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ACA Process Basics 
 

1. Review the IRS instructions for ACA Reporting and 1094/1095-C Forms.   
2. If you’ve determined that you must produce 1095-B forms in lieu of 1095-C filing and have not printed these 

forms previously, you must contact an E&A representative to have a 1095-B form printing option added to your 
Benefits menu. 

3. Determine if you’ve offered self-insured coverage to your employees during the reporting year.  If so, enable the 
Self Insured parameter in Personnel Parameter Maintenance.  Instructions are provided in this manual under the 
heading Personnel Parameter Maintenance. 

4. Determine if you will need to report amounts on Line 15 of Form 1095-C (required if Line 14 contains codes 1B, 
1C, 1D, 1E, 1J, 1K, 1L, 1M, 1N, 1O, 1P, 1Q).  If so, you will need to specify the lowest cost benefit plan offering 
minimum essential coverage in your Benefit Maintenance.  See the Benefit Maintenance heading in this manual 
for more information. 

5. Update your employees’ 2021 ACA information under the ACA tab of Employee Maintenance.  This manual 
covers various options, features and routines to help you complete this task. 

6. If self-insured, you will also need to update coverage information for your employees’ dependents so that Part 
III of Form 1095-C can be completed. 

7. Refer to our ACA FAQ’s document for information on printing and filing options.  Determine if you will be 
printing forms from MCSJ and/or using our partner, Nelco Solutions, for E-filing and printing services.  MCSJ 
1095-C form printing and e-filing instructions are included in this manual.  

Personnel Parameter Maintenance 
 
System Utilities > Personnel Parameter Maintenance  

 
 
The Self Insured (for ACA Form 1095-C) box should be checked for any client who is self-insured or self-funded.  This will 
enable both the 1095-C Excel Dependent Import/Export routines and employee/dependent coverage period fields.  The 
1095-C Part III is required and covered dependent information will need to be set up. 

https://www.irs.gov/affordable-care-act/employers
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
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Benefit Maintenance 
 
Benefits > Benefits Maintenance 
 

  
 
Benefit Maintenance contains a set of parameters to identify which benefit plan is subject to line 15 on Form 1095-C 
Part II.  Only one medical and one prescription benefit plan can be selected for a given date range.  The 1095-C Monthly 
Routine will use this information to calculate amounts for the line 15 boxes of Form 1095-C Part II.    
 
 Note: When the ACA Minimum Essential Coverage box is checked, a date range is required. 
 

Effective Date for Premium Changes 
 
When editing premium amounts on the Benefit Maintenance, the system will prompt for an effective date.  This will 
allow the system to maintain a history of premium costs if they are needed for ACA box 15 calculations. 
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Employee Maintenance 
 
Personnel > Employee > Employee Maintenance > General Data > ACA 
 

 
• Exclude From 1095-C 

o When selected, the employee will NOT receive a 1095-C Form 

• Was this employee covered by a self-insured plan during any part of the year? (Only appears when the self-
insured parameter is selected in Personnel Parameter Maintenance.) 

o This box should be checked if the employee was covered by a self-insured plan during any part of the 
year. 
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• Offer of Coverage  
o Choice of IRS defined codes 1A-1K . Please refer to the IRS definitions to determine what codes you 

should choose.  Definitions can also be found in the 1095-C Offer of Coverage Maintenance. 

• Employee Share of Lowest Cost Monthly Premium  
o This should be populated with the amount of the employee share of the lowest-cost monthly premium 

that is offered to the employee.  This will be used to populate Line 15 of the 1095-C Part II and will only 
be enabled when Offer of Coverage codes are 1B, 1C, 1D, 1E, 1J, 1K, 1L, 1M, 1N, 1O, 1P, 1Q per the IRS 
instructions.  The 1095-C Monthly Routine can optionally be used to calculate these amounts. 

• Section 4980H Safe Harbor  
o Choice of IRS defined codes 2A – 2H that will be used in Line 16 of the 1095-C Part II.  Please refer to the 

IRS definitions to determine what codes you should choose.  Definitions can also be found in the 1095-C 
Safe Harbor Code Maintenance. 

• Self-Insured Coverage  
o Check if the employee was covered under a self-insured plan during any month(s). 

• Waived Benefits Checkbox(es)  
o This is not a required ACA field, but can be used for informational purposes. 

 

Employee Status Code to Include Retirees 
 
If your organization needs to include retirees who receive benefits in your ACA reporting, use the Termination Status 
Code field to select ‘Retire/WB’. 
 

 

Additional Instructions For Self‐Insured Employers Only: 
 
Dependent coverage information for Part III of form 1095-C is entered on the Employee Maintenance Dependents 
screen.  After entering or selecting a dependent, click the View Dependent button on the toolbar to access ACA monthly 
coverage information for a dependent and check the appropriate coverage months.  Click on the ACA tab.  If a 
dependent was not covered for the entire reporting year, change the Coverage field to ‘None’.   
 

Note:  If the dependent’s SSN is not known, a birth date must be entered. 
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Reporting Review 
 

ACA Form 1095-C Employee Preview 
 

The Employee Maintenance Detail button contains an ACA Form 1095-C option which displays how the employee will be 
printed on the 1095-C.  It will include dependents if self-insured. 
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Employee Benefits/Dependents/ACA Listing 
 
Benefits > Employee Benefits/Dependents/ACA Listing 

 
 

o Listing Type – ACA Form 1095-C 
▪ Will print Part II and Part III (Optional) of the 1095-C.  Can be used to review ACA information 

prior to printing and filing forms. 
 

 
 

IRS Code Maintenances 
 

Box 14 definitions can be found by going to: 
Benefits > 1095-C Offer of Coverage Code Maintenance  

 
Box 16 definitions can be found by going to: 
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Benefits > 1095-C Safe Harbor Code Maintenance 

Import/Export Routines (Optional) 
 

1095-C Excel Export 
 
Benefits > 1095-C Excel Export 
 
The purpose of this export is to allow 1095-C information for all of your employees to be initially edited in one place and 
then imported back into MCSJ.  Once imported, employee information can be maintained from the Employee 
Maintenance screen.  The export routine will export ALL employees EXCEPT those that were terminated or deceased 
prior to the start of the reporting year.  For purposes of including retirees who receive benefits, it will also include 
terminated employees with a Status Code ‘Retire/WB’ regardless of the termination date. 
 

 
 

IMPORTANT: In order to import the spreadsheet back into MCSJ, the format and sort order must remain the 
same. 

  

Completing the 1095-C Excel Export 
 

 
 
 
IMPORTANT:  Do NOT modify the layout of the Excel spreadsheet. The layout must be preserved in order for the file to 
be imported back into MCSJ. 
 
The following must be completed to successfully import the data back into MCSJ: 
 

• Exclude from Form 1095-C 
o All employees will be exported in the Excel file. Anyone that should NOT receive a 1095‐C Form must be 
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set to Y to be excluded. 
▪ If the employee should receive a Form 1095‐C, leave this field blank. 

• Part II Box #14 (Codes 1A‐1K) Employer Offer & Coverage Codes 
o The codes entered within these fields will be used to populate Part II of the 1095‐C Form. Enter the 

applicable IRS code (codes 1A‐1K) for each applicable month.  

• Part II Box #15 
o This should be populated with the amount of the employee share of the lowest-cost monthly premium 

that is offered to the employee.  This will be used to populate Line 15 of the 1095-C  Part II only needs to 
be filled in when codes are 1B, 1C, 1D, 1E, 1J, 1K, 1L, 1M, 1N, 1O, 1P, 1Q are used per the IRS 
instructions. 

• Part II Box #16 (Codes 2A‐2H) Section 4980H Safe Harbor Codes 
o The codes entered within these fields will be used to populate Part II of the 1095‐C Form. Enter the 

applicable IRS code (codes 2A‐2H) for each applicable month. 
 

Note:  For more information refer to the IRS Instructions at:  https://www.irs.gov/pub/irs-pdf/i109495c.pdf 
 Additional Instructions for Self‐Insured Employers Only: 
 

For purposes of completing Part III of Form 1095-C, use the ‘Covered’ row to place an X for each month the employee 
was covered or in the ‘All 12 Months’ column if the employee was covered for the entire year. 
 
 

1095-C Excel Dependent Export (Self-Insured Only) 
 
This routine will export dependent information required to complete IRS Form 1095‐C Part III.  It is designed to simplify 
the process of initially preparing dependent data in MCSJ for 1095-C reporting.  Imported information should be 
maintained going forward from the Employee Maintenance Dependents screen.  
 
Benefits > 1095-C Excel Dependent Export 
 

 
 

• Reporting Year 
o Enter the year in which you are reporting 

• Sort Sequence 
o Select the sort sequence for the Excel file – Employee Id, Last Name, or Department Id. 
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Completing the 1095-C Excel Dependent Export (Self-Insured Only) 
  
Update Dependents (Tab #1) 
 

 
 

 
 

• Relationship 
o Select from one of the following: Spouse, Child, Other. 

• Birth Date 
o This column is required if no SSN is available for the dependent. 

• SSN 
o Enter the dependent’s SSN with the dashes. 

• Coverage Info 
o If the Coverage Type is something other than ‘None’, enter an X for each month the employee was 

covered or enter an X in the ‘Covered All Months’ column. 

• Remove this Dependent from MCSJ 
o  Put a ‘Yes’ in this column ONLY if the dependent should be REMOVED from MCSJ 

 
New Dependents (Tab #2) 
 

 
 

 
 
 
IMPORTANT:  Do NOT modify the layout of the Excel spreadsheet. The layout must be preserved in order for the file to 
be imported back into MCSJ. 
 

• New dependent records will be created for rows that have the Dependent Last Name filled in.  

• If the employee has more than one new dependent, insert a new row for that employee.  Make sure that the 
Employee Id and Name are on the new row. 
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Note:  Employees that exist in MCSJ should NOT be entered on this tab if they were added to MCSJ after the 
spreadsheet was created.   

 

1095-C Excel Import 
 
Benefits > 1095-C Excel Import 

 
 

• Prior to importing, you should have a current backup of your data as there is NO reversal routine for the import. 

• The verification step must be completed in order to validate that the spread sheet contains all the required 
information and contains no errors. 

o Examples: 
▪ Invalid Employee Id 
▪ Invalid SSN 
▪ Missing Coverage Type 
▪ Missing Birth Date 

• Once verified, click on the Next button. The routine will update fields on the employees ACA tab in Employee 
Maintenance. 

 

1095-C Excel Dependent Import (Self-Insured Only) 
 
Benefits > 1095-C Excel Dependent Import 
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• Prior to importing, you should have a current backup of your data as there is NO reversal routine for the import. 

• The verification step must be completed in order to validate that the spread sheet contains all the required 
information and contains no errors. 

o Examples: 
▪ Invalid Employee Id 
▪ Invalid SSN 
▪ Missing Coverage Type 
▪ Missing Birth Date 

• Once verified, click on the Next button.  The routine will update fields on the dependent screens in Employee 
Maintenance. 

 

Calculating Box 15 (if applicable) and Rolling Boxes 14 and 16 
 

1095-C Monthly Routine 
 
Benefits > 1095-C Monthly Routine 
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• This routine is used to calculate Box 15 for a given month and also rolls boxes 14 and 16 from the previous 
month. 

• Box 15 is only required to show an amount if code 1B, 1C, 1D, 1E, 1J, 1K, 1L, 1M, 1N, 1O, 1P, 1Q is entered 
on line 14. 

• For NJ, this routine will use the Chapter 78 calculation using ‘Single’ as the coverage.  It will use the premium 
amount from the Single Employer Contribution on the lowest cost benefit. 

• For all others, it will divide the Single Employee Contribution on the lowest cost benefit and divide by 12. 
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E-File 1095-C (including Print/Mail services via Nelco) 
 
Benefits > E-File 1095-C 
 

 
• E-Filing is 

o Required for all employers who fall into the category of having over 250 1095-C forms to file. 
o Optional for all other employers. 

• Employer Information 
o Most will default from System Parameter Maintenance, however, if the information is inaccurate or 

missing you can fill it out on this screen. 

• Plan Start Month 
o Optional  

• Authoritative Transmittal (Box 19) 
o An Authoritative Transmittal Form 1094-C “rolls-up” other 1094-C form and employer may have into 

one summary form. 

• Is ALE Member of an Aggregated ALE Group (Box 21) 
o If this is selected, Part III (d) of the 1094-C must be completed along with Part IV of the 1094-C 

• Certifications of Eligibility (Box 22) 
o All choices that apply to your Form 1094-C must be checked off.   Please refer to the IRS instructions. 
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After entering the appropriate information, click Verify. 
 
The Verification Listing will look for errors and warnings.  Below is a list of some of the errors and warnings it will check 
for: 

 

• Errors: 
o Missing First Name, Last Name, or Address 
o Invalid Social Security Number 
o If the offer of coverage code is NOT codes 1B, 1C, 1D, 1E, 1J, 1K, 1L, 1M, 1N, 1O, 1P, 1Q and the lowest cost 

share is greater than zero 
o If Self-Insured: 

▪ Missing Dependent First Name or Dependent Last Name 
▪ Invalid Social Security Number 
▪ No Social Security Number or Birth Date 

• Warnings: 
o If the offer of coverage code is codes 1B, 1C, 1D, 1E, 1J, 1K, 1L, 1M, 1N, 1O, 1P, 1Q and the lowest cost share 

is zero 
o Dependent SSN listed on another employee 
  

Click the Preview button and review the forms.   
 
 Note:  The ‘Send File’ button will not enable until you preview the forms. 
 
Once the verification is complete and the forms have been previewed, use the Send File button to send the form data 
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electronically to the Web Reporting Center through a secure web browser.   When the below screen appears, login in if 
you have created an account.   If you do not have an account, use the Create Account link to create one.  

 
Note:  Every time you click Send File, any previously submitted file which has not yet been filed with the IRS 
will be overwritten.  Once a file has been sent to the IRS, corrections must be made in the Web Reporting 
Center. 
 

 

 
 

Once logged in, the Forms In Progress screen will appear with all of your 1095-C records.  From there, you may select 
what services (Federal E-filing only or E-filing with Recipient Mail/Online Retrieval) you want to use.  Costs will vary 
depending on the service(s) you select.  A subtotal will appear on the screen. 

 
Note:  You have the option to choose the Recipient Mail & Online Retrieval option now and come back to E-file 
later.  Options for printing, emailing and e-filing will vary on the below web screens depending on the services 
selected. 
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You may deselect an employee record to prevent it from being included in the e-filing or printing, but is recommended 
that you re-send a file from MCSJ if something needs correction rather than trying to adjust the filing on the Forms In 
Progress page. 
 
 Note:  You may also click the Delete All Forms link if you want to remove all forms. 
 
Click Next.  E-filers will jump to the 1094-C Data Entry page shown below. 
 
Once again, you may edit information on this screen, but it is recommended you send a new file from MCSJ if there are 
mistakes. 
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After reviewing the information, click Next to continue to the Submit Forms page. 
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The Preview Forms button can be used to view PDF copies of your 1095-C forms. 
 
The Detail Report button will export 1095-C information for your employees to Excel. 
 
When utilizing Printing/Online Retrieval services, only employees with a populated email address will receive a copy of 
their forms via email.  If applicable, use the Add/Edit Emails button to edit the email addresses of your employees.   

 
From the Submit Forms page, click Next and you’ll be prompted to enter your payment information.  
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Users with a Prepaid Filing Code should enter it and click Apply Code.  Otherwise, credit card information may be 
entered. Click Pay & Submit. 
 
 
Upon successful transmittal, the following screen should appear. 
 

 
 
If applicable, use the Print Forms button to download and print PDF 1095-C copies. 
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You may always go back to the site to check on your filing status, re-print forms, file corrected forms, or email the forms.  
From the E-File 1095-C menu option in MCSJ, click on the Check File Status button and you will be automatically linked 
back to the Filing Form History screen after entering your e-mail address and website password.  If the services have 
been purchased, you may re-print or email your 1095-C forms from this screen by clicking on the appropriate icons next 
to the confirmation information.  Forms may be corrected and re-printed and/or re-filed by clicking on the pencil and 
paper icon. 
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Print 1095-C Forms in MCSJ 
 
Benefits > Print 1095-C Forms 
 

 
 

• Recipient 
o Choose from Employee Copy or IRS Copy 

▪ Employers doing electronic filing will not use the IRS Copy 

• Form (for IRS Copy) 
o Choose from 1095-C, 1095-C Cont Page (if applicable), or 1094-C 

▪ 1095-C Continuation Page is only need if the employer is completing Part III of the 1095-C 

• Sort Sequence 
o Choose from Employee Id or Department Id (available only for Employee Copy). 

• Plan Start Month 
o Optional  

• Employer Information 
o Some information will default from System Parameter Maintenance.  Complete the remaining fields. 

• Alignment (IRS Copy) 
o Will print an alignment page for whichever IRS Form is selected. 
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Note:  IRS Copies - If your organization has a mix of self-insured and not self-insured plans, the employees 
requiring Part III of the 1095-C will print together at the start of the print job so these forms can be easily 
matched up with their Part III continuation pages. 

 

 
 
 

Create New Year ACA Records - 2022 
 
The 2022 ACA employee records are created by running this routine.  You should delay running the routine until you 
have completed your 2021 ACA filing so that the appropriate information will carry over into January of 2022. 
 
Benefits > Create New Year ACA Records 
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