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Certified Payroll Professional Exam 
Overview

Last night as I lay sleeping 
I died or so it seemed, 
Then I went to heaven 
But only in my dream 

Up there St Peter met me 
Standing at the pearly gates, 

He said 'I must check your record 
Please stand here and wait.' 

He turned and said 'Your record 
Is covered with terrible flaws, 

On earth I see you rallied 
For every losing cause.' 

I see that you drank alcohol 
And smoked and partied too, 

Fact is, you've done everything 
A good person should never do. 

We can't have people like you up here 
Your life was full of sin, 

then he paused as he read the last of my record, 
Took my hand and said 'Come on in.' 
He led me up to the big boss and said 

'Take her in and treat her well. 
She used to work in Payroll 

So she's done her time in hell.'

Content of the CPP Exam
 The CPP Examination is weighted in approximately the following manner: 
 I. Core Payroll Concepts....................................27% 
 II. Compliance....................................................21% 
 III. Principles of Paycheck Calculations ........... 20% 
 IV. Payroll Process and Systems.........................9% 
 V. Administration and Management…………….10%
 VI. Audits…………………………………………….7%
 VII. Accounting..................................................... 6% 
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Make Sure Your Notes Have:
 Laws
 Limits
 Forms
 Dates
 Standards:
Practices
Principles 

(Accounting)
Procedures

 Calculation Formulas
 Theories
 Definitions/Acronyms
 Penalties

Leave Behind

State Information 

Court Case Examples

Work Practices (if contrary to APA 
publications)

How to Study
 Q & A notes
 Make Charts
 Limits
 Forms
 Taxability (EE/ER – type: Fed, SS/Med…)
 Penalties

 Find a Mentor
 Get together a Study Group
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Apply Yourself
 4 months, 5-6 hrs/wk
 Establish a study area
 25% new material, 75% review
 Time Drills
 No Cramming Allowed

Test Time! 1 of 3
 Book it, Dano!
 http://www.pearsonvue.com/apa
 1st come, 1st served; no walk-in’s

 White Board
 Write small
 Brain Dump
 Calculations, write the question number

 Safe Timing
 Reserve 10% for Review
 4 hours 190 questions; just over 3 min. per

 Know answer before looking at answers
 2 forms of the exam with different questions, 300=passing

Test Time! 2 of 3
 Leave no question unanswered
 There are no Trick Questions
 Keep Moving! It’s a timed test
 Don’t second guess yourself

Questions to ask yourself
Did I read the question correctly?
Did I used the correct formula or equation?
If so, don’t change your answer
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Test Time! 3 of 3
 Tax vs. Taxable
 Taxes deducted vs. ER liability for taxes
 EE vs. ER
 Pre tax vs. Post tax deductions
 Grossed-up vs. Regular bonus calcs
 Watch for pay frequency that differs from deduction frequency

ASI Requirements
 Read the Booklet
 Payroll Practice 3 out of the 5 past years
 Verified Application of Certification
 Reservation with a Confirmation number
 Government issued Photo ID
 $380 Fee for APA members; $550 for non-members– no personal checks, no cash
 Arrive 30 minutes early

More ASI
 OMEGA system assistance
 Earplugs provided
 Bring with you
 Two forms of ID and proof of name change if applicable
 Simple battery operated, non-printing, silent calculator
 You WILL NOT be allowed to take anything into the testing center
 This includes pens, pencils, jackets, watches, etc.
 You will be provided a place to store these items
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High Anxiety
 Be Good to your Body
 Decrease 

Alcohol/Caffeine
 More Fruits & Vegetables
 Exercise
 Remember your 

Medications
 Vitamins
 Sleep

 Deep Breathing

 Don’t forget to do what 
makes you happy

Confidence
Show ‘em what you know!

Don’t talk to fellow test takers

Measures your course of study

Gaining experience for the future test

How to Disarm a Test
 The score is what gives the power to the test. This is not a test of your intelligence or ability to contribute to society. Only measures how well you did on that day on that particular test
 If you are anxious & blow the test, the grade does not measure what you have learned
 If you are a good guesser or test-taker, you can fake your way through any test. This doesn’t mean you’ve learned the content
 A test grade is not a measure of self-worth. A bad test grade does not mean you are a bad person
 Try to keep everything in perspective. A test is your opportunity to let people know what you have learned
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Strategies
Number your calculations so you can refer 

back to them
Do all non-math questions first
Do math questions second
Mark all questions you are unsure of to come 

back to
Make grids or charts to help organize your 

thoughts/data

Grids do Help…
Biweekly salary of $1,750
Single with 3 allowances *
State Tax = 2%
401-k = 7%
Pre-tax health = $45
Union Dues = $25
ER reports GTL taxable = $10
Cash in lieu of benefits = $25

$1750.00
- 122.50 401-k
- 45.00  Health
- 25.00  Union
+   25.00 Cash
- 32.15 State
- 107.88 SS
- 25.23 Med
- 434.03 Fed *
$  983.21

Federal State SS Med
1750.00 1750.00 1750.00 1750.00
-122.50 401-k - 122.50
- 45.00 health - 45.00 - 45.00 - 45.00
+  25.00 cash +  25.00 +  25.00 +  25.00
$1607.50 $1607.50 $1770.00 $1770.00  Taxables
x     27 % * x      2% x      6.2% x    1.45%

$434.03 $32.15 $107.88 $ 25.23

* Example is for grids, not how to calculate federal. You will use tables for these on the National Exam

Questions?


