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THIRD-PARTY ADMINISTRATOR 

ACA REPORTING 

Overview: 

 This section is designed for use by Districts opting to use a Third-Party Administrator for

the reporting of the Forms1095-C/1094-C.

 Payroll Services will not have any other role other than making these reports available to

the Districts.

ACA reports available in PeopleSoft: 

 The following two tools are available for Districts working with Third-Party Administrators

for ACA Reporting.

o M_HR_PAY_ACA_REPORT (Query):  Similar to the Legacy Extract PSNL file, this

query contains Demographic and HR/Payroll required fields.  It is available under Main

Menu>Reporting Tools>Query>Query Viewer.  This report is a large file and may take

some time to load. Alternately, it can be scheduled (Main Menu>Reporting

Tools>Query>Schedule Query).

 ACA Report by District (Report):  Similar to the Legacy Extract TMPAY file, this report

can be used to determine ACA eligibility for Health Benefit.  It returns basic demographic

information including Social Security Numbers, basic job information and hours

worked/earnings for each employee for a designated “lookback period”.  Note this is a

general tool so you will need to review all rows, paying particular attention to monthly part-

time Certificated employees.

 Both these reports can be sent to a Third-Party Administrator to evaluate eligibility and

prepare the Forms 1095-C.  Districts will need to coordinate with the Third-Party

Administrator.
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Instructions to generate the ACA Report by District: 

1) Go to the ACA Report by District page (see below for navigation).

2) To create a Run Control ID, click the Add a New Value tab.

3) Enter a Run control ID.

4) Click the Add button.

5) Populate the following fields

a. Business Unit = Three-digit company number followed by two 00

(Example: for district 099, enter 09900) 

b. Period Begin Date = Beginning of the pay period for your report

c. Period End Date = Beginning of the pay period for your report

6) Click Save

7) Click Run
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8) In the Process Scheduler Request window,

a. Set the Type field = Web

b. Set the Format field = XLS

c. Click OK

9) On the ACA Report by District page, click on the Process Monitor
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10) On the Process Monitor page,

a. Click Refresh, until the Run Status = Success and the Distribution Status = Posted

b. Click on the Details link

11) In the Process Detail window, click on the View Log/Trace link
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12) In the View Log/Trace window, click on the M_ACA_RPT_##### file to open or

download.

13) The file does not contain column headers (see below), so you can add the column

descriptions on the following page:
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ACA Report by District Column Descriptions: 

Column Descriptions 

A Pay End Date 

B Employee ID# 

C Empl Record 

D SSN 

E Last Name 

F First Name 

G Middle Initial 

H Name Suffix (such as “Jr.”) 

I Street Address 1 

J Street Address 2 

K City 

L State 

M Zip Code 

N Position # 

O Job title Description 

P Job Class code 

Q Job title 

R Pay Group 

S Hire Date 

T Term Date 

U Total hours worked for pay period 

V Total Gross salary for pay period 


