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Please follow the same steps regardless of the year you are processing. The report relies on 
the employer having entered all employee status changes in ESS by the time the report is 
run. Also, for those contracts that require the employer to report contributable hours, this 
information must be entered and saved on the invoice for every month of the calendar year 
including December, otherwise the report will not be accurate. 

 

Step 1: Select the employer for which you want to run the ACA 1095c Detail Report. 

 
 

Step 2: After you log in to ESS, you click on the Reports tab found under the Menu list. 
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Step 3: Click on Schedule Report in the top right corner of the page.  

 

 

Step 4: The Scheduling a Report wizard will appear, listing all the available reports. Select 
Employer ACA1095C Detail Report. Then click Next. 
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Step 5: Under Report Parameters we recommend keeping “Notify me when Report is 
processed” checked.  

• Export Type – user can select from PDF or CSV 
• Schedule Type – One Time or Recurring 
• Run Date – Can be todays date or a future date. 
• Employer ID – The employer ID number you are running this report under 
• Reporting Year – The Plan year you are running this report. Cannot be current Plan 

year.  

 
 

Step 6: User is returned to the Reports main screen with a confirmation message.  
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Step 7: When the report is available the user will see a confirmation message. If “Notify me 
when Report is processed” is checked the user will also receive an email.  
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Step 8: Clicking on the Report title will initiate downloading the Export Type. Your report 
data will appear in the following format. 

 


