Al & Automation Toolkit

The Small Business Al & Automation Toolkit:
Your Action Plan for Smarter HR & Payroll

You know you're busy, but do you know why? Many business owners and HR leaders spend nearly two full days a month
on manual administrative work that could be automated.

This toolkit will help you diagnose your biggest time drains and pinpoint where to start automating so you can get back
to growing your business.



Your Scoresheet

Check the box for any statement that sounds like a typical workday. Be honest — this will help you find the

fastest path to relief.

Payroll & Tax

[] I'manually enter wage and deduction
information into a spreadsheet or
payroll software.

[] I'worry I might make a costly tax filing error.
[] I'spend hours double-checking payroll
before | run it.

[] I'have missed tax filings or get stressed
during quarter-end crunch time.

Hiring & Onboarding

[] Screening resumes takes up too much of my time.

[] Scheduling interviews with candidates is time-
consuming and difficult to track.

[] | post open jobs to multiple websites one by one.

[] Our onboarding process is a mountain
of paperwork.

[] I'struggle to maintain a steady pipeline of good
candidates for future openings.

Find Your #1 Priority

The digital version of this toolkit will automatically tally your
checks for each category above. If you're working from a
printed copy, count your checks in each category and write
the totals in the spaces provided. The category with the
highest number is your biggest automation opportunity.

The scoresheet gave you a gut check on your biggest
problem areas. Now, let’s turn that feeling into fact. This
next exercise helps you see the true cost of those manual
tasks in time and stress, building a clear case for where
to automate first.

Time & Attendance

[] I'spend hours each pay period chasing
missing timecard punches.

[] l'am surprised by unexpected overtime costs.
[[] Approving shift swaps and time-off requests
is a constant interruption.

[] Our employees have to manually log their
mileage, and it's a constant source of errors
and disputes.

Analytics & Reporting

[] I'get blindsided when a good
employee quits.

[] Istruggle to find data to answer
questions about labor costs or turnover.

[] I'm not confident our pay is competitive
enough to attract top talent.

[] I'don't have clear visibility into my labor
costs until after payroll is run.

Payroll & Tax

Time & Attendance

Hiring & Onboarding

Analytics & Reporting




Find Your Time Leaks (Your 2-Week Time Log)

For the next one to two weeks, commit to tracking the time you spend on repetitive HR and payroll tasks. It doesn't have
to be perfect — a quick note in a journal or a digital notepad is all you need. What's important is creating an honest picture
of your biggest time drains.

If you'd like a downloadable chart, you can find one here.

What to Track:

For every administrative task you perform, jot down the following three things:

1. The Task 2. Time Spent 3. Stress Level

Be specific. Instead of “Payroll,” A quick, honest estimate is (High/Med/Low)

write “Manually entering fine. (e.g., 15 min, 2 hours). This is key. A 10-minute task
wage data” or “Chasing that causes high stress (like
missing timecards.” Don't a tax filing) is often a better
forget late-night texts or quick candidate for automation than
interruptions — they add up. a 30-minute, low-stress one.

Find Your Starting Point

You've done the hard part. Now, it's time to analyze your results.

Compare your #1 Priority from the scoresheet with the tasks that consumed the most time and stress in your log. One of
two things will happen:

Path A: You Have a Clear Winner. Path B: You Have Competing Priorities.

If your #1-ranked priority from Step 1 is also the area What if your score sheet says, “Payroll & Tax" is #1,
that costs you the most time and stress in Step 2, but your time log shows “Hiring” was the bigger
congratulations! You have a clear and obvious place drain? This is common. To decide where to start,
to start. use this simple tiebreaker: focus on stress.

A 1-hour, high-stress task (like tax filing) is often a bigger drain on your business than a 3-hour, low-stress one. Choose the
highest-stress area as your starting point.

The next step provides the perfect shopping list for the job.


https://pages.paychex.com/automate-hr-toolkit?utm_source=pdf&utm_medium=digital&utm_campaign=fy26_q4_demand_gen_ai_automation_national_campaign&campaign_name=DM_AI_Study_FY26_Guide&campaign_id=701WP00000sJUpj

Match Your Pain to the Solution
(Your Automation Shopping List)

Use your starting point from the analysis above to find your personalized list of solutions below:

When Your Priority is Payroll & Tax

¢/ Automated Payroll Tax Administration
To automatically calculate, file, and pay your
payroll taxes on time.

«/ Al-Powered Reporting
To ask plain-language questions about labor
costs and get instant answers.

«/ General Ledger Automation
To automatically send payroll data to your
accounting software.

When Your Priority is Hiring & Onboarding

«/ Al Candidate Matching
To automatically screen and identify the
most qualified candidates.

«/ Automated Onboarding Workflows
To digitize new-hire paperwork and track
progress on a single dashboard.

«/ Automated Job Posting Workflows
To post your jobs to multiple top job boards
with one click.

When Your Priority is Time & Attendance

« Automated Exception Detection
To automatically flag missed punches and
schedule violations.

«/ Automated Reminders
To chase down timecard approvals from
employees and managers.

«/ Schedule vs. Actual Comparison

To see and control labor costs and overtime
in real time.

When Your Priority is Analytics & Reporting

«/ Allnsights
A tool that can analyze your data and answer
questions like, “Why is turnover rising?”

 Compensation Benchmarking Intelligence
To compare your pay ranges against
real-time industry and regional data.

«/ Automated Dashboards & Visualizations
To instantly see trends without
building reports.

Stop Shopping for Features. Start with an All-in-One Solution.
The good news? The capabilities on your checklist aren’t separate, complicated add-ons. They are all core components of
the Paychex Flex® platform, already built to work together. We've integrated the Al and automation you need to save time,

reduce risk, and focus on what matters most.

See Your Solutions in Action
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