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Introduction The Basics 

Monthly Report Review Process 
This section offers instructions for locating your compliance reports within HRlogics ACA. 

How Do I … 
 

HRlogics ACA Report 

… monitor district’s monthly compliance and 
employer shared responsibility provisions (ESRP) 

risk? 
 

Compliance Risk Reports 

… determine 95% fine risk and employees causing 
the risk? 

 

Compliance Risk Reports 

… see who I need to offer coverage to? 
 

Eligibility and Measurement Reports 

… check current measurement statuses and 
projected eligibility and/or view employee 

measurements? 
 

Eligibility and Measurement Reports 
 
 
  

 

 

 

This guide is the go-to resource for 
understanding SET SEG's ACA tracking and 
reporting (ACATR) process within our reporting 
system, HRlogics ACA. Read on for instructions 
on how to access HRlogics and locate 
meaningful reports.  

 

• Basic Navigation 
• Viewing Employee Demographics and Data 
• View, Filter, and Export HRlogics ACA Reports and 

Tables 
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Data Upload & Retrieval Process 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Upload Data to SET SEG 
Member Portal by 3:00 PM 

Data Processing 

Next Business Day 

Retrieve Reports from  
HRlogics ACA 

End 
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Compliance Risk Reports 
Report Purpose: Display and analyze ACA compliance risk regarding ESRP fines through the Penalty A and Penalty B 
HRlogics ACA Compliance Reports. Identify which employees are causing the compliance risk. 
 
HRlogics ACA reports can be viewed within the system or exported to Excel. View the “View, Filter, Export, and Analyze 
Data” section, which will demonstrate some basic functionality shared across many of HRlogics ACA’s reports. 

Run Compliance Reports 
1. From the dashboard homepage, under the ACA Reporting tab, select Reporting Home. 

 
2. Select Compliance Risk Reports.  
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3. Helpful report features: 
a. Select tax reporting year. This will select the reporting for both the A Penalty and B Penalty Risk reports.  
b. Export to Excel File. 
c. To display the number of employees eligible for benefits in a district for a single month, click on the number 

under the Number of Eligible Employees column.  
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“A” Penalty Risk Check 
View the risk of eligible employees that were not offered minimum essential coverage.  

1. View the A Penalty Risk (4890H-A) Check table. 
2. Under the Percentage offered column, verify that the Percentage offered is greater than 95% and is accurate for 

the corresponding month and year.  
3. The “# of employees with Compliance Risk” column shows how many employees represent a potential 

compliance risk because they are eligible for coverage but are not documented as being offered Minimum 
Essential Coverage.  

4. To generate a table of specific employees who present a potential compliance risk for a specific month, click the 
number under # of employees with Compliance Risk column and in the desired month row.  

 

“B” Penalty Risk Check 
View the risk of eligible employees that were offered unaffordable coverage.  

1. Scroll down from “A” Penalty Risk Check to view “B” Penalty Risk (4890H-B) Check table. 
2. The “Full-Time (FT) Eligible Employees No Offer” column contains the same information as the “A” Penalty Risk 

Check’s “# of employees with Compliance Risk” column. It shows how many employees represent a potential 
compliance risk because they are eligible for coverage but are not documented as being offered Minimum 
Essential Coverage. 

3. The “FT Eligible Employees unaffordable” column shows how many employees represent a potential compliance 
risk because they were offered coverage that isn’t affordable based on their rate of pay.  
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Eligibility and Measurement Reports 
HRlogics ACA reports can be viewed within the system or exported to Excel. Review the View, Filter, Export, and Analyze 
Data section, which will demonstrate some basic functionality shared across many of HRlogics ACA’s reports. 

Measured Eligibility Report 
Report Purpose: Identify the part-time/variable-hour employees that are currently in their stability period that need to 
be offered coverage. 

1. From the dashboard homepage, select ACA Tracking Home under the ACA Tracking tab. 

 
2. Select Measured Employee Report. 
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3. Filter Current ACA Status for Calculated Full-Time to see employees who have measured eligible and are entitled 
to an affordable offer of coverage starting on their stability period start date. 
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All Tracked Employees Report 
Report Purpose: Identify the part-time/variable-hour employees that are currently in their measurement period to track 
and manage their average weekly hours.  

1. From the dashboard homepage, select ACA Tracking Home under the ACA Tracking tab.  

 

2. Select All Tracked Employees.  
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3. This table displays the measurement period currently in progress and is used to track employees during that 
specific measurement period. 

 

 
4. The All Tracked Employees Report contains the following information: 

a. Employment Type Payroll classification of employee (hourly, salary, etc.). 

b. Average Weekly 
Hours 

The average number of hours that an employee has worked weekly up to the current week of 
payroll in HRlogics ACA. 

c. Maximum 
Average Weekly 
Hours to Maintain 
Non-Full-Time 
Status 

If an employee’s hours are lowered to an average below what is displayed in this column, the 
employee will calculate as Non-Full-Time under ACA Regulations. This can be used by 
scheduling and HR departments to keep part-time personnel under the threshold of being 
insurance eligible.  

d. Measurement 
Type 

Displays the type of measurement period for each employee (either Ongoing Hourly or New 
Variable Hour). 

e. Measurement 
Dates 

The start and end dates of this employee’s measurement periods. These are the dates where 
their hours are tracked to see if they are eligible to receive benefits during their next stability 
period.  

f. Current Period Displays either Measurement Period of Administrative Period. If an employee is in an 
Administrative Period and lists as Calculated Full-Time under the Tracked Projected Status 
column, it is time to offer insurance coverage.  
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Designated Full Time Report 
Report Purpose: Identify the designated full-time employees that are required to be offered coverage. 

1. From the dashboard homepage, select ACA Tracking Home under the ACA Tracking tab. 
2. Select Designated Full Time. 

 

3. The Designated Full-Time Employees table will appear. 
a. Export the report to Excel. 
b. Filtering the employment date column can help identify new full-time hires who need an offer of 

coverage. 
c. The Average Weekly Hours column can be used to identify employees designated as FT who are 

measuring less than 30 average weekly hours. 
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All Employees Report 
Report Purpose: View and audit employee demographic information, including historical data submitted for each 
employee. 

HRlogics ACA reports can be viewed within the system or exported to Excel. Review the View, Filter, Export, and Analyze 
Data section, which will demonstrate some basic functionality shared across many of HRlogics ACA’s reports. 

1. Select ACA Tracking Home under the ACA Tracking tab. 
2. Select All Employees. 

3. Select Update Basic Info from Payroll Data to update/replace data shown in the Employee File with data from 
the Payroll File (specifically hire dates, termination dates, and status). 

4. Select Export Basic Template to download the table to Excel. 
5. Select List Dependents to display employee dependents for groups with employees enrolled in a self-insured 

medical plan. 
6. The report will automatically show 18 months of records. Select Show All Employees to display employees 

including those terminated more than 18 months ago. 
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View, Filter, Export, and Analyze Data 
This section will demonstrate some basic functionality shared across many of HRlogics ACA’s reports, using the All 
Tracked Employees Report as an example. 

 

1. Send to Excel: 
• HRlogics ACA reports can be viewed within the system or exported to Excel. 
• This will download the table as an Excel spreadsheet. 
• On other report pages, this option can appear as Export Basic Template. 
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2. Filter Function: 
• This function allows you to filter the table to show certain rows. Select the filter icon to begin. 
• For undefined text data fields, such as Employee Name, any text can be typed into the filter value 

box to search for a name. The Type drop-down menu indicates filter logic and includes options for 
Contains, Equals, StartsWith, and EndsWith. 

 
• For numeric data fields or dates, the filters include logic to filter for values Equals, Greater than, and 

Less than. 
• For date values, selecting Greater than will filter for values after the date entered, and Less than will 

filter for values before the entered date. 
• For pre-defined data fields, such as status, a drop-down menu will appear with a filter option. 

3. Use the Page Size drop-down menu to show more or less records at once.  
4. Selecting show more will quickly populate the page with additional records.  
5. Refresh the page to reset filters. 
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