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

Welcometo the Office of StateUniform Payroll'spresentationon the AffordableCare
Act, EmployerSharedResponsibilityProvisiondor LaGoHCMPaidAgencies

BeginningFebruary2015 membersof the Office of State Uniform Payroll, Office of

Technology Services, Office of Group Benefits, and various Human Resource
professionaldbeganworking on a plan of action to complywith the provisionsand

reporting requirementsof the Affordable CareAct (ACA) Aswith most employers,
the datarequiredto be reportedto the Internal RevenueServices not housedin one

(1) system One of the first tasks for the project team was to review the

requirements,determinewhere the dataresides,and what data is missing In order

to preparefor agencytraining, the projectteam met approximatelytwo to three (2-3)

timesperweek

The following panel and project team memberswere instrumental in making the
decisionsand determining system requirements Amy Landry ¢ Project Leader,
LawannaGreenc¢ OSUR.ead,DawnHarris¢ DOA/OHRMarilyn Josephg CRTAshley
Gautreauxg SOSShelleyJohnsong DCFS,TanishaViatthews ¢ DOC SusanPellegrin
¢ DOTD,SuzetteMeiske ¢ LCTCSStacyCampbellg OTSLead,plus many additional
staff membersfrom theseagenciesandfrom 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

Todaywe will go overthe followingitems:

ACArequirementsat aglance
EmployerResponsibilities
A Classifyingmployees
A Determininghealthcoverageeligibility
A UnderstandingACAmeasuremenperiods
A CountingACAhours
A Offeringhealthcoverageand documentation
A LaGowWHCMentry requirements

We will be usinga lot of acronyms We have provided an acronymlist on the last
pageof the presentationguidethat you canuse



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

EffectiveJanuaryl, 2015 the EmployerSharedResponsibilityProvisiongcommonly
referred to as the employer mandate) went into effect. The employer mandate
requires all applicable large employersto offer health coverageto all full-time
employeesand their dependents Thisis generallyanyonewho works an averageof
30 or more hours per week Employersare alsorequiredto report health coverage
information to employeesand the Internal RevenueService(IRS) Basedon advice
from legal counsel,for the purposesof the Affordable CareAct, the Office of State
Uniform Payroll(OSUP}s & (i B & LJt 2fér SlINEGovHCMpaid agenciesaccording
to the IRS Eachagencywill be required to offer health coverageto eligible
employeesyeviewthe datato be reported for accuracyand maintaindocumentation
of the offersof coverage

*LaGovHCM Paid Agencies, collectively, are considered as one employer for ACA
LJdzN1J)2 aSaz FyR RIFEGE gAff 0SS NBLR2NILISR dzyRS



Employer Shared Responsibility
Provisions

»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

Iast 6 plan years for audit purposes

The employermandaterequiresemployersto provide health coverageto all eligible
FTemployeesand their dependentchildrenbeginningJanuary2015 In order to be
compliant with this requirementin 2015 only, employersmust have made health
coverageavailableto at least 70% of all ACAfull-time employees At the end of
November 2014 the Office of Group Benefits (OGB)requested information to
determinecompliancewith this provision TheOfficeof StateUniform Payroll(OSUP)
provided information to OGBfor our control group (LaGovHCM paid agenciesare
registeredunder one tax identification number assignedo OSUP) OSURperformed
the look-back exerciseand it was determined that, as a control group, the LaGov
HCM paid agenciesmet the 2015 required threshold of 70% There was a low
percentageof part-time employeescomparedto full-time employees Therequired
thresholdincreasedo 95%for 2016 It isimportant that we assurethat agenciesare
offering coverage to the applicable employees and maintain records of that
information. Non-compliancewith this provisionwill resultin employerpenaltytaxes
under Internal RevenueCode(IRC8498CH, which your agencywill be responsibleto
pay. TheInternal RevenueServicecan audit information for the prior six (6) years
documentation must be kept at least six (6) yearsor accordingto your I 3Sy Oé Qa
retention schedulejf longet



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

Therearetwo (2) penaltieswhichcanbe assessedby the InternalRevenueServicgIRS) The
first penaltyis the 498(H(a)penalty. Generally,a $2,000 annualpenalty (adjustedannually
for inflation) will be assessedf we do not offer health coverageto at least95% of ACAfull-
time employeeqandtheir dependents)and at leastone (1) ACAfull-time employeereceives
the premium tax credit. Thispenalty is not based on affordability; A Ub@s&don offers of
health coveragethat provide minimum essentialcoverageand provide minimumvalue The
penalty will be assessedon the entire full-time & S Y LJ ZoépSldtiin There are
approximately40,000 full-time employeesin LaGovHCM so we are facinga possible80
million dollar ($80,000,000) penalty for failure to comply. The penalty will be assessed
monthly, and all agencieswill be assessea portion of the penaltyproportionately. We need
to takethe proper stepsto ensurethis doesnot happen THISCANNOHAPPEN

Affordable S Y LJ 2 8har8dR Bwest cost selfonly coveragedoes not exceed9.5% of
householdincome (this percentageis subjectto annualinflation adjustments) there are
three (3) safeharborsprovided by the IRSbecauseemployerswill not knowanS Y LJ 28 SSQa
householdncome(federalpovertyline, rate of pay,and FormW-2 wages)

Minimum essentialcoverage employersponsoredplans,governmentsponsoredplans,and
marketplaceplansare consideredo provideminimumessentiatoverage

Minimum value the plan coversat least 60% of the total cost of benefits and covers
substantiain-patient hospitaland physiciarservices

Premium tax creditt an advanceable,refundable tax credit designedto help eligible
individualsand families with low or moderate income afford health insurancepurchased
through the Exchanggethe credit can be paid to the insurancecompanyin advance(which
will reducethe premiumamount)or the credit canbe claimedwhenfiling incometax return




Employer Shared Responsibility
Provisions

Thesecondpenaltyisthe 4980H(b)penalty Generallythis penaltywill be assessedf

we do offer health coverageto at least 95% of ACAfull-time employeesand their

dependentsbut at leastone (1) full-time employeereceivesthe premiumtax credit

and, for that employee, coveragewas not offered, was not affordable, or the

coveragedid not provide minimum value Thisis a $3,000 annual penalty (also
assessednonthly and adjustedannuallyfor inflation). If an ACAfull-time employee
receivesa premiumtax credit, we will receivea notice from the IRS We will haveto

prove that the employeeand their dependentswere offered coverage,the health

coveragewasaffordable,andthat the coverageprovidedminimumvalue Employers
will havean opportunity to respondto the notice prior to the penaltybeingassessed
If we are assessedhis penalty, the appropriate/affectedagencywill be responsible
for payingthis penalty



»OSUP will submit data on behalf of LaGov HCM paid

agencies:
= Form 1095-C (provided to employees by January 31)

Agencies are responsible for
ensuring the information that = =
will be reported on Form 1095-

C is correct and complete.

Another aspectof the employer mandate is the reporting. The Internal Revenue
Servicerequires employersto file an information return to report health coverage
information. Thisinformation will be used (1) to administerthe EmployerShared
ResponsibilityProvisionsand (2) to determine an S Y LJt 2 &ligikil®yafor the
premiumtax credit. The Office of State Uniform Payroll(OSUPill submitdata on
ACAfull-time employeesand coveredindividualson these forms on behalf of the
LaGowHCMpaid agencies Aswith FormW-2 reporting, OSURwill providethe Form
1095C to the employee/coveredindividual by January31. The data will be
transmitted to the IRSno later than March 31. TheIRSis the enforcementagency
and canaudit multiple years It isrecommendedto keeprecordsfor the last six (6)
yearsor accordingo yourrecordretention schedulef 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 elementsrequired to be reported on Form 1095C include the name of the
employee/plan member, employee/plan member social security number,
employee/planmemberaddress.employerinformation, the months during the year
that minimum essential coverage was offered that provided minimum value,
employeeshareof lowest cost monthly premium for selfonly coverageavailableto
the employee(not necessarilythe actualpremium paid by the employee) employer
safe harbor and transition relief codes,a listing of all coveredindividualsand the
monthsthey 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

9

Sincenot all data residesin one (1) system,we will rely on the Office of Group

Benefitsto provide someof the information. OGBwill provide a datafile on covered

individualsand their dependents Coveredindividualsinclude employees retirees,

COBRarticipantsandsurvivors Thedatafile will include

A PlanY S Y 6 $&hie addresssocialsecuritynumbert

A Themonthsof the yearthe planmemberwascovered

A The lowest cost monthly premium for selfonly coverage (not necessarilythe
actualpremiumpaidby the employee)

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

Thiswill be a dailyfile, so any updatesmadein eEnrolimentwill not appearin LaGov
HCM until the next day It is important for you to follow the OGBinstructions
regardingthe collectionof missingsocialsecuritynumberson coveredindividualsand
updatingeEnrollment/LaGo¥CM



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 residesin their
system(s) some of the required data existsin LaGovHCM Therewere some data
elementsthat R A Reki§t in either system,so LaGovHCM has been enhancedto
capturethesedataelements

A ACAreportabilityindicator

A Offercode

A Coverageode

A Initial measuremenperiod (IMP)

A Initial stabilityperiod (ISP)

A Planoption

A Waiver

More detailsregardingthesewill be providedlater in the trainingmaterial

It is the responsibilityof the Human ResourcegHR)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 severalentities to collectand 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

TechnologyServicedo designLaGowHCMreports,includingthe OGBdatafile. OSUP
will alsoprint and mail forms to ACAfull-time employeesand coveredindividualsin

addition to transmitting the data to the IRS Individual agency HR offices are

responsible for reviewing the data for accuracy and completeness (including
collectionof missingsocialsecuritynumbers),entering missingdata in LaGovHCM,
and maintainingoffer of coveragedocumentation



Next Steps

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

In a nutshelKXit is very important for you to manageyour liabilities monitor hours
worked of part-time staff, offer health coveragewhen required, and documentthe
offers. This may require a new approachto how you handle hours for part-time
employees(students, WAEs) where you R A Rh&a i offer them coveragebefore,
you will haveto offer it now if they meet the ACAdefinition of a full-time employee
Fordual employeesyou must considerthe total hoursworked at all LaGovHCMPaid
agenciesn determiningeligibility. On-call hoursare usedin the calculationof hours
worked and could cause a part-time employee to become eligible for health
coverage

Nextwe will begingoingoverall the detailsof the employerresponsibilities



HR RESPONSIBILITIES

As we discussthe HR responsibilitieskeep in mind that we will be providing
information basedon whether employeesare consideredACAFTversusnon-FTand
whetherthey are ongoingemployeesversusnewly 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)

Wewill start with classifyingemployeesappropriatelyunder ACA

Agencieswill needto determinethe appropriate ACAemployeeclassificatiorbasedon facts
and circumstancesat the time of hire. Newly hired employeesshould be classifiedas full-
time, part-time, variable,or seasonal

Fulitime employeesaccordingto ACA are those employeeshired to work at least30 hours
on averageper week Per OGBrequirements,coveragemust be offered and enroliment
decisionmust be made within 30 daysof the hire date for these employeesand annually
duringthe AnnualEnrolimentperiod. Most of the State'sworkforcefallsinto this category

Parttime employeesare hired to work lessthan 30 hours on averageper week These
employeesare not eligible for health coverage Although you R 2 yaﬁtlmlpate that these
employeeswill work 30 hoursor more per week, you will still needto monitor them over a
period of time to count their hours to determine their eligibility for health coverage An
exampleof a part-time employeewould be your studentworkers

Variablehour employeesare those employeesthat you cannotreasonablydetermine their
averagehours at the time of hire. Theseemployeeswill alsoneedto be monitored over a
period of time to count their hoursto determine their eligibility for health coverage For
example shelterworkers,food stampapplicationassistants

Seasonaémployeesperthe IRSare employeesvho work for a period of time not to exceed
sixmonths,andare generallyhired at the sametime eachyear (e.g. winter, summer) These
employeesare not eligible for health coverageas long as they do not work more than six
months Forexample life guardsand summercampcounselorsaat CRTRevenuel axAnalysts
at Departmentof Revenue (Thesix(6) monthscanbe dividedup duringthe year,aslong as
the employeeistruly seasonal So,they couldwork, for example three (3) monthsin the fall
andthree (3) monthsin the spring,but no more than six(6) monthstotal.)



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?

Nextlet's reviewhow to determineif anemployeeis eligiblefor healthcoverage

Was this employeehired as a full-time employee? If the answeris yes, then this

employeewould be eligible for health coverage Aswas stated before, an ACAfull-

time employeeis someonewho is expectedto work an averageof 30 hoursor more

per week Prior to ACA,agenciesdetermined what was consideredFT for OGB
eligibility purposes Youwill now determineFTin accordancevith the ACArules

Somefactorsto considerwhendeterminingan employee'sclassificatiorare:
A Isthe employeereplacinga full-time employee?
A Wasthe job advertisedasfull-time (30 or more hours)?
A Wasthe employeeadvisedthe job/position requiresworkingmore than 30
hoursperweek?
A Whatarethe workinghoursfor the sameor other comparablepositions?

Answeringyesto any of these questionswould lead to the determinationthat the
employeeis afull-time employee Theseemployeesnust be offered health coverage
immediatelyand will have 30 daysto enroll in coverageor provide documentationof
waiverof coverage

Nextwe 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 answeris no, then the
employeewould not be offered health coverageat the time of hire but would needto
have their hours counted to determine eligibility for health coverageafter 24 pay
periodsof employment

OSUmasdevelopedan Offer of CoveragaNorksheetthat agenciesnayuseto assist
in determining the expectation of an employee'sworking hours This form is
availableon the OSURwvebsite Whenusingthis tool, agencieswill just walk through
the questionson the worksheet

Agenciegnust count hoursfor thesenon full-time employeesto determinewhether
or not they are eligiblefor health coverage We will be usingthe look-backmethod
to determine which employeesqualify as ACAfull-time so that coveragemay be
offered to them at the appropriatetime. Documentationmust be maintained for
eachlook-backexercise

You must have documentationto prove the employeeis not full-time to dispute
penaltieswhenthe employeegetsa premiumtax credit at the Exchange

Documentation should include the average hours worked for that particular
measuremenperiod aswell asthe offer coverage/waiverif 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

Solet's review how to perform the look-back method. Thesemeasurementperiods will be very
important for youto understand

Remembethat this look-backexercisewill be performedby agenciedor non full-time employeesonly
sinceall full-time employeesare offered coveragemmediately.

In order to perform the look-backexerciseyou will needto determinethe employee'sMeasurement
Period, Administrative Period and Stability Period So let's define what each of these periods
represent

TheMeasurementPeriodis the period in which the employeeis earningtheir hoursof service These
are the hoursthat youwill & f 202 {Ooph @ndd O 2 dzydetérmine ACAFTstatusand thus eligibility
for health coverage Foron-goingemployeesthe MeasurementPeriodis 26 pay periods For newly
hired employeeghe MeasurementPeriodis 24 pay periods

The Administrative Period is the time period for agenciesto determine eligibility and complete all
necessaryadministrativetasksto documentthe offer of coverage Duringthis period, agencieswill
perform the look-back exercise,determineif the employeeis eligible for health coverage makethe
offer if the employeeis eligible,collecta signedGBO01 form with an electionor waiverwithin 30 days
of eligibilityandenter the coveragen LaGowHCMand/or eEnrollment;f elected

Per ACAregulations,the Administrative Period must not exceed90 days Per OGBrequirements,
coveragemust be offered and employeedecisionmust be madewithin 30 daysof eligibility. We will
discusghe exacttime periodfor the AdministrativePeriodlater in the presentation

The Stability Period immediately follows the AdministrativePeriod Newly eligible employeesmust
maintain coverage,if elected, during this period regardlessof their working hours during this time.
LaGowWHCMPaidagencieswill usea 12-month StabilityPeriod Foron-goingemployeesthe Stability
Periodwill alwaysbe Januaryl through December31 of eachyearwhich coincideswith the OGBPlan
Year Fornewly hired employeesthe Stability Periodwill vary basedon their MeasurementPeriod
and AdministrativePerioddates(basedon 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'sdiscusghe StandardMeasurementPeriod,the StandardAdministrativePeriodand the
StandardStabilityPeriodfor nonfull-time on-goingemployees

An on-going employeeis an employeewho has been employedfor a complete Standard
MeasurementPeriod Thiswould be anyonehired prior to pay period 22 of the previous
year.

All LaGowHCMPaidagenciesnust usethe 26 pay period StandardVieasurementPeriodthat
is required by OSUP This StandardMeasurementPeriod will always be pay period 22
through pay period 21. An on-going employeewill be offered coverage,if eligible, during
AnnualEnrolimentafter the end of the Standardvieasuremen®eriod

The StandardAdministrative Period for on-going employeesis pay period 22 of eachyear
through December31 of the sameyear. Thisis the period in which an on-goingemployee,
determinedto be eligible for health coverage will be offered coverageand be requiredto
makean electionduring annualenrolliment L Uaf3@the period in which agencieomplete
all administrative tasks related to the measurement period, offer of coverage, and
enrollment

The StandardStability Periodfor on-goingemployeesis Januaryl through December31 of
eachyear. Thisisthe time periodin whichthe employeemust maintain health coverage |f
elected

h D . d@dualenrollmentwill now be October1st ¢ November15" to allow time to identify
the newly ACAeligible employees notify them of their eligibility, offer them coverage and
allowthem adequatetime to makea 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 MeasurementPeriod, the Initial Administrative Period and the Initial Stability
Periodfor new non full-time employees

All non full-time employeeshired on/after the first day of the StandardMeasurementPeriodwill need to be
evaluatedafter 24 payperiodsto determinetheir eligibility basedon their hoursof service

Thelnitial MeasurementPeriodbeginson the first day of the first full pay period after the hire date and extends
24 pay periods This meansthat everyone hired during the same pay period will have the same Initial
MeasurementPeriod Thiswill standardizethe Initial MeasurementPeriodand limit the numberof exercisesou
will haveto doto 26 possiblelnitial MeasurementPeriods

The Initial AdministrativePeriod beginsthe day after the Initial MeasurementPeriodendsand expiresthe day
before health coveragebecomeseffective Per ACAregulations,the AdministrativePeriodmust not exceed90
days PerOGBrequirements,coveragemust be offered and employeedecisionmust be madewithin 30 daysof
eligibility. We are basicallybackinginto the administrativeperiod.

The Initial Stability Periodis 12 months from coverageeffective date. Thisis the time period in which the
employeemust maintaincoverageregardlesof workinghours

Thereis a report in LaGovHCMto assistagenciesn performingthe look-backexercisego count hoursfor the
Initial MeasurementPeriod(ZPL36). 2 S Qakefalookat thisreport later.

[ S lookat an examplefor a New Non-FTEmployee Usethe information in the slideto determine all of the
appropriatedates

Beckyis hired Junel, 2015 Becauséer hire datefallsin payperiod 12 2015 we will begincountingher hourson
06/08/15 (the first day of pay period 13 2015. Now countingforward 24 pay periodsbringsusto pay period 10
2016(enddate 05/08/16), the end of her initial measurementperiod. . S O datedBeligibility determinationis
05/09/16. Ifwea f 202 {Gahdicount her hoursof serviceduring her initial measurementperiod and determine
that shehasworkedon averagemore than 30 hoursper weekthen sheis eligiblefor health coverage Notonlyis
05/09/16 . S O (datexd eligibility, but it is alsothe start of her initial administrativeperiod. Per OGBrules,
Beckyhas 30 days from her date of eligibility (05/09/16) to make a decisionon acceptinghealth coverage
(deadline=06/07/16). If shechoosego accepthealth coverage,t will becomeeffective07/01/16 (beginningof
her initial stability period) and continuesfor 12 months (ending06/30/17). . S O {in&i& administrativeperiod
(0509716 ¢ 06/30/16) is the timeframe for HRto determine her eligibility, makethe offer of health coverage(if
eligible),makenecessangystementriesfor enrollment,anddocumentthe offer of health coverage



COUNTING HOURS

20

Countinghoursaredifferentfor & 2 y 3 8 X I8 2 §s1S/aB84y LI 2 .8TEcBunt
hours meansto add up the total number of hours of serviceduring a measurement
period. For ongoing employees,this will be done at the end of the standard
measurementperiod. Fornew employeesthis will be done at the end of the initial

measuremenperiod.



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

LWOP: FMLA and military only

21

In the previoussection,determiningeligibility, we defined an ACAfull-time employee
assomeonewho is expectedto work an averageof 30 or more hoursper week You
seeon this slide the IRSdefinition of an & K 2afzZN$S NI @aCh®aur for which an
employeeis paid, or entitled to payment, for the performanceof duties for the
employer,and eachhourfor whichan employeés paid, or entitled to paymentby the
employerfor a period of time during which no dutiesare performeddue to vacation,
holiday,illness,incapacity(includingdisability),layoff, jury duty, military duty or leave
of absence& @nd what hours are included in this definition for LaGovHCM paid
agencies Notethat On-call payis bolded Perthe IRSfor everyhour anemployeeis
on-call,the employeeshouldbe creditedfor an hour of service Particularattention
shouldbe givento any non full-time employeereceivingon-call pay. Thecombined
actualhoursworkedin additionto on-callhoursworked could causethe employeeto
becomeeligiblefor health coverage Again,there is a report in LaGovHCM(ZPL36)
that is availableto assistyou with counting hours and will be coveredlater in this
presentation The hours of servicelisted here are already programmedinto 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

22

Whenit comesto countinghours, there are two (2) groupsof employees Thefirst
group are the ongoing employees Again,this is someonewho was hired on or
before the beginningof the standard measurementperiod (SMP)and has been
working for at least one complete standard measurementperiod. The standard
measuremeniperiod for LaGowHCMis pay period 22 through pay period 21. Forthe
upcominglook-back exercise,you will count hours for any non full-time employee
hired prior to October 13, 2014 (ongoingemployees) Theseemployeeswill have
their hours counted on an annual basis as long as they remain a non full-time
employee It isrecommendedhat you monitor and managethe work hoursfor non

full-time employeesto ensurethe employee does not become eligible for health
coverage



Look-Back Method
for an Ongoing Employee

| 2014 | ) 2015 ) | 2016
Pay Peri - 17 | 14 | 15-21 L | 1 16 — 1 1
ay Period | 22-26 8- 5-2 Jan 1, 2016 — Dec 31, 2016 +Admin Period = Period
Year 1: On-Going Employee Admin On-Going Employee 22/2015 - Dec 31, 2015
. Standard Measurement Period Period* Standard Stability Period
Pay Periods 22/2014 - 21/2015
2015 ‘ 2016 2017
Pay Period | 17 | 814 | 1521 | 22.26 | 1.7 | 8-14 | 15-21 Jan i, 20172 Dec 31,2017 *Admin Period = Period
On-Going Employee 22/2016 - Dec 31, 2016
i Admin On-Going Employee
Year 2: Standard Measurement Period Period* 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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Hereis a graphicalpresentationof the information previouslycoveredon slide 22
regardingmeasurementadministrative,and stability periodsfor ongoingemployees
Youwill seedepictedon this slidethat there is someoverlapbetweena non full-time
SY LX 2 stahiftyp@riod and subsequentmeasurementperiod. It is important to
rememberthat once a non full-time employeeenters a stability period (Januaryl ¢
December31), their eligibility remainsunchanged This meansthat an employee
who is eligible for health coverageand acceptscoveragemust maintain the health
coveragefor the stability period, regardlessof the number of hours worked during
the stability period. Thehealth coveragecannotbe droppeduntil annualenroliment
and their hours will not be counted again until the end of next standard
measurementperiod. (Thereis an exceptionfor regular OGBFlexibleBenefit Plan
qualifyingeventchanges.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
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We just coveredcountinghoursfor ongoingemployees Now we will cover countinghours
for new hires Justto recapX

Theinitial measurementperiod for newly hired non full-time employeesbeginsthe first day
of the first full payperiodfollowingdate of hire andextendsfor 24 payperiods

Theinitial administrativeperiod for newly hired non full-time employeesheginson the first
day after the initial measurementperiod ends and expires the day before the health
coverageeffectivedate. Thisperiodincludes30 daysfor the employeeto makea decisionon
healthcoveraggper OGB)

The initial stability period for newly hired non full-time employeesbeginsafter the initial
administrativeperiod ends(healthcoverageeffectivedate) andextends12 calendamonths

RemindeKa nonfull-time employeecanbeX

A Parttime: at time of hire you reasonablyexpectthe employeeto work lessthan an
averageof 30 hoursper week

A VariableHour. at time of hire you cannotreasonablydetermineif employeewill average

at least30hoursperweek
A Seasonal period of employmentis during the samepart of the year eachyear, annual
employmentof 6 monthsor 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
PayPeriod | 8-12 [13-21]22:26| 1-7 | 8-10 . \ 07/01/16 — 06/30/17

New Employee Initial *Initial Admin Period = 05/09/16 -

Measurement Period (LA ELLE New Employee Initial Stability 06/30/16
Pay Periods 13/2015 - 10/2016 Period* Period
06/08/15 - 05/08/16
New Employee: Date of Eligibility Determination =5/9/2016

If eligible for coverage, decision deadline = 06/07/16
Coverage effective date = 07/01/2016
Initial stability period = 07/01/2016 — 06/30/2017

Any non-FT employee who has not been
employed for one (1) complete Standard
Measurement Period
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[ S iv@kihroughan exampleof a new non full-time employee Useyour OSURay period tablesand
payroll calendarsfor 2015and 2016 asa guide Beckyis hired Junel, 2015 Becausener hire date
fallsin pay period 12 2015 we will begincountingher hourson 06/08/ 15 (the first day of pay period
1320195. Now countingforward 24 pay periodsbringsusto pay period 10 2016 (end date 05/08/16),
the end of her initial measurementperiod. . S O (d&ebteligibility determinationis 05/09/16. We
havecounted. S O {h@uf3af serviceduring her initial measurementperiod and we determine that
shehasworked on averagemore than 30 hours per week makingher eligiblefor health coverage At
the point sheis deemedeligiblefor health coverage HRmust makethe offer of health coverageand
begindocumenting Notonlyis0509/16. S O d&edgeligibility, but it is alsothe start of her initial
administrativeperiod. Per OGBrules, Beckyhas 30 daysfrom her date of eligibility (05/09/16) to
makea decisionon acceptinghealth coveragg(deadline=06/07/16). Beckymustindicateher decision
usingthe GB0O1 andreturn it to you by 06/07/16. If Beckychooseso accepthealth coverage,t will
become effective 07/01/16 (beginningof her initial stability period) and continuesfor 12 months
(ending06/30/17). . S O liniti& administrativeperiod (05/09/16 ¢ 06/30/16) is the timeframe for
HRto determineher eligibility, makethe offer of health coverage(if eligible),makenecessaryystem
entriesfor enrollment,and documentthe offer of health coverage TheGBO01 is your documentation
andhasbeenrevisedto capturethe QualifiedEventDate (date of eligibility).

If shechoosesnot to elect health coverage you must get her to signa GB01 waivingcoverage She
willremaind ¢ | A tirSUgHoutthe stability period. Thisisanirrevocabledecision

If Beckyis deemedineligible for coverageafter the measurementperiod (non-FT),she will remain
ineligibleduringthe stability period.

One of the LaGovHCM enhancementswhich will be discussedater, is the ability to create a date
reminder. Thesystemwill generatean emailto the ACAContacton ZR200 30 daysbefore the end of
an S Y LJ 2 énfieb @éasurementand initial stability periods reminding you of the upcoming
deadlinesoyou canstart preparations



Counting Hours

CLASS EXERCISE

Exercise 1: Employee hired 03/12/15 Exercise 2: Employee hired 09/01/15

Initial Measurement Period (pay periods) Initial Measurement Period (pay periods)
(calendar dates) (calendar dates)

Date of Eligibility Determination Date of Eligibility Determination

Employee Decision Deadline Employee Decision Deadline

Health Coverage Effective Date Health Coverage Effective Date

Initial Administrative Period Initial Administrative Period

Initial Stability Period Initial Stability Period
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We will now allow you an opportunity to determineanew S Y LJt 2 peSofsQriyour own.
Calculatehe datesfor the two (2) exercisedn slide 26.

ANSWERSEXxercisd: Employeéhired 03/12/15

Initial Measuremen®Period  07/2015¢ 04/2016(payperiods)
03/16/15¢ 02/14/ 16 (calendardates)

Date of EligibilityDetermination 02/ 15 16; EmployeeDecisionDeadline 03/15/16; Health
CoverageEffective Date 04/01/16; Initial Administrative Period 02/15/16 ¢ 03/31/16;
Initial StabilityPeriod 04/01/16¢ 03/31/17

ANSWERSEXxercis®: Employeéehired 09/01/15

Initial Measuremen®Period  20/2015¢ 17/2016(payperiods)
09/14/15¢ 08/14/ 16 (calendardates)

Date of EligibilityDetermination 08/1% 16; EmployeeDecisionDeadline 09/13/16; Health
CoverageEffective Date 10/01/16; Initial Administrative Period 0815/16 ¢ 09/30/16;
Initial StabilityPeriod 10/01/16¢ 09/30/17

Thereare now two (2) tools [chart (seenext slide) and systemultility (ZR250)] availableto
assistyou with determiningthesedates,but it is very important for you to understandhow
to calculatethesedatesbecauseyouwill needto enter thisinformationin LaGovHCM



Counting Hours
e suicion | ™ et teaman™ | Cortape | Hoatrins | ¥l Sty Peiod
(2app) Eligibility Deadiine exceed 90 days)

(1t full PP after hire date) (i 'y ",‘“_d- HET m"l-?:::

date of IMP) Coverage Eff Date) Calendar Month)

179004 Dates. IT9004 Dates. 179004 Dates.
i 7-:-|- -"'.'|r:' 7:;:. ==: To date =

month ‘month date + 1 below

PPBegin| PPEnd | 1stPP | 24thPP | PPBegin | PPEnd Begins | Ends PPEffective | Begins | Ends
222014] 10132014 1026/2013] 232014 202015 102772018 H27201 V28201 102772015 W28/2015] 10312015 11/1/2015|20 2015 117172015 10,31/2018)
4| T02772014] 11/W2014| 24 2014| 21 2015] 1W/102014] 1071172015} 0122015 u;w;;lmus TIA02015) 201523 2016 72015 11/3072016)
A[T02018| T1/2%2014] 52014 222018 11242014 107252079 TOZ0TE|  TV2N205| TVR2018| 11302015 1217201823 201 2078 11730201
252014| 11202013 1701|201 B0 1TW01| TN T3] TIRZ0TE| 1IRN2015| 123172075) TA72016[25 2015 2016|123 77207
262014| TO00TTZIVRN TR0 WD 1500 TR TVZVR 122D VN1 1231201 V2016|5015 2076|1230
[T2015 [12227201] VA015| 22015 252015 V52015 1262016 1272018 V&2016| 12712015 1312016 Z172016(12016 Z172016| 1312017
22015 | 1&201y 18018 32015 262015  ViN2015] 1220207 2207 TIG2016| 12212018 13172016 J72076(12016 J0T6| 13200
32015 | 192015 ZV01E 42015 1201 222015 201 AT JTR|  Va06 22T F16[32016 V016 22820
[42015 | 222015 2752018 5201 22016 2162015 11772016 Ta201e| J162016] 1182016 2202016 V2016[3 2016 Vi2016| Z28201T]
[52015 | 2152019 VU005 62015 3200 V2201 mvzm V3016  WI2016]5 2016 WI72016| 331201
(62015 | 322015 V152016 72015 42016 W162015 21412015 2152015 F152016| 152016 32016 umu%szoxs 2016|3207

http://www.doa.la.gov/osup/ACA/ACAMeasurementPeriodChart.pdf
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Here is a snapshotof the ACAMeasurementPeriod Chartlocatedon h { | tAQA
webpage Thefull chartcanbe found on the web addresdocatedon 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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Howdo you handlean employeewho transfersfrom one paid agencyto anotherpaid
agency? Theanswerdependson the type of employee(full-time or non full-time).
Thegainingagencyis responsibldor collectingthe appropriatedocumentation

If the employeeis full-time in both agenciesthe employeemust completea GB01
or, if agencypolicy allows, print the TransferredEmployeeDeductionsAuthorization
Report (ZRL65) for employee signature Pleasenote that LSUFirst Health Plan
enrollmentwill not appearon this report. Revisiondo ZPL65to add LSUFirstHealth
Plan are on hold; agenciescan use ZR255 (Plan Participation Report) until the
revisionsare completed

If the transferringemployeeis non full-time..the gainingagencymust determine if
the employee is in an initial measurement/stability period or the standard
measurement/stabilityperiod. It is very important to know if the employeeis in an
initial measurement/stabilityperiod becausehis impactswhenyou counttheir hours
(initial measurement)or how long they can retain their health coverage (initial
stability). UseOSUPFL00to documentthis information. Becausd.aGovHCMPaid
agenciesare consideredone employerfor reporting, the employeeMUSTcontinue
the existingmeasurement/stabilityperiod from the previousagency You CANNOT
start anew measurement/stabilityperiod becausehey are new to youragency

The gaining agency must include the hours worked in the losing agency when
counting hours after the measurementperiod ends (this is becauseall LaGovHCM
paidagenciesare consideredone (1) employerfor ACApurposes)



Counting Hours

Transfers from Non-Paid Agency to Paid Agency

New agency must complete required documentation for
employee:

If 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 employeestransferring non-paid to paid, the gainingagencyis responsiblefor
collectingthe appropriatedocumentation If the employeeis full-time, the employee
mustcompletea GBO1. If the employeeis nonfull-time, youwill treat the employee
as a newly hired non full-time employee (meaning they will have an initial
measuremeniperiod and initial stability period). Measurement/stabilityperiodsand
hours of serviceat non-paid agenciesare not taken into considerationat your paid
agency Agenciesare encouragedto use the OSURFLO0 to document your
reasonableexpectationgor the S Y LI 2 woskiBghéurs

Remembetthat this is IRSdriven ¢ basedon the employeridentification 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
measurementperiod? Transitioningto the standard measurementperiod is by far
the most complicated topic in counting hours. You probably ¢ 2 y @eil it
immediately Youwill haveto take it backto your office, study, and think on it some
more. Rememberthough,that you will only haveto usethis for non-FTemployees
Thenew non full-time employeewill havetheir hoursof servicecountedduringtheir
initial measuremeniperiod to determineeligibility duringtheir initial stability period.
Theywill also be included in the first standard measurementperiod that begins
after their hire date. Thiswill most likely result in overlappingof initial stability
periodandthe standardmeasuremenperiod.



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

IbP

that begins after
DOH

Employee
< moves to SSP
PPD 22/2015 - PPD 21/201q either
(10/12/15 - 10/9/16) here
SMP or here

1/1/15 -12/31/15
SsP

Y
015

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

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

A
Y |
2016 2017
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[ S lbékatanexample

Dateof Hire: 6/1/15

IMP. PPDL3/2015¢ PPDL(O/2016(6/8/ 15-5/8/ 16) (trackhourshere)

ISP7/1/16-6/30/17

SMP PPD22/2015¢ PPD21/2016(10/12/15 ¢ 10/9/16) (thisisthe SMPthat startsafter the
date of hire, sotrackhourshere aswell)

Duringthe S Y LJ 2 BBy Qill needto determineif the employeeis eligiblefor coverage

in the nextSSP

x Assumingthe employeeis currently coveredin their ISP,if they are deemedto be
ineligible for coveragebasedon SMP,then they will stay in their ISPuntil it expireson
6/30/17 and their health coverageends Theywill be evaluatedagainafter PPD21/2017
(the end of the next SMP)

x |If they are deemedeligible for coverageduringthe SMPending 10/9/ 16, then they end
their ISPon 12/ 31/ 16 andmoveinto SSPn 1/1/17.

(Donot evaluatetheir hoursin the ISP)

Employeemovesto SSPeither 01/01/17or 07/01/17 (whicheveris advantageoudo the
employee)

First dotted arrowt SMPstatusis favorable,so ISPends early and EEshifts to SSPearly
(0v01/17)

Seconddotted arrowt IMP statusis favorable,so ISPdoesnot end early and EEshiftsto SSP
whenit 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/Absencdreporthas been enhancedto include an option (via a radio button) that
allowsyouto look at the numberof ACAhoursworkedfor a givenperiod. We haveincludedthe numberof hours

that we are required to use per the ACAregulations Thesehours were coveredpreviouslyon the & | 2 diNE

{ S NIZslide STo recap, it includesregular, overtime/k-time, on-call, all paid leave types, FMLALWOP,and
military LWOP

Youwill usethis report to look at the number of total ACAhours for non-FTemployees To get the hours of
servicefor anindividual,run the ZPL36 report to get the hoursworked for specifiedpay periods Typically you
will usethe payperiodsfor the Initial MeasurementPeriodor the StandardMeasurementPeriod

Thereport givesyou the weekly averagehoursworked It will alsooutput the total number of weeksthat the
employeewasactiveduringthe look-backperiod andwill do an averagebasedon that numberof weeks So,for
example,if you are doing a 26 pay period look-back,and the employeeonly worked 14 weeksof those 26 pay
periods,the report will output 14 in the WeeklyAvecolumnand computethe averagehoursworked basedon 14
weeksrather than 26 pay periods

A separationdate will appearon the report, if at the time you run the report the employeeis active and at any
point during the period being reviewed the employeehad a separationaction If there was more than one
separationdate, the mostrecent separationdate will be displayed Thisis sothat you canseethat the employee
wasnot activeat somepoint duringthe period.

Thesamewill be reported if the employeehasa hire date during the period beingreviewed
Thereport alsooutputs the Contracttype, sothis shouldbe helpful to you.

Sinceyouwill haveto offer coverageimmediatelyafter the Initial MeasurementPeriodends, it will be important
to beginrunningthe report asyou are nearingthe end of an IMP to determine which employeesappearto be
averaging30 or more hours per week DO NOTWAITUNTILTHEMEASUREMENAERIODS OVERTO BEGIN
ANALYZINGHEHOURS

Thereisatool in the systemthat givesyouthe ability to createa date reminderthat will generatean e-mail to the
ACAcontacton ZR200 30 daysprior to the end of the measurementand stability periods Thiswill remindyou of
the upcomingdeadlines Thisis not drivenfrom ZPL36. It is drivenfrom a new ACAinfotype (IT9004) which will
be coveredlater.



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 glaned 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

2 S Q explainedthat ACArequires employersto offer health coverageto eligible
employees and their dependents So you might be asking what type of
documentationyou shouldkeepin an S Y LJ 2 BléSt& deinonstratethat you did
offer coverage

For newly hired ACAfull-time employees becauseyou haveto offer them coverage
immediately,the completedGBO1 is your documentationalongwith the OSUP/EO00
Offer of CoveragaNorksheet,if youchooseto useit.

For newly hired non full-time employees,your documentation will include the
OSUP/EQO (if used),the hoursof servicecalculationwhich showsif the employeeis
eligibleor not at the end of the initial measuremeniperiod (this isthe ZPL36report),
and the GBOL1 for the coveragechosenif the employeeis eligible or if they waived
coverage

Ongoingemployeesvaluatedafter the standardmeasuremeniperiod endswill have
the hours of servicecalculation(ZPL36) which showsif the employeeis eligible or
not, and the GBO1 for the coveragechosenif the employeeis determinedto be
eligibleor if they waivedcoverage

Thisdocumentationwill be neededif there is an IRSaudit or if we are assessed
penalty Youshouldretainall documentationfor at least6 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 GB01 has been revisedfor ACAand other purposes It includesnew waiver
language



SPECIAL GROUPS
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Thereare some specialsituationsthat you will haveto pay closeattention to when
you are counting hours and determiningan S Y LJt 2 eli§ilali€y dor 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

Oneof thesesituationsis employeesvho are duallyemployed

Theseare employeeswvho work for more than one LaGovHCMpaid agencyduring a givenyear (more
than one personnelnumber) ThisA & gs@niich of an issueif they are full time at one agencyand
have been offered health coverage It doesbecomean issueif they are non-FTat two different
agencies(for example student workers who work part time for two agencies) You will have to
considerthe hoursworked for both positionsto determine eligibility. Soa student could potentially
qualifyasACAFTevenif youneverintendedfor them to be FTat youragency

The ZPL36 Total Attendance/AbsenceReport and the ZPL89 ACA Audit Report will have a dual
employment indicator to show that these employees have two different personnel numbers
However this doesnot necessarilyneanthat the employeeworkedfor two agenciest the sametime
during the year being evaluatedso you will needto look at these employeescloselyto determineif
they were in fact employedby two agenciesat the sametime.

Thedual employmentindicator showsa |, fér anyonethat previouslyworked in another paid or non-
paid agency(with multiple personnelnumbers) So,they may not truly be a dualemployee/ working
at 2 agenciesat the sametime.

If you find that the employeedid work for two agenciesat the sametime for the period you are
evaluatingyoumust countthe hoursfor both personnelnumbersto determineeligibility.

Per ACARegulationsthe agencythat the employeeworks the most hours with must offer health
coverageand collectthe premium However,it may be necessaryor both affectedagenciego work
together to determine the plan of action regardingcounting hours, LaGovHCM entry, and offering
coverage

One thing that you will need to do when you hire an employeeis find out if they are working for
another paid agencyand if they are in a measurementor stability period. If so, you will have to
considerboth jobsfor the measurementand 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

Rehiredretirees also require specialattention. What is required by ACAregulationsmay be very different than how you
currentlyhandlerehiredretirees

Per ACA rehired retirees are consideredactive employeesand as an active employeeyou, asthe employer, are required to
offer health coverageto all activeemployeesijf they are eligible

If they are rehiredasACAFT they may chooseto continuehavingtheir premiumdeductedfrom their retirement check but you
are still requiredto offer them coverageand havethem completeaGB01d ¢ | A @2 & SINEkthélyshiboseto continuehaving
their premiumswithheld from their retirement check(ratherthan through payroll)

TheGBO01 hasbeenrevisedand now hasa sectiononthe formto & & | Ac@v&rgge Oneof the reasonsfor waivingcoverages
that the employeealreadyhas Group health coverage The GB01 with coveraged ¢ | A ghBuRlhot be sentto OGB |t is
documentationfor you, asthe employer,to showthat you did in fact makean offer of health coverage

If they choosecoveragein their rehiredretiree position,you mustdeductthe premiumthroughpayroll Theywill paythe same
rate they paid asa retiree, soif they are subjectto a vestingscheduleof 19% they will still paythat samerate if it is deducted
throughpayroll

Also,if, for example the rehiredretiree choosego havehealth coveragecomeout of their pay check your agencywill paythe
employershare However,once the rehired retiree separatesfrom service,they will revert backto the OGBinvoice of the
agencythey retired from.

If the rehired retiree is consideredto be non-FT,you will haveto go through the processof placingthem in a measurement
period, and evaluatingtheir hoursworked at the end of the measurementperiod, and offering coveragef applicable Youwill
alsohaveto completethe LaGowHCMentriesfor theseemployees

Further,if the rehired retiree doesnot have OGBhealth coverageasa retiree, they are still consideredactivefor ACApurposes
and you must go through the sameexerciseasfor other employeesto determinetheir eligibility. Soevenif they didn't elect
coverageasaretiree, asan activeemployee they maybe eligiblefor health coverage

Someother groupswe have identified who may need specialconsiderationare board members,clients at developmental
centers, district attorneys, and 9/10 month employeesat educationalinstitutions. If your agencyhas any of these types of
employees OSURwill work with you individuallyto determinethe requirementsand the best plan of action. If you haveany
employeesvho youfeelfallinto ad & LISSONER |- dbtt Isted here,contactOSUP



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, employee 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

PerACAregulations jf anemployeeterminatesandis rehired within 13 weeks,the employee
is treated asa continuingemployee Soif they were separatedfor lessthan 13 weeksthey
are not a new hire. If the employeewasin a measurementperiod or a stability period prior
to the separationyouwill continueusingthat sameperiod.

If they were in a measurementperiod, the employeeis credited with zero hours of service
duringthe time periodwhichhe wasnot employedby the agency

If he wasin a stability period before termination of employmentand he had health coverage,
you must offer health coverage,and if elected,coveragemust be reinstatedby the first of
the month after rehire.

FOREXAMPLE If an employeeterms June15" and is rehired July 30", this is 6 weeks of
separationso you must treat them as a continuing employee sincethe separationis less
than 13 weeks If they were in a measurementperiod or stability period, they would
continuein that samemeasurementperiod or stability period.

Thisis an exampleof where the averagefunctionality on the ZPL36 report will not work for
you. Youwill usethe report to get the total numberof ACAhours,but you will haveto do a
manualcalculationto determinethe averagehoursworked duringthe measuremeniperiod.
The report will not include the inactive periods in the averagecalculationand you must
includethistime period asif the employeewasstill active

If there were 13 or more weeks between the point of separationand rehire, you would
follow the sameguidelinesasfor any new hire. If you expectthat they will work full time,
you offer them coveragehavethem completea GB01 whichwill documenttheir choice,and
update LaGovHCMaccordingly If they are a non-FTemployee,you will begina new initial
measuremenperiodandfollow the guidelinesve havecovered



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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Anemployeethat is separatedor lessthan 13 weeksis not a newemployee

Unless
Theirseparationis at least4 weeksbut lessthan 13 weeksand they were separated
longerthan their employment

The & NXaf LS NJsaysas employee may be treated as a new employeeif the
period of non-employmentof lessthan 13 weeks(for an employeeof an educational
organizationemployer, a period that is shorter than 26 weeks)is at least four (4)
weekslong and is longer than the S Y LJt 2 pefidsl 6f 2mploymentimmediately
precedingthe period of non-employment

FOREXAMPLEAN employeewas hired by Correctionson May 1t and then termed
on Junel5". Thenon August30"they are rehired by LDH Sothey worked for 6
weeksand then they were separatedfor 10 weeks Sotheir separationwaslonger
than their employment and at least 4 weeks but lessthan 13 weeks so they are
treated like a new employee

Just remember that this situation does exist, although probably rarely, and it is
somethingyou will haveto think about if you are rehiring someone Also,sincewe
are consideredone employerfor ACApurposes,this samerule appliesfor someone
who istransferringfrom one paidagencyto anotherpaidagency



PREPARING DATA for
IRS REPORTING

- :

As coveredpreviously,we are requiredto provide an IRSForm 1095Cto every ACA
FTemployeewho waseligiblefor health coverageduringthe calendaryear (whether
they had coverageor not), and every employeewho actually had coverage,along
with their dependents

The form will report, by month, whether the employeewas offered coverageand
whetherthey actuallyhad coverage

We also have to report on retirees, COBRAparticipants, and survivorswho are
enrolledin the OGBselfinsuredplanswhichare the BlueCrossand LSUWHealthplans



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

42

In order for usto do the reporting, a new infotype (IT9004) wascreatedin LaGovHCMto capturethe neededACAdata. Theinformation on this
infotype will be usedto determine whether or not an IRSForm 1095C is created for an employee We will know this basedon the ACA
reportable indictor on the infotype where you will selectYesor No.

Agenciesare requiredto createthis infotype for everyemployeewho is activeany month duringthe calendaryearregardlesof whether they are
now separated Youwill only needto createit for the monthswhenthe employeewasactive

Anew infotype will haveto be createdeachyearfor non-FTemployeesand FTemployeeswho waive coverage

For FTemployeeswho havecoveragethe infotype canbe createdwith an infinity end date (12/31/9999 so you won't haveto createa new one
eachyear.

Thisinfotype has been addedto certain hire/transfer actions,so you will either create, display,or edit the infotype when you are hiring an
employeein LaGowHCM,dependingon the type of action Youshouldmakethis processa part of your new hire checklist

Again,youwill only createthe 1T9004for the period the employeewasactive ¢ not necessarilyfor the full year.

In addition, newly hired ACAFTemployeeswill require 2 ITO004records Onefor the admin Eeriod, whichis the date of hire thru the eligibility
date andthen anotherfor the eligibility period. Forexample,if a FTemployeeis hired June5" and enrollsin coverage you will createan IT9004
record for Junel1-July31 to representthe admin period and then copythe record for Augustl through 12/31/9999to representthe coverage
period. (NOTE Thebegindate shouldalwaysbe the first day of a month andthe end date shouldalwaysbe the lastday of amonth.)

Youwill havethe ability to masscreatethis infotype for groupsof employeesusingtransactionZF38.

Youwill alsoneedto copy the IT9004 record anytime any part of the record needsto be changed,so an employeecan have multiple IT9004
recordsduringagivenyear.

Youwill be required to populate the following fields on 1T9004 the ACAReportableIndicator, Offer Code,the CoverageCode, the Initial
MeasurementPeriodStartand EndDates whenapplicable the Initial Stability Period Startand EndDates,when applicable,andthe PlanOption.

Youwill populate IMPandISPdatesfor new, non-FTemployees

IT9004 records must be created for all employees(employedat any point during the year) beginningwith calendaryear 2015 For eligible
employeeswho were offered coverage,but waived coverage a GB01 should be obtained with the &! O y 2 dffes ahd [3eclineHealth
Insurance 2 @ S NskcHoS8completed

While doingyour entry, keepin mind that eventhoughwe have met the IRSthresholdfor 2015 we still haveto capturethe datato report it in
2016andsubsequentyears,andthe only way we knowwhether to createaform is basedon you completingthis Infotype.



» 30 day
reminders on
Initial
Measurement
Period End Date

Initial Stability
Period End Date

IT9004 (ACA Reporting)

Display ACA Reporting (9004)

Perscanel No Name

EE growp A Full Time Salary Personnelar 0815
EEsubgroup 01 Class Ex

Sun 01/01/2015 ° To 12/31/9999  Chagd 09/21/2015 PO0166470
ACA Reportng

sus Atve
DOA-Office of Technology Sves

ACA Reportable Indicator Y Yes
ACACHer 1€ Mintsus essential coverage/value offered
ACACoversge 2C  Enrolled 1n coverage

Il Measurement Period
To

Insal Stabaty Perod
To

Pian Option
EN Enrolled
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Thisis a quick glanceof the IT9004 screen One thing to note is when an Initial
MeasurementPeriodor Initial StabilityPeriodis enteredhere,a date reminderwill be
createdthat will sendyou an e-mail 30 daysprior to the end of the period. At that
time you shouldbegind O 2 dzy theAS/YALIE 2 BoBrSuURitig ZPL36 to determine

their eligibility.

The reminder e-mail will be sent to the ACAcontact(s)on ZR200, so you should
review your contacts and update them if necessary The reminder will also be
includedon the datereminderreport (ZF08).



IT9004 Codes

Infotype 9004—ACA Reporting
Entry Guidelines

ACA Reportable Indicator

Value Description | 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 Ci
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.qov/osup/ACA/IT9004EntryGuidelines.pdf
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2§ Qaeatedan entry guidelineschartfor youto useto createyour IT9004records

Hereis a snapshotof the IT9004 ACAReportingEntry Guidelineschart. Theentire chartcan
be found onthe web pagelistedonthe slide

Thisdocumentwill list the fieldsthat youwill seeon IT9004andtheir possibleentries

Youwill usethis chartandthe employeescenariodocument(to be coveredon the nextslide)
to createthe IT9004recordsfor all of youremployees

The codesthat are availablefor the IT9004 record are the IRScodesthat will be usedon
Form1095C

The ACAReportablelIndicatoi field will determine who should be included in the ACA
reportingandreceivea Form1095C

Theda | /Offer/ 2 Rfteld showswhetheranoffer wasmadeto the employee

Theda ! /Coverage 2 Rfiekl showsif the employeehad coverageor explainswhy they
R A RhAv@doverage

Therewill be somecodesthat you will seeon the ZPL89 ACAAudit Reportthat you will not
haveaccesgo on1T9004 2Aand2G. We haveincludedthem on this chart soyou will know
why they were usedfor a particularemployee



IT9004 Codes

OSUP ACA Employee Scenarios

ACK TR
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 20 NO
[ACA FT employee who accepts
coverage Y 1€ 2 EN

d

ACA FT employee who waives
coverage Y 1E blank* NOWA™ |shous

N 1H 2 periods NE

T employee who
s tobe ACAFT &
eligible at end of their IMP)
ACAFT Employee's
coverage (The ISP for a
employee who is deten

Y 1H 20 NO

who waives coverage) Y 1€ biank® of AP | NOWA™ |
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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Hereis a snapshotof the OSUPACAEmployeeScenarioxhart Theentire chart can
be foundon the web pagelistedon the slide

[ S @o@rrough a coupleof scenarios If we look at the secondand third scenarios,
thesewill covermostof youremployees

We havean ACAFTemployeewho electedcoverage TheirACAReportablelndicator
would be Yes their ACA Offer Code would be 1E for Minimum Essential
Coverage/MinimunValueoffered; their ACACoverageCodewould be 2Cfor Enrolled
in Coverageand their PlanOption would be ENfor Enrolled Sincethis is not a new
employee,you ¢ 2 dzf evoyhfidaiiethe Initial MeasurementPeriodor Initial Stability
Perioddatefields

Foran ACAFTemployeewho waivescoveragetheir ACAReportablelndicatorwould
be Yes their ACAOffer Codewould be 1E for Minimum EssentialCoverage/Minimum
Value offered; their ACACoverageCode would be Blank HCM will automatically
populate 2G on Form1095Cfor Section498(H affordability federal poverty line safe
harbor, and their PlanOption would be NO or WA. NOis useduntil the GBO1 with
the waiverinformation completedis collectedand then you changethe PlanOption
to WA for waived Youmustrememberto completethis final stepto ensurethat the
Form1095Cis completedcorrectly



'V 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

There are five (5) report options:

1) The IT0167 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.

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

3) The 1095C Data radio button: Displays what information will be used to populate
the IRS Form 1096.

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

5) The ACA Audit option: Displays various messages identified by OSUP and/or OTS.



QI lIQB‘OGOwBNM‘OQDB 28 o8

ACA Audit report
o ﬁ

a7

Thisis a quickglanceof the ZPL89report selectionscreen Thereport optionswill be
coveredin greaterdetail later in the trainingmaterial



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

covered
individuals
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Thisgraphicrecapsthe reportingprocess

First, we will be receivinga daily file from OGBwhich will report information for
coveredindividuals

Agenciesshouldreview the data on ZPL89to validatethe data. Anyinconsistencies
identified from ZPL89 should be corrected via 19004 LaGov HCM, and/or
eEnrollment

In JanuaryOSUP/OT®&ill usethe datato createthe IRSforms. It is mostimportant
that the datais accurateso that we can producecorrectforms. We are requiredto
provide a form to any personwho was eligible for health coverage,regardlessof
whetherthey hadcoverageor not.

In JanuaryOSUP/OT®ill print and mail the formsto employees Formswill alsobe
providedto retirees, survivors,and COBRAvarticipantswho are enrolled in any self
insuredplan (BlueCrossPlansand LSUHealth)

Finally,OSUP/OT®ill transmitthe datafile to the IRS



ACA Reporting in HCM

Reviewing Transactions and Reports




ZP200 - Agency Contacts

Agency Contacts
o8

Selection Criteria
Personnel area
Contact Type
Personnel number

vim§®aE oo &
Char " Contact T

Output Display HR ACA CONTACT 025
Layout /DEFAULT HR CATS SUPERUSER - ALTERNATE 024
HR CATS SUPERUSER - PRIMARY 023

2P200 - Change

RaDete:  07/20/2015 STATE OF LOUISIAMA
RnTime  10:40:03 La Gov ERPHOH
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 025 HR ACA CONTACT 432 TAMMY SOREM
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Agenciesneed to identify the person(s)at their agencydesignatedas the ACA
contact

Agenciescan run ZR200 and searchfor ContactType 025 to determine if an ACA
contactexists

ACAcontactscanbe addedor changedusingZFR200.
Refertothea ! 3 S/y20/80 linQaGawnlineHelpfor instructions
Multiple ACAcontactsmaybe added Werecommendhavingat least2 ACAcontacts,

but 3 would be preferred Thesecontacts will be used to send out reminder
notificationsthat we will discusdater.



Infotype 9004

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 01/01/2015  To 01/31/2016 Chngd 02/04/2016 P00202438

ACA Reporting

ACA Reportabie Indicator Y Yes

ACAOfter 1€ Minimum essential coverage/value offered
ACACoverage 2C  Enrolled 1n coverage

Initial Measurement Period
To

Initial Stability Period
To
Offer/Declination of Coverage
Plan Option
EN Enrolled Waive Period to
Date
Createdby O
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Thisinfotypewill be usedto storeimportant information neededfor ACAreporting.

AnS Y LX 2 &e&RCah be created directly from the infotype screenthrough PA30 or it can be
created for multiple employeesat the sametime usingZF38. 179004 will also be part of the hire,
rehire, andtransferin from non-paidagencyactions

Thisinfotypeis usedto store offer codes,coveragecodes,andother ACAdata

All employeesactive at any point within the calendaryear shouldhavean IT9004 record coveringall
activemonths Action datesare provided on the ZPL89 IT9004 Datareport option to make auditing
easier

Reminder HRmust create|T9004recordsfor 2015for everyoneand annualrecordswill be required
for all non FTemployeesor employeeswho waive coverage Waiverforms must be obtainedfor each
yearanemployeewaivescoverage

For on-going employeeswith coverage,the end date shouldbe 12/31/9999 It is not necessaryto
create new 1T9004 records every year unlessthe S Y LJt 2 &dve3ageoption changesor their
employmentstatuschanges

Agencies should use the Infotype 9004 ACA Reporting Entry Guidelines chart
(http://www .doala.gov/osup/ACA/IB00ZEntryGuidelinepdf) and OSUPACA Scenariosdocument
(http://www .doala.gov/osup/ACA/IB004EEScenarigadf) to determinethe correctcodesto useand
refer to while viewingthe followingslides

Thebegindate of this record canonly be the first day of amonth. Soif my employeeis hired 6/5, the
begindate of the IT9004will be 6/1. Likewisethe end date mustbe the lastdayof a month.

Thisinfotype will require a reportable indicator, an offer code, a coveragecode (if coverageis not
waived),anda planoption.

Ad 2 ! ptanoptionisonly allowedif the Offer/Declinationof Coveragesectionis completed



Infotype 9004

Screen Overview = ACA Indicator

Display ACA Reporting (9004)

Personnel No Name Status Withdrawn
EE group A Ful TimeSalary  Personnelar 0815 DOA-Office of Technology Sves
EEsubgroup 01 Class Ex
el |01/61/2015 JENONEN 01/31/2016 JINEN 02/064/2016 Pe0202438 |
[ACAReporting = S =
ROCORES
it ACA Indic... Short Desc...
ACACoverage Y Yes
Initial Measurement Period N No
To
Dbl 2 Entries found
Offer/Declination of Coverage
Plan Option
EN Enrolled Waive Period to
Date
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TheACAReportablendicator(requiredfield)

Yesg EmployeeshouldreceiveForm1095C
No ¢ Employeeshouldnot receiveForm1095C

If the employeeis not reportable and becomesreportable within the samecalendar

year, the existinglT9004 record needsto be copiedand changedto reflect the new
informationandeffectivedates



Infotype 9004

Screen Overview = ACA Offer

©02/04/2016 P00202438

\I{“’i“ﬂ\ 2| Rm
ACA Offer C... Short Descript.
1E Minimum essential coverage/value offered
1G Offer made to employee not full-time
No offer of coverage

3 Entries found

To

Plan Option
EN Enrolled
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TheACAOffer Code(requiredfield)
1E¢ Minimum essentiakcoverage/valueffered
1G ¢ Offermadeto employeenot 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 foACA fulitime employeesvho were offered coverage.

1G¢ Offer made to a non fulime employee. Use this code for néiT 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 insteHd of
ONBLR2NIIOofS AYRAOIFIG2NI g2dzft R 0SS abéo®

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



Infotype 9004

Screen Overview = ACA Coverage

Display ACA Reporting (9004)

ingd  02/04/2016 P00202438

Yes

Minimum essential coverage/value offered

Inital Stabilty Period
To

Plan Option
EN Enrolled

CICICIEIRED
ACA Coverage ... Short D

P

2C ‘Enrolled in coverage
2B Not enrolled, not full-time
2D Not enrolled, limited non-assessment period
3 Entries found %
Date
Createdby 0O
Okay to Delete Waiver

| Print
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The ACA Coverage Code (only allowed to be blank if plan option is WA)

2Cc¢ Enrolled in coverage

2B¢ Not enrolled, not fulitime

2D¢ Not enrolled, limited norassessment 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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Coveragecodeg designatesoveragestatus

2C¢ Enrolledin coverage Thisisthe mostcommoncodec for employeeswho elect
coverage

2B ¢ Not enrolled, not full-time. Thiscodeis usedfor non-FTemployeeswvho are not
ACAeligibleincludingthe non-FTS Y LJt 2 BB S Qa

2D ¢ Not enrolled, limited non-assessmenperiod. This code is used for non-FT
employees during their IMP/IAP and for ACA FT employees in an
administrative/waitingperiod.

The coveragecode must be blank for an eligible (ACAFT) employee who waives
coverage Thesystemwill automaticallypopulatecode2Gfor the Form1095C



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
ACA Reporting
ACA Reportable indicator Y Yes
ACAOffer 1E  Minimum essential coverage/value offered
ACACoverage z | Initial Measurement Period - the 24 pay
Totio Measurement Period 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

Crestedby 0

Okay to Delete Walver

S7

Thelnitial Periods

Initial MeasurementPeriod (IMP) the 24 pay periodsin which a non-FTemployee
will be monitoredto determine ACAeligibility; beginsthe first day of the first full pay
periodafter hire date andextends24 payperiods

Initial StabilityPeriod(ISP) the one yearperiod immediatelyfollowingthe IMP/IAPIn
which the employeeis or is not eligibleto haveinsurance beginsthe day after the
Initial AdministrativePeriodexpiresand extends12 months

Wheneither of thesefields are completed,a Monitoring of TaskgIT0019 recordwill
be created Thelnitial Measurementsubtypeis 89 andthe Initial Stabilitysubtypeis
90. Emailswill be sent to the I 3 S y QA Epatact when the reminder date is
reached Thereminderdate defaults30 daysout but canbe changed

Theemailwill containthe S Y LJ 2 Bafi&me&onnelnumber,and will tell you the
datethat the initial periodwill end.



ThePlanOption (requiredfield)

NO¢ None

WA Waived

NE¢ Not Eligible

EN- Enrolled

Infotype 9004

Screen Overview = Plan Option

Display ACA Reporting (9004)
g

02/04/2016 P00202438

Y Yes
1E  Minimum essential coverage/value offered

2C Enrolled in coverage

CCICICIREE
ACA Plan Option Short Descript. |
NO 'None
WA Waived
NE Not Eligible
EN Enrolled

4 Entries found
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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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PlanOption¢ designateghe planstatus

NO ¢ None Thiscode is used during the administrative period for ACAfull-time
employeeswho have not yet elected coverageor waived coverage Once the
employeesubmitsthe GBO1 form indicatingelectionor waiver of coveragethe plan
option shouldbe changedo ENor WA

WA ¢ Waived The ACAfull-time employee was offered coverage,but waived
(declined)the offer. TheACAReportablelndicatorwill be & | fér Yes TheOffer Code
will be 1E and the CoverageCodewill be blank Reminder new calendaryear
recordsarerequiredfor IT9004recordswith a coveragandicatorof 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.

PlanOption(continued)c designateghe planstatus

NE¢ Not Eligible Thiscodeis usedfor employeeswvho are not eligiblefor coverage
The ACAReportablelndicatorwill be & b fér No, the Offer Codewill be 1H, and the
CoverageCodewill be 2B or 2D.

EN¢ Enrolled Thiscodeis usedwhenan employeeis offered coverageand accepts
The ACAReportablelndicatorwill be & , fér Yes,the Offer Codewill be 1E, and the
CoverageCodewill be 2C Note: for a non-FTemployeewith coverage,the offer
codewill be 1Gandthe coveragecodewill be 2C Thisis rare and shouldnot be used
without first consultingwith the OSURBFAunit.

NOTE Theremay be someinstanceswhere the LouisianaRevisedStatute requires
youto offer health coverageto a non-FTemployee If the non-FTemployeeenrollsin
coverage,the ACAreportable indicator will be Y, the offer code will be 1G, the
coveragecode will be 2C, and the plan option will be EN If the non-FTemployee
waivescoveragethe ACAreportableindicatorwill be N, the offer codewill be 1H,the
coveragecodewill be 2B,andthe planoption will be NE



Display ACA Reporting (900

Infotype 9004

Screen Overview = waiver Info

Personnel No
EE subgroup 01 Class Ex
| ACA Reporting

ACA Reportable indicator

Initial Stabiiity Period
| To
|

Pian Option

EN Enrolled

EE group A Full Time Salary

Stant 791/0‘/20'5 To

Y

1E

2c

This box is reserved for recording waivers or
acknowledging coverage offers.

It will be linked to a waiver /
acknowledgement of offer screen in LEO.

The waiver / acknowledgement of offers
may be entered on the IT9004 by the
Employee Administrator

Offer/Deciination of Coverage
Walve Period to
Date

Createdby 0

Okay 1o Delete Waiver

TheOffer/Declinationof Coveragdnformation

Thisboxis usedfor recordingOffers/Declination®f Coveragdwaivers)

A future LaGovHCM enhancementwill link to an Offer/Declination of coverage
screenin LEO Whenthe employeecompletesthis screen,it will update an existing

infotype with the informationandupdatethe planoption with WA

Thisinformation mayalsobe enteredon the IT9004by the EmployeeAdministrator

Completionof this boxrequiresthe planoptionto be WA




ACA Infotype Maintenance Utility
@

Selection Entries
Effective Date
Personnel area == to 3
Organizational unit
Personnel number 1’ to 2

g

® 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
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Thisutility isusedto populatethe fieldson the IT9004record asdiscussecearlier for

large numbersof employeesat one time. Sofor example(refer to IT9004 scenario
document),if you identify all FTactive employeeswith coveragefor the entire year,
they canall be createdwith 1/1/2015¢ 12/ 31/9999effective dates,an ACAIndicator
of Y,an Offer codeof 1E,a coveragecodeof 2C,anda planoption of EN

Theutility cancreatearecordfor an entire PersonnelArea(s) OrganizationalUnit(s),
or alist of PersonneNumber(skll at onetime.



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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Thisutility is designedo first berunin & (i ¥2 (R $hichisthe default Oncerunin
test mode, the agencycan seewhich employeerecordsthe systemwill be creating
basedon the selectioninformation. Thereisno & d#y 2 aption.

Oncethe agencyis satisfiedwith the employeelist, the & ! LIRW 3132 dhBcibOx
shouldbe selectedto createthe 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 repaiditag



Thereport canbe runto display

A allrecordson IT0167¢ HealthPlans,

A all activeemployeeswho haveor do not havean IT9004¢ ACAReportingrecord,

A information from IT9004andthe OGBACAfile combinedto populatethe IRSForm
1095C,

A all datafrom h D . Afile includingdependents, COBRAarticipants, retirees,
andsurvivingspouses,

A anderror messagegpertainingto 1T9004 1T0167, andthe OGBACAdatafile.

The 1095 C Dataoption containsall of the fields neededto completethe S Y LJt 2 8 SS Qa
1095C for ACAreporting. This should make it easyto identify which fields are
missing

The ACAAudit option will identify errors that must be researchedand corrected, if
necessary



