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SUBJECT: URGENT: YOUR ACTION NEEDED-Time Reporting Under the Affordable Care Act (ACA) 

 
The purpose of this communication is to notify you of a new requirement for reporting the hours you work. 
 
The Affordable Care Act (“ACA”), more commonly called Health Care Reform, generally includes requirements for 
employers to offer medical coverage in a current period to employees who, when hired, are reasonably expected to work 
an average of 30 hours or more per week, or who work an average of 30 hours or more per week in a prior period.   
 
As you know, you are in a category that today is not eligible for RIT medical coverage.  As a salaried (exempt) 
employee, you do not report your hours worked, and your pay is not based directly on the number of hours you actually 
work.   
 
We are introducing a new requirement for salaried employees who are not currently eligible for RIT medical coverage to 
report hours worked each week.  The data collected will be used for RIT’s ACA compliance purposes only.  We will 
collect the information using a simple online “form” in Oracle RIT Employee Self-Service (where you find your other 
employee information, including your paystubs).   
 
Beginning June 1, please follow these steps each week: 

1. Log into Oracle at http://myinfo.rit.edu (if you do not know your login information, click on Forgot Your Password 
or Username? link; if you have a problem, contact the ITS Service Desk at 475-5357/V and 475-2810/TTY) 

2. On the left menu, click on RIT – Hours Reporting for ACA 
3. On the menu in the middle of the screen, click on RIT - Hours Reporting for ACA 
4. Click on the Add button 
5. Enter the number of hours you worked in the box; if you are not sure, estimate to the best of your ability 

a. If you didn’t work any hours in a particular week, even though you were paid (e.g., end of the term), 
enter 0 hours) 

6. Select the calendar week by clicking on the calendar icon, then the Saturday that is the end of the week you are 
reporting 

7. Click the Apply button 
8. Click the Next button to see the proposed hours reported 
9. Click the Submit button 

 
The department head will receive reports of employees who work 30 hours or more per week to confirm accuracy. 
 
Thank you so much for your cooperation.  If you have questions, please contact me at [enter]. 


