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Payroll for Non-Payroll People

This presentation is for people with no professional experience in Payroll



Topics of the Presentation

1. Payroll Fundamentals

2. Why You Should Consider Payroll for Your Career

3. Tips for Success in Payroll
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Warm Up

https://play.kahoot.it/v2/lobby?quizId=e93f7cc6-ad33-406f-9ed0-d1fde8f9cc2b
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Payroll Fundamentals

1. Who are you paying?

2. How much are you paying them?

3. How are you paying them?



Payroll Fundamentals
Who are you paying?

Employee Classifications

• Certified vs. Non-Certified

• Salary vs. Hourly 

• Exempt vs. Non-Exempt

• Full Year vs. Part of the Year

• Full Time vs. Part Time

• Contractual vs. Non-Contractual

Common Payroll Groupings

1. Teachers

2. Classified
• Teaching assistants

• Maintenance/Custodians

• Secretaries

3. Administrators/Exempt



Payroll Fundamentals
How much are you paying them?

Teachers

Salary 

• Education (BA, MA, MA + hrs)

• Years of Experience/Service

• Annual % Base Increase

Sample Teacher Salary Schedule



Payroll Fundamentals
How much are you paying them?

Classified

Hourly

Eligible for Overtime 

Overtime is Mandatory

Sample Classified Schedule



Payroll Fundamentals
How much are you paying them?

Admin/Exempt

??

Comps 



Payroll Fundamentals
How much are you paying them?

Gross Amount vs. Net Amount

• Gross

• Net Deductions

Schedules



Payroll Fundamentals
How much are you paying them?

Deductions – Mandatory 
• Federal income tax

• State income tax

• Medicare

• (TRS)

• (IMRF)

Deductions – Voluntary

• 403(b) Contributions

• Flex Spending

• Dependent Care

• Health Insurance

• Life Insurance

• Financial Institution 

Deductions Are Paid by Employees



Payroll Fundamentals
How much are you paying them?

Gross Income

- Tax Sheltered Deductions

----------------------------------------

= Taxable Income

- Taxes

- Non Tax-Sheltered Deductions

----------------------------------------

= Net Income

Pre-Tax Deductions

• 403(b) contributions (non-ROTH)

• Health insurance premiums

• TRS/IMRF

• Flexible Spending

All paycheck deductions reduce your income, but not all paycheck deductions reduce your taxable income 



Payroll Fundamentals
How much are you paying them?

1. Pension
• IMRF

• TRS/THIS

• Medicare/FICA

2.Insurance
• Health

• Dental

• Life

• Vision

Benefits are paid by Employers
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1. Payroll Fundamentals

2. Why You Should Consider Payroll for Your Career

3. Tips for Success in Payroll
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Why You Should Consider Payroll

Everybody has a career story!
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Why You Should Consider Payroll

Planning Tools

1. Career Assessments 

2. Networking
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Why You Should Consider Payroll

Personality Interests

Skills Values
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Why You Should Consider Payroll

Personality

Big Five Personality Test
Interests

The O*NET Interest Profiler

Skills

SkillsMatcher

Values

CareerOneStop

Your Ideal Career

Career Assessments

https://www.truity.com/test/big-five-personality-test
https://www.mynextmove.org/explore/ip
https://stage.careeronestop.org/Toolkit/Skills/skills-matcher-questions.aspx
https://www.careeronestop.org/ExploreCareers/Assessments/work-values.aspx
https://your.yale.edu/work-yale/learn-and-grow/career-development/career-assessment-tools


Personality Interests

Skills Values

Payroll for Non-Payroll People
Why You Should Consider Payroll

Organizing

Building

Service Orientation

Achievement

Introversion

Conscientiousness

Clarity

Active Learning

Complex Problem Solving

Critical Thinking

Coordination

Sequencing

Financial ManagerSchool Business Manager
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Why You Should Consider Payroll

Personality Interests

Skills Values



Payroll for Non-Payroll People
Why You Should Consider Payroll

Skills

• Computational Thinking

• Logic/Sequencing

• Attention to Detail

Benefits of Experiencing Payroll

• 75% to 85% of expenditures

• Budgeting

• Responsibility

• Accounting

https://www.coolmathgames.com/0-number-solver
https://www.mentalup.co/samples/game-v2/game18?referrer=rootpage-brain-games&page=Desktop&ga_dp=%2Fattention-games
https://www.mentalup.co/samples/game-v2/game24?referrer=rootpage-concentration-games&page=Desktop&ga_dp=%2Fconcentration-games


Accounting Equation

Assets = Liabilities + Fund Balance

(Revenues – Expenses)
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Tips for Success in Payroll

6 Rules for Success

1. The Red Flags of Dating

2. Make Friends with the Right People

3. Needle in a Haystack vs. Elephant in a Room

4. Lead Up and Out

5. Organization, Organization, Organization

6. Lean on Logic, Not Software



Payroll for Non-Payroll People
Tips for Success in Payroll

1. “The Red Flags of Dating”
• “How much one-on-one training can I get with our software company?”

• What is the payroll personnel to employee ratio? 

• What are your other responsibilities?
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Tips for Success in Payroll

2. “Make Friends with the Right People”
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Tips for Success in Payroll

3.  “Look for the Elephant in the Room” (not the Needle in a Haystack)
• Consider separate payrolls per employee group

• Reconcile pay code differences from one payroll to the next
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Tips for Success in Payroll

4. Lead Up and Out!
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Tips for Success in Payroll

5. Organization, Organization, 
Organization!!
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Tips for Success in Payroll

6. Lean on Logic, Not Software



Questions?

Thank you for your time!
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