As of March 27, 2020

Creating Time Off Codes in Sage HRMS and Abra Suite to Accommodate the
Families First Act and Expansion of the Family Medical Leave Act.

Please note that this article is provided for educational and informational purposes only. Net at Work is not, by
means of this article, rendering legal, business, financial or other professional advice or services. This article is not a
substitute for legal or financial advice. Net at Work expressly disclaims any liability in connection with the use of the
contents of this article to setup or modify your human resource system.

The Federal Government has passed HR 6201, known as FFCRA, to provide relief to families directly affected by COVID-
19. There are two distinct categories of employees who will qualify. These will remain in effect at this time till 12/31/2020.
This document is to assist with the creation of codes to track as well as the means to report at the end of the year for Tax
Credit purposes.
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FFCRA Overview from DOL Wage and Hour Division:

https://www.dol.gov/agencies/whd/pandemic/ffcra-employee-paid-leave

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide employees with paid
sick or family leave for specified reasons related to COVID-19. The Department of Labor’s (Department) Wage and Hour
Division (WHD) administers and enforces the new law’s paid leave requirements. These provisions will apply from the
effective date through December 31, 2020.

Generally, the Act provides that employees of covered employers are eligible for:

e Two weeks (up to 80 hours) of paid sick time at the employee’s regular rate of pay where the employee is unable
to work because the employee is quarantined (pursuant to Federal, State, or local government order or advice of
a health care provider), and/or experiencing COVID-19 symptoms and seeking a medical diagnosis; or

e Two weeks (up to 80 hours) of paid sick time at two-thirds the employee’s regular rate of pay because the
employee is unable to work because of a bona fide need to care for an individual subject to quarantine (pursuant
to Federal, State, or local government order or advice of a health care provider), or to care for a child (under 18
years of age) whose school or child care provider is closed or unavailable for reasons related to COVID-19, and/or
the employee is experiencing a substantially similar condition as specified by the Secretary of Health and Human
Services, in consultation with the Secretaries of the Treasury and Labor; and

e Up to an additional 10 weeks of paid sick leave at two-thirds the employee’s regular rate of pay where an
employee, who has been employed for at least 30 calendar days, is unable to work due to a bona fide need for
leave to care for a child whose school or child care provider is closed or unavailable for reasons related to COVID-
19.

Covered Employers: The paid sick leave and expanded family and medical leave provisions of the FFCRA apply to certain
public employers, and private employers with fewer than 500 employees.[1] Most employees of the federal government
are covered by Title Il of the Family and Medical Leave Act, which was not amended by this Act, and are therefore not
covered by the expanded family and medical leave provisions of the FFCRA. However, federal employees covered by Title
Il of the Family and Medical Leave Act are covered by the paid sick leave provision.

Small businesses with fewer than 50 employees may qualify for exemption from the requirement to provide leave due to
school closings or childcare unavailability if the leave requirements would jeopardize the viability of the business as a
going concern.

Eligible Employees: All employees of covered employers are eligible for two weeks of paid sick time for specified reasons
related to COVID-19. Employees employed for at least 30 days are eligible for up to an additional 10 weeks of paid family
leave to care for a child under certain circumstances related to COVID-19.[2]

Notice: Where leave is foreseeable, an employee should provide notice of leave to the employer as is practicable. After
the first workday of paid sick time, an employer may require employees to follow reasonable notice procedures in order
to continue receiving paid sick time.

Qualifying Reasons for Leave:

Under the FFCRA, an employee qualifies for paid sick time if the employee is unable to work (or unable to telework) due
to a need for leave because the employee:
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is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;

has been advised by a health care provider to self-quarantine related to COVID-19;

is experiencing COVID-19 symptoms and is seeking a medical diagnosis;

is caring for an individual subject to an order described in (1) or self-quarantine as described in (2);

A N R

is caring for a child whose school or place of care is closed (or child care provider is unavailable) for reasons related
to COVID-19; or

6. is experiencing any other substantially-similar condition specified by the Secretary of Health and Human Services,
in consultation with the Secretaries of Labor and Treasury.

Under the FFCRA, an employee qualifies for expanded family and medical leave if the employee is caring for a child whose
school or place of care is closed (or child care provider is unavailable) for reasons related to COVID-19.

Duration of Leave:

For reasons (1)-(4) and (6): A full-time employee is eligible for 80 hours of leave, and a part-time employee is eligible for
the number of hours of leave that the employee works on average over a two-week period.

For reason (5): A full-time employee is eligible for up to 12 weeks of leave (two weeks of paid sick leave followed by up to
10 weeks of paid expanded family & medical leave) at 40 hours a week, and a part-time employee is eligible for leave for
the number of hours that the employee is normally scheduled to work over that period.

Calculation of Pay:[3]

For leave reasons (1), (2), or (3): employees taking leave are entitled to pay at either their regular rate or the applicable
minimum wage, whichever is higher, up to $511 per day and $5,110 in the aggregate (over a 2-week period).

For leave reasons (4) or (6): employees taking leave are entitled to pay at 2/3 their regular rate or 2/3 the applicable
minimum wage, whichever is higher, up to $200 per day and $2,000 in the aggregate (over a 2-week period).

For leave reason (5): employees taking leave are entitled to pay at 2/3 their regular rate or 2/3 the applicable minimum
wage, whichever is higher, up to $200 per day and $12,000 in the aggregate (over a 12-week period).[4]

[1] Certain provisions may not apply to certain employers with fewer than 50 employees. See Department FFCRA
regulations (expected April 2020).

[2] Under the Act, special rules apply for Health Care Providers and Emergency Responders.

[3] Paid sick time provided under this Act does not carryover from one year to the next. Employees are not entitled to
reimbursement for unused leave upon termination, resignation, retirement, or other separation from employment.

[4] An employee may elect to substitute any accrued vacation leave, personal leave, or medical or sick leave for the first
two weeks of partial paid leave under this section.
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Establishing Pay Codes to best meet the requirements of your organization:

e 511.00 daily maximum = 63.87 per hour (5110.00 aggregate maximum for a maximum 2 week period);

e 200.00 daily maximum at 2/3 benefit = 25.00 per hour (2000.00 aggregate maximum for a maximum 2 week
period);

e Specific Reason #5: 200.00 daily maximum at 2/3 benefit = 25.00 per hour (10000.00 aggregate maximum for a
maximum 10 week period).

For most organizations this will include the majority of the included workforce, especially for leave reasons (1), (2), or (3)
under Emergency Paid Sick Leave. If so, the normal “rate of pay” whether based on Hourly or Salary can be used without
cause for concern of hitting the daily/aggregate maximum.

In organizations where the majority of the workforce is more highly compensated it may be necessary to use a hybrid

solution or leverage the capabilities of Crystal Reports, Labor Interfaces or other options depending on your current payroll
processes and options.
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Establishing Pay Codes in HRMS:
Sage HRMS Options/Recommendations — Hourly Rate based Earning:

/

Log into HRMS and navigate to Setup, Payroll. If needed, from the Setup Menu,
select General Ledger Accounts and add Expense Accounts for the new Earnings.
Select Earnings/Deductions and click the “new” button to add a new Earning.

Enter the Earning Code, Long and Short Description. If it is determined all
necessary management can be accommodated in Payroll, Select Earning as the
Category. Complete the Basic Info setup as required for your organization. The
following screen shots can be used as a reference/sample.

In this example, three distinct Earning Pay Codes have been created to
accommodate the three distinct leave circumstances which could arise for an
individual. This would allow maximum advantage to access information for each
individually or as an aggregate as needed.
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Using the capability of Earning mapping in Employee Configuration you can then link the new earnings to an individual’s
normal Hourly rate of pay. Then, using the Conversion Factor you can set the Earning to calculate the Earning at either

Full Hourly Rate or 66%.

The following screen shots can be used as a reference/sample.

At this point the Earning will be included in Open Payroll and automatically add to the Employee Pay Page the same as

any other earning.
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The following screen shot is an example of the Open Payroll Audit results (EFML at 66%, ESPL1 at Full and ESPL2 at 66%).

It can then be manually added in Time Cards, or included in your Labor System for use in time entry and imported. These
Earnings will then be included in Calculate Payroll and process as any other Earning with the same general setup. The
Hours, Amount, Deductions, Employee and Employer Taxes will post and be available for analysis as any other Earning.
These can then be used for future reporting as the availability of Employer Payroll Tax credit and other possible Employer

expenses are clarified.

The following screen shots give an example of the Payroll Register including payments made for Qualifying Sick Leave
Benefits.
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Sage HRMS Option #2 if necessary — Flat Amount based Earning:

If your organization population is such that an Hourly Rate based Earning proves to not be a viable option there is another
method available. You can create Flat Amount Based Earnings. The foundation and basic principles are the same as that
for an Hourly Earning. However, instead of calculating the payment based on Hours you are paying a flat dollar amount.
Note, for this option to work you need to have available up to two numeric User-Defined fields in Sage HRMS HR. These
are User Defined Field Four on the HR Status page or User Defined Fields Three or Four on the Current Pay page. Again,
if needed, from the Setup Menu, select General Ledger Accounts and add Expense Accounts for the new Earnings. Select
Earnings/Deductions and click the “new” button to add a new Earning.

Enter the Earning Code, Long and Short Description. If it is determined all necessary management can be accommodated
in Payroll, Select Earning as the Category. Complete the Basic Info setup as required for your organization. The following
screen shots can be used as a reference/sample.

In this example, three distinct Earning Pay Codes have been created to accommodate the three distinct leave
circumstances which could arise for an individual. This would allow maximum advantage to access information for each
individually or as an aggregate as needed.
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Go to Setup, Employees, HR Setup. On the HR Options tab you will see the User Defined Fields. Again, Field 4 on the User-
Defined Employment Fields (found on the HR Status page) and Fields 3 and 4 of the User-Defined Pay Fields (found on the
Current Pay page) are Numeric type fields.

The screen shot below shows User Defined Pay Fields 3 and 4 have been labeled to store the values for 100% of Salary
and 66% of Salary.

These fields can then be populated either individually by employee or using the capability and functionality available in
the Mass Update Process found in Employee, Processes.

The following screen shots represent two individuals, both on a Bi-weekly pay frequency, one of whom exceeds the
maximum allowable and one below.
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Using the capability of Earning mapping in Employee Configuration you can then link the new earnings to the User Defined
fields. Then, using the Conversion Factor you can set the Earning to calculate the Earning at either Full Hourly Rate or
66%.
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The following screen shots can be used as a reference/sample.

At this point the Earning will be included in Open Payroll and automatically add to the Employee Pay Page the same as
any other earning.
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The following screen shot is an example of the Open Payroll Audit results where the earnings are populated with the
values from the User-Defined fields.

Since these are Flat Amount Earnings, they will need to be set to “Calculate No” on the Pay Page until ready to use. This

can be easily mass updated after the Earning is added through the Update Earning/Deduction process found in Payroll
Processes.

It can then be manually added in Time Cards, or included in your Labor System for use in time entry and imported. These
Earnings will then be included in Calculate Payroll and process as any other Earning with the same general setup. The
Hours, Amount, Deductions, Employee and Employer Taxes will post and be available for analysis as any other Earning.
These can then be used for future reporting as the availability of Employer Payroll Tax credit and other possible Employer
expenses are clarified.
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The following screen shots give an example of the Payroll Register including payments made for Qualifying Sick Leave
Benefits.
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Establishing Earning Codes in Sage Abra Suite

Sage Abra Suite Options/Recommendations — Hourly Rate based Earning:

Log into Sage Abra Suite and navigate to Setup, Payroll. If needed, from
the Setup Menu, select General Ledger Accounts and add Expense
Accounts for the new Earnings. Select Earnings and click Add to add a new
Earning.

Enter the Earning Code and Description. Select the applicable Category
and other General information as required for your organization. The
following screen shots can be used as a reference/sample.

In this example, three distinct Earning Pay Codes have been created to
accommodate the three distinct leave circumstances which could arise for
anindividual. This would allow maximum advantage to access information
for each individually or as an aggregate as needed. All are configured with
a Calculation Rule of Pay Rate * Hours. The Rate Factor is 1.0 or .66 as
required for the proper calculation of the earning rate.
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The Earning will be added to all tax codes. If it is determined it is to be part of the calculated base for % based
deductions remember to access those deductions and add.

It can then be manually added in Time Cards, or included in your Labor System for use in time entry and imported. These
Earnings will then be included in Trial Payroll and process as any other Earning with the same general setup. The Hours,
Amount, Deductions, Employee and Employer Taxes will post and be available for analysis as any other Earning. These
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can then be used for future reporting as the availability of Employer Payroll Tax credit and other possible Employer
expenses are clarified.

Sage Abra Suite Option #2 if necessary — Flat Amount based Earning:

If your organization population is such that an Hourly Rate based Earning proves to not be a viable option there is another.
You can create Flat Amount Based Earnings. The foundation and basic principles are the same as that for an Hourly
Earning. However, instead of calculating the payment based on Hours you are paying a flat dollar amount. Again, if
needed, from the Setup Menu, select General Ledger Accounts and add Expense Accounts for the new Earnings. Select
Earnings and click the Add button to add a new Earning.

Select the applicable Category and other General information as required for your organization. The following screen
shots can be used as a reference/sample.

In this example, three distinct Earning Pay Codes have been created to accommodate the three distinct leave
circumstances which could arise for an individual. This would allow maximum advantage to access information for each
individually or as an aggregate as needed. All are configured with a Calculation Rule of Flat Amount. Since these are
configured as Flat, you can enter the aggregate maximums in the Goal as well as assign the specific Start and Stop Dates.
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Since this is a Flat Earning it will need to be added to the Payroll, Other Earnings page in order to be included in the
payroll.
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