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Instructions for taking this course  
Note: Downloading the PDF of this course will enable Bookmarks for easier navigation (on 
the left side of the document window, open the bookmarks pane). 

You must complete this course within one year of the date of purchase (if you do not complete the 
course within one year, contact us to determine whether an updated edition of the course is available, 
in which case we will provide you with a PDF of the updated course and the online exam at no charge).  

A passing grade of at least 70% is required on the final exam for this course. You may retake the exam 
if you do not pass it on the first attempt (no charge). 

Complete the course by following the learning objectives listed on the following page, studying the text, 
and studying the review questions at the end of each major section (or at the end of the course). Once 
you have completed studying the course and you are confident that the learning objectives have been 
met, answer the final exam questions (online).  

Instructions for Taking the Final Exam Online 
• Login to your account online at www.bhfe.com. 
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first attempt (no charge).      
• Results (correct, incorrect answers) and certificate appear immediately upon passing 

the exam. 
Have a question? Call us at 800-588-7039 or email us at contact@bhfe.com. 

Learning Objectives: 
• Cite the types of payroll systems, and note how payroll confidentiality is maintained. 
• Specify the circumstances under which someone is defined as an employee, and how an employee 

designation impacts the applicability of payroll taxes. 
• Identify the circumstances under which different time tracking methodologies are most useful. 
• Specify the methods under which compensation is calculated for employees. 
• Cite the tax treatment of various types of benefits. 
• State the types of deductions from pay, and why they are used. 
• Recognize the methods for paying payroll taxes. 
• State the methods and related rules under which a business remits payroll taxes to the government. 
• Specify how unemployment taxes are calculated. 
• Identify how payments to employees are made, and the forms used to do so. 
• Specify where payroll transactions are recorded in the accounting records, and how payroll accruals 

are used. 
• Define the contents of the various payroll reports, and the circumstances under which these reports 

are issued. 
• State the forms used to update payroll events, when these forms should be used, and where they 

are stored. 
• Itemize the key steps involved in payroll activities. 
• Specify the types of reports run as part of payroll processing. 
• Cite the actions taken to maintain control over the payroll function, and note the types of controls 

that can be used. 
• Identify the more common payroll measurements, and note how they can be calculated and why 

they are used. 
• Specify the responsibilities of the parties to an outsourcing arrangement, and the negotiation points 

for this arrangement. 
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Preface 
The payroll department has one of the most difficult jobs in business – it must comply with a maze of 
payroll regulations, volumes of paperwork, and an array of disjointed systems to somehow pay employees 
the correct amounts, remit taxes to the government on time, and issue accurate and timely reports to the 
government and management. This can result in many errors, such as incorrect pay calculations, missed or 
delinquent payroll tax deposits, misclassifying an employee as an independent contractor, and incorrectly 
maintaining payroll records. 

Payroll Management makes the payroll department’s job easier by clearly defining the most efficient 
and effective means for running the department, while also addressing the following topics: 

• Whether an individual is an employee 
• How to track employee time worked 
• How to calculate all types of employee earnings 
• How to process tax withholdings and other deductions 
• How and when to remit taxes to the government 
• How to select the best method for paying employees 
• How to complete and submit government forms 
• How to set up a payroll recordkeeping system 
• Which procedures, forms, and controls to install for payroll processes 
• How to measure the performance of the department 

 
An appendix contains the due dates for key filings and remittances to the federal government. 

Payroll Management is designed for both professional accountants and students, since both can benefit 
from its detailed descriptions of payroll systems, controls, procedures, and regulations. 

Payroll Management provides the basis for operating a payroll department. It is also updated annually 
to incorporate the latest payroll regulations. As such, it may earn a place on your book shelf as a reference 
tool for years to come. 
 

Centennial, Colorado 
December, 2020 
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