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Printing Employee 1095-C Forms & 
Creating AIR File for IRS 

To Print Employees’ 1095-C Forms: 
Verify employees who should receive a 1095-C have data.  From Reports > HR Reports > 

Quarterly/Annual Reports, select 1095-C Form (HRS5255).  Enter the following report parameters.   
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The comparison report will show employees who are receiving a W-2 and then indicate whether they 

also have data and will receive a 1095-C.  Most employees will show Yes in both columns.  Verify those 

that show No in the 1095-C are employees or subs who did not work full-time. 

 

 

If employee worked enough hours to qualify for health insurance and therefore should receive a 1095-C, 

enter data manually from Maintenance > ACA 1095 YTD Data > 1095-C tab.  Remember to enter the 

data for Calendar Year 2020.  

 

Once all applicable employees show correctly on the Comparison Report, return to Reports > HR 

Reports > Quarterly/Annual Reports > 1095-C Forms and run the report with the following parameters. 

2019 
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The forms will contain instructions as the second page.  If you have a printer that can easily print front to 

back, print that way.  If not, just know that every other page will contain instructions and you’ll want to 

give each employee 2 sheets of paper. 
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2020 
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Printing 1095-C Forms & AIR File 
Updated Dec 2020 Page 6 
 

To Create AIR File to send to IRS 
 

From to Reports > HR Reports > Quarterly/Annual Reports > 1095-C Forms, run the report with the 

following parameters.  You are not required to create a test file this year, though you are allowed to.  

We recommend you select “Y” to create the Historical Record at this time. 

 

 

Submit file electronically using the TCC obtained earlier. 


