Day 1: Foundations of Payroll Management with Excel Basics

e Introduction to Payroll Management

e Scope and Importance of Payroll

e Key Payroll Terminology and Concepts

e Overview of Excel for Payroll Management: Capabilities and Limitations
e Excel Basics Refresher: Data Entry, Formulas, Formatting, and Functions
e Payroll Policies and Organizational Procedures

o Developing Payroll Policies in Excel Templates

e Using Excel for Payroll Schedules and Cycle Tracking

e Record-Keeping and Documentation with Excel Sheets

e Overview of Payroll Systems and Technology

e Integrating Excel with Payroll Software: Importing/Exporting Data

e Using Excel to Evaluate Payroll Software Features and Compare Solutions
e Building a Basic Payroll System in Excel

e Managing Payroll Data with Excel

e Excel Data Entry Techniques for Payroll Inputs

e Using Excel Data Validation for Error Prevention

e Confidentiality and Security in Excel: Protecting Worksheets and Data Encryption
e Practical Exercise: Setting Up Payroll Data Sheets

e Creating a Payroll Template in Excel

e Hands-On Exercise: Building an Employee Database and Salary Structure

Day 2: Payroll Calculations, Deductions, and Taxes with Excel

e (Calculating Gross Pay with Excel

e Using Excel Formulas for Basic Pay, Overtime, Bonuses, and Commissions

e Excel Functions for Calculating Shift Differentials and Allowances

e Practical Example: Building a Gross Pay Calculator in Excel

e (Calculating Net Pay and Deductions

e Using Excel to Calculate Statutory Deductions: Taxes, Social Security, and Medicare

e Building Formula-Based Deduction Models in Excel (Retirement Plans, Health Insurance)
e Practical Application: Simulating Net Pay Calculations in Excel

e Payroll Taxes and Withholding Management

e Setting Up Excel for Tax Withholding Calculations and Filings

e Creating Excel-Based Tax Forms and Templates for Payroll Reporting

e Practical Exercise: Generating Tax Summary Sheets in Excel

e Employee Benefits and Payroll in Excel

e Managing Employee Benefits Deductions with Excel: Health, Retirement, and Cafeteria Plans
e Developing an Excel Template to Track Employee Benefits and Contributions

e Example Project: Using Excel Pivot Tables for Benefits Data Analysis

e Hands-On Exercise: Comprehensive Payroll Calculation in Excel

e Setting Up a Payroll Calculation Template in Excel

e Simulating Payroll Scenarios and Analyzing Results



Day 3: Payroll Compliance, Legal Requirements, and Reporting in Excel

e lLabor Laws and Payroll Compliance Tracking with Excel

e Building Excel Checklists for Compliance with FLSA, FMLA, and EEO

e Using Excel to Track Employee Classification and Status

e Practical Exercise: Compliance Checklist Creation in Excel

e Audit Preparation and Record-Keeping in Excel

e Preparing Excel-Based Payroll Audit Checklists

e Tracking Payroll Records in Excel for Compliance and Auditing

e Using Excel to Simulate an Internal Audit Scenario

e Data Privacy and Security Measures in Excel

e Securing Payroll Data in Excel: Password Protection and Data Encryption
e Data Privacy Techniques: Masking Sensitive Information in Excel

e Practical Example: Implementing Data Privacy Controls in Excel Sheets
e Advanced Payroll Reporting and Analysis with Excel

e Creating Pivot Tables and Charts for Payroll Data Analysis

e Using Excel to Generate Customized Payroll Reports

e Practical Application: Visualizing Payroll Trends and Metrics

e (Case Study and Exercise: Payroll Compliance Reporting in Excel

e Analyzing Payroll Scenarios and Preparing Compliance Reports

e Creating Year-End Payroll Summary Reports with Excel

Day 4: Advanced Payroll Processing, Reconciliation, and Excel Automation

e Complex Payroll Situations and Calculations in Excel

e Handling Terminations, Severance Pay, and Final Pay Calculations in Excel
e Using Excel for Leave Management and Absence Tracking

e Project: Creating an Advanced Payroll Worksheet for Complex Scenarios
e Payroll Accounting and Reconciliation Using Excel

e Setting Up Excel for Payroll Accounting and Journal Entries

e Building Excel Reconciliation Templates for Payroll Accounts and Bank Statements
e  Practical Exercise: Reconciling Payroll Data in Excel with Financial Records
e Year-End Payroll Procedures and Excel Tools

e Preparing Excel for Year-End Tax Documentation and Filings

e Using Excel to Calculate Year-End Reconciliations and Adjustments

e Practical Example: Creating Year-End Tax Forms and Reports

e  Excel Automation for Payroll Tasks

e Introduction to Excel Macros and VBA for Payroll Automation

e Using VBA to Automate Payroll Data Entry and Calculations

e Project: Creating an Automated Payroll Calculator with Excel Macros

e Hands-On Activity: Payroll Automation and Reconciliation in Excel



e Simulating Payroll Processing with Macros
e Using Excel Automation to Streamline Year-End Reconciliation

Day 5: Payroll Optimization, Strategic Management, and Advanced Excel Techniques

e Payroll Process Improvement and Optimization in Excel

e Analyzing Payroll Data with Advanced Excel Functions (IF, VLOOKUP, INDEX/MATCH)
e  Using Excel for Workflow Optimization and Reducing Payroll Processing Time

e Practical Project: Building a Payroll Optimization Dashboard in Excel

e Payroll Data Integration and Analysis Using Excel

e Techniques for Importing and Exporting Payroll Data between Excel and HR Systems
e Using Power Query in Excel to Consolidate Payroll Data from Multiple Sources

e Practical Example: Data Integration Project in Excel

e Developing a Strategic Payroll Management Plan with Excel

e Setting Up Excel for Payroll Budgeting and Forecasting

e Scenario Analysis and What-If Modelling for Payroll Costs

e Example Project: Creating a Payroll Budget Forecast Model in Excel

e Advanced Data Visualization and Dashboard Creation in Excel

e Creating Dynamic Payroll Dashboards with Excel Charts and Slicers

e Using Excel to Track Payroll KPls and Present Insights

e Practical Application: Building a Payroll KPl Dashboard

e Final Project: Comprehensive Payroll Management Solution in Excel

e Designing an All-In-One Payroll Management Template in Excel

e Presenting Payroll Optimization and Forecasting Recommendations

e Course Review and Q&A Session



