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ACA Dashboard: Employer Approve for Submission Process

ACA (Employer) Dashboard Enhancement — Effective December 2019
?
Did You Know

The ACA Summary report Approve for Submission should be completed electronically via the ACA Dashboard
by the employer or their designated agent.

To access the ACA Dashboard

From the toolbar, hover over the ACA menu and click Dashboard as shown below:
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Home  Enrollment~  Reports~  Access~  CaseSetup~ ~ACA~  DataManagement~  Session~  Biling E

Dashboard y

National Health ACA Team Démo-€ase - Dashboard
The ACA Summary report(s) will display within the ACA Dashboard to allow the employer to review, Approve

for Submission or Reject the file with feedback. This process is performed using the following steps:

The ACA Dashboard landing page will display, and ACA Summary reports are available under Ready for
Approval. Reminder: Have multiple EIN's? Don't forget to complete these steps for each of your EIN's.

Click "Download” to review the completed ACA Summary Report

ACA Dashboard Tax vear:  aor

Welcome to the ACA Dashboard

Submission Summary

Ready for Approval

Belowisalist of the ACA Sunwmanes that are ready forapproval. These can be approved individually or collectively as a group.

EIN: 65-1354535

ACA Summary 4: EIN: 65-1354535
s
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| Did You Know I

How-To video tutorials offering quick tips on reviewing the ACA Summary Report 1095-C data is available
under the Selerix ACA Reporting Knowledge Base.

Employers can Approve for Submission or Reject the file with feedback electronically via the ACA Dashboard
using the following steps:

ollment — Reports — Access -

ACA Dashboard S g

Welcome to the ACA Dashboard

Submission Summar}{ Approve or Reject the file using one of the two options below: J

Ready for Approval

Below is a list of the ACA ies that ai re ready for. These can be approved individually or collectively as a group.
sa Y - -
ACA Summary 4: EIN: 65-1354535 EIn: 651354535
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ACA Dashboard: Employer Approve for Submission Process (Cont.)

Once the report review process is completed by the Employer or designated agent, one of two scenarios will
occur:

ACA Summary Report “Approved”
Scenario 1: If the file does not require any updates/changes and is approved, click Approve for Submission

Hama Enrotmane — ports — = = ca— Dats Managemant — exzion —

ACA Dashboard Tax venr: -
Welcome to the ACA Dazhboard

Submission Summary

Ready for Approval
Helow is a list of the ACA Summaries that are ready for approval. ( Click, Approve for Submission if the file requires no updates/changes. )

o : R
ACA Summary 4: EIN: 65-1354535 EIN: 65-1354535
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Generated By:

The following pop-up will display confirming the file Approval for Submission. Click, OK to complete
ACA SUMMARY APPROVAL FOR SUBMISSION >
By clicking OK. | acknowledge that the information provided
“ within the ACA SummMmary has been reviewed.

| acknowiledge my understanding that this information will be

used to generate the Final 1095-C Forms to employees and for

the IRS Form filing via AIR Submission as required by the IRS
1 also acknowledge the Employer Identification Number (EIN)
to be accurate and understand the IRS expectation is for each

unique EIN to complete the required reporting

To proceed with an ACA SUMMARY APPROWVAL, click ok.

-

The ACA Dashboard will update the status of each ACA Summary report by EIN under Submission Summary

Home Enraliment ~ Reports — Access - [ ACA~ Data Management - Session - Billing -]

ACA Dashboard Taxvesr: |2 -

Welcome to the ACA Dashboard.
Submission Summary

» EIM Mame sStatus
> 96-0509969 Flagship Health Summary Rejected (]
- £5-1354535 Flagship Health Summary Approved (-]

Note: Once all ACA Summary reports for each unique EIN, if multiple, identified under Ready for Approval have
been Approved or Rejected the status update as follows:

Ready for Approval

NO qualifying ACA Summaries are ready for approval. If you feel this is an error, please contact your ACA Services Manager.
For each ACA Summary report Approved, a system generated email notification will be distributed to the user

who generated the report as well as the recipient completing the Approve for Submission. This notification
will direct the user who generated the report to the ACA Workflow. See example notification below.

Your Summary Report has been approved.

National Health Care LLC (EIN: 102000003)
The Summary Report for the EIN listed above has been approved by the user below:

Approved By: Kelli Smith
Approved: 10/22/2019 04:58:55 PM UTC




Selerl RoADMAP FOR SUCESS: AcCA USER GUIDE

benefit solutions simplified

ACA Dashboard: Employer Approve for Submission Process (Cont.)

ACA Summary Report “Rejected”
Scenario 2: If the file requires updates/changes and not approved, click Reject

wollment —

ACA Dashboard TaxYear: |
Welcome to the ACA Dashboard.

Submission Summary

~ Approve ALL > Reject ALL

Ready for Approval

These can be approved individually or collectively as a group.

Below is a list of the ACA ies that are ready for
i Click, Reject if the file requires updates/changes and feedback is I
L: ACA Summary 4: EIN: 65-135453 being provided. S
Downioad Generated: B20/2019 1:54:37 PM
Genera ted By:

The following pop-up will display confirming the file REJECTION and the employer or designated agent to provide
the “reason for rejection”. Then, click OK to complete

ACA SUMMARY REJECTION >

x Provide a reject reason for the ACA summMmary listed below.

Feedback can be included here and send to your ACA Manager

To proceed with the ACA SUMMARY REJECTION, click ok.

stage will update the status to Summary Rejected.

Once complete, the Submission Summa

- ACA =

Tax Year:

ACA Dashboard

Welcome to the ACA Dashboard.

Submission Summary

Status

f > EIN Name
(]

' > 060509969 Flagship Health Summary Rejected

If data/setup changes are required, the ACA Summary would need to be regenerated to capture the most recent
changes and a revised ACA Summary will be provided for your review and approval.

Repeat the following steps for each ACA Summary report that was modified.
1. Click "Download"” to review the completed ACA Summary Report

2. If the file does not require any updates/changes and is approved, click Approve for Submission
3. Once complete, the Submission Summary stage will update the status to Summary Approved

Tax Year:

ACA Dashboard

Whelcome to the ACA Dashiboard.

Submission Summary



