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and owner-managed firms, who need
continuing professional development
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implementable with their clients. 
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of Distinction upon graduation,
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And we recognize our graduates with
affinity programs: the more you
graduate, the more money you save on
your next certificate course.
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resources, as well as public and private education. It also
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consumers. 
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Advanced Payroll for Small Business 
 

OVERVIEW     

It goes without saying that bookkeepers must be able to produce accurate payroll on time, every time. 
However, this course takes the student even further by teaching completion of a full payroll cycle, 
compliance regulations and expectations, accounting for statutory and non-statutory deductions, taxable 
and non-taxable perks and benefits, and year-end preparation. All while providing you with an 
understanding of payroll changes that apply to all businesses. Use of professional payroll software and 
the CRA Payroll Deductions Online Calculator (PDOC) will be in the case studies. 

APPROACH  

An incorrect approach to the technical side of payroll poses a risk to both employers and their employees: 
it can cost them money, cause them to incur penalties with the Canada Revenue Agency or worse face 
legal ramifications. Advanced Payroll will help you become a more astute compliance manager that 
prepares accurate payroll, who understands the necessary requirements of an employer, federally and 
provincially, and who can meet the demands of an evolving digital workforce. 

WHY IS THIS CONTENT ESPECIALLY TIMELY AND/OR IMPORTANT  

You will gain valuable skills to account for an extensive list of taxable and non-taxable benefits’, account 
for differences in pay structure for workplaces governed by a union, and provide tax-specific information 
required by certain profiles including commission salespeople, northern residents, truckers, tradespeople 
and executives. As well, you'll be equipped to account for termination pay, Records of Employment, T4, 
T4 Summary, workers' compensation, employer health taxes, other public health care plans. 

WHAT YOU WILL LEARN?  

This course will equip you with access to excellent reference materials from CRA and EverGreen 
Explanatory Notes and the latest versions of professional software programs. This valuable resource is 
updated when changes to the information become available—including changes to legislation, rates 
used in payroll calculations, and alterations to CRA forms.  
 
Upon graduating, you will also be able to produce a payroll run for any period for a payroll of any level of 
complexity and understand and calculate all employer remittances for deductions taken at source, while 
fully understanding the consequences of non-compliance.  
 
Specifically, you'll understand the compliance requirements federally and under provincial Employment 
Standards Codes in their area of operation, be able to complete TD1 - Personal Tax Credit Return form, 
T1213– Request to Reduce Taxes at Source form, with a view to reducing withholding taxes which can be 
used to increase private pension contributions (RRSP, PRPP), and account for a variety of compensation 
plans including hourly wages, salary, commissions, piecework, bonuses, retroactive payments, and 
vacation pay. 
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SCOPE OF THE CONTENT:  

1. The Role of the Payroll Department in a Digital World 
2. Compliance Responsibilities: Remittances, Audits and Penalties 
3. The Payroll Cycle and Its Components 
4. Hiring Employees: Employment Standards, Contracts, Required Forms 
5. Paying Employees: Compensation and Benefits 
6. Paying Owner Managers: Salary, Benefits, Dividends, TOSI 
7. Statutory Deductions: CPP, EI and Income Tax 
8. Other Deductions  
9. Taxable and Tax-Free Benefits 
10. Termination and Severance 
11. Year-End Reporting 
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CHAPTER 1 

T H E  R O L E  O F  T H E  P A Y R O L L  D E P A R T M E N T  I N  A  
D I G I T A L  W O R L D  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

The student will learn the importance of proper payroll management within a payroll department of any size, 
for a business of any size, using traditional or digital processes. 

NEW SKILLS TO BE MASTERED:  

• Awareness regarding roles, responsibilities, and accountabilities of a payroll department and payroll 
management 

• How payroll management exists in a digital environment 

• Why the payroll process is important and who it directly impacts. 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What is payroll? 

• How does a typical payroll department work? 

• What is the responsibility of the employer? 

• What is the responsibility of the employee? 

• How is payroll managed virtually and with remote workers? 

• Are there benefits of outsourcing your payroll? 

• What is a Human Resource Information System? 
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CHAPTER 2 

C O M P L I A N C E  R E S P O N S I B I L I T I E S :  R E M I T T A N C E S ,  
A U D I T S  A N D  P E N A L T I E S  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

Remittances must be made accurately and on time to the Canada Revenue Agency (CRA) for federal and 
provincial remittances (except for Québec, as Revenue Québec administers for their provincial remittances). 
These authorities audit the information they receive both informally and, occasionally, by visiting the employer 
and reviewing the underlying records as part of a payroll audit. 
 
On occasion a discrepancy might occur between what is filed and what the tax authorities believe has 
been received or should have been received. In situations like these, the payroll department will have the 
responsibility of tracking down the source of the difference and rectifying it internally and with the tax 
authority.  Failure to comply with the strict rules relating to administering a payroll account can result in 
significant penalties for failure to file, and interest on balances owing. 

NEW SKILLS TO BE MASTERED:  

• Understanding when remittances are due and how they are determined   

• How to deal with discrepancies and errors, internally and with the tax authority 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• When are payroll remittances due? 

• What is a PD7A Statement? 

• What is a PIER report? 

• How does an employer correct a PIER report? 

• What penalties are imposed for late or deficient remittances and other failures? 

• What could be expected during a payroll account audit? 
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CHAPTER 3 

T H E  P A Y R O L L  C Y C L E  A N D  I T S  C O M P O N E N T S  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

Understanding the payroll cycle is essential to ensuring accuracy when processing payroll for any organization.  
Specific steps need to be taken so that employees are paid correctly, deductions are accurate, and information 
is properly recorded in the accounting records. 

NEW SKILLS TO BE MASTERED:  

• Steps to be taken to complete an accurate payroll cycle 

• Best practices for ensuring accuracy in processing 

• How to calculate payroll manually and with online calculators 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What functions make up a payroll cycle? 

• What is pay frequency and how does it impact payments? 

• What is the difference between a gross payroll and a net payroll? 

• What journal entry records payroll transactions? 
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CHAPTER 4 

H I R I N G  E M P L O Y E E S :  C O N T R A C T S ,  E M P L O Y M E N T  
S T A N D A R D S  A N D  R E Q U I R E D  F O R M S  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

Proper hiring procedures and knowledge of employment standards set the groundwork for beginning 
payroll in any organization. From contracts to deduction forms, there is much more to hiring an employee 
than the interview process. Employers need to understand their obligations to their employees and to the 
government when they begin hiring people to work for them.  Creating best practices and following 
guidelines right from the beginning will make the entire process of being an employer that much easier, 
and more rewarding. 

NEW SKILLS TO BE MASTERED:  

• Understand the importance of employment standards, and where to find the information  

• Understand the importance of maintaining employee files 

• Responsibilities of both the employee and employer 

• Importance of contracts and appropriate employment forms 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What questions can be asked prior to and after the employee is hired? 

• What is an employment contract and what should it contain? 

• What CRA forms is the employee required to fill out?  

• What is the importance of following the form T1213 and how does it work? 

• Is it important to have a policy manual for employees? 

• How long does an employer have to keep files? 

• What legislation exists regarding paying an employee and working conditions? 
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CHAPTER 5 

P A Y I N G  E M P L O Y E E S :  C O M P E N S A T I O N  &  B E N E F I T S  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

The student will be introduced to the concept of remuneration, and the various earnings and employee 
can have in addition to regular pay. 

NEW SKILLS TO BE MASTERED:  

• Understand the types of remuneration and when they are used. 

• Understand various taxable benefits and how to reflect them on payroll. 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What types of remuneration are there and when would they be used? 

• How does one distinguish between an allowance from a reimbursement? 

• What payments happen when employment ends?  

• What are statutory holidays and how do they work? 

• How is vacation pay calculated and accrued? 

• What type of sick leave is available and how does it impact payroll? 

• What is the Quebec Tips Program? 

• What are special calculations and when might they be used? 
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CHAPTER 6 

P A Y I N G  O W N E R - M A N A G E R S :  S A L A R Y ,  B E N E F I T S ,  D I V I D E N D S ,  
A N D  T A X  O N  S P L I T  I N C O M E  ( T O S I )  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

While most owner-manager compensation plans and planning will be discussed in depth in the Knowledge 
Bureau course, Tax Planning for Corporate Owner-Managers, this chapter will focus on how to report 
these items in the context of the payroll cycle. 
 
Owner/managers have special payroll needs that arise because of the various ways in which 
compensation flows to the owner and family members involved in the business: employment income, 
group insurance, shareholder loans, IPPs, RRSPs, RCAs, dividends, key man insurance, and non-
competition payments. 

NEW SKILLS TO BE MASTERED:  

• An understanding of the differences between paying owner-managers and paying a regular 
employee. 

• Knowledge of specialty payments and benefits specific to owner-managers and impact on their 
payroll. 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What special issues arise when paying an owner-manager? 

• How do the statutory deductions work on payments to an owner-manager? 

• What is a shareholder loan? 

• How are earnings reported in the accounting records and to the government for the owner-
manager? 

• What is TOSI and how does it impact payroll management for the owner-manager? 
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CHAPTER 7 

S T A T U T O R Y  D E D U C T I O N S :  C P P ,  E I ,  A N D  I N C O M E  T A X  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

In one of the most important chapters in this course, the student will learn regulatory requirements 
surrounding CPP/QPP, EI/QPIP, and income tax remittances and how they are managed when paying an 
employee. 

NEW SKILLS TO BE MASTERED:  

• Understand and gain knowledge on what CPP/QPP, EI/QPIP, and income tax are in terms of payroll 

• How the above statutory deductions work when paying an employee. 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What are CPP or QPP deductions? 

• What are EI or QPIP deductions? 

• What is income tax (federal and provincial/territorial) and how does it work? 

• What regulations govern statutory deductions? 

• What earnings have CPP, EI and tax calculated on them? 

• What is the difference between insurable and non-insurable earnings and why it matters? 

• How do Lump Sum Tax and Bonus Tax methods work?  
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CHAPTER 8 

O T H E R  D E D U C T I O N S  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

Pension contributions, RRSP contributions, union or professional dues, collective agreements, 
garnishments – all are very specific deductions from pay and particular to individual employees, and have 
to be dealt with in a timely manner. 

NEW SKILLS TO BE MASTERED:  

• How to identify the deductions and/or non-refundable tax credits that an employer must consider 
in calculating income tax to be withheld from an employee and the procedures to be followed in 
applying them. 

• A basic understanding of trade unions and the effect of collective agreements on payroll, and of 
garnishment orders. 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What deductions and/or non-refundable tax credits must an employer consider in calculating the 
income tax to withhold from an employee? 

• What types of pension plans are there? 

• What is an RRSP and how does it differ from a pension plan? 

• What is a garnishment and how is it handled in the payroll cycle? 

• What is a union and what is a collective agreement? 

• What is the importance of the payroll department during the ratification of the collective 
agreement? 
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CHAPTER 9 

T A X A B L E  A N D  T A X - F R E E  B E N E F I T S  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

Non-cash remuneration is a common addition to a payroll.  A comprehensive list of taxable and non-
taxable benefits and their implications for payroll are discussed in this chapter including, but not limited 
to, computations of the benefits for standby charges, auto leasing costs, gifts, special provisions for 
employees working in the armed forces or qualifying for overseas tax credits, moving expenses and 
relocation loans. 

NEW SKILLS TO BE MASTERED:  

• Understand what taxable benefits are. 

• How taxable benefits affect the calculation of statutory withholdings and net pay. 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What is a taxable benefit? 

• Are any employment benefits not subject to tax? 

• What types of taxable benefits are there and how do they work? 

• When is a taxable benefit considered as income? 

• How do you calculate a taxable benefit when paying an employee? 

• What is a standby charge? 

• Are auto allowances a taxable or tax-free benefit? 

• How are employer-provided loans accounted for?  

• How do taxable benefits impact year-end reporting (T4s etc.)? 
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CHAPTER 10 

T E R M I N A T I O N  A N D  S E V E R A N C E  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

Termination and severance pay are two types of remuneration that are quite often misunderstood and 
misused.  As these two types have different consequences in terms of statutory deductions and 
employment standards, it is essential to have a clear understanding of which to use, and when.  
 
Completing a Record of Employment (ROE), and meeting other legislative requirements relating to 
termination, are responsibilities of the payroll department and the payments made to employees as part 
of their dismissal, must be reported correctly on the ROE. 

NEW SKILLS TO BE MASTERED:  

• Learn the steps that need to be taken in terminating an employee 

• Understand the difference between termination pay (or pay in lieu), severance pay, and even incentive 
pay 

• Proper completion of the Record of Employment and the requirements of the employer by Service 
Canada 

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What legislation is relevant when terminating an employee? 

• What deductions arise on the last pay? 

• What are the differences between incentive pay, pay in lieu of notice, and severance pay, and 
when should they be used? 

• What is a Record of Employment and how is it completed? 

• How and when to amend a Record of Employment? 

• What are Insurable Earnings and Insurable Hours? 
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CHAPTER 11 

Y E A R - E N D  R E P O R T I N G  

KEY CONCEPTS AND ISSUES - WHAT YOU WILL LEARN:   

Payroll responsibilities do not end with paying employees; specific year-end reporting must be completed and 
remitted to the tax authorities.  Information returns, such as T4  slips must be issued to employees, T4As and 
other slips for payments to subcontractors, T5 slips for dividend payments to shareholders, and possibly RL-1s 
for those employed in Québec. 

NEW SKILLS TO BE MASTERED:  

• Understand what is needed to close a payroll at year-end.  

• What forms need to be completed and remitted to the CRA and the employees. 

• When and if you need to complete forms for Revenu Québec.  

READING GUIDE - KEY QUESTIONS TO BE ANSWERED: 

• What are T4s and T4As and how are they completed? 

• What is a Relevé 1 and do you need to complete one for one of your employees? 

• What special year-end circumstances are there when dealing with subcontractors? 

• What additional GST reporting requirements flow from the completion of year-end payroll 
reporting? 

• What is the T2200 and what implications does it create for the employer? 
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books, or for those with the professional role 
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gain the skills needed to assist or direct the 
budgeting process. This course contains 
references to IFRS and ASPE as well as an 
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Complete your designation 
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> Help your clients make better financial decisions
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widely respected financial education institute and publisher based 
in Canada. Our world-class education solutions are innovative, 
informative, and in-depth, with a multi-disciplinary approach to 
professional development in the tax, accounting, bookkeeping and 
financial services. 
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The DMA™ Designation is awarded to students who successfully earn 6 Certificates of 
Achievement as outlined above or take any 4 courses from a specialist category plus any 2 
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“Our team of educational consultants and instructors make all 
the difference. We are always by your side as you study in the 
convenience of home or office. We want you to make the best 
educational decisions for your time and money and we are here 
to help.” 

- Evelyn Jacks, President of Knowledge Bureau

“Everything so far has had value to it. These studies have added 
to my knowledge and skills and I have put this knowledge to use 
immediately for our clients or I gained new skills which has given 
me the opportunity to expand our services.” 

- William Samplonius, ON
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New Credentials
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Over 23,700 Technical training certificates issued
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Over 11,000 Active students in certificate and designation 
programs 
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