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Preface 
By making any change to this document, you agree that modifications and unchanged portions of 
the document are your sole responsibility, comply with legal and regulatory requirements, comply 
with the terms if the Service Agreement between you and NEOGOV, and you further agree to 
update the document as product changes are released reflecting the author of the changes. 
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Overview 
If you are using NEOGOV payroll services, run this report monthly to build the data needed for 
end-of-year reporting. The generated report captures employee data for the year/month defined 
in the Year (YYYY) and Month (MM) fields. The report only captures the following employment 
statuses. 

• Active. 
• Pending. 
• Leave. 
• Unpaid Leave. 
• Retired. 
• Cobra. 
• Terminated (up to the month of termination). For example: if you terminate an employee 

in January, running the report in February will not count this employee. 

NEOGOV recommends running the report towards the end of the month so that NEOGOV 
completes all pay lines from the previous month. Do not run the report at the end of the year for 
all 12 months.  
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Create and Review ACA Monthly Data 
1. Go to Affordable Care Act (UBACA), enter the following, and click Generate. 

Field Enter/Select 

Entity Enter the name of the company. 

Year (YYYY) Enter the current year. 

Month (MM) Enter the month to report on. Enter this as a numeric value. 

Use Eligibility Date 
● Yes: NEOGOV uses start/end dates to determine when the plan covers 

an employee. 
● No: default selection. 

Exception Level Select 0-Exceptions only. 

 
After running, the report generates an Excel file for auditing purposes. 
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2. If there are adjustments needed for the report, go to Define ACA Monthly Data by EE 
(IBACAE) to change individual data. IBACAE displays the same data from the Excel file. 
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Save ACA Data 
After you review and modify your data, run the RB1095C report. After running this report, 
NEOGOV will not delete your data. For 1094 forms, follow this process using RB1094C. 

1. Go to RB1095C and enter the following. 

Field Enter/Select 

Entity Enter the name of the company. 

Year (YYYY) Enter the current year. 

As of Date Select the appropriate calculation method. 

Final (check toggle) Select Yes. 

Interface Code Select the appropriate IDIF Interface File code. 

Exception Level Select 0-Exceptions only. 

 
2. If needed, select any remaining options, then click Generate. 

NEOGOV produces a PDF copy of your 1095 file at the bottom of the page. 
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Customers Without Payroll Services 
Each year, NEOGOV includes a new ACA compliant interface file on the Define Interface 
Formats (IDIF) screen. If you are not using NEOGOV payroll services, you must create your own 
interface file each year. You can use this process for 1094 and 1095 files. 

 
The NEOGOV format for this file code is NGV$ACA1094C-**** (where **** denotes the Year). 
Because NEOGOV locks the file from editing, you must create a copy of the file and modify it. 

 

Important: The interface file requires your unique Transmittal Control Code (TCC) assigned to 
you by the IRS. Without a TCC, the IRS will reject any NEOGOV-generated electronic submittal 
file. 

Set Up Interface File 
1. From the Human Resources Dashboard, search for IDIF in the Page Code field. 
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2. Select the Interface file from the previous year. 

 
3. Click Duplicate. The Copy Interface Format dialog appears. 
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4. Enter HNGV$ACA1094C-xxxx (where xxxx is the current year) for the New Interface 
Code, then click Copy. Click Ok on the confirmation dialog. 

 
5. Modify any parameters to reflect your requirements. 

 
6. Click Save at the top of the screen. 
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Appendix 

Version Description Date 

3 • Added Customers Without 
Payroll Services and Set Up 
Interface File sections. 

• Added sentence about 
RB1094C to Save ACA Data. 

2/23/22 

2 Added Save ACA Data and 
Appendix sections. 

2/13/23 

1 Initial release. 11/30/22 
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