O Building O Check Location
O Page break by code

12. Below is a sample report:

Mpagsr30.p 01-4 SCRAMELED DATREASE 12/29/16 pPage:1
05.16.10.00.00 Electronic 1095 Responses 8:33 AM
HAME KEY HAME EMAIL ADDRESS BESPOMEE
ABDELJUSOOO Justin James Abdelkadescr jakds l4s5@skyward. com
ADDARSTAO00  Stasia R Addaricscr ScramblesTS0@start, com

Repert Totals

Murbar of Employsss with Raspenss Elsctronic: 0
Murbar of Employess with Respense Papars 0
Mumber of Empleyess with Respense hsk Laters 0
Murbar of Employess with Ha Responsas 2
13. Select Save when the settings are complete. If the current date falls within the date
range set on this screen, the option will be available in Employee Access
immediately.
Step 2 1 Create/Modify/Report 1095C Workfile
Before the 1095C s can be processed, the  1095C Workfile needs to be created. This process
creates a workfile record for each employee who receives a 1095C and the records can be

revi ewed to verify t hl@3bC emboronationdsepriead hefere thes 1095C s are
printed.

1. SelectStep2 1 Create/Modify/Report  1095C Workfile .

Step 2 Create Madify /Report 1095C Warkfile

2. Highlight Create  1095C Workfile and select Run.

| [ Create 1095C Workile
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3. When you create your  first 2016 workfile, you will receive this message. Select OK.

Mo Waorkfile was found for the Year 2015,

You will now be taken to the parameter screen
to begin the 1095C Workfile creation process,

4. After you create your first 201 6 1095C workfile, the first option on the
Create/Modify/Report ~ 1095C Workfile screen appears as Recreate 1095C Workfile,

and includes the date when the last file was created. If you run the Recreate option,

a warning advises you that you will remove the previously created 1095C Workfile ,
Print File, and Electronic Files . If you mistakenly selected the recreate option, select

No to cancel the action. Select Yes to recreate the workfile if the data was not

captured correctly for the existing file.

Fi¥] Recreate 1095C Worldile - Last created 12/23/2016 at 8:37 AM

1065C Workfile Already Exists

S

File was created on 12/28/2016 at 8:37 am.

If you centinue, you will remove the following files:
13 1095C Workfile

23 1095C Print File

3) Federal 1095C Electronic Files

Are you sure you want to continue?

5. Before the 1095C Workfile can be created or recreated, the Creation Parameters
must be set.

6. Under Employee Selection Methods, check the b ox for Method 1 if you would like to
Select f rom Employee Profile. These parameters are used to identify employees in
the Profile that are always full time and should have a 1095 record created. To be
included, these employees must also have been paid in the reporting year.

Method 1: Select from Employee Profile-

7. Ifthe Selectf rom Employee Profile box is checked, the Selection Parameters will be
available. Selectthe Selection Parameters button and choose the Code Types you
wish to include (Benefit, Employee Building, Employee Check Loc ation , Deduction,
Employee Type, Pay).

Selection Parameters
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Default Parameters
0K
Code Type Selected Codes 9 —
Code  Description ¢0ptions
mployee Building ”
Employee Check Loc Ghgave
Deduction [OF] A Load
Employee Type
Pay ‘:'E”ESEt
@ Cloze
() Select
27 Edit
8. Check the box if you would like to use Method 2to  Select f rom Employee

Management. These parameters are used to select employees from Employee
Management who are full time and should receive a 1095. Multiple plans may be
selected, and if the employee is in any one of them, they will be included. These
employees must also have been paid in the reporting year.

Method 2: Select from Employee Management

9. Ifthe Select from Employee Management box is checked, the Select Employee
Management Plans and Selection Parameters buttons wil | become available.

Select Employee Management Plans

Selection Parameters

10. Choose the Select Employee Management Plans button and select the EM Plans to be

included.
EM Plans Selection for Workfile =
oK
I Available EM Plans I Selected EM Plans X cancel
2008-03 ASSIGNMEMTS 2008 -~ 2015-16 2015
2003-10 ASSIGNMENTS z003 + Add
2010-11 ASSIGNMEMTS 2010 #Lemove
2011-12 ASSIGNMENTS 2011 Hadd Al
2012-13 ASSIGNMENTS zo1z
2013-14 ASSIGNMENTS 2013 e
2014-15 1202-Plan 2014
2014-2015 1202 Test Fringe Ben Plan 2014
2016-2017 WISE Staff/1202 2018
Sara's 16-17 Test Plan 2018w
< > < >
Lookup: |2016-2017 WISE Staff Lookup: |2015-16

11. Select the Selection Parameters button and select the Code Types to be included
from the Employee Management Plans (Position, Assignment, Group, Department,
Matrix, Pay, Job Type, Calendar). Select OK.
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Default Parameters
oK

Code Type Selected Codes 90_1:'
Code Desciption -

Save
Aesic E
Department (Al A Load
Matrix
Pay dzEBSEt
Job Type @ Cloze
Calendar ) Select

7/ Edit

12. Check the box for Method 3 if you would like to Select/Import Specific Employees.
Here you can select or import employees who will not meet the other parameters or

who have not been paid in the reporting year, but you still want a 1095 created for
them.

Method 3: Select/Import Specific Employees

13. If the Select/Import Specific Employees box is checked, the Individual Employee
Selection and Import buttons will become available.

Ind.Ernpl.
W™ Import
14. Select the Individual Employee Button and select the employees you wish to include.
Select OK.
Available Employees L Selected Employees 0K
Name Key Employee Name Type ~ 5 Add MName Key Employee Name M cancel
—
ABDULLILOOO |Abdullaser, Lillia ¥ ADMIN
ABEITWENOOO Abeitaser, Wen G 10MTH *rem Al
LBELETRIOOO Abelescr, Trisha Vv SBMON
ABERLAFT000 Aberlescr, Afton G SUB

15. Select the Import button.

W™ Irnport

16. This process will import employees from a CSV file. The Employee Identifier must be
in the first column of the CSV file. All other columns are disregarded. Select the

Employee Identifier you wish to use (Employee ID, Name ID, Name Key, Social
Security Number, State ID).

Employee Identifier: |5m:ia| Security Mumber W |
Employee ID
MName ID
Enter Location of Imp Mame Ke
Browse... State ID
Revised: 9/19/2017 Page 8 of 59 Version 05.17.10.00.01
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17. Select the location of the file you wish to import.

Enter Location of Import File:

Browse... ||

18. Select Run.

;E- BLIn

19. An Import Exception Report will display.

dpasscid.p SCRAMBLED DATABASE 3:56 B 09/20/16
05.16.06.00.10 Impozt Exception Repezt PAGE: 1

Mame Idenvifier Reason for not being imporsed
123001070 Employee 'RBALOMIC000' already exists as a Selected Zmployee (Record 1).
456870012 Employee Social Security Nuzber was not found in aystem (Record 5).

[blank] Mo identifier found (Record 4).

20. A message will display indi  cating the number of employees to be imported, the
number on the exception report (not imported), number of Employee Identifie r blank
on the CSV file (not imported), and the total records on the import file. Select Yes if
you wish to continue or N oif you need to first make corrections to your import file.

Continue with Import Process?

l Impert Recard Counts:
2 Employees to be imported.

2 On exception report (not imported).

1 Employee Identifer blank on CSV file (not imported).
5 Total records on import file.

Continue with the Impaort of the 2 employees?

21. Check the box for Method 4 if you would like to Import from the ACA Hours Tracker.
These parameters are used to include employees directly from the ACA Hours
Tracker. Select Tracker templates that include the employees that could potentially
receive a 1095. If those employees are fu Il time, they will be included in the workfile.

| Method 4: Import from ACA Hours Tracker

a. The Full Time Calculation Method defines how the tracker date is used to
determine if an employee is Full Time. The two options include the Monthly
Method and the Lookback Method:

Full Time Calculation: () Monthly Method (®) Lookback Method

1 The Monthly Method  will look to see if any one month in the tracker is
130 hours or more to include the employee.

1 The Lookback Method will look to see if the average hours worked
from the tracker is 130 hours or more to include the employee.
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22. If the Import from ACA Hours Tra cker box is checked, the Select ACA Hours Tracker
Templates button becomes available.

| Select ACA Hours Tracker Templates |

23. Select the Select ACA Hours Tracker Templates button and select the templates that
should be included.

ACA Hours Trackers Selection for Workfile

o DK
L. Available ACA Hours Trackers [ Selected ACA Hours Trackers 3 Cancel
> add
#Remove
add Al
€=Remal

24. The District Offered Self  -Insured Coverage for the Months of box should be checked
if the District offered self  -insured coverage. Select the months that the district
offered self -insured coverage.

Self-Insured Options

District Offered Self-Insured Coverage for the Months of:
[v]1an  [#]FEE [#|MAR [#]aPR [«IMAY [+ IUN
[vluL  [#aug [#ser [v]ocT [#mov [v]DEC

Use Employee Selection Parameters:

Selection Parameters | Default Parameters

a. Inaddition, in order to pull in just a particular demographic of employees who
are self-insured, you will need  to check the option to Us e Employee Selection
Parameters .

25. Select the Selection Parameters button and indicate the Code Types to include for
those months (Benefit, Employee Building, Employee Check Loc ation , Deduction,
Employee Type).

Selection Parameters

As changed for this process.

0K
Code Type Selected Codes QO_t'
Code Description £options
Employee Check Loc _ Ml Sanss L
Deduction (Al &R Load
Employee Type g:.Reset

@ Cloze

() 5elect

77 Edit
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26.

27.

28.

29.

30.

31.

32

If you need to select employees who were in a Self -Insured plan, but do not meet
the Self -Insured Selection Parameters, you can use the Individual Employee

Selection or Import  to include these employees  in addition to the Selection
Parameters .

| Self-Insured Employees
MName Key Mame Emp Type Ind.Ernpl.

™ Irmport

Select t he Individual Employee Button and select the employees you wish to include.
Select OK.

[ Available Employees [ Selected Employees + OK
MName Key Employee MName Type ~ » Add MName Key Employee Mame xgance|
a8a10vzC000 [Abslosar, Micheal Remon
ABDULLILOOO Abdullascr, Lillia Y ADMIN
- ; =Remal
AREITWENOOO Abeitascr, Wen G 10MTH
EBELETRIO00 Abelescr, Trisha v SBNON
ABERLAFTO00 Aberlescr, Afton G SUB

Select the Import button.

WS Import

This process will import employees from a CSV file. The Employee Identifier must be
in the first column of the CSV file. All other columns are disregarded. Select the
Employee Identifier you wish to use (Employee ID, Name ID, Name Key, Social
Security Number, State ID).

Employee Identifier: | Sodal Security Number W |

Employee ID
Mame ID

Enter Location of ImpName Ke

Browse... State ID

Select the location of the file you wish to import.

Enter Location of Import File:

Browse... ||

Select Run.

+& RUN

. An Import Exception Report will display

Revised:

9/19/2017 Page 11 of 59 Version 05.17.10.00.01



SKYWARD DOCUMENTATIO N & 1094C/1095C PREVIOU S YEAR PROCESSING SKYWARD
4pafbcld.p SCRAMBLED DATABASE 5:21 ™ 09/20/16
05.16.06.00.10 fmpore Exception Raport DAGE: 1

Hame Identifier
12 187

ot being imported

ecuzd A systes

33. A message will display indicating the number of employees to be imported, the
number on the exception report (not imported), number of Employee Identifie r blank
on the CSV file (not imported), and the total records on the import file. Select Yes if
you wish to continue or N 0 if you need to first make corrections to your import file.

Continue with Import Process?

l Import Record Counts:
1 Employees to be imported.

2 On exception report (not imported).

0 Employee |dentifer blank on CSV file (not imported).
3 Total records on import file,

Continue with the Import of the 1 employees?

34. Next, setthe Total Employee Count Parameters. These parameters define how
employees are counted for each month. The IRS Control Date Indicates which day of
the month to measure on. If the Control Date is between the Employee Start Date
and the termination date, then the employee is counted for that month.

35. Check the box if you would like to Recalculate Total E mployee count calculations
after the workfile is created. T his option will give an initial count of full time and total
employees.

| Recalculate Total Employee Count Calculations during the workfile creation. |

36. Select which date you would like to use as the Employee Start Date (Start Date, Hire
Date, Rehire Date, Current Pos Start Date ).

Employee Start Date:
(®) Start Date

(") Hire Date
() Rehire Date

(") Current Pos Start Date

37. If the selected date is blank, indicate which d ate you would like to use (Start Date,
Hire Date).

If blank use:
(@) Start Date () Hire Date

38. Select what date you wish to use for the IRS Control Date (First day of each month,
Last day of each month, 12 ™ day of each month).
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IRS Control Date:
("I First day of each month
(") Last day of each month
(®) 12th day of each month

39. Choose the termination codes that represent permanent termination from the
district. If your district uses termination codes for temporary events, such as
maternity leave or military leave, these codes should not be selected. Select the All
button to include all termination codes or choose Select or Edit to ¢ hoose specific
Termination Codes to be included.

Termination Codes
Code Description

AL A

Oal @select | £ Edit

40. Choose whether to Include blank reason codes as permanent terminations.

Indude blank reason codes as
permanent termination

41. Indicate whether you want the Location field to populate with the Check Location or
Building. When creating the Print Files, if the Location is part of the selected
Sequence, the 1095s will be printed according to the selected Location.

If Printing by Location use
(®) Chedk Location

() Building
42. Select the Report button to view a report of the 1095C creation parameters.
ElRepart
43. Below is a sample report of the 1095C creation parameters.
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Employee Selection Methods (Multiple methods can be used to select employees)

Method 1: Select from Employee Profile: Yes
Parameter Set Description: Last Used Parameters

Parameter Set Codes:

Code Type Code Description
Benefit “All
Deducticn *All

Emp Building “All
Emp Check Loc *All
Emp Type *All
Pay *All

Method 2: Select from Employee Management: Ho

Method 3: Select/Import Specific Employees: Yes
Hame Key Name
BERTISOP000 Bertinscr, Sophia H

Method 4: Import from ACA Hours Tracker: Yes
Full Time Calculation: Lookback Method
Selected ACA Hours Tracker Templates:

Description Created By

(New) Ongoing 2016-2017 Dornerscr, Hannah J.
(New) COngoing 2015-201é Dornerscr, Hannah J.
2016 Monthly Dornerscr, Hannah J.
FT wvariable Dornerscr, Hannah J.
Hew Hire Dornerscr, Hannah J.

District Offered Self-Insured Coverage: No

44, Select OK.

v 0K

45. A message will display asking if you would like to print a report of the creation
parameters.

Create Parameter Report

e Would you like to print a report of the creation parameters?

46. A message will then display indicating that the file was created successfully. It will
indicate the number of 1095C records created and the number with fatal exceptions.

1095C Workfile was created successfully.

MNumber of 1095C Records Created: 3
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47. A report will  then display any exceptions

Mpas5an p-4 SCRAMBLED DATARASE g:51 2M 12/29/16
05.16.10.00.08-010012 Report 1095C Workfile - Exceptions Only - Emplovee Sequence DACE: 1
Tamala R Abadiscr 123-00-2692 oo em o] EMPLOYEE OFFER AND COVERAGE - - - - - - - - - = - - oo o e o e mm e e e e e
6611 Scramble avemnue south wes |12 MONTE | JAN |FEB | AR | APR: MY | o |IUL | vz | SER [oeT | mov DEC
Offer of Coverage | | | | | | | | | | | | |
Scramble WI 55555 Lowest Cost Prem. | 0.00] 0.00 | 0.00] 0.00| o.00| 0.00| 0.00 | 0.00| 0.00| 0.00| 0,00 0.00 | 0.00
et 4880H Cafe Harbor | | | | | | | | | | | | |
LOCATION: TAX STRTE: WI VOIDED: NoO CORRECTED: IR PLAN STRET MONTH: EMPLOYER FROVIDED CELF-INCURED COVERACE: YES
***** FRTAL EXCEPTION: Mo 1085¢ informaticn has been entersd for this emploves.

***** WARNING: Address truncation coourred - Profile address too long to fit in 1085 address field

Jeamne D Absssor B R - ————_——"—"" EMPLOYEE OFFER. AND CQOVERAQE- -~ - - —- <<= <= = == == m oo oo oo oo

3031 foranble averus |12 MONTE | JAN |FEB | AR | APR: My | o |IUL | vz | SER [oeT | mov DEC
Offer of Goverage | | | | | | | | | | | | |

Soramble WL S5ESE Lowest Oost Prem. | 0.00] 0.o0|  o.oof 0.00] o.o0|  o.o00) 0.00|  o.o0) 0.00] 0.00] 0.00] o.o0|  o.oo

et 4880H Cafe Harbor | | | | | | | | | | | | |

LGATION: 800 TAX CTRTE: WI VOIDED: NO  CORFECTED: N0  DPLAN CTART MONTH: EMPLOYER FROVIDED CELF-INCTRED COVERAGE: YEC

wwwww FATAL EXCEPTION: Ho 1085¢ information has been entersd for this employes.

Wk fmber of 10955 with exceptions: H

48. Once you close the exception report, another report will process that will display the
6Tot al Empl oyeed and O6Full Time Employee Countsbéo.

4pa95c25 . p-4 SCREMBLED DATABACE 8:53 M 12/28/1¢
05.16 .10 00 02-010001 1095C Employes Count Report Full Time Employee Counts  Year: 2015 Transwissien: 0001 DACE - 1
Report for Coimes Caleulated on:  12/29/2016 - 9:46:30 RM
Full Time Employes Counts | THY FEE| MIR| LIR| MR T | UL e | SEP| oo Hov| DEC
1094 File | Nia| Wl oty Win| N Hin| NiR| Hin| Nin| Wl oty N/
1culated Counts | 1] 1| 1| 1| 1| 1] 1| 1] 1] 1| 1| 1|
EMPLOYEE FEY EMPLOYEE MEME | fipiis FEE| 2R | A2 MY figeiid] UL | puce]| SEP| oot hijeud] DEC
ALMYCEODOO0  Alwrscr Boderick @ ! ¥EE| ¥ES| YES| YES| YEE| ¥EE| ¥ES| ¥EE| ¥EE| ¥ES| YES| YEE|
4pa85c25 p-4 SCRAMELED DATARASE 8:52 MM 12/29/1&
05.16.10.00.08-010001 1095C Employee Count Report Total Employes Counts  Year: 2015 Transudssion: 0001 DRZE: 2
Feport for Counts Caleoulated on: 12/29/2016 -  2:46:30 AM
Total Employee Counts | am FEE MER| nrm| M| | UL | AL | SED| oer | MoV | TEC|
1084 File | /R Wl NAR | Hin| Nih| Wil N Win| oty Wl N/ gl
loulated counrs | 832 832 232 234 235 838 243| 245 245 | et 245 | et
EMPLOYEE FEY EMPLOYEE HRME | am FEE MER| LER| AT T | quL| LUz | SER| oer | HoV| TEC|
ABADITAMO0O0 Abadisor Tamala R | YES| ¥ES| YES| NES| ¥ES| ¥EC| YEGS| YES| YES| ¥ES| YES| ¥ES|
RBEESJEAOO0 _Absescr Jeanne D | | huie]| 0| W | HO | W | YES| YES YEE ¥ES YEE ¥ES

Step 2 Part 2 T Viewthe 1095C Workfile Creation Parameters
This option will display the parameters used to create the 1095C workfile. These parameters
can be printed and saved for future reference.

1. Highlight View the  1095C Workfile Creation Parameters and select Run.

| View the 1085C Wordile Creation Parameters |

2. The screen displays the Creation Parameters included in the current 1095C workfile
(District Offered Self Insurance, Coverage Months, Selection Parameters, Selected
Employees, Printing by Location).
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1095C Workfile for 2015 Transmission 0001
Employee Selection Methods (Mutiple methods can be used to select employees)

+ OK
Method 1: Select from Employee Profile- Method 2: Select from Employee Management —
®Close
s Sl nt Plans
EM Plans EllReport

| Method 3: Select/Import Specific Employees-

Select Employees who will ot meet the other parameters or who have not been
paid in the reporting year, but you still want a 1095 created for them.

L Selected Employees

E’”E . Method 4: Tmport from ACA Hours Tracker

P ———— Co—ry— RET Full Time Calculation: (®) Monthly Method () Lookback Method
ALMYSRODO0O Roderick G Almyscr TCH A acker Templates

Description Created By

Self-Insured Options

| District Offered Self-Insured Coverage for the Months of: b self-Insured Employees
Name Key Name Emp Type

VAN [VIFEE [WImar [W]aPR  [W]maY [W]IUN

VUL WAUG [¥|SEP  ¥|OCT ¥/NOV |W/DEC

/| Use Employee Selection Parameters:

Sele meters Default Parameters
Total Employee Count Parameters If Printing by Location use
These parameters define how employees are counted for each month, The IRS control date indicates which day of @ Check Location

the month to measure on, If the Control Date is between the Employee Start Date and termination date, then the

employee is counted for that manth, Building

¥|Recakuiate Total Employes Count Calculations during the workfile creation.

Employee Start Date: IRS Control Date: Termination Codes
Start Date @) First day of each month Code Description
®) Hire Date Last day of each month
Rehire Date 12th day of each month
CurrentFos Start bais Include blank reason codes as
If blank use: permanent termination
® Start Date Hire Date ®al Select |7 Edit

3. To get a hard copy of all the 1095C Parameters, select Report. We recommend that
you save this report for future reference. Below is a sample report:

Kpassclé.p-a SCRAMELED DATRERSE 8:55 2 12/29/16
05.16.10.00.00-010008 Report of 1095C Craation Parametars for 2015 Transmission 0001 p2cE 1

Enployee Selection Methods itlriple methods can be used to select enployess)

Mewhod 1 Select from Ewployes Profile: Mo

Method 2. Seleot from Ewployes o

Method 3: Seleot/Import Specific Employess: Yes
Hame Ke Mane

RERDITRHDOD Tawala R Abadiscr

RBEESTEADOD Jearre D Abessor

ALMYSFODOD0  Foderick G Almyser

Method 4. Inport from BOR Hours Tracker: Mo

District Offersd Self-Tnsured coverage: Yes

For the Manths of:
an: Yes
FEE: Yes
MAR: Vas
RR: Yes
MY Ves
au: ves
JUL: Yes
UG: Yes
ER: ves
00T: Yas
Vs Yes
DEC: Yer

Paramerer Cor Descriprion: Default Paramerers
Paramerer Ser Codss:

Gode Tupe Gode  pesoripion
Benefit a1l
Dedustion 11

Enp Builling ALl
Bnp Check Los WALl
Enp Typs w11

Step 2 Part 3 i Modify Current 1095C Workfile

I f you notice an inconsi stle9%C informationhyowacan madifyptheoy e e 6 s
1095C workfile record for that employee. Skyward recommends that any corrections you

make to the 1095C workfile are also made to Employee Profile . This will ensure that  you

have accurate supporting documents.

1. Highlight Modify Current 1095C Workfile and select Run.

|,ﬂ Modify Cumrent 1095C Worldile
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2. The workfile displays the employee and their Covered Individuals. You have the
options to View, Add, Edit, and Delete Records from the 1095C workfile.
Calendar Year: 2015 Transmission: 0001 Type: Original CORRECTED Vo 2015
- Employee enralled in a self-insured plan provided by the employer Form 1095C
TG L A G Plan Start | 14 Offerof | 15 Employee Share 16 Applicable Q\EiBW
Name Key Last First M Month Coverage of Lowest Cost Section 4380H | i)
Code Manthly Premium Safe Harbor -
KABASYOUOOD |Abeescr Jeanne D = &7 Edit
SMITHRANOOD | Abadiscr Tamala R All 12 Months 0-00 Delete
January s 0.00 =
February B Q.00
March 5 0.00
April £ 0.00 EiFuige
May s 0.00 =
June 3 0.00
@ Close
July B 0.00
August s Q.00
September 3 0.00
October B 0.00
November £l 0.00
December £ 0.00
Covered Individuals
Name of Covered Individual ~ S5M DOB All 12 Jan Fr
Lookup: [DACANRUBD0D | | ¢ >
3. To view an employee record, highlight the employee name and select View.
Q View |
4. This screen shows all the details for the employee that are captured in the 1095C

Workfile. You cannot edit the record from the View mode.

Calendar Year: 2015 Transmission: 0001 Type: Original CORRECTED vom 2015
Employee enrolled in a self-nsured plan provided by the employer Form 1095C
Employees in Workfile for Year 2013 PlanStart | 14 Offer of | 15 Employee Share | 16 Applicable R view
Name Key Last First E Manth Coverage of Lowest Cost Section 4980H || g adg
DACANRUBOOO Code Monthly Premium Safe Harbor —
KABASYOLDOO Abeesu Jeanne = o ' Edit
SMITHRANDOO | Abadiscr Tamala R All 12 Manths : Delste
January 3 0.00
February s 0.00
March $ 0.00
April s 0.00 FiFice
May s 0.00 B
June s 0.00
®Close
July * 0.00
August s 0.00
September < 0.00
October * 0.00
Movember * 0.00
December s 0.00
Covered Individuals
Name of Covered Individual 55N 0B All 12 Jan Fi
JAMES L ALMYSCR. 852441596 u,rz7;199., x [ 1]
RODERICK G ALMYSCR 123000460 04/24/1963 X
Lookup: [DACANRUE00D < >

5. The Add option is used only under certain circumstances. If you are missing an
employee onthe 1095C Workfile, go back to the Create 1095C Workfile and make
sure your employee selection parameters are not excluding the individual.
Revised: 9/19/2017 Page 17 of 59 Version 05.17.10.00.01
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You should always uset he Create or Recreate process to select employees for the
1095C Workfile.

=+ Add
6. An Edit option is available if you want to manually modify the 1095C information for
an individual. If you think you must edit an employee, please contact Skyward to see
if there are other ways to accomplish what you want to do. If after talking with
Skyward, you decide you still want to do this, highlight the employee rec ord to
modify and select Edit.
7" Edit
7. A warning message appears when the records are edited for the first time. The
recommendation is to make corrections to the employee ACA records within
Employee Profile and recreate the 1095C workfile.
WARNING: v
Any modifications made to this workfile do not automatically ¥ O
transfer to the Employee Profile, If adjustments are needed,
Skyward recommends correcting the employee ACA records
within the Employee Profile and recreating the 1095C workfile,
The 1095C is intended to be a reflection of the information
stored within the Employee Profile.
[] Do not shaw this message again.
Chedk the box to hide this message in the future, ﬂ SkyDoc
8. To make edits, select the Edit button in the corresponding area and enter in the
information needing to be changed. These changes only affect the 1095C workfile for
this employee and will not update the Employee Profile information.
¢4 Edit
9. Toremove an employee from the 1095C Workfile, highlight the employee name and
select Delete. It is not common to remove an employee from the 1095C Workfile. If
you think you must, please check with Skyward first. rreeER\Warning***** Please be
aware that if you remove an employee from the 1095C workfile, that employee will
not receive a 1095C form.
Delete
10. If you have made any modifications to your 1095C workfile, the 1095C Exception
Report processes automatically. Select OK to continue.
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Exception Repart Will Now Run

At least one record was added, edited, or deleted while in the Modify
Current 1093C Workfile screen,

The 1093C Workfile exception report will now run to verify there are no
exceptions in the Warkfile,

11. Below is a sample report:

W WARIING :
Wk ARITTNG -
e HRRNING

fpradscod.p-4 SCRIMELED DATARASE 8:01 MM 12/238/1¢
05.16.10.00.08-010012 Report 1095C Workfile - Exceptions Only - Employee Sequence DAGE 1
Tamala R Abadiscr 123-00- 2662 - - -EMPLOYEE GFFER AMD GOWERAGE- - -~~~ === === =o oo oooom oo
6611 Soranble averne south wes |12 MOWTH | JAN |FEE |HRR |AER. | MAY | i B | cER |oer |1 |DEC
Offer of Coverage |1B | | | | | | | | | | | |
Scramble WI 55555 Lowest Cost Prem. | 85.00|  0.00|  0.00|  0.00]  0.00  0.00]  0.00| 0.00]  0.00]  0.00|  0.00|  0.00|  0.00
veR 4900H Fafe Harbor 2B | | | | | | | | | | | |
10 CATTON: TAX STRTE: WI WOIDED: NO  CORRECTED: W  DLAN CTART MONTH: EMPLOYER PROVIDED CELF-THSURED COVERAGE: YEG

Address truncation oocurred - Profile address too long to £it in 1095 address fisld
Euployes sxcludsd from full vime counts for one or nors menchs because they used a Safe Harbor valus of 24,

: Employee is using safe harboris) 2A, 2B and 2D for the entire reporting year, but is incluied in the 1095 work file.

2B or D

wew Mumber of 10850s with sxceptions: 1

12. Once you close the exc
Employee counts.

eption report you will be prompted to recalculate the Full Time

Would you like to recalculate the Full Tirme Employee counts based on
your workfile changes?

13. The report will display only the Full Time Employee Counts (Not the Total Employee

Counts).

Hpag5oas p-4 SCRAMBLED DATABASE 9:02 2M 12/29/16
05.16.10.00.02-010001 1095C Employee Count Report Full Time Employee Counts  Year: 2015 Transwd ssion: 0001 PAZE: 1
Feport for Oounts Caloulated on: 12/20/2016 - 9:02:37 AM
Full Time Employee Counts | T4 | FEE| MR | LPR| my| amm | UL | pAie]] SEP| ocr| wow | DEC|
1004 File | MiR| purdy| iR | MR urdT| iR | Nia| Mia| WA | Nih| Nia| MN/R|
loulated Counts | 2| H| 2] 2| z| 2] | z| z| | z| 2|
RIFLOYEE KEY EMPLOYEE MRME | | FEE| R | RFR| an¥| ami| JUL| R | SEP| ocr| wow | DEC|
BEECIEADDD _Abeescr Jeanre D | YES| YES| YES | YES| ¥ES| YES | ¥ES)| ¥ES | ¥ES| ¥ES| ¥EG| ¥ES|
ALMYCRODOOO _Almysor Roderick ¢ L YES| YES| YES YEES| YES| YES| YES YES YES YEC YES YES
srrerasrrsssrrssrsrasrss ENd Of TEDOTL ##f#ssssssatarsstessnss
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Step 2 Part4 1 Optional Reports
Report 1095C Workfile 1 Exceptions Only
Report 1095C Workfile 1 All Employees

Report 1095C Workfile i Exceptions Only
This report will display discrepancies in t he 1095C Workfile. Some ofthe e  xceptions may
need to be corrected and some may just need to be reviewed.

1. Runthe Report 1095C Workfile 7 Exceptions Only until all exceptions are removed or
accepted.

|. Report 1095C Worldile - Exceptions Orly

2. This is the parameter screen for running the 1095C Workfile T Exceptions Only
report. You can choose to run just the Fatal Exceptions Only, but we recommend that
you run this report for all exceptions at least once.

1095C Report Sequence: | 1 - Employee W -if" [8]4
X cancel

Report Format: C-Only Employees w/Exceptions
[ |Fatal Exceptions Cnly
States: tos |22

Selection Parameters |Last Used Parameters

Select the report sequence, ﬂ SkyDioc

3. Selectthe 1095C Report Sequence (1 i1 Employee, 2 1 State/Employee, 3 i
State/Locatio n/Employee, 4 1 Location/Employee).

1095C Report Sequence: | 1 - Employes W |
Report Format: |7 - State/Employee
3 - State/Location/Employes
4 - Location/Employee

4. Select the range of States to include.

States: tos | £2

5. If you wish to narrow down the Employee Building, Employee Check Loc ation ,
Employee Type, or Individual Employees, you can do so by setting the Selection
Parameters.

|Selecﬁun Parameters |Last |Ised Parameters

6. Select OK.

¥ Ok
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7. The report consists of several sections, including the employees with exceptions, the
parameter exceptions, employees grouped by exception, and a list of employees who
were paid during the year but were not included in the workfile. Below is a sample
report:

4pad5cnd . p-4 SCRAMBLED DATARASE 9:07 AM 12/29/16
05.16.10.00.08-010012 Report 1095C Workfile - Exceptions Only - Employes Saquence PRCE : 1
Tamala R Abadiscr B ————————— EMPLOYEE CFFER AND COVERAGE - - - <~ << - <= = <o <o = o mm oo oo oo oo
6611 Scramble averue south wes |12 MONTE | JAN |FEB | AR | APR: MY |um [R10A [Fice] | SEP JoeT [usil |DEC
Offer of Coverage |11 | | | | | | | | | | | |
Seramble WL SEEES Lowest Gost Prem. | 0.00] 0.o0|  o.oof 0.00] 0.00|  0.oo|  ooo0|  0.00| 0.0 0.oo|  oooo|  0.o0|  0.00
usA 4980H Safe Harbor |2B | | | | | | | | | | | |
LOCATION: TaX CTATE: WI VOIDED: NO  CORFECTED: MO PLAN CTART MONTH: EMPLOYER PROVIDED CELF-INCTRED COVERAGE: YEC

wwwwr WARNING: Address truncation ocourred - Profile address too long to it in 1085 address field
wwwwr WARNING: Employee excluded from full time oounts for one or wore months because they used a Safe Harbor value of 2R, 2B or 2D
wwwwn WARNING: Employee is using safe barboris) IR, 2B and ZD for the entire reporting year, but is included in the 1085 work file.

Jeamne D Abesscr 000-00-0000 <o oo oo m oo o] EMPLOYEE CFFER AND COVERAGE - - - <~ << - <= = <o <o = o mm oo oo oo oo
3081 Scramble averme 112 MONTE | JAN |FEE | MAR: | KPR LY | [BiiA [Fice] |sEF loer sl |DEC

Offer of Coverage |1 | | | | | | | | | | | |
Ceranble WI 5Eisg Lowast Gosr Prem. | 0.00] 0.00|  o.00] 0.00] o.o0|]  o.oo| o.o0]  0.00] o.o0| 0.00] o.00 | o.o0|  0.00
usR 4900H Cafe Harbor |20 | | | | | | | | | | | |
LOCATION: 500 TaX STATE: WI VOIDED: NO  CORFECTED: Mo PLAN START MONTE: EMPLOYER PROVIDED SELF-INSTRED CGVERAGE: YECS

wkwwk FATRL EXCEPTION: Emploves has an invalid SEN envered.
wkwokk WARNING: Ewployse excluded from full time counts becauss they ussd an Offer of Coverage value of 1.

wh¥ Mhmber of 1085Cs with sxceprions: 2
4pafSc02 . p-4 SCRAMBELED DATABASE 3:07 aM 12/29/16
05.16 10 .00 _02-010012 Report 1095C Workfile - Exceptions Only - Emplovee Sequence PACE - 7

Enmployes is selected in the Self-Insured paramerters but is not in the 1095 Workfils.

MRME EEY FULL HEME EMILOYEE TYPE BUILDINZ CODE

ABLELIUS000 Justin Jamwes Abdelkadescr TCH 269

ABPLAMILOOO Williemas X Abplanalpscr peiry 400

ABTCCIEAOO0 Jearmine M Abtscr ™R ooo
4paf5cld.p-4 SCRAMBLED DRTABASE 8:07 MM 12729716
05.16.10.00.08-010012 Report 1035C Workfile - Excepticns Only - Employee Sequence PACE - 50

Employee was paid in 2015 Iut is not receiving a 1095 in this submissiom

HEME KEY FULL HEME EMPLOYEE TYPE BUILDINZ CCDE
ADDARCTAOOD Ctasia R Addarioscr TCH EEE]
ADDEEDANOO0 Dannielle P Adderleysce A 400
REGERZIDOOD Gidget M Asgerterscr SUB 400

Report 1095C Workfile i All Employees
This report will  display all employees and their 1095C Workfile information and can be used
to verify the information.

1. Highlight the Report  1095C Workfile 1 All Employees and select Run.

|- Report 1095C Wordile - All Employees

2. This is the parameter screen for running the 1095C Workfile T Exceptions Only
report.

1095C Report Sequence: | 1 - Employee w oK
M canel

Report Format: A-All E

States: to: |ZZ

Selection Parameters | Last Used Parameters

Select the report sequence. 8 skyDoc
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3.

Selectthe 1095C Report Sequence (1 1
State/Location/Employee, 4

Employee, 2 1 State/Employee, 3 i

i Location/Employee).

Report Format: |2 - StateEmployes
3 - State/Location/Employes
4 - Location/Employee

1095C Report Sequence: | 1 - Employee
1-Employee |

Select the range of States to include.

States: tor 22

If you wish to narrow down the Employee Building, Employee Check Loc

ation

Employee Type, or Individual Employees, you can do so by setting the Selection

Parameters.

| |Selectin::n Parameters |Last |Ised Parameters

Select OK.

Below is a sample report:

4pa95an3 p-4 SCRAMBLED DATARASE 9:10 2M 12/29/16
0518 .10.00.08-010012 Report 1095C Workfile - 211 Employees - Emploves Seguence PACE 1
Tanala R Abadiscr 123-00-2682  seeeesesemoseseeseemmmeneseieao o] EMPLOYEE CFFER AND COVERHZE- -« -« == m o omom s omsomoom oo ammmemaoao e
€611 Coranble aveme south wes |12 MONTH | JAN |FEB | R |nPE |May | o | |ave | cEP |oeT Lmey |pEC
Offer of Goverage |1I | | | | | | | | | | | |
Soramble WI 55555 Lowest (ost Prem. | 0.00] 000 | 0.00] 0,00 | 000 0.o0| 000 | 0.00] 000 | 0.00] 0.00] 0,00 | 0.00
usa 4080H Safe Harbor |2B | | | | | | | | | | | |
0 CATION: TAX CTATE: WI VOIDED: NO  CORRECTED: MO  PLAN CTART MONTH: EMPIOYER PROVIDED CELF-INCURED COVERAGE: YEC
wwwws UARNING: Address truncation occurred - Profile address too long to £it in 1095 address field
wwwws GARNING: Employee excluded from full time counts for ore or wore months because they used a Cafe Harbor value of 2R, 2B or I
wewws QRRNING: Employes is using safe harbor{s) 2A, 2B and 2D for the entire reporting year, but is included in the 1095 work file.
Jsarne D Abesscr D00-00-0000  seseeoeomonom s n s ] EMPLOYEE OFFER AND COVERRZE- -« -« == m o =mom s o somoom oo ammmeoaaooe s
3081 Soranple avemie |12 MONTH | TAN |FER | MR | AR MAY | i JEALE] 1sED [oeT |1y |DES
Offer of Goverage |16 | | | | | | | | | | | |
Soramble WI 55555 Lowest (ost Prem. | 0.00] 000 | 0.00] 0,00 | 000 0.o0| 000 | 0.00] 000 | 0.00] 0.00] 0,00 | 0.00
e 4980H Safe Harbor |2¢ | | | | | | | | | | | |
IGCATION: 500 TAX CTATE: WI VOIDED: NO  CORRECTED: MO  PLAN CTART MONTH: EMPIOYER PROVIDED CELF-INCURED COVERAGE: YEC
wwwws FATAL EXCEPTION: Employee kas an invalid CON entered.
Wk URRNIIG: Emploves excluded from full time councs becauss they used an Offer of Coverage valus of 1Q.
Roderick @ Almescr 123-00-0460  seeeesesmoseseeseememmeneseieao o] EMPLOYEE CFFER AND COVERHZE- -« -« == m o omom s omsomoom oo ammmemaoao e
2542 Soranble averme |12 MOWTH | JaN |FER | MR | AR |MayY | T (R |aug | SEP |ocT [0 |DEC
Offer of Coverage | |1E |1E |1E |11 |11 |11 |11 1T |11 |11 |11 |11
Soramble WI 55555 Lowest Gost Prem. | 0.00| 1620 1s.a0| 16.30] 000 0.0 000 | 0.00]| 000 | 0.00] 0.00] 000 | 0.00
UsA 4980H Safe Harbor | |22 |22 |ze |21 |21 |21 |21 |2z |2z |21 |21 |21
IGCATION: 400 TAX CTATE: WI VOIDED: NO  CORRECTED: MO  PLAN CTART MONTH: EMPIOYER PROVIDED CELF-INCURED COVERAGE: YEC
COVERED INDIVIDURL S0C SEC WER DATE OF BIRTH |ALL|JAN|FEB|MAR|APR|MAY | JUN| JUL| AUG| SEP|OCT | WOV [DEC|
JAMES L ALMYSCR 852-44-1560 o3/21ses [ x| | | | 1 1 1 1 1 1 1 1 1
FODERICK ¢ ALMYECR. 123-00-0460 o4/24/2963 [ X | | L | L L L 1 11
wu% Mimber of 1085Cs Reported: E]
wu% Mimber of 1085Cs with exceptions: H
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1095C File Tracker

Step 2 Part 5 T

Use this option to monitor and display information about who, when, and from what process
a 1095C file is created and/or removed from the system.

1. Highlight

| 1095C File Tracker

1095C File Tracker

and select Run.

2. The 1095C File Tracker browse displays information about the Creation/Removal of
the 1095C files. This information can be valuable when trying to figure out if a
process has been run and who ran it.

[

1095C File Tracker

® Close

1095C

Year Date Time Action

File Type Calling Process User

12/29/2016 | 9:11 AM 1095C Workfiles Create/Reqeate 1095C Workfile Patrick J Smithscr v

Ll

2015 12252016 911 AM Remove 1095C Workfiles Create/Recreate 1095C Workfile Patrick J Smithscr v

2015 12252016  &:46 AM  Create 1095C Workfiles Create/Recreate 1095C Workfile Patrick J Smithscr V
Step 2 Part 6 T Total Employee Counts
Use this option to display a report of thdmempl oyees
Empl oyee Countsdéd and the 6Tot al Empl oyee Count so.

1. Highlight Total Employee Counts and select Run.

| Total Employes Counts

2. Select the Transmission to report and t

he OEmpl oyee

Count Typeb. You

choose how you want the employee counts displayed as either Sequential Number or

Yes/No.

Current Transmission: 0001

Report for Transmission: | 0001 - Criginal

Employee Count Type:
() Show Full-Time Employee Counts
() show Total Employee Counts
(®) Show Both

HR\PANYENPA\CANCP - 32812 - 1095C Employee Count Report Options

Type: Original

Display Options:

+% Run
cancel

w | Calcs LastRun: 12/27/2015 - 2:54:26 PM

() Display Sequence Number if Counted
(®) Display Yes/No if Counted

8 skyDoc

3. Areport will display indicating the total employee counts for the workfile.

Step 3

The 1095C Print File must be created in order to print the

I Create 1095C Print File (used to print the

1095C s)
1095C Forms. These are the files

that you will sen

1. Select Step 3

2. Highlight Create the

d to Skyward if you are not printing your own

1095C s.

- Create 1095C Print File (used to print the 1095Cs).

Step 3

Create 1095C Print File (used to print the 1095Cs)

1095C Print File and select Run.
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This screen may appear if you selected to allow employees to choose between a

paper and electronic copy of their 1095 s. When the Employee  1095C Print File is
created, employees that chose to receive their 1095 electronically will be excluded

from the Print File.

In Step 1a, the system was setup to allow employees to receive their 1095s electronically
for 2015,

When the Employee 1095C Print File is created, employees that chose to receive their
1095 electronically will be exduded from the Employee Print File.

Maote: The totals page for the Employee 1095Cs will display totals for all employvees,
induding those 1095Cs that were received electronically.

[w]1 understand that employees that chose 'Electronic’ will not receive a printed 1095
(optional) Override the system and print all 1095Cs, regardless of Employee's choice

OK. Cancel

In Step 1a, the dates the 1095 option is visible for employees was set up. If you are

creating the print files before the ending date that the 1 095 option is visible, you will
need to acknowledge that if you create the print files now, the end date for employee
registration will change.

Employees have until midnight on 12/30/2016 to dedde whether to receive their 1035
electronically. If you create the Print Files now, that date will be changed to 12/23/2016,
and any employees that have not yet decided will automatically receive a Paper Copy.

[] 1 understand that the End Date for employee registration will be changed to 12/28/2016

Check the box to acknowledge that you understand that employees that chose
O0El ectronicd will nl®35Cr ecei ve a printed

| I understand that employees that chose 'Electronic’ will not receive a printed 1095C

Check the box if you would like to override the system and print all 1095C s
regardlessofeach empl oyeeds choi ce.

| (optional) Override the system and print all 1095Cs, regardless of Employee's choice

Selecta 1095C Print File sequence for the Employee 1095C s from the drop -down list.
Note: This is the sort sequence in which the 1095C s will print and allows for easier
distribution.

1095C Print File Sequences

Select the sequence to print the Employee 1095Cs: | 1 - Employee W
How should I set the 1095C Print File Sequent 2 - State Employee
The 1095C print file sequences allow you to select t 3 - State Location/Employee
4 - Locstion/Employee
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8. Checkthe box to Print  1095C Sort Sequence on Pressure Seal 1095C s if you woul d
like the File Sequence printed on the outside of the Pressure Seal 1095C s for easier
distribution. Select OK.

Print the Sort Sequence
Print 1095C Sort Sequence on Pressure Seal 1095Cs

9. A message will display indicating the Total Employees Processed and the number of
Employees to Print Form  1095C .

Process complete,

3 - Total Employees Processed

3 - Employees te Print Form 1095C

10. The 1095C Form File Loc ation and Date Stamps will display.

File Year: 2015
Employee 1095C Print File

Criginally Created on: 12,/29/2016 at: 9:38 am

Last Created on: 12292016 at: 9:38 am

Location: DATABASE
The Close button doses the window. & skyDoc
11. To view the same information at a later time, select View 1095C Print File Date/Time
Stamps.

View 1095C Print File Date/Time Stamps |

Step 3 Part 2 T Extract Copies of the 1095C Print File from the Database

This process allows you to Extract copies of the 1095C print files that have been stored in
the database. You will want to store the 1095C Print Files in another location outside of the
database. This option allows you to select another location to save th e files.

1. Select Extract Copies of the 1095C Print File from the Database and select Run.

|ﬂ, BExtract Copies of 1095C Print File from the Database

2. Highlightthe 1095C file to extract and select Extract.

Year: 2015 Workdile Type: 1095C
1095C Print Files Stored in the Database [EpExtrct
Description File Name Create Date  Create Time Added By @ Close
Employee 1095Cs PUSSCI15000 1. XML 12/29/2016  |9:38am  |SMITHPATOOO
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3. Enter or browse to the directory where the 1095C file should be saved, and select
OK.

HR\PA\YE\PANCANWP - 3084 - Directory Entry for Text Files H

Enter Directory for Text Files oK
Browse... || | 3 Cancel
Enter the directory to create download files in. a SkyDoc

4. When the File Extracted message appears, select OK. Repeat for additional files that
you want to save.

File Extracted “

File extracted successfully.

Step3a 1 Printthe 1095C s

When you are ready to print the 1095C Forms, you will use this area of the software to do

so. There aretwotypesof 1095Cs t hat can be printed: 110 Blank 1095
Seal 140 Bl ank for m.

1. Select Step3a - Printthe 1095C s.

Step 3a Print the 1095Cs

2. There are two types of Employee 1095C f orms t hat can be printed: 110
form and Pressur e fode al 14060 Bl ank

Print Employee 1095Cs on the 11" Blank 1095 form (#B35BLANK)

Prirt Employee 1095Cs on the Pressure Seal 14" Blank 1095 form (£81650)

3. This process demonstrates the 110 Blank 1095 for m,
the Pressure Seal Form. Highlight the form you are using in your district and select
Run.

~& RLn
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4. A message will appear asking if you would like to print a totals page prior to printing
your 1095C forms. If you select Yes, the totals page report will look similar to this:

FREEFEXREETEXLXEFTEFTE | JO50 TohalstrrsFaasrs sarssssssy

Total Number of Employees:

Number of Employees to Print:

Euployer Federal ID: 99-1122323
Enployer Address: Scrambled %chools

1172 Hcramble avenue

Scramble, WI 55555
[555)555-585585

If you select No to the totals page, or when you close the totals page after
reviewing/printing/saving it, an additional message will display stating that you
should load your 1095C forms to your printer and if you would like to continue.

Select Yes.

Load Printer Forms

This process creates a PDF file that will be used to print the forms,

e Depending on the number of forms, this process could take several
minutes. Oncethe process is complete, the forms can be
viewed/printed from the PDF.

Please load your 11" Blank 1095 forms (FB35BLANEK] into the printer.,

Continue with the process?

6. Next you will be directed to set the Horizontal and Vertical Offsets for your
page until you have
the offset s correct. Depending on your printer, you may need to adjust how the data

prints in order for it to print within each designated box . The Test Page w

The default value is 0 for each. It is a good idea to print a test

the boxes and lines; no data will be populated within the boxes.

printing.

ill only print
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PDF Offsets
Continue
The PDF Offsets allow adjustments to where the printed output is placed on
the PDF page. e=p Test

If the form does not align on the paper properly, use the Test button to X Cancel

print blank forms using the entered Offset values. This should be done as
many times as needed until the alignment is accurate.

Once the forms are aligned properly on the paper, select the Continue
button to ViewPrint the forms from a POF file.

A positive value will move the print to the right or down on the page and a
negative value will move it up or left.

An offset of 5is approximately 116"
Harizontal Offset: |1

Vertical Offset: |0

7. Generate a test page by selecting Test. Print the PDF on a form so you can ensure
that the information will print correctly.

VoID COPRECTED  OME Mo 1545-2261 2015  rom 1095-C

APPLICAELE LARGE EMPLOYER'S name, street address, ity or town, Employee Offer and Coverage Employer
state o1 province, courtry, ZIF or foreign postal code, and telephone ne. Plan Start | 14 Orteror | 15 Employes share 16 Applioabie Provided
= F L ow st Cost Secti
Manth tez\‘feerrage :ﬂnn::’lyPre:nium‘ 4:BUI:nSafe Health
{Enter
o digit o ): required for Self-Only Harbor jantar | INSUTANCE
eode) Minimum Value code, if Cffer and
Coverage applicable] Coverage
bbb 3
Jan $
Feb 3 For PHvacy
EMFLCYEE'S name, address, ZIFipostal code & country har % Act and
Apr ] Paperwark
May, 3 Reductlon
Act Notkee,
Jun $ see
Jul $ Instriuctlons.
Infarmatlon about Form 1085-C and s separate Aug 4
Instructlons Is at wawrw. Irs.goviformidgse Sep 5
AFFLICAELE LARGE EMPLOYER'S EMFLCYEE'S speial Security Qo %
identification number JEIN) numker {SEH) Diepartruent of the
Hov $ Treasury—- IRS
Dec 3 BE-2020803
Govered Individuals If Employver provided self-insured coverage, check the box and enter the infarmation for each covered individual. |
{6} DOB §f 55K is { {2} Months of coverage
{3 Hame of coverad indiidusiis (b} sen not available) aﬁﬂ‘;e,:,e;_ Jan |[Feb it ar| pr sy dun | Jul |8ug|2ep oot Mow|Dec
17
18
12
20
21
22
5 B1085C1  WTFzsraseo BasCHPRES Copyright 2015 Greatland /Melco — Forms Software Only
8. If adjustments are needed, close the viewing window and enter new Offset values.
Select Test and print the page again. Repeat until you are satisfied with the
alignment.

Horizontal Offset: |1

Vertical Offset: |0
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9. After you are satisfied with the alignment, select the Continue button. The 1095C
forms are displayed in PDF format. Locate your print option and begin printing your
forms.
[Jvor [ ] CORRECTED  ome wo.1sas-zzst 2015  Fom 1095-C
APPLICKRELE LARGE EMPLOYER'S name, street address, city or town, Employes Offer and Coverage Employer
state of province, country, ZIP or forsign postal code, and teleph one no. Plan Start | 14 ofer of 15 Employes Share 16 Applicsble Provided
Scrambled Schools Manth e | e, | e e Health
1172 Scramble avenue s | e et INSUTANCE
Scramble WI EGGEE Eovarage waisswey | Offer and
Coverage
(EEE)555-3588 Menhs |1B 3 95.00[2B
Jan ¥
Feb ¥ For Prvacy
EMPLOYEE'S name, address, ZIPfpostal code & country lar § Act and
TAMALE R ABADISCR ot 5 Paperwark
5611 Scramble avenue south wes May 3 Reductlon
Soramble WI GREES aun 3 o
Jul § Instructlons,
Infarmation abolt Fortm 1095-C and s separate Sug 5
Instructions s at www.Irs.gow!/formi10985¢ Sep L3
AFFLICAELE LARGE EMFLOYERS EMFLOYEE'S social security Dot $
identification numb er {EIN] number (S5 H] Department of the
How L] Treasury— IR
99-1122323 123-00-2692 Des 5 s5-anast0s
Covered Individuals If Ermployver provided self-insured coverage, check the box and enter the infarmation for each covered individual. \ X\
{6} DOB {f S5 is {d} {&} Months of coverage
{8 Hame of covered indiuiduzlis (b} ssu hot auailable) aﬁ?‘;ﬁl Jan |[Feb |Mar|apr [May] Jun | Jul [fug |sep|oet ov|Dec
17
18
12
20
21
22
5 B10a5CI NTF 2579360 BOSCHPRES Copyright2015 Greatland fMeloo - Forms S oftware Only

10. A message will also display asking if you would like to save the print package in
Saved Reports.

Save Package

9 Save the print package in Saved Reports?

Yes Mo
Step 3b T (Optional) Submit Files for Skyward 1095C Printing Service
The file thatis submitted to Skyward isthe Employee 1095C s file ( PW95CI150002. XML ). If
you choose to have Skyward print your 1095C s, the system will automatically transfer the
needed filesto our FTP site. An email will be sent to your 1095C contact when the files are

received.

1. Select Step3b 1 Submit Files for Skyward 1095C Printing Service.

Step 3b | (Optional) Submit Files for Skyward 1095C Printing Service
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2. This process automatically transfers your files to Skyward for printing. Enter the
email address of your  1095C contact person. After the files are received at Skyward,
a confirmation email will be sent to that address. Select OK.

This process will automatically transfer your 1095C print file to Skyward for printing. A
Skyward representative will send an email to the email address you enter below xCanceI
confirming Skyward has received your 1095C print file. If you submit your 1095C file to =
Skyward between 8:00 AM and 4:00 PM, you should receive a confirmation email within

two hours. If you submit your 1035C file after 4:00 PM, you should receive a

confirmation email before 9:00 AM the next business day.

If you do not receive a confirmation email from Skyward within the times specified above,
please call Skyward support immediately and let them know you have submitted your
1095C file but have not yet received a confirmation email. If the file transfer fails,
Skyward may not know you attempted to send the 1095C file so it is important that you
call,

Email Address: |psmithscr @scramble, com

3. A confirmation window  will display the 1095C Number of Employees. Please review

this area carefully before submitting the 1095C files. When ready, select OK.
Confirm Totals
! o Ok
Please verify that your totals are accurate before continuing. —
Employer Federal ID | Info: 99-1122323 3 Cancel

Brrambled Schools
1172 Scramble avenue
Scramble, WI

55555

Numrber of Employees: 3

4. You will rec eive this message when the t ransfer is complete. Select OK.

All files uploaded successfully

Step4 1 Create Individual 1095C PDF Files

This option allows you to create individual 1095C PDF files for each employee. If you

selected to allow employees to receive electronic copies of their 1095Cs, this is a required

step. This does not post the 1095Cs to E mployee Access 1 thatis completed in Step 4a.

Run the process when you have sufficient time as it may take several minutes. After the

PDF files are created, they can be viewed/printed from the View 1095C screen in PaC. The
PaC View 1095C screen is access ible from the Modify Current 1095C Workfile screen. The
PDFs are also available on the Web under the 1095 Transmissions tab in Employee Profile.

1. SelectStep4 i Create Individual 1095C PDF Files.

Step 4 | Create Individual 1095C POF Files
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2. Highlight Create Individual 1095C PDF Files and select R un.
ﬁ, Create Individual 1095C POF Files
3. A message will display explaining where the 1095C PDF files can be viewed after
creation and indicating it could take several minutes to complete the process. Select
Yes to continue with the process.
Create Individual PDF Print Files
o This process will create an individual 1095C PDF file for each employee.
Mote: The PDF files may be viewed using the View PDF button
accessible from the Employee Profile/ACA Information/ 1095
Transmissions tab, and also from the Modify Current 1095C
Workfile/View 1095C screen.
Depending en the number of forms, this process could take several
minutes,
Do you want to proceed with creating the PDF files?
Yes No
4. Select OK once the process is complete.
PDF creation process complete.
Atotal of 3 1095C PDF Files were created and stored in the database.
5. If you need to recreate the 1095C PDF files, you can purge the existing files before
creating the new ones. Highlight Purge 1095C PDF Files and select Run.
£\ Purge 1095C PDF Files
6. A message will appear explaining that the 1095C PDF files will be deleted for the
current Tax Ye ar and Transmission. Select Yes to continue.
This process will purge all individual 1095C PDF files from the database
for Tax Year 2015 Transmission 0001,
Are you sure you want to delete the PDFs?
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7. If you choose to purge, a message will display indicating that the files have been
purged from the database.

PDF purge process complete,

Atotal of 3 1093C PDF Files for 2015 have been purged from the
database.

8. To view the PDF form, navigate to Web > Human Resources > Employee Profile.

- Employee

Employee Profile

9. Selectthe 1095 Transmissions tab under ACA Information.

1095 Transmissions

10. Highlight the Transmission you wish to view and select View PDF.

11. Enter the SSN of this employee, then select Print.
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