
ESS – Viewing My 1095-C Form

1. Select Me to display your 
employee functions.

2. Click Document Records.

Use the Document Records function 
to upload, store, and view your HR 
related supporting documents.
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3. Click the X to remove the 
‘Expired’ filter.
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4. Locate your 1095-C form in the 
list of document records.

Note: You can use the Search by field 
or additional filters if you don’t see 
the 1095-C in your list.

5. Click the ’View More Details’ 
icon to drill into the document 
details. 
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6. Click the Download icon to 
download your 1095c form.
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7. Click to open the 1095c 
attachment.

Note: Downloaded attachments 
might be accessed differently from 
different web browsers.
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8. View your 1095-C form.

Note: You can save or print the 1095-
C form as desired. 

9. When finished, click the ‘X’ to 
close the browser window.

End of Procedure


