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Overview

Advanced HR Spreadsheet Analytics and Payroll Controls Training Course is a one-week practical course for
HR operations, payroll, compensation and benefits, HR analytics, and workforce administration
professionals. Participants build an audit-ready HR Workbook Control Pack that connects employee master
data, payroll calculations, benefits tracking, headcount reporting, validation rules, reconciliations, exception
handling, repeatable transformations, and management dashboards. The course develops controlled
spreadsheet practice for decisions and reviews rather than general spreadsheet proficiency. Agile Leaders
Training Center supports disciplined HR data operations.

Who Should Attend

HR operations professionals responsible for employee records and recurring workforce processes

Payroll specialists responsible for calculation files, control totals, and period-end reconciliation

Compensation and benefits teams tracking eligibility, enrolment, cost, and employee provisions

HR analysts producing headcount, movement, cost, and exception reporting

Workforce administrators and internal control teams reviewing spreadsheet-dependent HR
processes

Participants should already use formulas, tables, and basic filters. The course does not teach introductory
spreadsheet navigation, payroll legislation, tax advice, or system implementation.

Departments and Industries

The course applies wherever HR teams depend on spreadsheets to calculate, reconcile, monitor, or explain
workforce information.
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* Human resources operations and shared services

Payroll, compensation, benefits, and total rewards

HR analytics, workforce planning, and management reporting

Finance, internal control, audit, and compliance support functions

Public services, financial services, healthcare, energy, manufacturing, retail, and professional services

Learning Objectives

By the end of this course, participants will be able to:

Design structured HR workbooks with governed inputs, calculations, outputs, and ownership

Build employee master-data validation and exact-match lookup controls

Model payroll components and benefits eligibility with traceable assumptions

Reconcile payroll results using control totals, exception logs, and variance analysis

Automate repeatable data preparation while preserving review checkpoints

Create headcount reporting and HR dashboards that support management decisions
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Course Agenda

Day 1: HR Workbook Architecture and Data Governance

HR Workbook Process and Ownership Map

Input, Calculation, Control, and Output Layer Design

Employee Master-Data Dictionary

Data Validation and Controlled-Entry Rules

Workbook Version, Protection, and Change Log

Day 2: Payroll Calculation and Benefits Tracking Models

Employee Identifier and Rate Lookup Framework

Fixed, Variable, Overtime, and Allowance Calculation Grid

Deductions and Net-Pay Calculation Bridge

Benefits Eligibility and Enrolment Tracker

Effective-Date and Proration Control Table
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Day 3: Payroll Reconciliation and Exception Controls

Prior-Period Payroll Movement Reconciliation

Gross-to-Net Control Total Framework

Starter, Leaver, and Payroll-ID Exception Log

Duplicate, Missing, and Out-of-Range Record Tests

Variance Threshold and Review Evidence Matrix

Day 4: Repeatable Data Preparation and HR Reporting

Source File Import and Transformation Workflow

Table Relationships for Employee, Pay, and Benefit Data

Headcount, Joiner, Leaver, and Movement Measures

Pivot-Based Payroll and Benefits Analysis

Refresh, Review, and Distribution Control Checklist

Day 5: HR Dashboard and Control Pack Integration

Exercise: Diagnose Employee Master-Data Errors

Exercise: Reconcile a Payroll Period

Exercise: Investigate Benefits Eligibility Exceptions

Exercise: Build a Headcount and Payroll Dashboard

Capstone Exercise: Audit-Ready HR Workbook Control Pack
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Practical Exercises

The course uses suggested activities that turn HR records into controlled calculations and review evidence.

Suggested activity: build controlled employee-input lists and validation messages

Suggested activity: trace a pay-rate change through payroll and benefit calculations

Suggested activity: reconcile current payroll against prior-period totals and explain variances

Suggested activity: present headcount, payroll cost, and exceptions in a management dashboard

FAQs

Who suits advanced HR spreadsheet analytics training?

HR operations, payroll, compensation and benefits, HR analytics, and workforce administration
professionals suit the course. Participants should already use formulas, tables, and basic filters.
How does this course differ from a general spreadsheet course?

It applies spreadsheet methods to employee master data, payroll calculations, benefits tracking,
reconciliation, exception controls, and HR reporting. It does not cover basic navigation or unrelated business
examples.

What makes a payroll calculation workbook auditable?

An auditable workbook separates inputs from calculations, documents assumptions, controls effective
dates, preserves identifiers, applies validation, reconciles totals, records exceptions, and retains review
evidence.

How are benefits tracked alongside payroll?

Benefits tracking links employee eligibility, enrolment, employer and employee cost, effective dates, and
payroll deductions through stable identifiers and controlled lookup tables.

Which HR dashboard measures are developed?

Participants develop measures for headcount, joiners, leavers, movements, payroll cost, benefit
participation, variances, and unresolved exceptions, with drill-down paths to supporting records.
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Conclusion

Participants take back an Audit-Ready HR Workbook Control Pack containing a data dictionary, controlled
employee master, payroll model, benefits tracker, reconciliation, exception log, transformation workflow,
headcount measures, dashboard, and review checklist. The pack converts spreadsheet-dependent HR work
into a traceable operating process that supports accurate reporting and accountable decisions.




