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[bookmark: _Toc23325075]Sage HRMS Training Classes
This learning session uses concepts contained in the following training class on Sage University:
[bookmark: _Toc23325076]ES - Sage HRMS - Managing your HR Setup in Sage HRMS (Virtual)
Scheduled Training Virtual Classroom 8 hours $549.00 (C$549.00)
During this course we will introduce you to the set up and management of HR code tables in Sage HRMS. Starting with an overview of all HR code tables in the system, we will deep-dive into creating, editing, and managing benefit code tables. We will review the file structure, functions, and expressions, as well as the tool you will use to manage them – Expression Builder. From rate tables to formulas and complex benefit codes containing both, this course will give you a thorough, hands-on approach to managing your setup for Sage HRMS. This training includes hands-on exercises so you can practice what you have learned in a demo environment.
After completing this course, you will be able to:
· Recognize benefits of using code tables
· Explain what code tables are
· Use the manual to:
· Indicate the use of each table
· Locate the field that uses the table
· Indicate whether codes in the table can be changed
· Use Expression Builder to create formulas and expression in Sage HRMS
· Enter, manage, and edit codes in Sage HRMS
Who Should Attend?
Any user responsible for creating, editing, and maintaining Code Tables in Sage HRMS. HR Controllers for Sage HRMS (U.S. and Canada) 

Prerequisites
Participants should have a cursory knowledge of Sage HRMS.


[bookmark: _Toc23325077]ES – Sage HRMS – Managing your Employees with Sage HRMS
Scheduled Training Virtual Classroom 16 hours $949.00 (C$949.00)
During this course we will explore the features and functionality available in Sage HRMS HR and Sage Abra Suite HR. Topics will include using the navigation pane, the user preferences, and the employee toolbar to manage your employee data. We will review the file structure in Sage HRMS, the various HR detail pages, and the tasks and processes needed to manage HR, whether it is for one employee or a group of employees. We will also discuss time off management, as well as the reporting capabilities available in Sage HRMS with standard reports and the secure query. This training includes hands-on exercises so you can practice what you have learned in a demo environment.
After completing this course, you will be able to:
· Operate the Employee Toolbar to promptly navigate employee information
· Quickly and efficiently update your employee information using Tasks and Processes in Sage HRMS
· Make use of Sage Abra/Sage HRMS canned reports to give the metrics you need when you need them
· Interpret and apply best practices when using the Sage Abra/Sage HRMS User Interface for improved management of your HR processes
Who Should Attend?
Sage HRMS and Sage Abra Suite users who are required to access and update employee HR information.
Prerequisites
None
[bookmark: _Toc23325078]Sage University
To find training and register for training courses, visit  Sage University at www.sageu.com.  If you have Gold Support, you are entitled to 50% off Sage HRMS instructor-led training and Sage HRMS Any-time learning (ATLs) are free.  If you register for an instructor-led training class, use code HRMSresource to receive 10% off.  If you have Gold Support, this is in addition to the 50% discount.
[bookmark: _Hlk14357560]To enroll in a course, go to https://sageu.csod.com and log on. If you do not have a log on, you will need to create one.  For registration assistance call Sage University Help Desk at 1-855-724-3864 or email SageUniversity@sage.com.


[bookmark: _Toc23325079]Expiring Benefits Overview
In today’s Learning Session we will:
· Enable Benefit History
· Review the data dictionary and benefit type codes
· Discuss the difference between a history record and an expired benefit
· Expire a benefit insurance plan for one employee
· Expire a benefit insurance plan for all employees
· Look at solutions to stop expired benefits from appearing on standard HR benefit reports and SAP Crystal Reports
[bookmark: _Toc23325080]How to Enable Benefit History
Path:  Setup > System > (Setup) Enterprise Setup
The Benefit History radio buttons provide the ability to enable or disable benefit history.  The default option is disabled.
[image: ]
	[image: Sage_icons_values_do-the-right-thing]
	If benefit history is disabled and is changed to enabled, going forward it will save history records.  When the setting is disabled, Sage HRMS is not saving benefit history records.



[bookmark: _Toc23325081]Show All Benefit Plans vs Show Current Plans Only
Path:  Settings > User Preferences > General Preferences tab
In User Preferences you can select the default for the employee’s Insurance Benefit Page to ‘Show All Benefit Plans’ or ‘Show Current Plans Only’.
[image: ]
[bookmark: _Toc23325082]Data Dictionary
The Data Dictionary documents the structure for the tables used by the HR module of Sage HRMS.  It is useful when building expressions within Sage HRMS and when deciding what fields to use for your custom reports.
You can access the Data Dictionary though Sage HRMS Online Documentation or Sage HRMS Help.  In order to obtain the most accurate and up-to-date data dictionary, run the Data Dictionary Reports by selecting Reports > System > Data Dictionary Reports.
We will focus on the Employee Benefit (BE) table.
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[bookmark: _Toc23325083]Benefit Type Code
The field B_Beneid is a character field.  The description is Benefit Type Code (I/S/N/V)
Legend for Be.b_beneid
	I
	Current Insurance or expired plan

	S
	Current Savings

	N
	Insurance History

	V
	Savings History



	[image: Sage_icons_values_do-the-right-thing]
	Not all expired plans are history records.



When you expire a benefit for an employee the Be.b_beneid field remains “I”.  The Be.b_expdate contains the Expiration Date.
When benefit history is enabled, depending on the type of change that is made (for example, adding a covered dependent or causing an amount change), a history record is created, and the new information is now the current record.
[bookmark: _Hlk23326061]When ‘Include History Records’ is selected on the employees Insurance Benefit page, the Current record appears bolded and history records are not bolded.  In the screen shot below, DENTAL has a current bolded record (Last Change 07/08/2019) and a history record (Last Change 03/01/2010).
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[bookmark: _Toc23325084]How to Expire a Benefit Plan
[bookmark: _Toc23325085]Expire a benefit insurance plan for one employee
Path:  Employees > (Tasks) View/Edit Employee > Benefits tab > Insurance Benefits tab
1. Make sure you have selected the employee that will have the plan expired
2. Click on the benefit record you want to expire.  Click More
3. Click Expire Benefit
4. Enter the expiration date in Coverage Expiration Date field.  Click OK
5. Employee Coverage Ends date will be updated.  Click OK to save
6. In the Summary View scroll to the far right and the Expiration field will display the date entered you entered above
Note:  If Coverage Expiration Date is prior to the system date and benefit history is enabled, the benefit will no longer appear under the option ‘Show Current Plans Only’.  If Coverage Expiration Date is equal to or greater than the system date, the benefit will appear in ‘Show Current Plans Only’ and ‘Show all Benefit Plans’.
[bookmark: _Toc23325086]Expire a benefit insurance plan for all employees
Path:  Setup > (Codes) Employees > (Benefits) Insurance Plans 
1. Select the Employer field where the code is being pulled from. If the code exists at the employer level select the employer, if the code is not at the employer level select *** Enterprise
2. Click on code to be expired and click More
3. Enter the date to expire the plan in the ‘Plan Is In Effect To’ field
4. Click OK
5. A message will appear
[image: ]
Click Yes to deactivate this code.  If you do not want to deactivate the code click No
6. If you click Yes in the previous step, an Expiration Date Warning Message will appear
[image: ]
7. Select the appropriate button for your scenario
	[bookmark: _Hlk13582756][image: Sage_icons_values_do-the-right-thing]
	If Expire Coverage is selected, the Be.b_beneid field will remain ‘I’ since the b_expdate field has been updated.  The record line was not replaced.  If Enroll in New Plan is selected the Be.b_expdate will be updated and be.b_beneid will remain ‘I’.
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	Expiring a Benefit Savings plan is similar to expiring an insurance benefit plan.  It can be done in Setup for all employees or one employee at a time on the employee Savings Benefit page.


[bookmark: _Toc23325087]HR Benefit Reports Pulling Expired Benefits
If a standard HR benefit report is pulling expired benefits and you want to see current benefits only, enter the following Visual FoxPro Expression on the reports’ Standard Criteria tab > Custom Criteria.
(isnull({hbene.b_expdate})or 
{hbene.b_expdate}=datetime(0,0,0,0,0,0) or 
{hbene.b_expdate} >= CurrentDate)
and 
{hbene.b_beneid} in ["I", "S"]
	[image: Sage_icons_values_do-the-right-thing]
	Some benefit reports have the option on the Specific Criteria tab to select/deselect ‘Include History Records’.



[bookmark: _Toc23325088]SAP Crystal Reports Pulling Expired Benefits
To see active benefits as of a specified date (June 30, 2019)
1. From the Crystal Report Menu select Report, Edit Selection Formula, and Record
2. Paste in all three lines of ONE of the following formulas:
{hbene.b_beneid} in ["I", "S"] and 
({hbene.b_expdate} >= Date (2019, 06, 30) or
{hbene.b_expdate} = Date (0, 0, 0))
OR instead of having to replace 'Date (2019, 06, 30)' with the current or desired date;
({hbene.b_expdate} >= CurrentDate or
{hbene.b_expdate} = Date (0, 0, 0)) and
{hbene.b_beneid} in ["I", "S"]


[bookmark: _Toc23325089]Links and contact information
	Topic
	URL
	Additional Information

	Sage City – HRMS Forum
	https://www.sagecity.com/support_communities/sage_hrms/f
	Ask product questions
Share tips and tricks with Sage peers, partners, and pros

	Questions and Answers relating to Sage HRMS Learning Series
	https://www.sagecity.com/support_communities/sage_hrms/f/sage-hrms---training
	This link will take you directly to the Sage HRMS – Training forum on Sage City

	Sage University
	https://www.sageu.com/hrms
	Log on
Training and certification
View training by subject
Create a Profile
Test your knowledge
View training schedule

	Sage University Help Desk
	
	Telephone: 1-855-724-3864
Email: SageUniversity@sage.com

	Discount code when registering for Sage HRMS instructor-led training
	HRMSresource
	10% off

	Register or access on demand recording for Sage HRMS Learning Series
	https://get.sage.com/HRMSLearningSeries
	


	Grad Cap icon in Sage HRMS
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	A link to Sage University to browse for training on the related area in Sage HRMS
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BE
Order ~ Field Name pe Length Dec Description

1 B_ADIEAMT N 7 2 401(K/RSP Employee Contribution Am
2 BLADIEPCT N 6 2 401(K/RSP Employee Contribution P
3 BLADIRAMT N 7 2 401(K/RSP Employer Match Amount
4 BLADIRPCT N [ 4 401(K/RSP Employer Match Percent
5  B_AUTOUP c 1 0 Automatic Update (Y/N)
6 B_BENECODE c 10 0 Benefit Code
7 BBENEFIC c 25 0 Beneficary
8  B_BENEID c 1 0 Benefit Type Code (VSINN)
9 B_CERT c 25 0 Cerificate Number

10 B_CHADATE T [ 0 Last Change Date

11 B_COMPANY c 3 0 Company Code

12 B_CONTRIB N 7 2 Employee Contribution

13 B_COVERAGE N 7 0 Coverage Amount

14 B_COVERTYP c 20 0 Coverage Type

15 B_DPREMIUM N 7 2 Dependent Premium

16 BEFFDATE T [ 0 Effective Date

17 B_ELIGIBLE T i 0 Benefit Eligitility Date

18 B_EMPNO c El 0 Employee D

19 B_EPREMIUM N 7 2 Employee Premium

20 B_EXPDATE T [ 0 Expiration Date

21 B_MISCt c 10 0 Miscellaneous 1

22 BMISC2 c 10 0 Miscellaneous 2

23 B_MISC3 c 10 0 Miscellaneous 3

24 B_MISC4 c 10 0 Miscellaneous 4

25  B_PERIOD c 1 0 Period Code (HIW/BIMIS/Y/U)

26 B_WAVDATE T [ 0 Waive Date

27 _AUTOUP c 3 0 Automatic Update Description (Yesil

28 _BENECODE c 25 0 Benefit Description

29 BENEID c 25 0 Benefit Type Description (Insurance

30 _PERIOD c 25 0 Period Description (Hourly/We eklyle

31 IFILTER c 25 0 Filter Function

32 B_CURRENCY c 3 0 Currency Type (USD/ICAD)

33 B_OTHERAMT N 10 2 Other Calculated Amount

34 B_CHGEFF T 8 0 Change Effective Date

35 B CHGREAS c 0 0 Change Reason

36 B_COVIND c 1 0 Coverage Indicator Code

37 B_DCOVAMT N 9 0 Dependent Coverage Amount

38 B_EMPBEG T 8 0 Employee Coverage Begins

39 B_EMPEND T [ 0 Employee Coverage Ends
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