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The State of Louisiana

Office of State Uniform Payroll
Affordable Care Act (ACA)
Employer Shared Responsibility Provisions
LaGov HCM Paid Agencies Training

Welcome to the Office of State Uniform Payroll's presentation on the Affordable Care
Act, Employer Shared Responsibility Provisions for LaGov HCM Paid Agencies.

Beginning February 2015, members of the Office of State Uniform Payroll, Office of
Technology Services, Office of Group Benefits, and various Human Resource
professionals began working on a plan of action to comply with the provisions and
reporting requirements of the Affordable Care Act (ACA). As with most employers,
the data required to be reported to the Internal Revenue Service is not housed in one
(1) system. One of the first tasks for the project team was to review the
requirements, determine where the data resides, and what data is missing. In order
to prepare for agency training, the project team met approximately two to three (2-3)
times per week.

The following panel and project team members were instrumental in making the
decisions and determining system requirements: Amy Landry — Project Leader,
Lawanna Green — OSUP Lead, Dawn Harris — DOA/OHR, Marilyn Joseph — CRT, Ashley
Gautreaux — SOS, Shelley Johnson — DCFS, Tanisha Matthews — DOC, Susan Pellegrin
— DOTD, Suzette Meiske — LCTCS, Stacy Campbell — OTS Lead, plus many additional
staff members from these agencies and from OGB.



» ACA requirements at a glance
» Employer Responsibilities
> Classifying employees
- Determining health coverage eligibility
> Understanding ACA measurement periods
> Counting ACA hours
o Offering health coverage and documentation
o LaGov HCM entry requirements

Today we will go over the following items:

ACA requirements at a glance
Employer Responsibilities
* Classifying employees
* Determining health coverage eligibility
* Understanding ACA measurement periods
* Counting ACA hours
» Offering health coverage and documentation
* LaGov HCM entry requirements

We will be using a lot of acronyms. We have provided an acronym list on the last
page of the presentation guide that you can use.



Employer Shared Responsibility
Provisions

Effective January 1, 2015

« Must offer health coverage to all ACA full-time
employees (30+ hours per week)

» Must provide IRS Forms to employees and the IRS

LaGov HCM Paid Agencies will be reported under

OSUP’s Tax ID

Agency MUST assure accuracy of data

Agency MUST maintain documentation

Effective January 1, 2015, the Employer Shared Responsibility Provisions (commonly
referred to as the employer mandate) went into effect. The employer mandate
requires all applicable large employers to offer health coverage to all full-time
employees and their dependents. This is generally anyone who works an average of
30 or more hours per week. Employers are also required to report health coverage
information to employees and the Internal Revenue Service (IRS). Based on advice
from legal counsel, for the purposes of the Affordable Care Act, the Office of State
Uniform Payroll (OSUP) is “the employer” for all LaGov HCM paid agencies according
to the IRS. Each agency will be required to offer health coverage to eligible
employees, review the data to be reported for accuracy, and maintain documentation
of the offers of coverage.

*LaGov HCM Paid Agencies, collectively, are considered as one employer for ACA
purposes, and data will be reported under OSUP’s tax ID.



Employer Shared Responsibility
Provisions
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»ACA Requirements:

- Offer health coverage to all eligible employees and
dependent children

- For 2015, 70% of all ACA full-time employees and
dependent children must have been offered health
coverage in order to be compliant
« OSUP LaGov HCM Paid agencies have met the 70%

threshold for 2015

- The threshold increases to 95% for the 2016 plan
year

- An IRS employer penalty tax will be assessed for
failure to comply

- Agencies MUST keep records of coverage offers for

last 6 plan years for audit purposes

The employer mandate requires employers to provide health coverage to all eligible
FT employees and their dependent children beginning January 2015. In order to be
compliant with this requirement in 2015 only, employers must have made health
coverage available to at least 70% of all ACA full-time employees. At the end of
November 2014, the Office of Group Benefits (OGB) requested information to
determine compliance with this provision. The Office of State Uniform Payroll (OSUP)
provided information to OGB for our control group (LaGov HCM paid agencies are
registered under one tax identification number assigned to OSUP). OSUP performed
the look-back exercise and it was determined that, as a control group, the LaGov
HCM paid agencies met the 2015 required threshold of 70%. There was a low
percentage of part-time employees compared to full-time employees. The required
threshold increases to 95% for 2016. It is important that we assure that agencies are
offering coverage to the applicable employees and maintain records of that
information. Non-compliance with this provision will result in employer penalty taxes
under Internal Revenue Code (IRC) §4980H, which your agency will be responsible to
pay. The Internal Revenue Service can audit information for the prior six (6) years;
documentation must be kept at least six (6) years or according to your agency’s
retention schedule, if longer.



Employer Shared Responsibility
Provisions

~_— » **Penalty will be applied to the
entire LaGov HCM Paid
Population: 40,000 employees

- Potential $80,000,000 penalty
« Penalty will be assessed monthly

« Penalty will be passed on to all
agencies proportionately

There are two (2) penalties which can be assessed by the Internal Revenue Service (IRS). The
first penalty is the 4980H(a) penalty. Generally, a $2,000 annual penalty (adjusted annually
for inflation) will be assessed if we do not offer health coverage to at least 95% of ACA full-
time employees (and their dependents) and at least one (1) ACA full-time employee receives
the premium tax credit. This penalty is not based on affordability; it’s based on offers of
health coverage that provide minimum essential coverage and provide minimum value. The
penalty will be assessed on the entire full-time “employer” population. There are
approximately 40,000 full-time employees in LaGov HCM; so we are facing a possible 80
million dollar ($80,000,000) penalty for failure to comply. The penalty will be assessed
monthly, and all agencies will be assessed a portion of the penalty proportionately. We need
to take the proper steps to ensure this does not happen. THIS CANNOT HAPPEN.
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Affordable: employee’s share of lowest cost self-only coverage does not exceed 9.5% of
household income (this percentage is subject to annual inflation adjustments); there are
three (3) safe harbors provided by the IRS because employers will not know an employee’s
household income (federal poverty line, rate of pay, and Form W-2 wages).

Minimum essential coverage: employer-sponsored plans, government-sponsored plans, and
marketplace plans are considered to provide minimum essential coverage

Minimum value: the plan covers at least 60% of the total cost of benefits and covers
substantial in-patient hospital and physician services

Premium tax credit: an advanceable, refundable tax credit designed to help eligible
individuals and families with low or moderate income afford health insurance purchased
through the Exchange; the credit can be paid to the insurance company in advance (which
will reduce the premium amount) or the credit can be claimed when filing income tax return




Employer Shared Responsibility
Provisions

Was Offer Coverage made to
ACAFT EEs & their
dependents?

4980H(b) Penalty:
$3,000 penalty per ACA FT EE
receiving a premium tax credit
(not to exceed $2,000 per ACA
FT EE)

Plan provides minimum
value?

Is coverage affordable?

No Penalty!

The second penalty is the 4980H(b) penalty. Generally, this penalty will be assessed if
we do offer health coverage to at least 95% of ACA full-time employees and their
dependents, but at least one (1) full-time employee receives the premium tax credit
and, for that employee, coverage was not offered, was not affordable, or the
coverage did not provide minimum value. This is a $3,000 annual penalty (also
assessed monthly and adjusted annually for inflation). If an ACA full-time employee
receives a premium tax credit, we will receive a notice from the IRS. We will have to
prove that the employee and their dependents were offered coverage, the health
coverage was affordable, and that the coverage provided minimum value. Employers
will have an opportunity to respond to the notice prior to the penalty being assessed.
If we are assessed this penalty, the appropriate/affected agency will be responsible
for paying this penalty.



IRS Reporting

»OSUP will submit data on behalf of LaGov HCM paid

agencies:

= Form 1095-C (provided to employees by January 31)
= Form 1094-C (transmitted to the IRS no later than March 31)

Agencies are responsible for
ensuring the information that
will be reported on Form 1095-
C is correct and complete.

Another aspect of the employer mandate is the reporting. The Internal Revenue
Service requires employers to file an information return to report health coverage
information. This information will be used (1) to administer the Employer Shared
Responsibility Provisions and (2) to determine an employee’s eligibility for the
premium tax credit. The Office of State Uniform Payroll (OSUP) will submit data on
ACA full-time employees and covered individuals on these forms on behalf of the
LaGov HCM paid agencies. As with Form W-2 reporting, OSUP will provide the Form
1095-C to the employee/covered individual by January 31. The data will be
transmitted to the IRS no later than March 31. The IRS is the enforcement agency
and can audit multiple years. It is recommended to keep records for the last six (6)
years or according to your record retention schedule if longer.



IRS Reporting

»Data required to populate Form 1095-C:

= Employee’s/plan member’s name, SSN, address

= Employer Information

* Months Minimum Essential Coverage (MEC) was offered that
provided minimum value

= Employee share of lowest cost monthly premium for self-only
minimum value coverage

= Employer safe harbor and transition relief code(s)

= Covered individuals and months covered

Data elements required to be reported on Form 1095-C include the name of the
employee/plan member, employee/plan member social security number,
employee/plan member address, employer information, the months during the year
that minimum essential coverage was offered that provided minimum value,
employee share of lowest cost monthly premium for self-only coverage available to
the employee (not necessarily the actual premium paid by the employee), employer
safe harbor and transition relief codes, a listing of all covered individuals and the
months they were covered.



IRS Reporting

»OGB will provide data on covered individuals* and
their dependents
» Data provided by OGB will include:
« Plan member’s name, SSN, address
* Months of the year the individual was covered
* Lowest cost monthly premium for self-only coverage
« Listing of covered individuals and the months they
were covered

» *Covered Individuals includes active employees, retirees,
COBRA participants, and survivors

»Reporting data resides in multiple systems
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Since not all data resides in one (1) system, we will rely on the Office of Group

Benefits to provide some of the information. OGB will provide a data file on covered

individuals and their dependents. Covered individuals include employees, retirees,

COBRA participants and survivors. The data file will include:

* Plan member’s name, address, social security number.

* The months of the year the plan member was covered.

* The lowest cost monthly premium for self-only coverage (not necessarily the
actual premium paid by the employee).

* A listing of covered individuals (e.g. spouse, dependents) and the months they
were covered.

This will be a daily file, so any updates made in eEnrollment will not appear in LaGov
HCM until the next day. It is important for you to follow the OGB instructions
regarding the collection of missing social security numbers on covered individuals and
updating eEnrollment/LaGov HCM.



IRS Reporting

»LaGov HCM has been enhanced to capture additional
data required for these forms including:

-ACA reportability indicator

-Offer code

-Coverage code

oInitial measurement period (IMP)

oInitial stability period (ISP)

°Plan option

-Waiver

OSUP will provide a list of codes and explanations to the agency
Human Resources offices.

While the Office of Group Benefits will provide the data that resides in their
system(s), some of the required data exists in LaGov HCM. There were some data
elements that didn’t exist in either system, so LaGov HCM has been enhanced to
capture these data elements:

* ACA reportability indicator

* Offer code

* Coverage code

* Initial measurement period (IMP)

* Initial stability period (ISP)

* Plan option

* Waiver

More details regarding these will be provided later in the training material.

It is the responsibility of the Human Resources (HR) office to obtain and enter this
data.



IRS Reporting: Roles &
Responsibilities

»Office of Group Benefits (OGB)

= Provide a data file on covered individuals and their
dependents

»Office of State Uniform Payroll (OSUP)
* Design report(s) that will be made available in LaGov HCM to
include the OGB data and missing required data

= Print and mail IRS forms to all ACA full-time employees and
covered individuals

* Transmit data to the IRS

»LaGov HCM Paid Agency

= Review report(s) in LaGov HCM and update LaGov HCM and/or
eEnrollment with missing data

= QObtain missing SSNs for dependents

= Maintain offer of coverage documentation

Although this is referred to as the employer mandate, it will take a collaborative
effort between several entities to collect and report the data accurately. The Office
of Group Benefits will provide a data file on all covered individuals and their
dependents. The Office of State Uniform Payroll worked with the Office of
Technology Services to design LaGov HCM reports, including the OGB data file. OSUP
will also print and mail forms to ACA full-time employees and covered individuals in
addition to transmitting the data to the IRS. Individual agency HR offices are
responsible for reviewing the data for accuracy and completeness (including
collection of missing social security numbers), entering missing data in LaGov HCM,
and maintaining offer of coverage documentation.



Next Steps

»Agency
= Manage Liabilities
» Determine ACA full-time employees
« Offer Coverage
» Document Offers
» Manage hours of part-time employees

In a nutshell...it is very important for you to manage your liabilities: monitor hours
worked of part-time staff, offer health coverage when required, and document the
offers. This may require a new approach to how you handle hours for part-time
employees (students, WAEs); where you didn’t have to offer them coverage before,
you will have to offer it now if they meet the ACA definition of a full-time employee.
For dual employees you must consider the total hours worked at all LaGov HCM Paid
agencies in determining eligibility. On-call hours are used in the calculation of hours

worked and could cause a part-time employee to become eligible for health
coverage.

Next we will begin going over all the details of the employer responsibilities.



HR RESPONSIBILITIES

As we discuss the HR responsibilities keep in mind that we will be providing
information based on whether employees are considered ACA FT versus non-FT and
whether they are ongoing employees versus newly hired employees.



Employee Classifications

Agencies need to determine the applicable Affordable Care Act
(ACA) employee classification. This determination is based on
facts and circumstances at the time of hire. Newly hired
employees should be classified as one of the following:
Full-Time Employee
= Hired to work at least 30 hours on average per week. Per OGB
requirements, coverage must be offered and enrollment decision must be
made within 30 days of the hire date
Part-Time Employee
= Hired to work less than an average 30 hours per week
Variable Hour Employee
= At the time of hire, employer cannot reasonably determine average hours
Seasonal Employee

= Per IRS, this is an employee who works for a period of time not to exceed
six months, and generally hired at the same time each year (e.g. winter,
summer)

We will start with classifying employees appropriately under ACA.

Agencies will need to determine the appropriate ACA employee classification based on facts
and circumstances at the time of hire. Newly hired employees should be classified as full-
time, part-time, variable, or seasonal.

Full-time employees, according to ACA, are those employees hired to work at least 30 hours
on average per week. Per OGB requirements, coverage must be offered and enrollment
decision must be made within 30 days of the hire date for these employees and annually
during the Annual Enrollment period. Most of the State's workforce falls into this category.

Part-time employees are hired to work less than 30 hours on average per week. These
employees are not eligible for health coverage. Although you don’t anticipate that these
employees will work 30 hours or more per week, you will still need to monitor them over a
period of time to count their hours to determine their eligibility for health coverage. An
example of a part-time employee would be your student workers.

Variable hour employees are those employees that you cannot reasonably determine their
average hours at the time of hire. These employees will also need to be monitored over a
period of time to count their hours to determine their eligibility for health coverage. For
example: shelter workers, food stamp application assistants.

Seasonal employees, per the IRS, are employees who work for a period of time not to exceed
six months, and are generally hired at the same time each year (e.g. winter, summer). These
employees are not eligible for health coverage as long as they do not work more than six
months. For example: life guards and summer camp counselors at CRT, Revenue Tax Analysts
at Department of Revenue. (The six (6) months can be divided up during the year, as long as
the employee is truly seasonal. So, they could work, for example, three (3) months in the fall
and three (3) months in the spring, but no more than six (6) months total.)



Determining Eligibility

Was this employee hired as a full-time employee? Yes

»An ACA full-time employee is someone who is expected to work an
average of 30 hours or more per week
»Some factors to be considered when determining an employee’s
classification are:
> |s the employee replacing a full-time employee?
> Was the job advertised as full-time (30 or more hours)?
> Was the employee advised the job/position requires working more
than 30 hours per week?
o What are the working hours for the same or other comparable
positions?

Next let's review how to determine if an employee is eligible for health coverage.

Was this employee hired as a full-time employee? If the answer is yes, then this
employee would be eligible for health coverage. As was stated before, an ACA full-
time employee is someone who is expected to work an average of 30 hours or more
per week. Prior to ACA, agencies determined what was considered FT for OGB
eligibility purposes. You will now determine FT in accordance with the ACA rules.

Some factors to consider when determining an employee's classification are:
* |s the employee replacing a full-time employee?
* Was the job advertised as full-time (30 or more hours)?
* Was the employee advised the job/position requires working more than 30
hours per week?
* What are the working hours for the same or other comparable positions?

Answering yes to any of these questions would lead to the determination that the
employee is a full-time employee. These employees must be offered health coverage
immediately and will have 30 days to enroll in coverage or provide documentation of
waiver of coverage.

Next we will look at non full-time employees.



Determining Eligibility

Was this employee hired as a full-time employee? No

Anyone not hired as full-time must be evaluated to determine
eligibility for health coverage after 24 pay periods of employment
» Offer of Coverage Worksheet
o Agencies may use the OSUP ACA Newly Hired Offer of Coverage
Worksheet (OSUP/F100) to document reasonable expectation of an
employee’s working hours. Located on the OSUP website.
» Agencies must “count hours” to determine whether or not these
employees are eligible for health coverage
° Look-back Method

* Used to determine, in advance of a coverage period, which employees
qualify as ACA FT

* Must use this method for non full-time employees
Maintain documentation for each look-back exercise

Was this employee hired as a full-time employee? If the answer is no, then the
employee would not be offered health coverage at the time of hire but would need to
have their hours counted to determine eligibility for health coverage after 24 pay
periods of employment.

OSUP has developed an Offer of Coverage Worksheet that agencies may use to assist
in determining the expectation of an employee's working hours. This form is
available on the OSUP website. When using this tool, agencies will just walk through
the questions on the worksheet.

Agencies must count hours for these non full-time employees to determine whether
or not they are eligible for health coverage. We will be using the look-back method
to determine which employees qualify as ACA full-time so that coverage may be
offered to them at the appropriate time. Documentation must be maintained for
each look-back exercise.

You must have documentation to prove the employee is not full-time to dispute
penalties when the employee gets a premium tax credit at the Exchange.

Documentation should include the average hours worked for that particular
measurement period as well as the offer coverage/waiver, if applicable.



Determining Eligibility

Look-back Method

» Measurement Period
- Period in which the employee is earning hours of service
«  Administrative Period

- Time period for agency to determine eligibility and complete all
necessary administrative tasks to document offer

. Zer ACA regulations, the administrative period must not exceed 90

ays

- Per OGB requirements, coverage must be offered and employee

decision must be made within 30 days of eligibility
Stability Period

- Immediately follows the Administrative Period

- Newly eligible employees must maintain coverage during this
period, if elected

- LaGov HCM paid agencies will use a 12-month Stability Period

So let's review how to perform the look-back method. These measurement periods will be very
important for you to understand.

Remember that this look-back exercise will be performed by agencies for non full-time employees only
since all full-time employees are offered coverage immediately.

In order to perform the look-back exercise you will need to determine the employee's Measurement
Period, Administrative Period and Stability Period. So let's define what each of these periods
represent.

The Measurement Period is the period in which the employee is earning their hours of service. These
are the hours that you will “look back” on and “count” to determine ACA FT status and thus eligibility
for health coverage. For on-going employees the Measurement Period is 26 pay periods. For newly
hired employees the Measurement Period is 24 pay periods.

The Administrative Period is the time period for agencies to determine eligibility and complete all
necessary administrative tasks to document the offer of coverage. During this period, agencies will
perform the look-back exercise, determine if the employee is eligible for health coverage, make the
offer if the employee is eligible, collect a signed GB-01 form with an election or waiver within 30 days
of eligibility and enter the coverage in LaGov HCM and/or eEnroliment, if elected.

Per ACA regulations, the Administrative Period must not exceed 90 days. Per OGB requirements,
coverage must be offered and employee decision must be made within 30 days of eligibility. We will
discuss the exact time period for the Administrative Period later in the presentation.

The Stability Period immediately follows the Administrative Period. Newly eligible employees must
maintain coverage, if elected, during this period regardless of their working hours during this time.
LaGov HCM Paid agencies will use a 12-month Stability Period. For on-going employees, the Stability
Period will always be January 1 through December 31 of each year which coincides with the OGB Plan
Year. For newly hired employees, the Stability Period will vary based on their Measurement Period
and Administrative Period dates (based on their hire date).



Determining Eligibility

» Look-back Method for “Ongoing Employees”
An “Ongoing Employee” has been employed for a complete
Standard Measurement Period (SMP)
All LaGov HCM paid agencies must use the 26 pay period
Standard Measurement Period required by OSUP: Pay Period
22 through Pay Period 21
An “Ongoing Employee” will be offered coverage, if eligible,
during Annual Enrollment
Standard Administrative Period (SAP): For Ongoing
Employees, the Administrative Period is Pay Period 22 thru
Dec 31
Standard Stability Period (SSP): For Ongoing Employees, the
Stability Period is Jan. 1 - Dec. 31

Let's discuss the Standard Measurement Period, the Standard Administrative Period and the
Standard Stability Period for non full-time on-going employees.

An on-going employee is an employee who has been employed for a complete Standard
Measurement Period. This would be anyone hired prior to pay period 22 of the previous
year.

All LaGov HCM Paid agencies must use the 26 pay period Standard Measurement Period that
is required by OSUP. This Standard Measurement Period will always be pay period 22
through pay period 21. An on-going employee will be offered coverage, if eligible, during
Annual Enrollment after the end of the Standard Measurement Period.

The Standard Administrative Period for on-going employees is pay period 22 of each year
through December 31 of the same year. This is the period in which an on-going employee,
determined to be eligible for health coverage, will be offered coverage and be required to
make an election during annual enrollment. It’s also the period in which agencies complete
all administrative tasks related to the measurement period, offer of coverage, and
enrollment.

The Standard Stability Period for on-going employees is January 1 through December 31 of
each year. This is the time period in which the employee must maintain health coverage, if
elected.

OGB’s annual enrollment will now be October 15t — November 15t to allow time to identify
the newly ACA eligible employees, notify them of their eligibility, offer them coverage, and
allow them adequate time to make a decision.



Determining Eligibility

Look back Method for “New Employees”

Non-FT: Part-time, Seasonal, and Variable Hour Employees

= Non-FT employees hired after the first day of the Standard
Measurement Period

= The IMP begins on the first day of the first full pay period after
their hire date and extends 24 pay periods

= |nitial Administrative Period (IAP): Begins the first day after IMP
ends and expires the day before health coverage effective date
(includes 30 days for employee to make a decision per OGB)

= Per ACA regulations, the Administrative Period must not exceed
90 days. Per OGB requirements, coverage must be offered and
employee decision must be made within 30 days of eligibility

= [nitial Stability Period is 12 months from coverage effective date

Now we will review the Initial Measurement Period, the Initial Administrative Period and the Initial Stability
Period for new non full-time employees.

All non full-time employees hired on/after the first day of the Standard Measurement Period will need to be
evaluated after 24 pay periods to determine their eligibility based on their hours of service.

The Initial Measurement Period begins on the first day of the first full pay period after the hire date and extends
24 pay periods. This means that everyone hired during the same pay period will have the same Initial
Measurement Period. This will standardize the Initial Measurement Period and limit the number of exercises you
will have to do to 26 possible Initial Measurement Periods.

The Initial Administrative Period begins the day after the Initial Measurement Period ends and expires the day
before health coverage becomes effective. Per ACA regulations, the Administrative Period must not exceed 90
days. Per OGB requirements, coverage must be offered and employee decision must be made within 30 days of
eligibility. We are basically backing into the administrative period.

The Initial Stability Period is 12 months from coverage effective date. This is the time period in which the
employee must maintain coverage regardless of working hours.

There is a report in LaGov HCM to assist agencies in performing the look-back exercises to count hours for the
Initial Measurement Period (ZP136). We’'ll take a look at this report later.

Let’s look at an example for a New Non-FT Employee: Use the information in the slide to determine all of the
appropriate dates.

Becky is hired June 1, 2015. Because her hire date falls in pay period 12 2015, we will begin counting her hours on
06/08/15 (the first day of pay period 13 2015). Now counting forward 24 pay periods brings us to pay period 10
2016 (end date 05/08/16), the end of her initial measurement period. Becky’s date of eligibility determination is
05/09/16. If we “look back” and count her hours of service during her initial measurement period and determine
that she has worked on average more than 30 hours per week then she is eligible for health coverage. Not only is
05/09/16 Becky’s date of eligibility, but it is also the start of her initial administrative period. Per OGB rules,
Becky has 30 days from her date of eligibility (05/09/16) to make a decision on accepting health coverage
(deadline = 06/07/16). If she chooses to accept health coverage, it will become effective 07/01/16 (beginning of
her initial stability period) and continues for 12 months (ending 06/30/17). Becky’s initial administrative period
(05/09/16 — 06/30/16) is the timeframe for HR to determine her eligibility, make the offer of health coverage (if
eligible), make necessary system entries for enrollment, and document the offer of health coverage.



COUNTING HOURS
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Counting hours are different for “ongoing employees” vs. “new employees”. To count
hours means to add up the total number of hours of service during a measurement
period. For ongoing employees, this will be done at the end of the standard
measurement period. For new employees, this will be done at the end of the initial
measurement period.



Hours of Service

Definition per IRS regulations (section 4980H):

“Each hour for which an employee is paid, or entitled to
payment, for the performance of duties for the employer, and
each hour for which an employee is paid, or entitled to
payment by the employer for a period of time during which
no duties are performed due to vacation, holiday, illness,
incapacity (including disability), layoff, jury duty, military duty
or leave of absence.”

LaGov HCM Paid Agencies Hours of Service:
- Regular

- Overtime/K-Time

- On-call

- All Paid Leave Types

WOP: FMLA and military only
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In the previous section, determining eligibility, we defined an ACA full-time employee
as someone who is expected to work an average of 30 or more hours per week. You
see on this slide the IRS definition of an “hour of service” (each hour for which an
employee is paid, or entitled to payment, for the performance of duties for the
employer, and each hour for which an employee is paid, or entitled to payment by the
employer for a period of time during which no duties are performed due to vacation,
holiday, illness, incapacity (including disability), layoff, jury duty, military duty or leave
of absence.”) and what hours are included in this definition for LaGov HCM paid
agencies. Note that On-call pay is bolded. Per the IRS, for every hour an employee is
on-call, the employee should be credited for an hour of service. Particular attention
should be given to any non full-time employee receiving on-call pay. The combined
actual hours worked in addition to on-call hours worked could cause the employee to
become eligible for health coverage. Again, there is a report in LaGov HCM (ZP136)
that is available to assist you with counting hours and will be covered later in this
presentation. The hours of service listed here are already programmed into the
report.



Counting Hours

Ongoing Employees:

An “Ongoing Employee” has been employed for a
complete Standard Measurement Period (SMP)
= For Ongoing Employees, the SMP is Pay Period 22 through
Pay Period 21
= Count hours of service for each Ongoing (non-FT) Employee
to determine ACA FT status
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When it comes to counting hours, there are two (2) groups of employees. The first
group are the ongoing employees. Again, this is someone who was hired on or
before the beginning of the standard measurement period (SMP) and has been
working for at least one complete standard measurement period. The standard
measurement period for LaGov HCM is pay period 22 through pay period 21. For the
upcoming look-back exercise, you will count hours for any non full-time employee
hired prior to October 13, 2014 (ongoing employees). These employees will have
their hours counted on an annual basis as long as they remain a non full-time
employee. It is recommended that you monitor and manage the work hours for non
full-time employees to ensure the employee does not become eligible for health
coverage.



Look-Back Method
for an Ongoing Employee

| 2014 | 2015 | 2016
. = 7 | 2 % 5
Pay Period | 22-26 | 1.7 8-14 | 15-21 Jan 1, 2016 — Dec 31, 2016 S Braiiod < Pediod
Year 1: On-Going Employee On-Going Employee 22/2015 - Dec 31, 2015
. Standard Measurement Period Standard Stability Period

Pay Periods 22/2014 - 21/2015

2015 2016 2017

PayPeriod | 17 | 814 | 1521 | 2226 | 17 | 814 [ 1521 | Jan 1,2017 - Dec 31, 2017 ‘Admin Period = Period
On-Going Employee 22/2016 - Dec 31, 2016
i Admin On-Going Employee
Year 2: Standard Measurement Period  [SSagi Standard Stability Period

Pay Periods 22/2015 - 21/2016

NOTE: Neither the employer nor
Ongoing Employee: the employee (except during
AfTvone wlko Tas een sployediona compiess Annual Enrollment) can terminate
the employee's health coverage
during the stability period.
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Here is a graphical presentation of the information previously covered on slide 22
regarding measurement, administrative, and stability periods for ongoing employees.
You will see depicted on this slide that there is some overlap between a non full-time
employee’s stability period and subsequent measurement period. It is important to
remember that once a non full-time employee enters a stability period (January 1 —
December 31), their eligibility remains unchanged. This means that an employee
who is eligible for health coverage and accepts coverage must maintain the health
coverage for the stability period, regardless of the number of hours worked during
the stability period. The health coverage cannot be dropped until annual enrollment
and their hours will not be counted again until the end of next standard
measurement period. (There is an exception for regular OGB Flexible Benefit Plan
qualifying event changes e.g. marriage, divorce).



Counting Hours

New Hires:

Only need to count hours for new, non-FT hires who, at
the time of hire, cannot be reasonably expected to work
an average of 30 or more hours per week

= Measurement Period is based on their hire date

= The IMP begins on the first day of the first full pay period after
their hire date and extends 24 pay periods

= The IAP begins day after IMP ends and expires day before
ISP begins

= The ISP begins day after administrative period ends and
extends 12 months

24

We just covered counting hours for ongoing employees. Now we will cover counting hours
for new hires. Just to recap...

The initial measurement period for newly hired non full-time employees begins the first day
of the first full pay period following date of hire and extends for 24 pay periods.

The initial administrative period for newly hired non full-time employees begins on the first
day after the initial measurement period ends and expires the day before the health
coverage effective date. This period includes 30 days for the employee to make a decision on
health coverage (per OGB).

The initial stability period for newly hired non full-time employees begins after the initial
administrative period ends (health coverage effective date) and extends 12 calendar months.

LIV VY VYNV NYNT T VT V)

Reminder...a non full-time employee can be...

* Part-time: at time of hire you reasonably expect the employee to work less than an
average of 30 hours per week.

* Variable Hour: at time of hire you cannot reasonably determine if employee will average
at least 30 hours per week.

* Seasonal: period of employment is during the same part of the year each year; annual
employment of 6 months or less.



Look-Back Method
for a New, Non-FT Employee

A non-FT employee is hired effective 06/01/2015. Her Initial Measurement Period
(IMP) will begin 06/08/2015 (first day of the pay period following hire date).

2015 | 2016 [ 2017

Pay Period | 8-12 [13-21]22:26| 1-7 | 8-10 | . [ 07/01/16 — 06/30/17 |
New Employee Initial it o i
Measurement Period RPN New Employee Initial Stability Initial Ad’“"é;;gj’fs' 05/09016
Pay Periods 13/2015 - 10/2016 Period* Period
06/08/15 - 05/08/16

New Emp|oyee: Date of Eligibility Determination =5/9/2016
Any non-FT employee who has not been If eligible for coverage, decision deadline = 06/07/16

employed for one (1) complete Standard Coverage effective date = 07/01/2016
A e Initial stability period = 07/01/2016 — 06/30/2017
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Let’s walk through an example of a new non full-time employee. Use your OSUP pay period tables and
payroll calendars for 2015 and 2016 as a guide. Becky is hired June 1, 2015. Because her hire date
falls in pay period 12 2015, we will begin counting her hours on 06/08/15 (the first day of pay period
13 2015). Now counting forward 24 pay periods brings us to pay period 10 2016 (end date 05/08/16),
the end of her initial measurement period. Becky’s date of eligibility determination is 05/09/16. We
have counted Becky’s hours of service during her initial measurement period and we determine that
she has worked on average more than 30 hours per week making her eligible for health coverage. At
the point she is deemed eligible for health coverage, HR must make the offer of health coverage and
begin documenting. Not only is 05/09/16 Becky’s date of eligibility, but it is also the start of her initial
administrative period. Per OGB rules, Becky has 30 days from her date of eligibility (05/09/16) to
make a decision on accepting health coverage (deadline = 06/07/16). Becky must indicate her decision
using the GB-01 and return it to you by 06/07/16. If Becky chooses to accept health coverage, it will
become effective 07/01/16 (beginning of her initial stability period) and continues for 12 months
(ending 06/30/17). Becky’s initial administrative period (05/09/16 — 06/30/16) is the timeframe for
HR to determine her eligibility, make the offer of health coverage (if eligible), make necessary system
entries for enrollment, and document the offer of health coverage. The GB-01 is your documentation
and has been revised to capture the Qualified Event Date (date of eligibility).

If she chooses not to elect health coverage, you must get her to sign a GB-01 waiving coverage. She
will remain “waived” throughout the stability period. This is an irrevocable decision.

If Becky is deemed ineligible for coverage after the measurement period (non-FT), she will remain
ineligible during the stability period.

One of the LaGov HCM enhancements, which will be discussed later, is the ability to create a date
reminder. The system will generate an email to the ACA Contact on ZP200 30 days before the end of
an employee’s initial measurement and initial stability periods reminding you of the upcoming
deadline so you can start preparations.



Exercise 1: Employee hired 03/12/15

Initial Measurement Period

Date of Eligibility Determination

Employee Decision Deadline

Health Coverage Effective Date

Initial Administrative Period

Initial Stability Period

CLASS EXERCISE

Exercise 2: Employee hired 09/01/15

(pay periods)

(calendar dates)

Counting Hours

Initial Measurement Period

Date of Eligibility Determination

Employee Decision Deadline

Health Coverage Effective Date

Initial Administrative Period

Initial Stability Period

(pay periods)

(calendar dates)
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We will now allow you an opportunity to determine a new employee’s periods on your own.
Calculate the dates for the two (2) exercised on slide 26.

ANSWERS - Exercise 1: Employee hired 03/12/15

07/2015 — 04/2016 (pay periods)
03/16/15-02/14/16 (calendar dates)

Initial Measurement Period:

Date of Eligibility Determination: 02/15/16; Employee Decision Deadline: 03/15/16; Health
Coverage Effective Date: 04/01/16; Initial Administrative Period: 02/15/16 — 03/31/16;
Initial Stability Period: 04/01/16 —03/31/17

ANSWERS - Exercise 2: Employee hired 09/01/15
Initial Measurement Period:

20/2015-17/2016 (pay periods)
09/14/15-08/14/16 (calendar dates)

Date of Eligibility Determination: 08/15/16; Employee Decision Deadline: 09/13/16; Health
Coverage Effective Date: 10/01/16; Initial Administrative Period: 08/15/16 — 09/30/16;
Initial Stability Period: 10/01/16 —09/30/17

There are now two (2) tools [chart (see next slide) and system utility (ZP250)] available to
assist you with determining these dates, but it is very important for you to understand how
to calculate these dates because you will need to enter this information in LaGov HCM.



o Selection Period (cannot Coverage Plznu Initial Stability Period
Lobisi) Eligibltky Deadiine | exceed 50 days)

(15t Day (Day after end of IMP TiMonthin | (Day after IAP ends - |

{15t full PP atter hire date) y ry advance) | Last day of 12th

date of IMP) Coverage Eff Date) Calendar Month)

179004 Dotes. 1T9004 Dates. 1T9004 Dates.

To= last Stat= [ e Stort dote - TO 00 =

iy of e cay WP To" | ptow date bolow 9%

month | month date + 1 below

PPBegin| PPEnd | 1stPP | 24nPP | PPBegin | PPEnd Begins | Ends PP Effective | Begins | Ends
22 2004 11132014 107262014 232014] 20 2015( 1072772014 277201 9287201 102772015 W28/2015 103172015 11/172015{20 2015 1112015 103172016
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2520 T2U201d| 170N B 201 DN 15| TIR0T T0T| TIRE05| TI0TE| 1201207 7201625 2015 72016 1237207
126 2014|1201 TI2V014] T215 242015 122272014 TVZ72015 T2ZVXT V2220205 T2V 2015 1273172015 2016|125 2015 V2076 T23172018]
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32015 | 1901 V00| 4D 1200 201 1200 T P20 L 7 I I P T P V2016|2280
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http://www.doa.la.gov/osup/ACA/ACAMeasurementPeriodChart.pdf
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Here is a snapshot of the ACA Measurement Period Chart located on OSUP’s ACA
webpage. The full chart can be found on the web address located on the slide.



Counting Hours

Transfers from Paid Agency to Paid Agency

New agency must complete required documentation for employee:

If ACA FT employee is transferring from a LaGov Paid agency to a LaGov
Paid agency, the gaining agency must either

Have the employee complete a GB-01 (to either acknowledge continuation of coverage or waive
coverage)

OR run the ZP165 and have the employee sign (to acknowledge continuation of coverage)
(Excluding LSUFirst) NOTE: Agency must first establish an internal policy before using the ZP165 in

lieu of using the GB-01.
If Non-FT Employee
= Determine whether they were in a IMP or SMP

= Know measurement period begin date

+ Use ACA Newly Hired Employee Offer of Coverage Worksheet (OSUP/F100) as a tool to
document its reasonable expectation of an employee’s working hours

= Include the number of hours the employee worked at the previous agency in the final
calculation at end of the measurement period
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How do you handle an employee who transfers from one paid agency to another paid
agency? The answer depends on the type of employee (full-time or non full-time).
The gaining agency is responsible for collecting the appropriate documentation.

If the employee is full-time in both agencies, the employee must complete a GB-01
or, if agency policy allows, print the Transferred Employee Deductions Authorization
Report (ZP165) for employee signature. Please note that LSU First Health Plan
enrollment will not appear on this report. Revisions to ZP165 to add LSU First Health
Plan are on hold; agencies can use ZP255 (Plan Participation Report) until the
revisions are completed.

If the transferring employee is non full-time...the gaining agency must determine if
the employee is in an initial measurement/stability period or the standard
measurement/stability period. It is very important to know if the employee is in an
initial measurement/stability period because this impacts when you count their hours
(initial measurement) or how long they can retain their health coverage (initial
stability). Use OSUP/F100 to document this information. Because LaGov HCM Paid
agencies are considered one employer for reporting, the employee MUST continue
the existing measurement/stability period from the previous agency. You CANNOT
start a new measurement/stability period because they are new to your agency.

The gaining agency must include the hours worked in the losing agency when
counting hours after the measurement period ends (this is because all LaGov HCM
paid agencies are considered one (1) employer for ACA purposes).



Counting Hours

Transfers from Non-Paid Agency to Paid Agency

New agency must complete required documentation for
employee:

= |f ACA FT employee is transferring from a LaGov Non-Paid agency
to a LaGov Paid agency, the gaining agency must

+ Have the employee complete a GB-01 (to either acknowledge
continuation of coverage or waive coverage)

* If non-FT employee, the new agency will treat the employee as a
new hire

+ Use ACA Newly Hired Employee Offer of Coverage Worksheet
(OSUP/F100) as a tool to document its reasonable expectation of an
employee’s working hours
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For employees transferring non-paid to paid, the gaining agency is responsible for
collecting the appropriate documentation. If the employee is full-time, the employee
must complete a GB-01. If the employee is non full-time, you will treat the employee
as a newly hired non full-time employee (meaning they will have an initial
measurement period and initial stability period). Measurement/stability periods and
hours of service at non-paid agencies are not taken into consideration at your paid
agency. Agencies are encouraged to use the OSUP/F100 to document your
reasonable expectations for the employee’s working hours.

Remember that this is IRS driven — based on the employer identification number (tax
ID).



Counting Hours

»Transitioning a New non-FT Employee to an
Ongoing non-FT Employee:
New Non-FT employee is tracked in IMP
Employee is concurrently tracked as an Ongoing Employee
in the SMP which starts after the date of hire
= This results in some overlap between IMP/ISP and the SMP/SSP
When ISP ends, employer determines whether employee is
eligible for coverage going forward based on results of
SMP

= If employee’s status in ISP is favorable to employee, employee
stays in ISP until it expires

= If employee’s status in SMP is favorable to employee, ISP ends

early and employee moves to SSP early

At what point does a new hired non full-time employee move to the standard
measurement period? Transitioning to the standard measurement period is by far
the most complicated topic in counting hours. You probably won’t get it
immediately. You will have to take it back to your office, study, and think on it some
more. Remember, though, that you will only have to use this for non-FT employees.
The new non full-time employee will have their hours of service counted during their
initial measurement period to determine eligibility during their initial stability period.
They will also be included in the first standard measurement period that begins
after their hire date. This will most likely result in overlapping of initial stability
period and the standard measurement period.



Counting Hours
for New Hires & Transfers

PPD 13/2015 - PPD 10/2016
New Non-FT Employee (6/8/15 -5/8/16)

DOH 6/1/15 and hours IMP
Also tracked in SMP i 7/1/16 } 6/30/17

that begins after 6P

PPD 22/2015 - PPD 21/201q

I
(10/12/15 - 10/9/16) here
SMP % or here
I
I
I

Employee
moves to SSP
either

1/1/17 -12/31/17
SSP

1/1/16 -12/31/16
SSP

1/1/15 -12/31/15
SSP

Y
015

Y |
2016 2017

Let’s look at an example.

Date of Hire: 6/1/15

IMP: PPD 13/2015 — PPD 10/2016 (6/8/15-5/8/16) (track hours here)

ISP: 7/1/16-6/30/17

SMP: PPD 22/2015 — PPD 21/2016 (10/12/15 — 10/9/16) (this is the SMP that starts after the
date of hire, so track hours here as well)

During the employee’s ISP, we will need to determine if the employee is eligible for coverage

in the next SSP.

%+ Assuming the employee is currently covered in their ISP, if they are deemed to be
ineligible for coverage based on SMP, then they will stay in their ISP until it expires on
6/30/17 and their health coverage ends. They will be evaluated again after PPD 21/2017
(the end of the next SMP).

%+ If they are deemed eligible for coverage during the SMP ending 10/9/16, then they end
their ISP on 12/31/16 and move into SSP on 1/1/17.

(Do not evaluate their hours in the ISP.)

Employee moves to SSP either 01/01/170r 07/01/17 (whichever is advantageous to the
employee)

First dotted arrow—SMP status is favorable, so ISP ends early and EE shifts to SSP early
(01/01/17)

Second dotted arrow—IMP status is favorable, so ISP does not end early and EE shifts to SSP
when it expires (07/01/17)



Counting Hours

ZP136 Report (Total Attendance/Absence)

»There is an option on this report that includes ACA
hours of service for all employees

LaGov HCM paid agencies must use this report to determine
ACA FT status

Monitor hours for Non-FT employees in advance of
measurement period end date (so you know who you will
likely need to make offers to)

The ZP136 Total Attendance/Absence Report has been enhanced to include an option (via a radio button) that
allows you to look at the number of ACA hours worked for a given period. We have included the number of hours
that we are required to use per the ACA regulations. These hours were covered previously on the “Hours of
Service” slide. To recap, it includes regular, overtime/k-time, on-call, all paid leave types, FMLA LWOP, and
military LWOP.

You will use this report to look at the number of total ACA hours for non-FT employees. To get the hours of
service for an individual, run the ZP136 report to get the hours worked for specified pay periods. Typically, you
will use the pay periods for the Initial Measurement Period or the Standard Measurement Period.

The report gives you the weekly average hours worked. It will also output the total number of weeks that the
employee was active during the look-back period and will do an average based on that number of weeks. So, for
example, if you are doing a 26 pay period look-back, and the employee only worked 14 weeks of those 26 pay
periods, the report will output 14 in the Weekly Ave column and compute the average hours worked based on 14
weeks rather than 26 pay periods.

A separation date will appear on the report, if at the time you run the report the employee is active and at any
point during the period being reviewed the employee had a separation action. If there was more than one
separation date, the most recent separation date will be displayed. This is so that you can see that the employee
was not active at some point during the period.

The same will be reported if the employee has a hire date during the period being reviewed.
The report also outputs the Contract type, so this should be helpful to you.

Since you will have to offer coverage immediately after the Initial Measurement Period ends, it will be important
to begin running the report as you are nearing the end of an IMP to determine which employees appear to be
averaging 30 or more hours per week. DO NOT WAIT UNTIL THE MEASUREMENT PERIOD IS OVER TO BEGIN
ANALYZING THE HOURS.

There is a tool in the system that gives you the ability to create a date reminder that will generate an e-mail to the
ACA contact on ZP200 30 days prior to the end of the measurement and stability periods. This will remind you of
the upcoming deadlines. This is not driven from ZP136. It is driven from a new ACA infotype (IT9004) which will
be covered later.



Counting Hours:
ZP136 Report

Separation | ContractTy
(0872272016 02/1812016 | Probational CORRS SERGEANT Full Time Sala_(Class NE | 3.085.13 123.41
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This is a quick glance at what the ZP136 report output looks like. This will be covered
in detail later.



Documentation

New ACA FT Employee
GB-01
OSUP/F100

New non FT Employee
OSUP/F100
Calculation showing ACA eligible/not eligible
GB-01 if deemed eligible

Annual Standard Measurement Period
Calculation showing ACA eligible/not eligible
GB-01 if deemed eligible

We've explained that ACA requires employers to offer health coverage to eligible
employees and their dependents. So you might be asking what type of
documentation you should keep in an employee’s file to demonstrate that you did
offer coverage.

For newly hired ACA full-time employees, because you have to offer them coverage
immediately, the completed GB-01 is your documentation along with the OSUP/F100
Offer of Coverage Worksheet, if you choose to use it.

For newly hired non full-time employees, your documentation will include the
OSUP/F100 (if used), the hours of service calculation which shows if the employee is
eligible or not at the end of the initial measurement period (this is the ZP136 report),
and the GB-01 for the coverage chosen if the employee is eligible or if they waived
coverage.

Ongoing employees evaluated after the standard measurement period ends will have
the hours of service calculation (ZP136) which shows if the employee is eligible or
not, and the GB-01 for the coverage chosen if the employee is determined to be
eligible or if they waived coverage.

This documentation will be needed if there is an IRS audit or if we are assessed a
penalty. You should retain all documentation for at least 6 years.



GB-01 Waiver Language

' Section 5 -Acknowledge Offer and Decline Health Insurance Coverage

"] ACKNOWLEDGE OFFER AND DECLINE HEALTH INSURANCE COVERAGE
| have been offered health coverage for me and my eligible dependents. | have voluntarily elected to decline the coverage as indicated below. If |
choose to apply for health coverage at a later date, | understand that | may only enroll for health coverage during annual enrollment or as otherwise
specified in the OGB health plan document in the event |, or my eligible dependents have a Plan Recognized Qualified Life Event.

Important: The Affordable Care Act requires each individual to have basic health insurance coverage (known as minimum essential coverage), qualify
for an exemption, or make a shared responsibility payment when filing his/her federal income tax return. Failure to enroll in an OGB plan or obtain
other minimum essential coverage may result in personal financial penalties.

CIOther Group Health Coverage (would include being covered as a dependent under an OGB plan)
TIOther Individual Health Coverage
TIMedicare TIMedicaid T1Other, Explain:
Ol am not enrolled in any health coverage and | do not accept this offer of health coverage.
Ol do not wish to disclose.

NOTE TO AGENCY REPRESENTATIVE: If the employee declines health ¢ , he or she must ack ledge the offer of in a method
determined by the agency participating employer. The acknowledgment must be retained by the agency participating employer as evidence that the
employee was offered health coverage within the timeframes allowed by law and the employee subsequently declined the offer of coverage.

The GB-01 has been revised for ACA and other purposes. It includes new waiver
language.



SPECIAL GROUPS
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There are some special situations that you will have to pay close attention to when
you are counting hours and determining an employee’s eligibility for health care
coverage.



Special Groups
Dually Employed

»ZP189 Report and ZP136 Report: Dual Employment
indicator = “Y”
»An employee who does not have health coverage and who
works at more than one LaGov HCM paid agency concurrently,
must have hours of service at both agencies counted for ACA
eligibility determination
Agencies will need to communicate with each other to determine if
the combined hours of service averages 30 or more

Per ACA Regulations, the agency that the employee works the most
hours with must offer health coverage and collect premium

One of these situations is employees who are dually employed.

These are employees who work for more than one LaGov HCM paid agency during a given year (more
than one personnel number). This isn’t as much of an issue if they are full time at one agency and
have been offered health coverage. It does become an issue if they are non-FT at two different
agencies (for example student workers who work part time for two agencies). You will have to
consider the hours worked for both positions to determine eligibility. So a student could potentially
qualify as ACA FT even if you never intended for them to be FT at your agency.

The ZP136 Total Attendance/Absence Report and the ZP189 ACA Audit Report will have a dual
employment indicator to show that these employees have two different personnel numbers.
However, this does not necessarily mean that the employee worked for two agencies at the same time
during the year being evaluated so you will need to look at these employees closely to determine if
they were in fact employed by two agencies at the same time.

The dual employment indicator shows “Y” for anyone that previously worked in another paid or non-
paid agency (with multiple personnel numbers). So, they may not truly be a dual employee / working
at 2 agencies at the same time.

If you find that the employee did work for two agencies at the same time for the period you are
evaluating, you must count the hours for both personnel numbers to determine eligibility.

Per ACA Regulations, the agency that the employee works the most hours with must offer health
coverage and collect the premium. However, it may be necessary for both affected agencies to work
together to determine the plan of action regarding counting hours, LaGov HCM entry, and offering
coverage.

One thing that you will need to do when you hire an employee is find out if they are working for
another paid agency and if they are in a measurement or stability period. If so, you will have to
consider both jobs for the measurement and stability periods.



Special Groups

- Rehired Retirees

If working ACA FT hours, the rehired retiree is considered
an Active Employee per ACA and you must offer them
coverage

Regardless of whether they want to keep their existing
coverage through their pension check, you still must
make the offer and store documentation of the offer

- Board Members

- Clients

- District Attorneys

- 9/10 Month EEs at Educational Institute

Rehired retirees also require special attention. What is required by ACA regulations may be very different than how you
currently handle rehired retirees.

Per ACA, rehired retirees are considered active employees and as an active employee you, as the employer, are required to
offer health coverage to all active employees, if they are eligible.

If they are rehired as ACA FT, they may choose to continue having their premium deducted from their retirement check, but you
are still required to offer them coverage and have them complete a GB-01 “waiving coverage” if they choose to continue having
their premiums withheld from their retirement check (rather than through payroll).

The GB-01 has been revised and now has a section on the form to “waive” coverage. One of the reasons for waiving coverage is
that the employee already has Group health coverage. The GB-01 with coverage “waived” should not be sent to OGB. It is
documentation for you, as the employer, to show that you did in fact make an offer of health coverage.

If they choose coverage in their rehired retiree position, you must deduct the premium through payroll. They will pay the same
rate they paid as a retiree, so if they are subject to a vesting schedule of 19%, they will still pay that same rate if it is deducted
through payroll.

Also, if, for example, the rehired retiree chooses to have health coverage come out of their pay check, your agency will pay the
employer share. However, once the rehired retiree separates from service, they will revert back to the OGB invoice of the
agency they retired from.

If the rehired retiree is considered to be non-FT, you will have to go through the process of placing them in a measurement
period, and evaluating their hours worked at the end of the measurement period, and offering coverage if applicable. You will
also have to complete the LaGov HCM entries for these employees.

Further, if the rehired retiree does not have OGB health coverage as a retiree, they are still considered active for ACA purposes
and you must go through the same exercise as for other employees to determine their eligibility. So even if they didn't elect
coverage as a retiree, as an active employee, they may be eligible for health coverage.

Some other groups we have identified who may need special consideration are board members, clients at developmental
centers, district attorneys, and 9/10 month employees at educational institutions. If your agency has any of these types of
employees, OSUP will work with you individually to determine the requirements and the best plan of action. If you have any
employees who you feel fall into a “special group” not listed here, contact OSUP.



Special Groups
) Terminated and Rehired

~ If less than 13 weeks passes between an
employee’s termination and rehire:
Per ACA, rehired employee is treated as a continuing
employee, not as a New Employee.
The measurement period and stability period in effect
before the termination continues for the rehired employee

Measurement Period: Employee credited with zero hours of service during
time period which he was not employed by agency

Stability Period: If, before termination of employment, emplofyee was in a
stability period with health coverage must be reactivated by first of the
month after rehire

~ If 13 weeks or more passes between the
termination and the rehire:

Employee is treated as a New Employee

If FT: Agency must follow established OGB guidelines regarding FT
employees

If Non-FT: Employee will begin a new initial measurement period to
determine ACA FT status

Per ACA regulations, if an employee terminates and is rehired within 13 weeks, the employee
is treated as a continuing employee. So if they were separated for less than 13 weeks they
are not a new hire. If the employee was in a measurement period or a stability period prior
to the separation, you will continue using that same period.

If they were in a measurement period, the employee is credited with zero hours of service
during the time period which he was not employed by the agency.

If he was in a stability period before termination of employment and he had health coverage,
you must offer health coverage, and if elected, coverage must be reinstated by the first of
the month after rehire.

FOR EXAMPLE: If an employee terms June 15t and is rehired July 30™, this is 6 weeks of
separation so you must treat them as a continuing employee since the separation is less
than 13 weeks. If they were in a measurement period or stability period, they would
continue in that same measurement period or stability period.

This is an example of where the average functionality on the ZP136 report will not work for
you. You will use the report to get the total number of ACA hours, but you will have to do a
manual calculation to determine the average hours worked during the measurement period.
The report will not include the inactive periods in the average calculation and you must
include this time period as if the employee was still active.

If there were 13 or more weeks between the point of separation and rehire, you would
follow the same guidelines as for any new hire. If you expect that they will work full time,
you offer them coverage, have them complete a GB-01 which will document their choice, and
update LaGov HCM accordingly. If they are a non-FT employee, you will begin a new initial
measurement period and follow the guidelines we have covered.



Special Groups
) Terminated and Rehired

Rule of Parity
» A rehired employee may be treated as a new
employee if:
- Separation period is at least 4 weeks but less
than 13 weeks

And the separation period is longer than the
employment period immediately prior to the
separation
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An employee that is separated for less than 13 weeks is not a new employee.

Unless:
Their separation is at least 4 weeks but less than 13 weeks and they were separated
longer than their employment.

The “rule of parity” says an employee may be treated as a new employee if the
period of non-employment of less than 13 weeks (for an employee of an educational
organization employer, a period that is shorter than 26 weeks) is at least four (4)
weeks long and is longer than the employee’s period of employment immediately
preceding the period of non-employment.

FOR EXAMPLE: An employee was hired by Corrections on May 1t and then termed
on June 15, Then on August 30t they are rehired by LDH. So they worked for 6
weeks and then they were separated for 10 weeks. So their separation was longer
than their employment and at least 4 weeks but less than 13 weeks so they are
treated like a new employee.

Just remember that this situation does exist, although probably rarely, and it is
something you will have to think about if you are rehiring someone. Also, since we
are considered one employer for ACA purposes, this same rule applies for someone
who is transferring from one paid agency to another paid agency.



PREPARING DATA for
IRS REPORTING
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As covered previously, we are required to provide an IRS Form 1095-C to every ACA
FT employee who was eligible for health coverage during the calendar year (whether
they had coverage or not), and every employee who actually had coverage, along
with their dependents.

The form will report, by month, whether the employee was offered coverage and
whether they actually had coverage.

We also have to report on retirees, COBRA participants, and survivors who are
enrolled in the OGB self-insured plans which are the Blue Cross and LSU Health plans.



IT9004 (ACA Reporting)

»This infotype will determine who will receive a Form 1095-
C. IT9004 must be created for every employee active during
the calendar year.

- Ability to mass create IT9004 from ZP38

- ACA Reportable indicator (Y or N)

- Fields for Offer Code, Coverage Code, Initial Measurement
Period Start and End Dates, Initial Stability Period Start and End
Dates, Plan Option, and Waiver Info

- Populate start and end dates for IMP and/or ISP for new, non-
FT employees

- Create IT9004 for 2015 and 2016, and every year thereafter

=  FT employees with coverage, only require a 2015 record with a
12/31/9999 end date

- Obtain waivers for 2015 and 2016, and every year thereafter
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In order for us to do the reporting, a new infotype (IT9004) was created in LaGov HCM to capture the needed ACA data. The information on this
infotype will be used to determine whether or not an IRS Form 1095-C is created for an employee. We will know this based on the ACA
reportable indictor on the infotype where you will select Yes or No.

Agencies are required to create this infotype for every employee who is active any month during the calendar year regardless of whether they are
now separated. You will only need to create it for the months when the employee was active.

A new infotype will have to be created each year for non-FT employees and FT employees who waive coverage.

For FT employees who have coverage, the infotype can be created with an infinity end date (12/31/9999) so you won't have to create a new one
each year.

This infotype has been added to certain hire/transfer actions, so you will either create, display, or edit the infotype when you are hiring an
employee in LaGov HCM, depending on the type of action. You should make this process a part of your new hire checklist.

Again, you will only create the 1T9004 for the period the employee was active — not necessarily for the full year.

In addition, newly hired ACA FT employees will require 2 IT9004 records. One for the admin Eeriod, which is the date of hire thru the eligibility
date and then another for the eligibility period. For example, if a FT employee is hired June 5% and enrolls in coverage, you will create an IT9004
record for June 1-July 31 to represent the admin period and then copy the record for August 1 through 12/31/9999 to represent the coverage
period. (NOTE: The begin date should always be the first day of a month and the end date should always be the last day of a month.)

You will have the ability to mass create this infotype for groups of employees using transaction ZP38.

You will also need to copy the IT9004 record anytime any part of the record needs to be changed, so an employee can have multiple IT9004
records during a given year.

You will be required to populate the following fields on IT9004: the ACA Reportable Indicator, Offer Code, the Coverage Code, the Initial
Measurement Period Start and End Dates, when applicable, the Initial Stability Period Start and End Dates, when applicable, and the Plan Option.

You will populate IMP and ISP dates for new, non-FT employees.

IT9004 records must be created for all employees (employed at any point during the year) beginning with calendar year 2015. For eligible
employees who were offered coverage, but waived coverage, a GB-01 should be obtained with the “Acknowledge Offer and Decline Health
Insurance Coverage” section completed.

While doing your entry, keep in mind that even though we have met the IRS threshold for 2015, we still have to capture the data to report it in
2016 and subsequent years, and the only way we know whether to create a form is based on you completing this Infotype.



IT9004 (ACA Reporting)

Display ACA Reporting (9004)

. EE A FulTimeSelary  Personneler 0815 [DOA-Office of Technology Sves
reminders on s o cee
Sun 01/01/2015 To  12/31/9998  Chngd 09/21/2015 P0O16E470
Initial o
ACA Reportable Inaicator Y Yes

Measurement

i ACAOfter 1E  Minfsus essential coverage/value offered
Period End Date | ... e —

Initial Stability | s
Period End Date

Insal Stabaty Perod
To

Plan Option
EN Enrolled Waive Period to
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This is a quick glance of the IT9004 screen. One thing to note is when an Initial
Measurement Period or Initial Stability Period is entered here, a date reminder will be
created that will send you an e-mail 30 days prior to the end of the period. At that
time you should begin “counting” the employee’s hours using ZP136 to determine
their eligibility.

The reminder e-mail will be sent to the ACA contact(s) on ZP200, so you should
review your contacts and update them if necessary. The reminder will also be
included on the date reminder report (ZP08).



IT9004 Codes

Infotype 9004—ACA Reporting
Entry Guidelines

ACA Reportable Indicator

Value Description 1 Comments
Y Yes, employee should be included in the ACA | Use for all ACA FT employees
reporting and receive a Form 1095-C
N No, employee should not be included in the |"Use for Non-FT employees. Note: If non-FT employee at |
ACA reporting and should not receive a Form | time of hire, use “N" until the end of IMP. If at end of IMP,
1095-C determine employee is ACA FT, copy record and change to
B &3

ACA Offer Code (Form 1095-C, Part Il, Line 14)

Value Description [c
1E Minimum essential coverage/value offered | Select this code for all ACA FT employees who were offered
(Offer made to FT employee.) coverage.

Minimum essential coverage providing minimum
value offered to employee and at least minimum
essential coverage offered to dependent(s) and

http://www.doa.la.gov/osup/ACA/IT9004EntryGuidelines.pdf

44

We've created an entry guidelines chart for you to use to create your IT9004 records.

Here is a snapshot of the IT9004 ACA Reporting Entry Guidelines chart. The entire chart can
be found on the web page listed on the slide.

This document will list the fields that you will see on IT9004 and their possible entries.

You will use this chart and the employee scenario document (to be covered on the next slide)
to create the 1T9004 records for all of your employees.

The codes that are available for the IT9004 record are the IRS codes that will be used on
Form 1095-C.

The “ACA Reportable Indicator” field will determine who should be included in the ACA
reporting and receive a Form 1095-C.

The “ACA Offer Code” field shows whether an offer was made to the employee.

The “ACA Coverage Code” field shows if the employee had coverage or explains why they
didn’t have coverage.

There will be some codes that you will see on the ZP189 ACA Audit Report that you will not
have access to on IT9004: 2A and 2G. We have included them on this chart so you will know
why they were used for a particular employee.



IT9004 Codes

OSUP ACA Employee Scenarios

ACK ACR
Reportable | ACAOffer | Coverage Plan
Indicator Code Code MP 1P| Option Comments

New hire, ACA FT employee in
admin/waiting period (from hire
date to health coverage effective Y 1H pio) NO
[ACA FT employee who accepts
coverage Y 1E b:o EN

*HCM will automatically populate 2G on
2P 189 except for the months of Jan. and
Feb. 2015 & all months for FT rehired
ACA FT employee who waives retirees which will be blank. **Plan option
coverage Y 1E blank® NOWA** |should be NO until waiver is collected
date of
hire + 24

pay
[Non-FT employee in IMP. N 1H 2 periods NE
ACA FT Employee's IAP (The
1AP for a Non-FT employee who
is determined to be ACA FT &
eligible at end of their IMP.) Y 1H 2 NO
ACAFT Employee’s ISP - with
coverage (The ISP for a Non-FT
employee who is determined to one year
be ACA FT at end of IMPIAP ater end
and accepts coverage) Y 1E 2 of 1AP EN

HCM wil automatically populate 2G on
ACA FT Employee’s ISP - waives 2P 189 except for the months of Jan. and
coverage (The ISP for a Non-FT Feb. 2015 & all months for FT rehired
employee who is determined to one year retirees which will be blank

be ACA FT at end of IMPIAP after end **Plan option should be NO until waiver is
who waives coverage) Y 1€ biank® of IAP | NOWA™ |collected

Non-FT Employee’s IAP (The

1AP for a Non-FT employee who
is determined to be Non-FT at
end of IMP) N 1H 20 NE

http://www.doa.la.gov/osup/ACA/IT9004EEScenarios.pdf
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Here is a snapshot of the OSUP ACA Employee Scenarios chart. The entire chart can
be found on the web page listed on the slide.

Let’s go through a couple of scenarios. If we look at the second and third scenarios,
these will cover most of your employees.

We have an ACA FT employee who elected coverage. Their ACA Reportable Indicator
would be Yes; their ACA Offer Code would be 1E for Minimum Essential
Coverage/Minimum Value offered; their ACA Coverage Code would be 2C for Enrolled
in Coverage; and their Plan Option would be EN for Enrolled. Since this is not a new
employee, you wouldn’t complete the Initial Measurement Period or Initial Stability
Period date fields.

For an ACA FT employee who waives coverage their ACA Reportable Indicator would
be Yes; their ACA Offer Code would be 1E for Minimum Essential Coverage/Minimum
Value offered; their ACA Coverage Code would be Blank, HCM will automatically
populate 2G on Form 1095-C for Section 4980H affordability federal poverty line safe
harbor; and their Plan Option would be NO or WA. NO is used until the GB-01 with
the waiver information completed is collected and then you change the Plan Option
to WA for waived. You must remember to complete this final step to ensure that the
Form 1095-C is completed correctly.



'¥) ZP189 ACA Audit Report

» Reads and reports data from:
= |T167
= IT9004
= 1095-C
+ Critical for auditing data to be reported on IRS Form
1095-C

= OGB ACA File
= ACA Audit
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The ZP189 ACA Audit Report will be used to audit the information that will be
reported on the IRS Form 1095-C.

There are five (5) report options:

1)

2)

3)

4)

5)

The ITO167 Data radio button: Reads health plan data from IT0167, the Health
Plans infotype. This option also includes a hire, rehire, separation, transfer to NP,
and/or transfer from NP date if in the calendar year.

The IT9004 Data radio button: Reads data from the IT9004 records that you will
be creating.

The 1095-C Data radio button: Displays what information will be used to populate
the IRS Form 1095-C.

The OGB ACA File Data option: Reads the file that we are receiving directly from
OGB. It includes coverage information for employees, retirees, COBRA, survivors,
and their dependents. OGB is providing a full file daily. If a change is made in
eEnroliment, the HCM system will be updated the next business day.

The ACA Audit option: Displays various messages identified by OSUP and/or OTS.
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ACA Audit report
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This is a quick glance of the ZP189 report selection screen. The report options will be
covered in greater detail later in the training material.



HR updates In January, osup
HR runs eEnrollment osup OSUP Prints Transmits
ZP189 and and/or creates EUGRVETS 1095-C and
validates 1T9004 with Forms Forms 1094-C
data missing 1095-C and 1095-C data to the
data 1094-C IRS

0GB
provides file
with
covered
individuals
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This graphic recaps the reporting process.

First, we will be receiving a daily file from OGB which will report information for
covered individuals.

Agencies should review the data on ZP189 to validate the data. Any inconsistencies
identified from ZP189 should be corrected via 1T9004, LaGov HCM, and/or
eEnroliment.

In January, OSUP/OTS will use the data to create the IRS forms. It is most important
that the data is accurate so that we can produce correct forms. We are required to
provide a form to any person who was eligible for health coverage, regardless of
whether they had coverage or not.

In January, OSUP/OTS will print and mail the forms to employees. Forms will also be
provided to retirees, survivors, and COBRA participants who are enrolled in any self

insured plan (Blue Cross Plans, and LSU Health).

Finally, OSUP/OTS will transmit the data file to the IRS.



ACA Reporting in HCM

Reviewing Transactions and Reports




Agency Contacts
o8

Selection Criteria
Personnel area L]
Contact Type
Personnel number valRra oo &
Char " Contact T
Output Display HR ACA CONTACT 025
Layout /DEFAULT HR CATS SUPERUSER - ALTERNATE 024
HR CATS SUPERUSER - PRIMARY 023
2P200 - Change
RaDue:  07/20/2015 STATE OF LOUISIANA
RanTme: 10:40:03 18 oy ERPHON
fepatID: 28200

a4@o 08 87N V33 SesRres BEE
B Persoonel ves Text Co.. Contact Type Text Pe... Pers Num Person Name
08154 DOR Office of Techndogy Sics Q25 HR ACK CONTACT 432 TAMMY SOREM
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Agencies need to identify the person(s) at their agency designated as the ACA
contact.

Agencies can run ZP200 and search for Contact Type 025 to determine if an ACA
contact exists.

ACA contacts can be added or changed using ZP200.
Refer to the “Agency Contacts” in LaGov Online Help for instructions.
Multiple ACA contacts may be added. We recommend having at least 2 ACA contacts,

but 3 would be preferred. These contacts will be used to send out reminder
notifications that we will discuss later.



ACA Reporting Screen Details
Display ACA Reporting (9004)
Personnel No Name Status Withdrawn
EE group A Full Time Salary Personnel ar 0815 DOA-Office of Technology Svcs.
EEsubgroup 01 Class Ex
Start ©01/01/2016  To 01/31/2016 Chngd 02/04/2016 P00202438
ACA Reporting
ACA Reportable indicator Y Yes
ACAOfter 1€ Minimum essential coverage/value offered
ACACoverage 2C Enrolled 1n coverage
Initial Measurement Period
To
Initial Stability Period
To
rDeclination of Coverage
Plan Option
EN Enrolled Waive Period to
Date
Createdby 0
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This infotype will be used to store important information needed for ACA reporting.

An employee’s record can be created directly from the infotype screen through PA30 or it can be
created for multiple employees at the same time using ZP38. 1T9004 will also be part of the hire,
rehire, and transfer in from non-paid agency actions.

This infotype is used to store offer codes, coverage codes, and other ACA data.

All employees active at any point within the calendar year should have an IT9004 record covering all
active months. Action dates are provided on the ZP189 IT9004 Data report option to make auditing
easier.

Reminder: HR must create IT9004 records for 2015 for everyone and annual records will be required
for all non FT employees or employees who waive coverage. Waiver forms must be obtained for each
year an employee waives coverage.

For on-going employees with coverage, the end date should be 12/31/9999. It is not necessary to
create new IT9004 records every year unless the employee’s coverage option changes or their
employment status changes.

Agencies should use the Infotype 9004—ACA Reporting Entry Guidelines chart
(http://www.doa.la.gov/osup/ACA/IT9004EntryGuidelines.pdf) and OSUP ACA Scenarios document
(http://www.doa.la.gov/osup/ACA/IT9004EEScenarios.pdf) to determine the correct codes to use and
refer to while viewing the following slides.

The begin date of this record can only be the first day of a month. So if my employee is hired 6/5, the
begin date of the IT9004 will be 6/1. Likewise, the end date must be the last day of a month.

This infotype will require a reportable indicator, an offer code, a coverage code (if coverage is not
waived), and a plan option.

A “WA” plan option is only allowed if the Offer/Declination of Coverage section is completed.



Infotype 9004

Screen Overview = ACA Indicator

Display ACA Reporting (9004)

Personnel No Name Status. Withdrawn
EE group A Full Time Salary Personnelar 0815 DOA-Office of Technology Svcs
EE subgroup 01 Class Ex
Start 01/01/2015  To 01/31/2016  Chngd 02/04/2016 P00202438
ACA Reporting
el | BOCCEIREE
. ACA Indic... Short Desc...
Inftial Measurement Period N No
To
Dbl 2 Entries found
Offer/Declination of Coverage
Plan Option
EN Enrolled Waive Period to
Date
Crestedby 0
Okay to Delete Walver
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The ACA Reportable Indicator (required field)

Yes — Employee should receive Form 1095-C
No — Employee should not receive Form 1095-C

If the employee is not reportable and becomes reportable within the same calendar

year, the existing IT9004 record needs to be copied and changed to reflect the new
information and effective dates.



Infotype 9004

Screen Overview = ACA Offer

©02/04/2016 P00202438

| acagiercode iy roieiond 4
CICICIEIRED
ACA Offer C... Short Descript.

1E Minimum essential lue offered
1G Offer made to employee not full-time
No offer of coverage

3 Entries found
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The ACA Offer Code (required field)
1E — Minimum essential coverage/value offered
1G — Offer made to employee not full-time

1H — No offer of coverage



Offer Codes

» Offer Code states the offer status-

» 1E - Minimum essential coverage/value offered

“»Most common code - for employees that were offered
coverage

» 1G - Offer made to the employee not full-time
“ Rarely used for non-FT employees who are offered coverage
» 1H - No offer of coverage

% Coded for months that an employee is not eligible for
coverage
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The Offer Code field provides the offer status:

1E — Minimum essential coverage/value offered. This is the most common code and
should be used for ACA full-time employees who were offered coverage.

1G — Offer made to a non full-time employee. Use this code for non-FT employees
who are offered coverage and enrolled (rarely used). If an offer is made to a non full-
time employee and the coverage is waived, use offer code 1H instead of 1G
(reportable indicator would be “N”).

1H — No offer of coverage. Coded for months that an employee is not eligible for
coverage. ltis also used during measurement and administrative periods.



2

Infotype 9004

Screen Overview = ACA Coverage

Display ACA Reporting (9004)

1E  Minimum essential coverage/value offered

2c

Inital Stabilty Period
To

Plan Option
Enrolled

|m 508 &| o |23

ACA C ge ... Short D P
2€ Enrolled in coverage
2B Not enrolled, not full-time
2D Not enrolled, limited non-assessment period
3 Entries found
Date
Crestedby O
Okay to Delete Waiver
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The ACA Coverage Code (only allowed to be blank if plan option is WA)

2C - Enrolled in coverage

2B — Not enrolled, not full-time

2D — Not enrolled, limited non-assessment period




Coverage Codes

» Coverage Code - designates coverage status

»2C - Enrolled in coverage

“*Most common code - for employees that elected coverage
> 2B - Not enrolled, not full-time

“Used for non-FT employees that are not ACA eligible
» 2D - Not enrolled, limited non-assessment period

“Used for non- FT employees during IMP

“Used for ACA FT employees in admin/waiting period
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Coverage Code — designates coverage status

2C — Enrolled in coverage. This is the most common code — for employees who elect
coverage.

2B — Not enrolled, not full-time. This code is used for non-FT employees who are not
ACA eligible including the non-FT employee’s ISP.

2D — Not enrolled, limited non-assessment period. This code is used for non-FT
employees during their IMP/IAP and for ACA FT employees in an
administrative/waiting period.

The coverage code must be blank for an eligible (ACA FT) employee who waives
coverage. The system will automatically populate code 2G for the Form 1095-C.



Infotype 9004

Screen Overview = Periods

Display ACA Reporting (9004)

Personnel No Name Status  Withdrawn

EE group A Full Time Salary Personnel ar 0815 DOA-Office of Technology Svcs
EE subgroup 01 Class Ex
Start 01/01/2015 To ©01/31/2016  Chngd 02/04/2016 P00202438
ACAReportng
ACA Reportable indicator Y Yes
ACAOffer 1E  Minimum essential coverage/value offered
ACACoverage z | Initial Measurement Period - the 24 pay
‘ntial Measurement Perioa periods in which an employee will be
T . . o _ep_sls
° monitored to determine ACA eligibility
Initial Stability Period
To
— Initial Stability Period - the one year period
o [EAre e immediately following the IMP/IAP in which the
employee is or is not eligible to have insurance
Createdby O
Okay to Delete Waiver
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The Initial Periods

Initial Measurement Period (IMP): the 24 pay periods in which a non-FT employee
will be monitored to determine ACA eligibility; begins the first day of the first full pay
period after hire date and extends 24 pay periods.

Initial Stability Period (ISP): the one year period immediately following the IMP/IAP in
which the employee is or is not eligible to have insurance; begins the day after the
Initial Administrative Period expires and extends 12 months.

When either of these fields are completed, a Monitoring of Tasks (IT0019) record will
be created. The Initial Measurement subtype is 89 and the Initial Stability subtype is
90. Emails will be sent to the agency’s ACA contact when the reminder date is
reached. The reminder date defaults 30 days out but can be changed.

The email will contain the employee’s name, personnel number, and will tell you the
date that the initial period will end.



Infotype 9004

Screen Overview = Plan Option

Display ACA Reporting (9004)
e 3

02/04/2016 P00202438

| ACA Reporting
ACA Reportable indicator Y Yes
ACAOffer 1E  Minimum essential coverage/value offered
ACACoverage 2C Enrolled in coverage
Initial Measurement Period
To
Inttial Stabity Period
. OOCERES
Pién Opllon \ ACA Plan Option Short Descript. |
Enrolled NO "None i
1 WA Waived
NE Not Eligible
EN Enrolled
4 Entries found Vi
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The Plan Option (required field)

NO — None
WA — Waived
NE — Not Eligible

EN - Enrolled




Plan Option

» Plan Option - designates the plan status

»NO - None
“For employees who have not yet elected coverage or
waived coverage
“Used during admin period
> WA - Waived
“+The employee was offered coverage, but waived the
offer. The ACA Reportable Indicator will be “Y” for
Yes. The Offer Code will be 1E and the Coverage
Code will be blank.
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Plan Option — designates the plan status

NO — None. This code is used during the administrative period for ACA full-time
employees who have not yet elected coverage or waived coverage. Once the
employee submits the GB-01 form indicating election or waiver of coverage, the plan
option should be changed to EN or WA.

WA — Waived. The ACA full-time employee was offered coverage, but waived
(declined) the offer. The ACA Reportable Indicator will be “Y” for Yes. The Offer Code
will be 1E and the Coverage Code will be blank. Reminder: new calendar year
records are required for IT9004 records with a coverage indicator of WA.



Plan Option

» Plan Option - continued

> NE - Not Eligible
“Used for employees that are not eligible for coverage.
The ACA Reportable Indicator will be “N” for No. The
Offer Code will be TH and the Coverage Code will be
2B or 2D.
»EN - Enrolled
+This code is used when employee is offered coverage
and accepts. The ACA Reportable Indicator will “Y” for
Yes. The Offer Code will be 1E and the Coverage
Code will be 2C.
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Plan Option (continued) — designates the plan status

NE — Not Eligible. This code is used for employees who are not eligible for coverage.
The ACA Reportable Indicator will be “N” for No, the Offer Code will be 1H, and the
Coverage Code will be 2B or 2D.

EN — Enrolled. This code is used when an employee is offered coverage and accepts.
The ACA Reportable Indicator will be “Y” for Yes, the Offer Code will be 1E, and the
Coverage Code will be 2C. Note: for a non-FT employee with coverage, the offer
code will be 1G and the coverage code will be 2C. This is rare and should not be used
without first consulting with the OSUP BFA unit.

NOTE: There may be some instances where the Louisiana Revised Statute requires
you to offer health coverage to a non-FT employee. If the non-FT employee enrolls in
coverage, the ACA reportable indicator will be Y, the offer code will be 1G, the
coverage code will be 2C, and the plan option will be EN. If the non-FT employee
waives coverage, the ACA reportable indicator will be N, the offer code will be 1H, the
coverage code will be 2B, and the plan option will be NE.



Infotype 9004

Screen Overview = waiver Info

Display ACA Reporting (900 e a = o
2 « This box is reserved for recording waivers or
Personnel i
—j—— acknowledging coverage offers.
EE subgroup 01 Class Ex
Start 01/01/2015  To 9 2 i =
ACA Reportng « It will be linked to a waiver /
ACAReportatie ndicator Y acknowledgement of offer screen in LEO.
ACAOfter 1€
AcACoverage 2« |* The waiver / acknowledgement of offers
e B may be entered on the IT9004 by the
e Employee Administrator
Initial Stabiity Period
To

‘Offer/Declination of Coverage
Pian Option
EN Enrolled Walve Period to

Date

Createdby 0

Okay to Delete Waiver
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The Offer/Declination of Coverage Information

This box is used for recording Offers/Declinations of Coverage (waivers).

A future LaGov HCM enhancement will link to an Offer/Declination of coverage
screen in LEO. When the employee completes this screen, it will update an existing
infotype with the information and update the plan option with WA.

This information may also be entered on the IT9004 by the Employee Administrator.

Completion of this box requires the plan option to be WA.



ACA Infotype Maintenance Utility
@

Selection Entries
Effective Date to
Personnel area Hs to @
Organizational unit
Personnel number B to 5]

® Org Structure

| ACA Reporting Flelds
ACA Indicator
Offer Code
Coverage Code
Initial Measurement Period to
Initial Stability Period 1o
Plan Option 3
Waive Period (If applicable) to

Update Records

Select Output Display
Layout
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This utility is used to populate the fields on the IT9004 record as discussed earlier for
large numbers of employees at one time. So for example (refer to IT9004 scenario
document), if you identify all FT active employees with coverage for the entire year,
they can all be created with 1/1/2015 — 12/31/9999 effective dates, an ACA Indicator
of Y, an Offer code of 1E, a coverage code of 2C, and a plan option of EN.

The utility can create a record for an entire Personnel Area(s), Organizational Unit(s),
or a list of Personnel Number(s) all at one time.



ZP38
ACA Reporting Utility -

Executing the Utility

Once the Selection Entries and ACA Reporting Fields are
selected, the user should always execute the utility with the
“Update Records” box unchecked, initially. This is to ensure
there are no errors.

! Update Records
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This utility is designed to first be run in “test mode” which is the default. Once run in
test mode, the agency can see which employee records the system will be creating
based on the selection information. There is no “un-do” option.

Once the agency is satisfied with the employee list, the “Update Records” check box
should be selected to create the IT9004s.



ZP38
ACA Reporting Utility -

Executing the Utility

After executing the @ utility, a report will display showing all of
the records that will be created and what information will be
populated. The user should be reviewing the “MType”
(Message Type) column. If the column displays “Correct” the
record will be generated. If the column displays “Error” the
record will not be created.

/MType Message PersNo.i.Name
Correct |[Record Updated |
Pernr was locked
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ZP189
ACA Audit Report
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This report should be run to review, analyze, and correct ACA reporting data.




ZP189
ACA Audit Report

» Radio buttons:

o> Toread ITO167, IT9004, 1095-C, OGB ACA file, and ACA
audit errors

o ACA Audit - To view missing/incomplete/mismatched data

for Form 1095-C
» Use this report to:

o Determine what data is missing for the Form 1095-C

o Email a request to the employee for a
waiver/acknowledgement of offer (Future Enhancement)

> Verify that there is an Offer Code and, if applicable,
Coverage Code for every employee for each active month

> Work 1095-C errors
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The report can be run to display:

all records on IT0167 — Health Plans,

all active employees who have or do not have an IT9004 — ACA Reporting record,
information from 1T9004 and the OGB ACA file combined to populate the IRS Form
1095-C,

all data from OGB’s ACA file including dependents, COBRA participants, retirees,
and surviving spouses,

and error messages pertaining to IT9004, IT0167, and the OGB ACA data file.

The 1095-C Data option contains all of the fields needed to complete the employee’s
1095-C for ACA reporting. This should make it easy to identify which fields are
missing.

The ACA Audit option will identify errors that must be researched and corrected, if
necessary.



ZP189
ACA Audit Report - o167

ITO167 data will read all active Health records for the
Calendar Year selected

STATE OF LOUISIANA LaGov ERP-HCM
Report ID: ZP189 ACA Audt report
Report Date & Time: 07/29/2015 08:28:50
For Date: 7205
B Persares Persto. Employes/apprame  Dual SType SivtDate  EndDate  Changed on By Pan  Bxplanation Option Dep.Cover, 0GB Status Hire Rehre Sepante  Tranfer o P
0815 MEDG 0012013 022872015 10222014 (0GB WPDT MEDF 400 08  FulTme
0815 MEDG 03012015 12315999 10222014 (0GB UPDT MEDF MAGNOUALOCALAUS 5000 0GB Full Tme
0515 MEDG 11012012 Q282015 140772014 (0GB UPOT MEDF 400 08  FulTme
0815 MEDG 03012015 123199% 11072014 0GB_UPOT MEDF MAGNOUALOCALRWUS 90CD 0GB Ful Tme
0815 MEDG 07012010 12313999 057272010 (0GB UPDT MEDF 480 08 FulTme
0815 MEDG 07072010 Q2872015 11182014 0GB UPDT MEDF 4100 068 Full Time
0815 MEDG 03012015 1231%9%9 11262014 0G3_UPDT MEDF MAGNOLALOCALALS %0C0 0GB Ful Time
0815 MEDG 07012010 Q2282015 1072272014 0GB UPDT MEDF 4180 068  FulTme 060115
0815 MEDG 0302015 0SBL2015 0602015 OIS UPDT MEDF MAGNOUALOCALPUS 9080 0GB Full Time 08012015
815 MEDG 07/01/2010 12319599 (057272010 0GB UPDT MEDF 4170 068 Full Tme
0815 MEDG 0012015 12319999 09/102014 (OG3_UPOT MEDF MAGNOLIAOPENACCESS 7260 0GB Ful Tme
4% 068 FlTme

o515 MEDG 70201 1231999 WRRENNL 0GB WPOT MEDF
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How can this report option help me?

The 1T9004 records that you build for covered employees should align with the
ITO167 records.

As the bulk of your employees will be full time, active for the entire calendar year,
and have coverage — this report can be sorted and filtered to extract this list of
personnel numbers. This list can then be loaded into ZP38 to create the bulk of your
IT9004 records.



ZP189
ACA Audit Report - 1m9004

IT9004 Data will look for IT9004 records for all active
employees within the calendar year

STATE OF LOUISIANA LaGov ERP-HCM

ReportID: 159 ACA Aut report
Report Date & Time: 07/29/2015 08:31:49
For Date: 072912015
B Persar... Pers... Employee/app.rame SatDste EndDste  ACAln. ACAPn.. WaveYr ACAORer ACACoverag MeasStat  MessEnd  StabStat  SbEnd .. RehreSeparate  Transfer
(54
0815 01012015 05312015

06012015 12312015 N WA
0815 07012015 8312015 Y N 1€ 0

WOL015 12312015 Y -} 1€ X
o815
0815 06012015
015 WOUIS 23S Y £ X
o5 ovouss AV Y B £ X oloums wpuas

0815

Once you run ZP189 with the IT0167 option and you create the bulk of your IT9004
records, you can run the IT9004 Data report option to see which employees still need
a record.

Employees with no IT9004 record will have a blank line. Double-clicking on the blank
line will bring up the ZP38 screen if you want to create an IT9004 record for that
employee.

Employees with multiple IT9004 records will be listed on multiple lines.

This report can also be used to identify those employees with a “NO” in the plan
option field. These should be employees that still need to turn in a GB-01.

This report option will eventually have a feature that will allow you to email
employees requesting the completion of a GB-01 accepting or declining coverage and
also provide them with a link to the LEO screen where they could decline coverage.

Start and end dates on this report should coincide with action dates provided on this
report option.



ZP189
ACA Audit Report - 1095-cpata

1095-C Data report option displays the information
that will be populated on the Form 1095-C

ACA Audit report
QA B0 AVY 8 OQ Bev a0 B Sexctons T
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T X 815 A 4 10564 CREEKHAVENLANE. DENAMSRNGSWA 7% | |

% TX @IS A4 10664 CREEKHAVEN LWE L E - I
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At a glance, the agency can see the information that will be populated on each
employee’s 1095-C form. All employees with an IT9004 reportable indicator of Y at
any point during the calendar year will be listed here.

This option also includes the dependent information. This can be used to determine
where dependent social security numbers are missing. Agencies should make
multiple attempts to collect this data, update LaGov HCM, and report it to the Office
of Group Benefits.

NOTE: The columns containing the social security numbers (employee and individual)
are hidden on this screenshot.



ZP189

(Additional columns from ZP189)

ACA Audit Report - 1095-c pata
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These are the remaining columns in the ZP189 1095-C Data option report output.
(Note: the lowest cost self-only premiums, the coverage codes, months of coverage,

and dependent data from OGB are included here.)

In certain scenarios, this report will default codes, regardless of what might be on the
OGB ACA file or the IT9004 record. Therefore, you may see codes that are not listed

as options on IT9004.

Because all 12 months must be reported for each employee, we will also be using a

1H offer code and a 2A coverage code for each of the inactive months.




ZP189
ACA Audit Report - oceAcaFile

OGB ACA File Data option will display the data from the ACA
file sent from OGB, including retirees, COBRA participants, and
surviving spouses.

ACA Audit report
QA B0C AVY © CQ B e &0 D Sexwon T

031372016 0307
03132016 6360

11538 11528 %% %49

STATE OF LOUISIANA LaGov ERP-HCM
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To see dependents, the “Show Dependents” box must be checked on the selection screen. Dependent
information will be displayed with the employee’s personnel number. So sorting this information by
personnel number will paint a better picture of which dependents will appear on which employee’s
1095-C.

Date — the OGB ACA file is run at night once a day. Corrections you make today in eEnrollment will
show up on the next day’s file.

OGB agency number vs. LaGov HCM personnel area — retired employees (R2) will appear in OGB’s file
with the agency number of the agency paying the premiums. The LaGov HCM agency number for
these employees will be different if the employee is rehired (A2) and working at a different agency.
The LaGov HCM personnel area may be blank if the covered individual is a non-employee
(COBRA/Survivor), Other, or an employee who retired prior to LaGov HCM.

EE status — this status will tell you if the individual is Active (A), Retired (R), COBRA (C), Survivor (S), or
Other (O). Rehired retirees will be active (A).

Ind Status — this status will tell you if the individual is the employee (1), retiree (2), non-employee
(COBRA/SV) (3), a dependent (4) or other (blank).

For example: A1 would be actives, A2 would be rehired retiree, R2 would be retiree, A4 would be a
dependent of an active employee.

The following offer codes are being sent by OGB:
1E - you may see an offer code of 1E on this report option (individual status = blank); this is for
employees who were offered COBRA due to a reduction in hours (full-time to part-time);

* 1G for someone who was not a full-time employee for any month of the current reporting year
(retirees who retired in a prior year, COBRA offers for prior year termination), Survivors, and
Others;

* 1H for someone who retired during the current reporting year and has coverage as a retiree (for
the retired months) and COBRA.

The lowest premiums are included on the OGB file for inclusion on the 1095-C.



ZP189
ACA Audit Report - ocsAcaFile

(Additional columns from ZP189)
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These are the additional columns on the OGB ACA File Data report option.

The following coverage codes are being sent by OGB:

* 2A for employees who terminated in the current reporting year with COBRA
coverage;

* 2A for employees who retire in the current or prior year with retiree coverage;

* 2A for survivors (S) and others (0);

* 2B for employees enrolled in COBRA coverage due to a reduction in hours (full-
time to part-time);

* 2C for employees with coverage (including rehired retirees if OGB has been
notified by the agency that the employee is a rehired retiree).

Again, to see the dependents, the “Show Dependents” box must be checked.
Employee and dependent covered months will be listed with S for self-insured plans
and F for fully insured plans.

EE SSN — this is the employee’s Social Security number.

Ind SSN — this is the dependent’s Social Security number. It is important to review
this information to determine when data is missing (i.e. field is blank or all zeroes).

Date of Birth — the employee or dependent’s date of birth. This information is
provided to the IRS when a dependent’s Social Security number is missing.



ZP189
ACA Audit Report - aca Audit

ACA Audit option will identify errors that must be
researched and corrected, if necessary.

» NO ERRORS FOUND

» IT9004-0OGCB ACA FILE COVERAGE OR MONTHS ERROR
» IT9004-ACTIVE MONTHS ERROR

» IT9004-1TO167 COVERAGE OR MONTHS ERROR

» IT9004-PLAN OPTION - COVERAGE CODE ERROR

» IT9004-REPORTABLE IND - PLAN OPTION ERROR

» NO IT9004 FOR EE
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The ACA Audit option will display various messages based on criteria identified by OSUP and/or OTS. Below are the possible
messages:

NO ERRORS FOUND

OCCURS: Employees with no errors will appear with this message. The report output can be filtered to exclude this message to
obtain a listing of employees with errors.

CORRECTIVE ACTION: None.

1T9004-OGB ACA FILE COVERAGE OR MONTHS ERROR

OCCURS: when an IT9004 with plan option enrolled (EN) does not match coverage months on the OGB ACA file or employee is
not on the OGB file.

CORRECTIVE ACTION: Review the 1T9004 to ensure plan option and time period is correct; review OGB to ensure employee is
correctly enrolled in health coverage. Correct as appropriate.

IT9004-ACTIVE MONTHS ERROR

OCCURS: when IT9004 records do not match employee’s active months; partial months and months with no health coverage still
require an IT9004 record.

CORRECTIVE ACTION: Review employee action to ensure 1T9004 record(s) exist for all months of active employment and update
IT9004 begin/end dates accordingly.

1T9004-1T0167 COVERAGE OR MONTHS ERROR

OCCURS: when an IT9004 with an ACA coverage code of 2C or a plan option of waived (WA) does not match 1T0167 months.
NOTE: employees with LSU First coverage stored on IT14/IT15 from January 2015 to August 2015 will display as an error; after
data is verified, this error may be ignored for these employees. Beginning January 2016, this will be a valid error that requires
review.

CORRECTIVE ACTION: If IT9004 is correct, review IT0167 to ensure employee is correctly enrolled/not enrolled in health
coverage. This may require an update to OCB and/or LaGov HCM records

IT9004-PLAN OPTION - COVERAGE CODE ERROR

OCCURS: when an IT9004 ACA coverage code is 2D or 2B but the plan option is enrolled.

CORRECTIVE ACTION: Coverage code should be changed to 2C if employee is enrolled in health coverage; plan option should be
changed to NE or NO, as applicable, if coverage code is correct.

IT9004-REPORTABLE IND - PLAN OPTION ERROR

OCCURS: when an IT9004 reportable indicator is no (N) but the plan option is enrolled (EN).

CORRECTIVE ACTION: Change reportable indicator to yes (Y); all employees enrolled in coverage, regardless of status, should
receive a Form 1095-C. Or change the plan option in incorrect.

NO IT9004 FOR EE
OCCURS: when an IT9004 has not been created.
CORRECTIVE ACTION: Create an IT9004 for all active months of employment.



ZP189
ACA Audit Report - aca Audit

The following enhancements were made to the ACA Audit
option beginning with calendar year 2016 reporting:

» SSN added to selection screen
» 1T 9004-ADMIN PERIOD NEEDS TO BE VERIFIED
» IT9004-RETIRE DATE IS ON FIRST OF MONTH

» IT9004-DUAL EMPLOYEE

ZP189 — ACA Audit Report option was enhanced in 2016 with the below changes.

Social Security Number has been added to the selection screen
You may only search for SSN or personnel number, not both. This selection is not
available for the IT0167 and IT9004 Data options.

IT 9004-ADMIN PERIOD NEEDS TO BE VERIFIED

OCCURS: when an admin period IT9004 record (Y, 1H, 2D, NO) is valid for more than
one (1) or two (2) months.

CORRECTIVE ACTION: Review the employee’s IT9004 for accuracy and make
corrections if necessary.

IT9004-RETIRE DATE IS ON FIRST OF MONTH

OCCURS: when an employee has a separation action with an action reason of
retirement on the first of the month.

CORRECTIVE ACTION: For OSUP use only; no agency action is needed.

IT9004-DUAL EMPLOYEE

OCCURS: when an employee is active in more than one (1) personnel number for the
reporting year being reviewed.

CORRECTIVE ACTION: This is an indication that all information for the employee (all
personnel numbers) needs to be reviewed.




JTotal Attendance / Absence
Report

This report can be used for employees in a measurement
period to identify the average number of ACA hours in a
given period.

Total Attendance/Absence Report
v o

Date Selection
Last Period 14 2015
Present period 13 2018

Other Period(s)

OsteRange  07/06/2015 To 07/19/2015

§8888§
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Select ACA Hours in the Time Parameters section.

The report will use the number of pay periods entered on the selection screen to
perform the calculation in the output. If the employee was not active for the full
range of periods, the report will determine the number of active periods and use this
value instead.



ZP136

Total Attendance / Absence
Report

See the results.

SAP
11/14/2016
08:47:28
2P136
TotalACAHr Weekly Ave| Total Weeks
Q| |A|9(00) (P} |Bal ] B@(@a|e=z] B 1,604.00 40.10 wmwvm
Total Attendance/Absence Report 54901 106.04 &

PersNo. Last name First na... DUalE... Start |

| [01/1972016 |Permanent Full Time Sala_|Class Ex Regleave2100 60500 4321 14,
Permanent Full Time Sala Class Ex |Reg/Leave2100 2221.75 amn 82
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The report output shows weekly average and the total ACA hours based on the date
selection. Refer to the ZP136 report descriptor for additional information on the ACA
Hours report option.
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We have been through a lot of information. Let’s do a quick recap of your responsibilities
using this “Making ACA Simple” graphic:

S (sort and classify): You must sort employees and classify them as defined by the ACA
regulations (full-time, part-time, variable hour, seasonal).

I (identify and offer): You must identify employees who should be offered coverage
immediately:
¢ ACA full-time employees (those who average 30 or more hours per week) should
be offered health coverage immediately (within 30 days of hire date per OGB
rules).
* ACA Non-FT employees must have work hours measured in order to determine
health coverage eligibility.

M (monitor and measure): You must monitor Non-FT employees during the measurement
period(s); those averaging 30 or more hours per week must be offered health coverage.

P (propose coverage): You must propose/offer coverage to newly eligible employees. They
must make a decision within 30 days of their eligibility date per OGB rules.

L (LaGov HCM/eEnrollment): You must make appropriate entries in LaGov HCM and/or
eEnrollment based on the employee’s decision.

E (evaluate data): Finally, you must evaluate the data in LaGov HCM using the various
reporting options available on report ZP189.



Agency To-Do List

» Create IT 9004 records at time of hire

» Evaluate hours worked for non FT employees at
end of IMP

» Obtain GB-01

» Complete SMP calculations annually after pay
period 21; update LaGov HCM
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The next two slides give you a list of “ACA To-Do” items to be completed.
* Create Infotype 9004 records at the time of hire.

* Evaluate hours worked for non FT employees at the end of the initial measurement
period (IMP).

* Obtain GB-01 for all employees who waive health coverage annually.

* Complete standard measurement period (SMP) calculations annually after pay
period 21 and update LaGov HCM accordingly.



Agency To-Do List

» Update LaGov HCM and/or eEnrollment with
OGB Annual Enrollment changes

» Review ZP189 and correct errors
» Work ZP189 to identify missing SSNs

» Maintain documentation

Update LaGov HCM and/or eEnrollment with OGB Annual Enroliment changes.

Begin review of the ZP189 ACA Audit report option for errors and make
corrections.

Work the ZP189 report to obtain missing social security numbers.

Always maintain adequate documentation (average hours worked, measurement
period calculations, offers of coverage, waiver of coverage, request for social
security numbers). This documentation is going to be very important when we
respond to a Subsidy notice, IRS penalty notice, or an IRS audit. Be sure to update
your retention schedules and develop a plan for the maintenance and retention of
these records.



Resources and Tools

For the purposes of ACA IRS Reporting, LaGov
HCM Paid Agencies should use the OSUP website
for ACA information

For LaGov HCM system assistance, contact the
LaGov HCM Helpdesk
For eligibility questions, contact Office of Group
Benefits

- For all other questions regarding ACA, contact
the OSUP Benefits and Financial Administration
Unit: _DOA-OSUP-BFA@LA.GOV
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OSUP has created an ACA page on our website. From this page you can access links
to the final ACA regulations. We encourage you to read the regulations to gain an in-
depth knowledge of the requirements.

There are also some webinars on the IRS website that you can access via our website.
We will be updating our website with additional tools as they become available.

For assistance with completing your LaGov HCM system entries, contact the LaGov
HCM Help Desk.

For health eligibility questions, contact the Office of Group Benefits.

For all other ACA questions, contact the OSUP Benefits and Financial Administration
Unit.



Appendix A
Acronyms

ACA Affordable Care Act

Employee
FT Full-Time
Initial Administrative Period
Initial Measurement Period
Initial Stability Period
Minimum Essential Coverage
Office of Group Benefits

Office of State Uniform Payroll
Part-Time

Standard Administrative Period
Standard Measurement Period
Standard Stability Period

3 | ii
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