Technology'Services Quick Guide — Creating the ACA100 Report
—~ %& Oifce o Educaton for the Patient Protection and Affordable Care Act (PPACA)

The “ACA100 job” produces the detailed earnings analysis report for the Affordable Care Act, ACA100, and optional
CSV rules. An optional summary report (ACA120) is also available that shows the ACA class detail/summary.

The following is a quick guide on how to create the ACA100 report:

1. First, launch the QSS Control Center from your desktop:

55 Control

Center

2. From the QSS control center main menu, select “Job Menu”:

# QsS ControlCenter 90 - SCCOE (L) Q55/0A5IS (1.49.2) - [m] >
File View District VYear Messages Window MNews Help+Video
A Favorites LA
E Go

L::J Print Manager  Job Menu ( Utilities

=4
:’ Print Manager (LSPOOL)

= Job Menu « ,(_‘3.4@1@_9_ \:J‘Ob Men U

@ Upload / Download Files {(QSSXFR)

- System Admin
(= Finance
AR (AR, ¥R, RR - Mo invoicing)
AR (Invoidng and Biling Management - RI, RF)

Budget Development
¥ Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
E Finance Job Menu
B’ Journals, Transfers (DC, JE, TF, TV)
B’ Manual Payroll Encumbering
% Payroll Transfers
ﬁ‘ Warrant Management {Cancels, Hand Issues, Recon.)
= AP [ Purchasing
ﬁ Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders { Renuisitinns

Last Run: 10/31/2016 13:12:24 RS0 TDEEs0SiE0ESIR | 10/31/2016 1:21 PM
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3. In“Job Menu”, select “Grid” view. In the Search field, type “acal00”, then press enter. Double-click “PPACA
Analysis Report and CSV File (ACA100)” to launch the ACA100 job:

$= Job Menu 90-SCCOE (L) 055/0ASls  — ] X

File View Options Help+Vides Description (F1) Example (Ctrl+F1)

D*@BPFe=8

Search found 1 lines.

Vi Shot
|V(" Tree @ Giid all ¢ Show Only Favarites |
Search: Iaca1 i}

| Job Title |30 Name |
» EPPACA Analysis Report and C5V File (ACA100) ;ACA 100.ACA100 ‘

WithnGrideselected, typejacal00)in
thexSearch:#field. Mhendouble:
clickitosselectithe, ACA100 report:

FEETSEE SRl | 10/21/2016 [1:33PM

4. The first launch screen shows the Report Selections dialogue:

G5l Request PPACA Analysis Report ( ACA100) - o x

Options
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Your active district will be selected by default.
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5. Please input the date range for the report for the full month you wish to return. For example, to request a list of
all employees for the month of October 2016, input in Date Paid: From: 10/01/2016 To: 10/31/2016. NOTE: At
this time, you can also narrow your search to specify class range, bargaining unit, employee type, etc. Keep all
other fields empty if you need a list of ALL active employees!

a5 Request PPACA Analysis Report { ACA100) - O *
Options
H 2y & Q r'#[__/)clear: -
Report Selections  SSN/Account Selections  Report/File Rules
For District: J&D-SANTA CLARA COUNTY OFF OF EDU j
Date Paid: From: [10/01/2016 [+ To: [10/31/2016 [+ |
Include Terminated: []
Class Range: | j |_| |_| | j
LI I J£2 I N | =l
LIl JE2 I I | I =]
LI I 2 I I | =l
LI I 2 I I | =l
o] srgainingunie [ [ [ J[ ][ JL JL JL JC JC I JC I JC 0]
o] Emetoyeetvee: [ [ [ J[ [ JL L JL I JC I JC I JC 0]
0 2= I N  {  { I |
E I N N | N N I | A |
I N I | O
(1] Pay Schedues: | I I I I I |
| I I I I I |
(1] Sta Ded Profiles: | I I I I I |
| I I I Il I |
Exclude
B paymyperange: [ |-[ | [ |- | [ - ][ J-[ 1 [ 1-]
(N I o A (N N - O A
= Pyee | | [ [ JL JL JL I I I ]
| |
RGP RESOSReI0GEt | 10/31/2016 [ 4:01:17 P
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6. On the next tab, SSN/Account Selections, you can further narrow your search to find specific employees or load
from an Employee List as well as specify data from specific account strings. NOTE: Again, keep these fields
empty if you need a list of ALL active employees!

5 Request PPACA Analysis Report { ACA100) — O b

Options
H 2y @ Eg r’#[?clear: -

Report Selections  SSN/Account Selections  Report/File Rules

Employee List
SSNEXTREF | || || || I | =l
CC=COST Fnd Resc ¥ Objt S0 Goal Func CstCtr Ste Mngr
FD=FUND
FN=FUNC » |:|???—????—?—????—??—????—????—??????—???—????
EIZEL 2322-3337-3-3223-37-223F-2223-322297-222-2722
ME=MCR
OB=0BJT 2PP-33PI-P-FIIE-RI-PIII-PRII-RIIIRI-TII-RRIR
DY=DROJ
2322-3337-3-3223-37-223F-2223-322297-222-2722
RE=RESC
SI=SITE 227-2227-2-27272-27-2222-2222-222222-222-2222
50=50

Y= == Y = = = Y = Y Y Y = =Y
222-0222-2-2222-22-0222-2222-222222-222-2222
233-7737-7-2222-27-7377-7777-727277-227-7277

PRR-TIRR-P-RIII-PI-RRRR-TRII-PRIIII-TII-TIIY

222-0P22-7-2223-22-2222-7222-222227-222-22727

FieldRange  |[%1| Select Fields

[ |1 |
[ |7 |
[ |1 |
[ |7 |

i !

! !

|/ | | [ |/ | |
|7 | | [ |/ | |
|/ | | [ |/ | |
|/ | | [ |/ | |

I

| L
| [
| L
| LI

I

FEEoiDESositel0iGsm 10/31/2016 | 4:01:51 PM
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7. Inthe final tab, Report/File Rules, you may input any Use Class Settings and Lump Rules.

a.
b.

“Select” the ACA100 report by clicking on the check box to the right of the report name.
Click in the “Report Title” field next to the report to name the report. For this example, we have named

the report “OCTOBER 2016 ACA100” to represent our search criteria from earlier.
Click under “CSV File” and input a 3-character name for the CSV file. A CSV file will be auto-generated by

the name ACAXXX, XXX being the characters specified. For this example, the CSV file is named OCT. It

will show up as ACAOCT in our personnel downloader data.
NOTE: Additionally, you can generate the ACA120 report (ACA Class Detail/Summary) by clicking the

check box to the right of the ACA120 field.

File  Options

UseC

05! Request PPACA Analysis Report ( ACAT00 )
H 2y [} .}Q r"sf[?(]ear: -

Report Selections  SSN/Accourt Selections  Report/File Rules

Threshold Hours: l:l Existing Lump Rules

lass Settings: - [] Honer Class Range Selection if Entered

[] Use Pay Line Start/End Dates for Payroll.
[ Print a blank line after each monthly total on ACAT00

M

_ 02 - Use PPO fields when awvailable for a pay line (ENH Payroll Only)

01 - Use 173.32 as monthly hours

ajor Class Hours/Day Lump Rule
02 - Use Pay Schedule hours

Yiouymusticlickihere,and
inputia name;for;a/CSY,
"file)tobe,created!

MName Diescription Select Report Title CSV Fil C5V Description
ACAT00  Eamings Analysis OCTCBER 2016 ACA100 ocT OCT2016 ACA100
ACA120  ACA Class Detail/Summary O
AL oo Reserved for future use O

Clickihere)to;selectithe
ACA100/Report.

Clickytojthe; rightsto
name)it.

D EEs0Ste0GsaR| 10/31/2016 | 4:47:16 PM
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8. Click [} to generate the report. You will receive a Job Number that you can reference to in your Print Manager

(LSPOOL):
i - O
File  Options

Clear: ~

H2EZ§
Runithejob

Report Selections  55M/Account Selections  Report/File Rules

Use Class Settings: hd ["] Henor Class Range Selection if Entered

[] Use Pay Line Start/End Dates for Payroll.
[ Print a blank line after each monthly total on ACA100

Threshold Hours: I:l Existing Lump Rules
Maijor Class Hours/Day Lump Rule 01 - Use 173.33 as monthly hours
02 - Use Pay Schedule hours
— Use PPQO fields when available for a pay line (ENH Payroll Cnly)

I 05

QSSNETHRXLaunch

Job Submission Successful 87116

MName Description Select Report Title C5V File CSV Description
ocT 0CT2016 ACATDD

ACAIDD  Eamings Analysis OCTOBER 2016 ACA100

ACA Class Detail/Summary O

ACA120
A Poook Reserved for future use O
FEEiDEEs0Ste0GeIRl| 10/31/2016 | 4:49:10 PM
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Open Print Manager (LSPOOL)from the main window:

‘ﬁ' 055 ControlCenter 90 - SCCOE(L)

Help+Video

Q55/0A515(1.49.2)

File View District Year Messages Window News

Favorites

Go

Print Manager / Job Menu | Utilities
g
& Print Manager (LSPOOL)

....... = Job Menu
—

Upload / Download Fil = - = i i i
@ pload / Download Files (Q:]nght click to see Documentation, Video and Favorite options|
System Admin

Finance
------- AR. (AR, ¥R, RR. - Mo invoicing)

------- AR {Invoicing and Biling Management -RI, RP)

=5 Budget Development

&

------- OE Finance Job Menu

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

------- B Journals, Transfers (DC, JE, TF, TV}
------- B Manual Payroll Encumbering

------ @ Payroll Transfers
AP [ Purchasing

------- G‘ Accounts Payable
------- AP Batch Maintenance

Warrant Management (Cancels, Hand Issues, Recon.)

------- Purchasing Master Files

------- Purchase Orders / Requisitions

------- 'a‘r; Requisition Routing Master Files

Vendor Maintenance

Lookups

Last Run: 10/31/2016 13:12:24

10. Your ACA100 reports will be in your file list.

Click on the folder to open the reports:

v

ESDTHDEESOSHE0EER  10/31/2016|4:22 P

228 Print Manager (LSpool)

User Preference Setting: Months to look back for print files set to 2 Months

80 - SCCOE (L) Q5S/0ASIS - u]
File View Options Help+Video
EY TEAENE ) F?
Xe@ehnxxE|20 & FH 3
1 B
B080a@a#®
© print Files | Spool Files(SSTDLIST | Local PrintFiles | Session History | Server Commands |
© [ RALDOVER Ret. |in_|Slct|R |P |File # Date/Time Job# |Beg/End (Lines) Report Title Program Title Program |User PFile
(23 AllFiles oot | |y |n [s17226 10/31/2016 04:14PM |187000 | 1/200 (11134) OCTOBER 2016 ACA100 ACA Earrings Detai ACA100 |RALDOVER |Exists
%JDT:;S o2 v v N [s17227 10/31/2016 04:14PM_| 187000 | 201/295 (5241) OCTOBER 2016 ATA100 ACA Earnings Detai ACA100 |RALDOVER |Exists
o
(0] JE3091 Open file]
(1 Jaus02
(1 JaBsEs
(13 Je554
423 JaTo0o
(23 Javo04
(22 Program Titls
{2 Report Title

10/31/2016 | 4:23 PM
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11. To access the CSV file, go back to the main window and click on Personnel Downloader:

# QS5 ControlCenter 90 - SCCOE (L) (055/0ASIS (1.48.2) - O x
File ¥iew District Year Messages Window News Help+Video
= Settings | Master Files £
/ Account Maintenance
,&Q Chart of Accounts f Beginning Balances
@ Clearing Rules, Contral Objects, District Definitions
Options, Odometers, Control Dates, SACS Tables, Fund sxRef
H Fixed Assets / Stores
-7 w2/ 1099
=} Human Resources [ Payrol
&’ Employee Maintenance
E‘h-. Absence Tracking
= ‘B Retirement
Eﬁ ACA Management
HR Reporting and Downloading
% HR Report { Job Selectar
E‘g Personnel Downloader h
HR Query
E Absence Tracking Job Menu
E Benefits Management Job Menu
E Payrall Job Menu
-E Position Control Job Menu
Master Files [ Utilities
Iy Budgeted FTE
éll? HR Work Flow
Professional Development System (PDS)
% Substitute Teacher Tracking [Preview]
Employee Self Service (ESS) w
Last Run: 10/31/2016 13:12:24 NS0 0GaR | 10/31/2016 4:51 PM

12. In Personnel Downloader, click on the second tab, “Data”.

Bg Personnel Downloader 80 - SCCOE (L) Q55/0A5IS — m]
File Optiens Help+Video
HE®e + X/ F X [ 65 (o1 la e &
Data file information retrieved.
Download Definition @ Data | Categories I
eSSt Lines to retigve |Al ~
Ancess: ’W‘ ’i‘ Categary ’—L| ig "
an
File Name Name Description Records | Owner Category |Access A
* (002 UNION SEIU RATES 370|SMEYERS |EMP TYPE District
01CASC CEM14B  |State Controller's Office Data 13,682 CBOVERIO |EMP@ District
0404BE EEPYLO |EMPLOYEES BY PAY LOCATION 1,760 |PMIKLICA |EMP@ District
0404CC EEPYLO |EMPLOYEES BY PAY LOCATION 1,750 |PMIKLICA |EMP@ District
050616 050616  |HS POSITION LIST 5-6-16 421|SYUENALD [HEADSTRT | District
0STEST INSDAT |INS DATE 21(YGOMEZ |TBREPRT District
070616 070616  |WALDEN WEST LIST 7-6-16 419|SYUENALD |EMP District
071516 LTMGO  |Leadership Team Members 1,747|DHOOVER |EMP@ District
081215 081215 |HS POSITION LIST 8-12-15 397|SYUENALD |HEADSTRT | District
082616 LTMLIS Leadership Team List 0|DHOCVER |EMP District
1026TB DD1026  |Delma Oct26 1,750 | DDAVIS EMP@ District
1111 LTMLIS Leadership Team List 0|DHOCVER |EMP District
1230PM BYGRP EMPLOYEE LIST BY GROUP 2,589 (PMIKLICA |EMP District
1234 5408 wells fargo 34(LHOBGOOL| EMP District
123TBC TBLETT  |TB EXPIRATION 4(NDAVIDSO | TB REPRT District
1901 1901 ddc 2|LHOBGOOL | ALL EMPL District
1991 1991 Hired before 1992 110|SMEYERS |EMP TYPE District
2015M0 TBLET TE Letters 2|MFINE TB REPRT District
2512 MASSU Mass Update checking 1,571|SMEYERS |EMP TYPE District
2902 MASSU | Mass Update checking 443|SMEYERS |EMP TYPE District W
PDLO10 ( 00); View - Any file. Update - Only your own files. NES0iRDEEalSiEenl | 10/31/2016 4:53 PM
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LF

13. Change “Owner” to your QCC username. Then click on
naming convention from above. From our example, the fi

-

ik

F

. Your ACA CSV will show up with the specified
le name was ACAOCT:

B Personnel Downloader 90 - SCCOE (1)

rie_optonsmep-veoy Refreshifile list _
EEr KT HEr= X | B e B

Data file information retrieved.

Dowrload Defiitionn © Data | Categoriss |

Data SubSet

Aooess: |Include allfiles

_v| Dwner [RALDOVER +]

File Name Name Description
¥ ACAOCT ACA100 |OCT2016 ACAL00

Categary: |

=l

|Remrds Qwner ‘Ca

Lines to retrieve | Al ~
20
40 v
e

4,474 RALDOVER‘ PAY Owner

tegory | Access

QS5/0ASIS

[m] X

PDLO10 [ D0): View - Anp file. Update - Only your own files.

[NE0i7DEES0ISiEs0l 10/31/2016 | 4:55 PM

click on EI to export the file to Excel using a

14. Double-click your ACA file to make sure it is selected, then
wizard:
B@ Personnel Downloader 80 - SCCOE (L) QSS/0ASIS — O K
File Options Help+Video
. _— =
B & + X S % X [ B xled g
Opening Excel Wizard -
Dowrioad Definiion @ Data | Categori i i
ownlnad Defirition ata | Cotegories | E)(Qort using Excel \N|Zar£]
Data SubSet
Lines to retrieve |Al ~
Access: [Include all fles | Dwrer: [RALDOVER v Categon: - ig
W
| File name |Name | Description |Records|Owner | category |Access |
»|acaoct |acatoo |ocT2015 acatoo | 4,474|racoover|pay | ovner
PDLO10 [ 00): View - Any file. Update - Only your own files. FEStiEEs0lse0l | 10/31/2016 [4:57 PM
N
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15. A dialogue will show up to open an Excel document. Do NOT rename the document at this time, it will create a
temporary file that you can save later. Click on “Open”:
.

T <« Roaming > qgss » Userfiles » SVR.gcecp.sccoe.org.PORT.29610 » RALDOVER » Temp ~ O Search Temp »
Organize » MNew folder
MEWEST FOR ## » Mame Date modified Type Size
ACA Reporting
ACA100 Quick G
SCEOM103116

TSE Analyst

[ ExcelDatal.6042902 10/31/2016 4:57 PM  Microsoft Excel 97... 1,689 KB

Microsoft Excel
@& OneDrive

& This PC

[ Desktop

; Downloads

J’] Music

|= My Documents
= Pictures

Videos Leave,as|is! ihe)file,can berenamed later.

i Windows (C:)

RAldover (mai

w
File name: | elData0.6042902 All Excel Files v

Tools + Open |+ Cancel

16. Make sure “Delimited” is selected and select “My data has headers.” Then press “Next”:
Text Import Wizard - Step 1 of 3

? *
The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
COriginal data type
Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.
D Fixed width - Fields are aligned in columns with spaces between each field.
Start import at row: |1 = | File grigin: 437 : OEM United States e

[~]My data has headers.:

Preview of file ChUsers‘raldoverAppDatatRoaminghgssiUserFiles'SVR... \ExcelDatal, 6042902 xls.

1 "REEFERENCE", "NAME" , "DATE START", "DATE END™, "HIRE DT", "BU HO™,6K "EME TY¥™,6 "B~
"EICI4'TCICI“,“ABA.DI ADINA™, ™00/00/0000™,"00/00/0000™, "12/18/,2013"™, 77", "50", ™
"EICI4EIED“,“ABAYE LE&H", "00/s00/0000"™, "0OO/00/0000™,"10,/,10/2014™, 77", "50", "1
'EICIDlDE“,“ABBLS WENDA D",™00/00/0000",™00/00/0000",™08/11/2014™, "0B™, "RA"
'EICIDlDE“,“ABBLS WENDA D™, ™00/00/0000™,™00/0050000™, "08/11/2014™, "0B™, "RA™

W
£ >
Cancel Finish
N
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17. Deselect “Tab” delimiter and select “Comma” delimiter. Then press “Next”:

Text Import Wizard - Step 2 of 3

preview below,

This screen lets you set the delimiters your data contains. You can see how your text is affected in the

Delimiters
[liTabi
|:| Semicolon Treat consecutive delimiters as one
[] Comma .
Text gualifier: w
[ ] Space
Dgther:
Data preview
EFERENCE MAME ATE S5TART pDATE END IRE DT T NO EME TY [PAY
04700 I ADIHNZ Q000000 DOS00,0000 AZ251972013 77 14 2z
04980 E LE2RH /000000 DOS00,0000 AOS10/72014 77 14 2
00106 BAS WENDA D |D0/00/0000 POS00/,0000 PES11/2014 OB 1
0010& BAS WENDX D (00,/00/,0000 QO/s00,0000 DB/11/72014 QOB 1
£ >
Cancel < Back Finish
‘N
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18. In the “Data Preview” pane, click on each column and adjust the data format accordingly. The black highlighted
area will show what data section is selected. For REFERENCE, change the data format to Text. For DATE START,

DATE END, HIRE DT, TERM DATE, DATE PAID, PER END DATE, change the data format to Date. The other fields
can stay default. Then click “Finish” to export the ACA100 data to Excel:

() General

(®) Text
(OiDate:; | MDY

Data preview

Column data format

Text Import Wizard - Step 3 of 3

O Do not import column (skip]

This screen lets you select each column and set the Data Format.

? ot

‘General’ converts numeric values to numbers, date values to dates, and
all remaining values to text.

@hange,columnsito
SULEIR G BY
appropriate,datajtypes

Advanced..

D¥ Di D¥
BTE STRRT [DATE END IRE DT
0000000 QO/00/0000 Q271972013
o/s00/0000 pOS00/0000 AOS10/2014
WENDZ D |00/00/0000 [00/00,/,0000 D8/11/2014
WENDA D 00/00/,0000 QDO/00/0000 DBSL1/2014
Cancel < Back

19. This is the final exported ACA data in Excel, you can now “Save as...” an Excel workbook to your computer:

[

REFERENCNAME  DIATE STAIDATE ERDHIREDT AU NO

2/1/m018

wnnmy 7750
] 775U
9 RA

LY

] 775U
T 7HA
il TRa
7RA

5 RA

775U

1750

B ] 7 RA
wnnmy 775U
] TRa
s 7 HA
7RA

78

(=]

Bcr

2120 11 Ra
2/1/2016 11 Ra
f1f 3016 11 R4

EMPTY FAYCODERETSYS PAYLOC ACACLAS

12 L} 8000
12 5 000
1 1 5000
1 1 5000
12 5 8000
2 12 6100
2 F! 6772
2 2 6T
2 12 1220
12 5 8000
12 5 BOOD
Fl 12 6592
12 5 8000
2 ! 5090
2 E B090
2 12 6684
12 5 8000
1 1 6604
1 11 6804
1 1 4030
1 1 4030
1 1 4030
1 1 4030
2 8000
2 2 6220
T Fl 6220
3 2 8000

0 o 0 00/00/000 SuyEIIn SRR
[ T peergpe—
1 00/00/000 eeveemn summ—
0 00/D0/000 sesuuuny Bussuusg
[ e e——
[
L T pre———
0 00/00/000 wemmmm semm——
[ 00/00/000 sumusumy MussEg
0 00/00/000 wawmnm seRmT
000/ 00/ 000 SEREEEEE SERERHER
0 00/00/000 sssssssn sssssses
0.00/00/000 FEENUNY EENBHURN
0 00/00/000 ssssesey ssssmuns
0 00/00/000 weveenmn summm—
L g ——
0 CO/DO/000 wems e rn
0 D0/00/000 SEBEEEEN SERESEER
T ee———
0 00/00/000 wevmmn semm———
L ay —
0 00,0000 wewtnwT S Ll
0 DO/ 000 SEBEEEEE SESERHRE
T pe———
0 00/00/000 BRENRINN SUREENT
[T perege—
0 00/00/000 eesemm sem—

scoooocoococoooooOoOoeno0as0
P00 OO0 C0oCo0EoCO0DODe0ORBa0

fig

1%
16
W
1%
16
16
16
%
1%
16
16
16
16
16
%
%
16
16
16
%
%
16
16
16
16
15
%

L]

a
w
w

El
10
0
0
w

El

]
10

]
10
0
w

El
0
10
0
w
10
10

E)
0
0

Ll

o

o HAN
0 HRN
4363 NML
1515 NviL
@ HRN
1553 NML
T30 ML
3420 LOGN
5129 N
0 HRN
o HRN
3016 ML
9 HRN
3572 ML
3572 LOGN
2150 Naie
@ HRN
o MR
2253 N
s278 TRY
4206 CILL
4507 N
59 NML
0 HRN
652 NML
a out
0oL

: ACA CLAS: ACA CLAS TERM DAT DATE MAIC PER END [ ACA YEAR ACA MON POSITION PAY TYRE BAY 5C1

TENREC
TENRED
E10806
10006
TENREC
E11807
EOMAE
EOMAE
[OMAL
TENREC
TENREC
F11R07
TENREC
FOMAE
EOMAE
11007
TENREC
EoMSU
E11E07
EOMAE
[OMAL
EOMAE
EOMBE
TENREC
E11807
FOMSL
TEMREL

+ 0%

(_H\\\
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