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Abstract 
This document is designed to assist the reader with the setup, use, and ongoing 
maintenance required to manage Federal ACA Reporting with the Execupay ACA 

Monitor and associated tools. 
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ACA Monitor Users Guide 

Introduction 
 

This guide is assembled in three main sections: 

 System Level Company Setup (Managed by your payroll service bureau) 

o Enabling ACA functionality for your company 

o Engaging the grouping of companies where required 

 Employee Level Event Management 

 The ongoing use of the ACA Monitor for compliance and reporting purposes 

 

Setup 
 

Company Setup 
 

Adding ACA Group to the Client 
 

Within the Execupay Payroll Suite, in the Company setup screen (Client/Edit Company), go to the Groups tab.  

 

Two groups must be added* prior to working with the ACA Monitor: 

 

PPACA Hours PPACA Benefits 
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The PPACA Hours group by default includes all pays. 

The PPACA Benefits group includes all of the deductions and memos that are included in the health benefits offered. 

They will be used to determine the low cost used for ACA calculations and also to determine if the employee was 

offered benefits. 

 

*Existing clients will require these additions to be made.  The ACA Groups will be automatically added to new clients 

as they are created. 

 

Company Group Setup 
 

If several companies belong to an aggregate group for ACA reporting purposes, they will need to be setup within the 

Company Group tool. This is found in the Execupay Payroll Suite ‘Company’ drawer. 

 

1. Click on Insert Group to create a new group and select ACA as the Group Type.   

2. In the Description enter a name for the group. This will be the name that appears in the list on the ACA 

monitor. 

3. Click on Insert Company to add the companies that belong to this group.  

a. If required, enter the beginning and ending date that the company will be a member of the aggregate 

group.  

4. Select a “Master Company” for the group 

a. If a Master Company is selected, its ACA settings will be used for default settings should companies 

within the group not have unique settings established. 

The month entered will be used to check the appropriate boxes on form 1094-C Part III col(d).   

Setting up an aggregate group will trigger the Form 1094-C to fill in Part III. It will fill in the first 30 members it finds in 

the group. 

Remember to click Save when any changes or additions are made. 
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Employee Setup 
 

Employee Events 

 

ACA Benefits Eligibility 
This is the event that covers when the employee is eligible for benefits. Fill in the beginning date. For ACA reporting, 

this also means that the employee was offered coverage. This is an optional event. It does not need to be used if the 

employee has a health care deduction or memo for that reporting period. That deduction/memo will also mean for ACA 

reporting purposes that the employee was offered coverage. 

ACA Declination of Coverage 
This is the event that covers the employee opting out of coverage. Fill in the beginning and ending date.  For ACA 

reporting, this also means that the employee was offered coverage but declined. This is an optional event. It does not 

need to be used if the employee has a health care deduction or memo for that reporting period. That deduction/memo 

will also mean for ACA reporting purposes that the employee was offered coverage. 

ACA Form 1095 Override Box 14 
This is the event that allows for the 1095-C form box 14 values to be overridden. Enter the code(described below) and 

the beginning and ending date. It will use the month value from these dates to pick the months to override on the 

form. 

For box 14, the system will default the code to 1E if the employee was offered coverage. This code means Minimum 

Essential Coverage providing minimal value offered to employee, dependent and spouse.  If the employee was not 

offered coverage, the system will enter a code 1H.  

For a more thorough definition of the codes, please refer to the instructions for the 1095. If the previous code 

described does not apply to the employee, read through the list of codes in the 1095 instructions and pick the letter 

that applies. Do not enter the 1, just the letter. For instance, if code 1A is the appropriate code for that employee, 

enter an A in the event. 

Also note, that there is a company override that affects all employees for this box. See company setup/coverage 

override in previous section to determine if the override should be placed on the company level or employee level. 

ACA Form 1095 Override Box 16 
This is the event that allows for the 1095-C form box 16 values to be overridden. Enter the code(described below) and 

the beginning and ending date. It will use the month value from these dates to pick the months to override on the 

form. 

For box 14, the system will default the code to 1E if the employee was offered coverage. This code means Minimum 

Essential Coverage providing minimal value offered to employee, dependent and spouse.  If the employee was not 

offered coverage, the system will enter a code 1H.  
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For a more thorough definition of the codes, please refer to the instructions for the 1095. If the previous code 

described does not apply to the employee, read through the list of codes in the 1095 instructions and pick the letter 

that applies. Do not enter the 1, just the letter. For instance, if code 1A is the appropriate code for that employee, 

enter an A in the event. 

ACA Initial Assessment Period 
This is the event that covers an employee’s initial assessment period if the employer chooses to implement one. Fill in 

the beginning and ending date. This is an optional event. It does not need to be used if the employer chooses not use 

an initial assessment period. This event can be entered manually. It also can be setup to be created by the system. To 

do this, setup the initial assessment rule as described in the previous section on company setup. When this is setup, all 

new employees will get the event. To create records for employees already hired, run the Fill in prior information 

option on the ACA monitor. 

ACA Status Change 
This is an event created when the employee’s ACA status is changed. The information in the record is a status and a 

date. The way it is read is that the employee’s status was the status in this record from the beginning of the year up to 

the date in the record. The employee’s current status is what is showing on the employee screen/HR Basic tab. The 

current status is also in the ACA monitor on the Employee Classification screen. If there is more than one ACA Status 

event for the year for an employee, it is read as above except changing “the beginning of the year” to “since the last 

ACA Status record date”. If more than one ACA Status record per year, they would be interpreted in date order. 

Using the ACA Monitor 

 

ACA Monitor Screens 

 

The ACA monitor screens are designed to be setup and used from left to right.  Each screen should be completely setup 

before moving to the next section as the setup from the previous screen will affect some calculations on the next 

section. 

 

Dashboard 
This is a quick view of the company’s ACA figures. It gives a quick and easy view of the company’s ACA status and 

employee figures. This screen will not be totally correct until all of the next sections are setup. Once this is done, this 

screen is a great reference of the current state of the company. 
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STEP #1 – Company Settings 

 
"The PPACA settings for this company are ok." 

 
"There are no PPACA settings for this company. Please go to settings tab and enter the information." 

 
N/A 

 
N/A 

 

 

STEP #2 – Large Employer Status 

 
"You currently meet the requirement for a large employer. 

 
"You currently do not meet the requirement for a large employer but are nearing the threshhold. 

 
"You currently do not meet the requirement for a large employer." 

 
N/A 

 

 

STEP #3 – Employee Classification 

 
All employees appear to be classified correctly. 

 
N/A 

 
You currently have employees that may be classified incorrectly. 

 
You currently are not subject to this requirement. 
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STEP #4 – Employee Coverage 

 
All Full-Time employees are receiving benefits. 

 
N/A 

 
You currently have Full-Time employees not receiving benefits. 

 
You currently are not subject to this requirement. 

 

 

STEP #5 – Employee Affordability 

 
All employees appear to be receiving affordable benefits. 

 
N/A 

 
You currently have Full-Time employees paying benefits over 9.5% of their federal taxable wages. 

 

You currently are not subject to this requirement. OR There is insufficient data for this calculation. There are 
no Full-Time employees receiving benefits.  If full-time employees but no one receiving benefits. 
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ACA Settings 
 

ACA Excluded Hours 

 

In calculating an employee’s ACA Status, all hours except the ones selected here will be used to determine ACA Status.  

To exclude any hours, just mark the box next the hours needing to be excluded 

ACA Benefits 

 

We need to know which deductions and memos are associated to health care benefits.  Check the boxes for all the 

deductions and memos for any health care benefit that should be used in determining which employees have benefits. 
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Low Cost 

 

 

For each deduction selected in the ACA Benefits section, we need to know the low cost option for that benefit to 

determine benefit affordability.  If you are not sure about your low cost options, consult with your health care agent. 

 

Periods / Report Options 

 

Measurement Period 

 

This is the period of time used to calculate average hours for the company or employee. This period is used to 

determine if the company is subject to the ACA laws. 

Administrative Period 

 

This is the time period after the measurement period that the company is allowed to use to gather the information on 

the calculations on the employees and offer insurance if needed. The company does not have to use this time period. 

Stability Period 

 

This is the period of time after the measurement and administrative in which the employee ACA classification and 

benefits offered must remain the same. 
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New Employee Rules 

 

There are two rules that can be set up for new employees to assist in automatically filling in the employee periods in 

employee events. The first rule is the initial assessment rule which fills in the employee initial assessment period 

event. To set up the initial assessment rule, fill in the number of days or months in the first box. Then select the 

option Day/Month in the next box to coincide with that number. The last box is when to start this period. It is either 

from hire date or from the first day of the first full month after the hire date. 

The other rule is the employee benefit rule. This creates the event employee benefits eligibility. This should only be 

used in the case where the employer pays the total cost of the employee health care and no deduction or memo is 

setup for the employees who have insurance. It follows the same setup style as the initial assessment setup. 

 

Look-back Period 

There is also a look-back period. It is automatically set to the measurement period. This can be changed to a different 

period if there needs to be a different time period to perform calculations on. 

 

Report Options 

 

Certification of Eligibility 

It is highly recommended to familiarize yourself with the 1094-C and 1095-C to understand these options. There will be 

a code or an option to check a certain box of either of these forms. The form instructions will have information on 

these items and when to pick them. 

Coverage Override 

This is used to check a box on form 1094, box 22. Select the letter of the box that needs to be checked. There are 2 

and 3 letter combinations if more than one box needs to be checked. 

Previous Low Cost 

This is used to override the code in box 14 on the form 1095 for all employees in the company. Select the appropriate 

letter of coverage. For instance, if code 1A should be used for all employees offered coverage, select A. By default the 

code in box 14 is 1E. Enter an override here if that is not the appropriate code for the entire company. 

Affordability Override 

Enter a code here to override the code in box 16 on form 1095 in the case where the employee was offered coverage 

but opted out. By default, it will put the code 2F for all employees with this case. If the company uses another safe 

harbor for affordability, i.e. federal poverty line, enter the letter of the appropriate code to override the 2F for all 

employees of the company. Please see the instructions for box 16 on the form 1095 for a more detailed description of 

the codes. The codes currently available to override are 2F, 2G and 2H. 

4980 Transition Relief 

This is used on form 1094, Part II col(e).  Please see form 1094 instructions for this column. If the code A or B apply, 

select the appropriate one. 
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Larger Employer Status 
This screen shows the company average hours calculations and the W2 count. This is what the Large Employer 

determination is based on. 

 

Employee Count 
To be subject to the employer-shared responsibility provisions and the play or pay penalties, an employer must have at 

least 50 full-time employees or full-time equivalents during the preceding calendar year.  

The Total Employees is the sum of your current Full Time Employees plus the calculation Full-Time Equivalents.  If this 

is great than 50 during the last 6 months of the prior year then you qualify for Larger Employee Status and are subject 

to the employer-shared responsibility provisions and the play or pay penalties. 

 

 

 

W2 Health Care Reporting 
If you had at least 250 W2’s in the previous year, you are required to show any employer paid health premium dollars 

on employee W2 forms.  Be sure that these amounts are recorded in the system.  If you have any questions about it, 

please ask your payroll specialist. 
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Employee Classification 
This screen shows the average hours calculated per employee and shows the current and recommended ACA status. 

The screen has options to change multiple employees at one time to the recommended status. This is done by checking 

the Change Status button. The employee status can also be updated individually. 

 

 
 

By default, it show only employees the system sees as misclassified. Unchecking the Show Misclassified Only will show 

all employees. The division and department have a checkbox to show only the number in the grid and not the number 

and description. 

Employee Coverage 
Once the employees have the correct status, click on the recalculate and go to the next screen, the employee 

coverage screen. This screen will examine all employees that are Full-Time employees according to the ACA rules. It 

will show if they are not receiving benefits. The Receive Benefits will indicate if the employee has a deduction or 

memo setup that is in the PPACA benefits group. In other words, if the employee is receiving an ACA deduction. 

 

Employee Affordability 
Once all of the Full-Time employees are receiving benefits, hit the recalculate button and go to the employee 

affordability tab. This screen will show the employees who are receiving benefits and whether or not their deduction is 

within the 9.5% of federal taxable range. By default, it will show only the employees who are not in this range and 

action needs to be taken. By unchecking the Show Exceptions Only, all employees will list. 
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Initial Assessment 
This screen will show all employees in their initial assessment period. The company will need to be setup to use initial 

assessment periods and the employee must have an initial assessment event. This screen is to assist in tracking those in 

their initial assessment period. It will list employees in descending order based on the end date of their assessment 

period.  

 

Utilities 
 

 

 

Recalculate Figures 

 

Initiates a re-calculation process after any changes made to ACA related settings.  After re-calculation, the Dashboard 

will be updated. 
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Change Look-back 

 Modify the look-back period for the selected client.  

 

            

 

Fill in prior information 

 

 

             

 

 

Preview 1094C 
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Preview 1095C 

 

 

 

                    

 

 

Check All Companies 
 

                    

 

This feature is only available within the Execupay Payroll Suite for use by Payroll Service Bureaus.  Use the feature 

with caution, as the duration of the procedure is dependent upon client and employee count within the full database 

of active clients. 
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Q & A 
 

Q: How do I setup ACA for the employee who has no cost because the employer pays the entire cost of the 

employee only option?  

A: There are a few options to handle this case. The first is using memos and deductions. A deduction with a $0 

amount can be setup for the employees. This will be seen as the employee being enrolled in health insurance. 

A memo can be used in a similar way. In this case, it can be a $0 memo or the employer cost as the memo 

won’t affect the check. The second option is to use events. The event ACA Benefits eligibility can be setup for 

the employee. This event means the employee is eligible and was offered coverage. Just fill in the appropriate 

start and end dates. If there are many employees that may be affected, the benefits rule can be setup on the 

company level. This will automatically setup the benefit event for all new employees.  

 

Q: What if the employee opts out of coverage? 

A: If the employee opts out of coverage for the year, setup the event ACA Declined Coverage and put in the 

appropriate dates. This will ensure the report shows the employee was offered coverage. 

 

Q: Do I need to use to ACA Benefits and the ACA Initial Assessment rules for all companies? 

A: No. These only need to be used if the company uses the initial assessment or needs the benefit rule setup in 

the cases mentioned in the previous questions. 

 

Q: Why are the employees in the initial assessment period not showing up in the employee classification, 

employee coverage and employee affordability screens? 

A: The employee will show only in the initial assessment screen until they have reached the end of the period. 

Then they will automatically be put in the other screens. This is because these employees do not need to be in 

the ACA calculations until they reach the end of the assessment period. 

 

Q: Where can I find the instructions for the 1094-C and 1095-C? 

A: The current link for the 2014 report is below. Please note this may change in time.  

http://www.irs.gov/instructions/i109495c/ar01.html 

 

Q: What is the calculation the system uses for the average hours? 

A: The calculation is as follows. It first figures out the number of weeks in the lookback period on the top on the 

ACA monitor. This is usually the same as the measurement period. It can be changed however if needed. Once 

it has the number of weeks, it gets the total number of hours for the employee in that lookback period. It then 

divides the hours by the weeks. This is the average hours displayed. 

 

 


