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OVERVIEW

The information below will guide you through the steps to complete ACA Year-End
E Processing in Wurk.
V—

[ — Before you begin processing, ensure the following are completed:

V/ 1.ACA Profiles are assigned and correctly effective dated.
Initial assignment of ACA Profiles are to be assigned to the 1/1/2012 date line. However, when
an employee’s Employee Type changes during their tenure (i.e. Full-Time to Part-Time / Part-Time

to Full-Time), it’s critical they are assigned to a different ACA Profile and it’s effective dated according to the
date of their Employee Type change.

2. Benefit Profiles are assigned and correctly effective dated according to the first date the
employees’ medical benefits would begin.



ACA Processing Steps
1. Recalculate Employee ACA Timelines
* Team > Benefits > ACA > Employee ACA Actions
* Select all employees > click Recalculate (select 2022)

**Recalculating large amounts of employees could take up to 45 minutes**
» Tolessen recalculating time, filter by ACA Profile and recalculate by smaller groups of employees.

»  While employee timelines are recalculating, you may open another window and continue working
on other items while the recalculations are in process.

System Administrator

Sign Out

Close Account View

New Window

2. Locate the ACA Year-End Processing menu item in the hamburger menu Team > Benefits >
ACA > ACA Year End Processing

This Checklist will guide you through the Processing steps to successfully create, populate, finalize, and

electronically deliver the 1095-C forms to employees, including creating, populating, and finalizing a 1094-C for
each EIN operating within your organization.

Click the pencil icon next to a line associated to last year and the company you will process for; all EIN’s
must be processed separately.
¢ ACA Year End Processing

e If last year was not automatically
created, click the “Add Tax Page | 1 | of 1-2012Rows  Saved: [System]~  Year Entry”
button.
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* Once in the Checklist, it will include all steps needed to complete ACA Processing.



Incomplete

@ No 1095-C forms have been opened.

No 1094-C forms have been opened.

Please note that, ultimately, it is your responsibility to insure the accuracy of IRS For
submitting the forms to the IRS or to employees. There may be circumstances in wt
If inaccurate forms were to be submitted to the IRS or employees, the company cou
conducting a review of the forms, it is important that you answered all of the questii
program]. The capitalized terms in these questions are defined terms that are found
1094-C and 1095-C. Please consult your legal advisor if you have any questions on |
correctly.

Checklist Steps
Repopulate 1095-C Forms (Optional)
@ No 1095-C forms have been opened.

View Employee Forms 1095-C

Finalize 1095-C Forms

View Employee Forms 1095-C

* Click through the blue hyperlinks to complete each step; when finished, click “Mark as
Complete”

3. Populate 1095-C Forms
An Employer must furnish an Employee Form 1095-C for each employee who was a full-time employee
of the employer for any month of the calendar year, as defined by the employer’s measurement
periods.
Note: Forms must be added by clicking “Mass Add New” before clicking “Mass Populate”

Repopulate 1095-C Forms (OptionaI)——n

@) No 1095-C forms have been opened.

/W From the Checklist, click Repopulate 1095-C Click Mass View to open selected forms for
Forms (Optional) to create and populate forms editing and review.
1095-C for employees.

=8 Click Add New or Mass Add New to create Click Mass Edit to edit fields for multiple forms
new forms. using the same values.
(88 Click Mass Populate to auto-populate values Click Back to return to the checklist.

in the selected forms.

DB Click the View Form 1095-C icon to view an
individual form.




m—' € Form 1095-Cs

Individual Form 1095-C  Saved: [System]~
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First Name

Luis

Scott

Ted

Carlos

David

Janet

Todd

Selected Year: 2017

Last Name

Melton
Jacobs
Atkins
Hudson
Martin
Preston

Montgomery

i |

Mass Populate ==
Mass Edil\
Mass Delete

Mass Finalize =
Mass Unfinalize

Mass Clear

Active
Active
Active
Active
Active

Active

4. Finalize 1095-C Forms

I
Finalize 1095-C Forms

o There are 8 open (not finalized) 1095-C forms.

From the Checklist, click Finalize 1095-C Forms to

finalize forms 1095-C for employees.

Click Back to return to the checklist.

Click Mass Finalize to finalize the selected forms.




5. 1095-C Dependent Forms (Optional) — Self-Insured Only

Dependent Forms 1095-C are used for individuals who do not appear in the company, but are still due
a Form 1095-C for a self-insured plan. A typical example is a former spouse or just aged dependent
child who enrolls in a self-insured COBRA plan. This will need to be manually populated.

'\ From the Checklist, click View Dependent Forms Fill out the remainder of the form details.
1095-C to create and populate forms 1095-C for
dependents.

:] Click Add New to create new forms. Click Finalize Form

(o8 Complete the pop-up 1095 Questionnaire Click Back twice to return to the checklist or add
Confirmation fields with the EIN & reason for additional 1095-C Dependent forms.

1095-C. This will automatically fill out
portions the form.

DN Click OK.

Benefits » ACA > ACA Year End Processing

. NEIN Year End Process 20XX
ame

Incomplete
0%

1095-C Dependent Forms (Optional)

<&  No1095C Dependent forms have been opened.

View Dependent Forms 1095-C —E

Benefits = ACA = Forms > Dependent Forms 1095-C i

€ Dependent Forms 1095-C 3 m
Page of 1 ORows  Saved: [System] s

Dependent Name - Finalized

(i) NoDatato Display



Benefits > ACA > Forms

& Form 1095-C Dependent

)

DOWNLOAD PDF UNFINALIZE FORM FINALIZE FORM POPULATE FORM m

1095C Questionnaire Confirmation X L0020
[ voio
Company EIN* ’ cmr.ge OMIB No. 1545-2251
=] CORRECTED | 2020
Hicable r Member
o 8 Employor ontication humber (EIN)
RSN 0 Gonbact Ioaphona number
I S [ote R ; L ]
]
4 Immm ) COBRA Regorting | 12 State of provines i 13 Couetey and 21 o foresgn postel code
Em ot = Plan Start Month {enier 2-digit number) |
A T2 Muihs duly Aug Sept Oct Nov Dec
Woma | exists for the individual in the reporting year = r = = -
ﬂw ] please open the existing Form 1095-C and | [ | | |
[E— adjust as needed
15 Employes.
st If no Farm 1095-C already exists for the | |
Conmiteticn individual please chick OK below and proceed !
burscionsj 5 ! with manually filling out the form as needed. £ L§ 5! Bl ] Bl
16 Section 4880H
S Rl 1 ‘ L
e ) | [ | | (|
17 B Coda |
For Privacy Act and Paperwo Cat. No. 05705 Form 1005-C 00y

@ The Form 1095-C instructions state that there X
should only be one Form 1095-C reported for
each individual by ALE. If a Form 1095-C already
exists for the individual in the reporting year
please open the existing Form 1095-C and
adjust as needed.

If no Form 1095-C already exists for the
individual please click OK below and proceed
with manually filling out the form as needed.

w L'I rk T1:11 AM [Mountain}

1095C Questionnaire Confirmation

Benefits > ACA > Forms

€ Form 1095-C Dependent Go8

npany EIN *

25 a]

ILOAD PDF UNFINALIZE FORM FINALIZE FORM POPULATE FORM

6. Deliver Electronic 1095-C Forms

L0020
Reason for 1095-C*
= VOID
COBRA Reporting X D
cn 1095 1 Coverage |L_comene isrtesy
- - o L]
WW?YW @) F'd'J:,.-l:uP\ already has a form 1085-C for this reporting et CORRECTED 2@20
Empl ¥ sicable Large Emj r Member
o 8 Employs: kdantiication numbar [EIN)
| i
including foom or sute o) 10 Contact telaphoae number
- | [ )
()  This option should be selected when the X 12 State o provincs: 13 Country and ZIP or foreign postal coda
individual who you will enter in Part I was | |
Emi Offt not an employee of the ALE listed in Part Plan Start Mﬁhﬂwz-dluh number): |
i 11 at any point in the reporting year. iy I Sepl Oct Nov Dec
4 Oftor of [
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Cluty
e T

Note: This step does not need to be completed as part of ACA Processing if you do not want to
provide employee's electronic access to their 1095-C or if you want to release at a separate time.
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Wurk will file with the IRS (and applicable states) and all paper forms will be mailed by the federal
and state deadlines. Mark your calendar to return to the ACA Year End Processing and complete this
step to Deliver Electronic Forms at a later time.

Click Share 1095-C forms to employees
and send email notifications.

Click OK.

Deliver Electronic 1095-C Forms

o There are 8 finalized (not shared) 1095-C forms.

Share 1095-C forms to employees and send email notifications.
|

Warning |
Leave this unchecked so all employees

have the option to view their 1095-C’s Do you want to share 1095-C forms to employees and send email notifications?
only after providing their electronic
consent in Wurk.

7]

™ ] send to employees with Electronic Consent only.

Cancel “—_E

7. Populate 1094-C Forms

Employers must create and Populate a 1094-C for each EIN in scope for ACA Filing. Note:
Forms must be added by clicking “Add New” before clicking “Populate”

/:¥| From the Checklist, click Repopulate 1094-C Click OK.
Forms (Optional) to create and populate
form 1094-C for your company.

=3 Click Add New to create a new form. Click Save after reviewing all form fields.

(68 Click Populate Form to auto-populate values Click Download PDF to save or print a copy
in the form. of the form.

DN Complete the pop-up 1094 Click Back twice to return to the checklist.

Questionnaire Confirmation fields.
This will automatically fill out the
form.




Repopulate 1094-C Form (Optional) ——n

@) No 1094-C forms have been opened.

< rormt0sacs
Employer Form 1094-C  Saved: [System]

Page af 1 1-10f 1 Rows Selected Year: 2017 Y (1) Mode: @~ e

Created | Finalized | Company EIN
Ok | XX 09/20/2018 12-3456789
Eiosec o e

Unfinalize Form

Download PDF —E
Form 1094-C

--1094-C Transmittal of Employer-Provided Health Insurance Offer and [ correcteg
Coverage Information Returns
Intomal nm:.:‘m > Go to www.irs.gov/Form1094C for instructions and the latest information.

Applicable Large Employer Member (ALE Member)

1 Name of ALE Member (Employer) 2 Emplayer identification number [EIN)
GKTCS Snltmum btioge b dd. 12-3456739 e
3 Street address (including reom or suite no)
101 West Washington Street
4 Gity or town 5 Slate or province B Counlry and 21P or foreign postal code|
indianapoti N ) 46204 ]
7 Name of persen to contact 8 Contact telephone number
[Max Blackbum | | |
9 Nameof [ Entity {only if 10 Employer identification number (EIN}
11 Strect address (including room or sulte no.)
I For (
i2 Clty of town .13-S.Ia.lu or plmd‘n:n 14 Country and ZIP or foreign postal code
15 Name of person Lo contact 16 Gontact telophone numbor D_E

17 Rosenved:, o v o v 0o




B_ 1094 Questionnaire Confirmation X

This is the authoritative transmittal for this ALE Member

ALE Member is a member of an Aggregated ALE Group
for at least one calendar year month

@ Eris part of an Aggregated ALE Group X
for the following months

All Months

ER qualifies for the 98% Offer Method

|Yes '|

Qualifying Offer Method

|Yes '|

A Minimum Essential Coverage (MEC) plan was offered to at
least 95% (70% in 2015) of full time employees and
dependents

All Months ?

* Complete the 1094 Questionnaire to populate the form. Please review the IRS Instructions for
Forms 1094 & 1095 if you are unsure how to answer the Questionnaire.

* The only manual adjustment you may need to make is adjusting the form counts in Line 18 &
20 for any Dependent 1095-C that need to be included.

8.
Click Finalize 1095-C Forms to finalize forms (88 Click Finalize Form.
1094-C.
Click the View Form 1094-C icon to open a form DR Click Back twice to return to the checklist.
1094-C.

Finalize 1094-C Forms

Finalize 1094-C Form

o There are 1 open (not finalized) 1094-C forms.
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https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
https://www.irs.gov/pub/irs-pdf/i109495c.pdf
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Employer Form 1094-C  Saved: [System] ¥
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Form 1094-C pomasa POF

.1094-C Transmittal of Employer-Provided Health Insurance Offer and [ commecred
Coverage Information Returns
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9. Update Support Ticket

*  Once ACA Year End Processing has been completed for all EIN’s within your company, update the ACA
Processing 20xx Support Ticket to notify Wurk of completion.

*  Waurk will then pull an XML file and upload to the IRS for e-filing the 1094-C and for 1095-Cs to be
distributed via mail.
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