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SkilMatch documentation to create and understand four edit reports to prepare for 1094/1095-C reporting.  

Command "ACAEDIT" will produce the four reports each time you run it.  Report 1 allows you to "preview"  your 

scheduled 1095-Cs (i.e., your TC entries for lines 14, 15 and 16) and issues warnings for real and possible 

problems with those entries.  Reports 2 and 3 warn you of possible "forgotten" EEs who may require 1095-C 

reporting.  Report 4 is an EE count needed for 1094-C submission.  Determine your "issues" from these reports... 

then update TCs (using ACADATUPD) as needed... then re-run these reports until you are "good to go". 

 

Abbreviations that may be used in this documentation: 

• ACA =  Affordable Care Act 

• ALE =  Applicable Large Employer (ACA defined) 

• EE =  EmployEE 

• FT =  Full-Time (ACA defined) 

• FTE =  Full-Time Employee designation in SkilMatch 

• HCI =  Health Care Insurance 

• IMP =  Initial Measurement Period (ACA defined) 

• LBR =  Look Back Reporting (SkilMatch SMP and/or IMP reporting) 

• MEC =  Minimum Essential Coverage (ACA defined) 

• MVC =  Minimum Value Coverage (ACA defined) 

• SMP =  Standard Measurement Period (ACA defined) 

• TC =  Tracking Codes (ACA defined and/or SkilMatch-defined) 

• VH =  Variable-Hour (ACA defined) 

 

Important notes: 

• The ACAEDIT command must be run separately for temp and staff because the databases are 

completely separate.  When running for staff, you must be signed on to the staff payroll library. 

• For 1095-C processing, an EE with a temp file and a staff file must be reviewed... then manually combined 

into only one "ACADATUPD TC entry" file... either temp or staff. 

• To be able to process this ACAEDIT command, your SkilMatch user ID must have "SKPAYROLL" or 

"SKMANAGE" security authority. 

• Reading and understanding the entirety of this documentation and its examples before running the 

ACAEDIT command will provide the best understanding of the process. 

 

Legal disclaimer and customer responsibilities.  When SkilMatch staff and/or tools and/or programs provide 

information, data, calculation or reporting to customers, a "best efforts" attempt has been made by 

SkilMatch to verify that the information is correct as SkilMatch understands it or as it has been explained to 

SkilMatch.  SkilMatch-provided information, tools and reporting are provided to assist customers, not advise 

customers.  Laws and requirements change frequently and it is a customer’s responsibility to verify the 

accuracy of any SkilMatch-provided information and reporting using a non-SkilMatch ACA expert, 

accountant and/or attorney.  SkilMatch attempts to monitor for governmental changes that might affect 

customers.  However, when a customer receives any notification of a change to law or rules, SkilMatch 

should be notified as soon as possible.  SkilMatch depends on customers to provide information that will 

affect their businesses because customers are, often, more "in tune" to governmental activities.  Any and all 

written, printed, verbal or electronic information provided by SkilMatch regarding the ACA (1) is meant to 

provide general information about the ACA, (2) is not intended to provide tax or legal advice, (3) is not 

intended to address, and is not meant to address, the entire body of the ACA law.  Since laws and 

regulations change frequently and their effects can vary widely based upon specific facts, circumstances 

and timing, a customer is responsible for consulting with a non-SkilMatch ACA expert and/or accountant 

and/or attorney concerning specific concerns and compliance.  Fees, services and products offered by 

SkilMatch are subject to change. 
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Work with your ACA expert to review the following reports.  You and your ACA expert should determine 

appropriate corrective actions and refer back to "ACADATUPD" documentation to make corrections. 

 

Four edit reports will be created each time you run the ACAEDIT command.  These reports will identify real or 

possible errors.  Re-run ACAEDIT after all required corrections have been made. 

 

Report 1, PB688P: EEs with... a date-valid FTE TC... AND YTD earnings...                                                                    

SO... MEET THE CRITERIA TO HAVE A 1095-C CREATED. 

A list of EEs who have an FTE TC (entered by you) with a date valid in the reporting year and YTD earnings in the 

reporting year.  Similar to a W2 Register, this report shows a preview of each EE's 1095-C Line 14, 15 and 16  

detail and, similar to a timesheet edit listing, provides "warning" and "fatal" error messages.  This report must be 

scrutinized... reviewing "warning" errors to see if corrections are required...and always correcting "fatal" errors... 

since "fatal" errors indicate missing or inaccurate entries that will prevent the creation a 1095-C file for 

Greenshades.  Sample report on page 10.  All warning and fatal error messages are listed on page 11.     (Note: 

In the unlikely scenario that no one meets the criteria for this report, no report is produced.) 

 

Reports 2 and 3 are designed to identify EEs who, due to "low (or no) hours" during SMP or IMP analysis, may have 

been missed by you for proper FTE TC entry and, therefore, WILL NOT receive a 1095-C unless corrected. 

 

Report 2, PB688AP2: Possible missed (should-be-FT) EEs with... YTD earnings... and YTD hours...                              

BUT... NOT A DATE-VALID FTE TC (entered by you)... SO... DO NOT MEET THE CRITERIA TO HAVE A 1095-C CREATED. 

A list of EEs who have YTD earnings in the reporting year... and YTD hours in the reporting year... BUT are not FTE-

designated (entered by you) - either missing completely or not DATE-VALID in the reporting year.  These EEs 

should be scrutinized to investigate missing or date-invalid FTE TC entry.  Note: Although this report is sorted 

with highest hours at the top for "logical" reasons, "higher hour" EEs on this list may not be the only "suspects"... 

since an EE previously analyzed as not FT (due to "non-qualifying hours" on an SMP or IMP report) could, 

nevertheless, be FT even with " non-qualifying hours"... because a "should-be-FT" EE happened to be paid 

using a combination of flat amounts (timesheet "Other pay" - like a "salary" for "staff" EEs) and "some" hours.  

Consequently, an EE listed at the bottom could really be FT.  (Note: These EEs do have "hours" and, likely, 

appeared on SMP or IMP report[s] - which only analyze "hours").  Sample report on page 12. 

 

Report 3, PB688AP1: Possible missed (should-be-FT) EEs with... YTD earnings... BUT... NO YTD HOURS...                    

AND NOT A DATE-VALID FTE TC (entered by you)... SO... DO NOT MEET THE CRITERIA TO HAVE A 1095-C CREATED. 

A list of EEs who have YTD earnings in the reporting year... BUT do not have YTD HOURS in the reporting year... 

AND ALSO are not FTE-designated (entered by you) - either missing completely or not DATE-VALID in the 

reporting year.  These EEs should be scrutinized to investigate missing or date-invalid FTE TC entry.  These EEs 

were paid using flat amounts only (timesheet "Other pay" - like a "salary" for "staff" EEs).  This report is sorted 

by EE name. (Note: These EEs do not have hours and would not have appeared on SMP or IMP report[s] - 

which only analyze "hours").  Sample report on page 13. 
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Report 4, PB689P: Total EE count-by-month figures necessary for 1094-C forms...                                                   

and to be used during Greenshades 1094-C processing. 

This report is a total EE count (not just FT EE count) by month for the reporting year... information required for 

1094-C processing when uploading information from SkilMatch to Greenshades.  The calculation is 

determined by counting the EE's paid during the pay period that includes the 12th day of each month.  The 

report is sorted by company number (if more than one company number has been processed).  Sample 

report on page 14. 
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How to process the edit reports: 

 

From any menu, click .  The following screen will display: 

 
 

Key ACAEDIT and click [OK] or press [Enter] to continue.  The following screen will display: 

 

 
 

(Usually*) Key a 2-digit year to use EE earnings and hours from an archived previous year... (like "15" [without 

quotes] for 2015 EE information), then press [Enter] to continue. 

Or, (not usually*) key "CURRENT" [without quotes] to use EE earnings and hours from the "current year", then 

press [Enter] to continue. 

Or, key nothing, then press [Enter] to cancel the program and return to a menu. 

* When you "zero and close" a payroll year during EOY SkilMatch processing, EE earnings, hours and other 

information for the year being closed is "archived" in a file separate from "current year" information.  This 

archiving allows selective processing of "old" information after an EOY closing... when or if needed for W2s, 

1095-Cs, etc.  A file named "EMPMAS" is always the name of the "current year" file.  Files named "EMASxx" 

(xx=2-digit year of closed files) are the names of "closed" and archived data for previous years.  (For example, 

"EMAS15" is the name of the "closed" and archived data for 2015.)  Since these edits will likely be run after 

EOY, you will, typically, use the previous year EMASxx file for processing these edits... similar to W2 processing. 
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If you keyed CURRENT or a 2-digit year and then pressed [Enter] to continue, your screen will display: 

  

 

Key a 2-digit company number to process one payroll G/L company... then press [Enter] to continue... 

Or, key "00" [without quotes] to process all payroll G/L companies... then press [Enter] to continue. 
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If you keyed a 2-digit company number or 00 and then pressed [Enter] to continue, the screen will display: 

 

 

Key the 4-digit** reporting year you are processing.  (For example, key "2015" [without quotes] for year 2015). 

** This is the "IRS year" for 1094/1095-C reporting.  This 4-digit reporting year MUST BE THE SAME YEAR as the    

2-digit year keyed on the first screen of this processing.  Using two different years will produce 

unpredictable results. 

 

When the 4-digit reporting year has been keyed, press [Enter] to continue. 
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After you keyed a 4-digit year and then pressed [Enter] to continue, the screen will display: 

(This is a sample: Your screen will contain data based on your input on the previous screens.) 

 

 

 

Verify (1) the company number (or ALL), (2) the 4-digit year and (3) the EMASxx file name (or EMPMAS if 

"current" year is used).  The 4-digit year and the "xx" of an EMASxx file MUST BE THE SAME YEAR. 

 

Key "YES" [without quotes], if the information is correct, then press [Enter] to continue. 

Or, key "NO" [without quotes] if the information is not correct, then press [Enter] to cancel processing and return 

to a menu. 
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If you keyed "YES" and then pressed [Enter] to continue... 

If FATAL ERRORS are found on Report 1, this screen will display: 

 
 

Or, if NO FATAL ERRORS are found on Report 1, this screen will display: 

 
 

In either case, four edit reports... PB688P, PB688AP2, PB688AP1 and PB689P... will be available in your spool file 

and should ALWAYS be reviewed. 

Click [OK] or press [Enter] to confirm and return to menu. 

Even if NO FATAL ERRORS were found on Report 1... WARNING ERRORS could exist and should be reviewed.        

In addition, Reports 2 and 3 ALWAYS provide "signs" of who might have been missed for 1095-C processing.  

Review ALL reports to determine adjustments needed. 
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You can print your reports or view your reports on the screen.  Printing "final versions" of your reports is 

undoubtedly mandatory for use and "proof" in audits.  Viewing reports on the screen is usually easier for 

finding specific information on long reports. 

 

How to view, move around and find information in a displayed spool file: 

 

To display a spooled file: 

1. Identify reports PB688P, PB688AP2, PB688AP1 and PB689P in your spool file. 

2. Click once on the report you want to display to iHIGHLIGHTi it. 

3. Click the [Display] button. 

 

The report will display on your screen.  The following options are available: 

• Page up or page down through the report one screen at a time: Click the up or down arrows on the right-

bottom of the screen or use your PageUp/PageDown keys on your keyboard. 

• Go directly to the bottom of the report: Key B in the Control line, then click [OK] or press [Enter]. 

• Go directly to the top of the report: Key T in the Control line, then click [OK] or press [Enter]. 

• Go directly to a specific page of the report: Key Pxx (xx= page number) in the Control line, then click [OK] 

or press [Enter]. 

• To scroll up or down 1 line in the report: Key +1 or -1 in the Control line, then click [OK] or press [Enter].              

(+3 or -3 for 3-line scrolling; +5 or -5 for 5-line scrolling; etc.) 

• Locate a specific string of characters in a report: Enter the "string" of characters on the Find line and press 

Shift+F4 (F16) (or on the menu bar, click [Functions], then click [Find]).  Note: The string must be typed exactly 

(case and space sensitive) as it appears in the report for it to be found.  This function will take you to the first 

instance of that string (and will turn it blue).  You may continue to click [Functions]/[Find] or Shift+F4 (F16) and 

you will be taken to the next instance of that string (and will turn it blue).  When the string can no longer be 

found, a message will appear at the bottom of the screen: "Character string not found before the file end".  If 

you click [Functions]/[Find] or Shift+F4 (F16) again, the search will start over at the start of the report. 

 

"Find" examples to assist with view Report 1 (1095-C "preview"): 

• A search for the string *** will locate fatal errors to correct before a 1095-C file can be created. 

• A search for the string Warning will locate warning messages.  

• A search for the string TOTAL will allow you to find the total figures for a company. (If you run reports 

for ALL (00) company numbers, there will be a TOTAL line for each company). 

• A search for the string 000-00-0000 (substitute social security number) or LAST, FIRST (substitute EE 

name) will locate a specific EE's record. 

 

• View text on the right side/left side of a report: Some screen resolutions cannot display the entire width of a 

report on the screen.  To view the right side of a report, on the menu bar, click on [Functions], then click [Right] 

or press Shift+F8 (F20).  To go back to view the left side of a report click [Functions]/[Left] or press Shift+F7 (F19). 

• To move right or left 1 character in the report: Key W+1 or W-1 in the Control line, then click [OK] or         

press [Enter].  (W+3 or W-3 for 3-character movement; W+5 or W-5 for 5-character movement; etc.) 
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Sample Report 1, PB688P: EEs with... a date-valid FTE TC... AND YTD earnings...                                                     

SO... MEET THE CRITERIA TO HAVE A 1095-C CREATED. 

A list of EEs who have an FTE TC (entered by you) with a date valid in the reporting year and YTD earnings in the 

reporting year.  Similar to a W2 Register, this report shows a preview of each EE's 1095-C Line 14, 15 and 16  

detail and, similar to a timesheet edit listing, provides "warning" and "fatal" error messages.  This report must be 

scrutinized... reviewing "warning" errors to see if corrections are required...and always correcting "fatal" errors... 

since "fatal" errors indicate missing or inaccurate entries that will prevent the creation a 1095-C file for 

Greenshades.  All warning and fatal error messages are listed on the next page.  (Note: In the unlikely scenario 

that no one meets the criteria for this report, no report is produced.) 

 

The following screen, displaying a spool file, shows an example of Edit report PB688P: 

 

The names and SSNs on this sample report are fabricated and fake. 

 

• The 1st column displays the EE's name.  (From the "current" "EMPMAS" file... for "up-to-date" changes.) 

• The 2nd column displays the EE's social security number. 

• The 3rd column displays the "All 12" code, when an EE has one code for all 12 months. 

• The 4th through 15th columns display the January through December codes, when an EE has different 

codes for each of the 12 months. 

• The second line of an EE’s edit displays Line 14 codes for form 1095-C, "Series 1 offer codes". 

• The third line of an EE’s edit displays Line 15 data for form 1095-C, "EE Share of Premium". 

• The fourth line of an EE’s edit displays Line 16 codes for form 1095-C,"Series 2 safe harbor codes". 
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These are the possible FATAL error messages which MUST BE FIXED: 

*** No offer of coverage for one or more months 

*** Bad ESH code detected, ESH rate not found 

*** Multiple offer codes were found for same month 

*** Multiple EE share codes found for same month 

*** EE has earnings and active FTE code but no offer codes 

*** Multiple EE share codes found for same month 

*** No employee share found for one or more months, share required 

 

 

These are the possible warning messages which need to be reviewed: 

Warning, active FTE code but EE has no earnings 

Warning, no safe harbor code found for any month 

Warning, no safe harbor coverage found for one or more months 

Warning, verify offer and corresponding safe harbor codes 

Warning, ESH was found, ESH not valid with offer code, will be ignored 

Warning, offer code 1G not supported by SkilMatch 
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Sample Report 2, PB688AP2: Possible missed (should-be-FT) EEs with... YTD earnings... and YTD hours...                

BUT... NOT A DATE-VALID FTE TC (entered by you)... SO... DO NOT MEET THE CRITERIA TO HAVE A 1095-C CREATED. 

A list of EEs who have YTD earnings in the reporting year... and YTD hours in the reporting year... BUT are not FTE-

designated (entered by you) - either missing completely or not DATE-VALID in the reporting year.  These EEs 

should be scrutinized to investigate missing or date-invalid FTE TC entry.  Note: Although this report is sorted 

with highest hours at the top for "logical" reasons, "higher hour" EEs on this list may not be the only "suspects"... 

since an EE previously analyzed as not FT (due to "non-qualifying hours" on an SMP or IMP report) could, 

nevertheless, be FT even with " non-qualifying hours"... because a "should-be-FT" EE happened to be paid 

using a combination of flat amounts (timesheet "Other pay" - like a "salary" for "staff" EEs) and "some" hours.  

Consequently, an EE listed at the bottom could really be FT.  (Note: These EEs do have "hours" and, likely, 

appeared on SMP or IMP report(s) - which only analyze "hours"). 

 

 

The names and SSNs on this sample report are fabricated and fake. 

 

• The first column displays the EE's name.  (From the "current" "EMPMAS" file... for "up-to-date" changes.) 

• The second column displays the EE's social security number. 

• The third column displays the EE's hire date.  (SkilMatch "system" hire date, not a "RHR TC" re-hire date.) 

• The fourth column displays the EE's last week-ending paid date.  (From the "current" "EMPMAS" file.) 

• The fifth column displays the EE's YTD earnings.  (From the " archived " "EMASxx" file.) 

• The sixth column displays the EE's YTD hours... highest hours first.  (From the " archived " "EMASxx" file.) 

 

  



Page 13 of 14 

Sample Report 3, PB688AP1: Possible missed (should-be-FT) EEs with... YTD earnings... BUT... NO YTD HOURS...      

AND NOT A DATE-VALID FTE TC (entered by you)... SO... DO NOT MEET THE CRITERIA TO HAVE A 1095-C CREATED. 

A list of EEs who have YTD earnings in the reporting year... BUT do not have YTD HOURS in the reporting year... 

AND ALSO are not FTE-designated (entered by you) - either missing completely or not DATE-VALID in the 

reporting year.  These EEs should be scrutinized to investigate missing or date-invalid FTE TC entry.  These EEs 

were paid using flat amounts only (timesheet "Other pay" - like a "salary" for "staff" EEs).  This report is sorted 

by EE name. (Note: These EEs do not have hours and would not have appeared on SMP or IMP report(s) - 

which only analyze "hours"). 

 

 

The names and SSNs on this sample report are fabricated and fake. 

 

• The first column displays the EE's name.  (From the "current" "EMPMAS" file... for "up-to-date" changes.) 

• The second column displays the EE's social security number. 

• The third column displays the EE's hire date.  (SkilMatch "system" hire date, not a "RHR TC" re-hire date.) 

• The fourth column displays the EE's last week-ending paid date.  (From the "current" "EMPMAS" file.) 

• The fifth column displays the EE's YTD earnings.  (From the " archived " "EMASxx" file.) 

• The sixth column displays the EE's YTD hours... always .00.  (From the " archived " "EMASxx" file.) 
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Sample Report 4, PB689P: Total EE count-by-month figures necessary for 1094-C forms...                                     

and to be used during Greenshades 1094-C processing. 

This report is a total EE count (not just FT EE count) by month for the reporting year... information required for 

1094-C processing when uploading information from SkilMatch to Greenshades.  The calculation is 

determined by counting the EE's paid during the pay period that includes the 12th day of each month.  The 

report is sorted and paged by company number (if more than one company number has been processed). 

 

 

 

 

 

 


