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Exception Reports 

Introduction 

Exception Reports are available for viewing in your reports when previewing your payroll, and in Report Archive 
when the payroll is processed. The report provides key information about your account and payroll.  

Types of Exceptions Reports 

Every time you process your payroll, you can click on Preview Payroll to view any or all reports generated with the 
payroll. There are three types of “Exceptions” reports: 

• Exceptions 
• Exceptions – Invalid Tax ID 
• Exceptions – Tax Variances 

The reports are available in your dropdown menu under Last Preview Results. Click Go to view the report.  

 

Exceptions 

The “Exceptions” report includes the following alerts or errors: 

• Minimum Wage Alert: Displays alert when an employee is paid under minimum wage.  
• Company Exceptions: Includes missing or invalid tax ID numbers  

 

• Employee Exceptions 
o Includes missing jurisdiction based on employee location. 
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o Duplicate Social Security Number. 

 

o Alert exceptions set up under Time Entry options. 

 

o Duplicate direct deposit account numbers. 

 

o Invalid SSN for W-2: Employee has an EIN or ITIN with W-2 data. This typically means that the 
employee has an ITIN or EIN listed on the General screen instead of a Social Security Number, 
which can cause issues with W-2 reporting if they are an employee and should receive a Form W-
2 at year-end. If the independent contractor’s EIN is correct, you may need to work with your 
support team to create an appropriate earning code for the contractor that will be included on 
form 1099-NEC. 

 

• Tax & Deductions not taken due to insufficient net pay: Shows the shortage of a scheduled 
deduction/garnishment. 

 

• Tax Variances: Lists all taxable wages and calculated tax versus the actual tax collected from an 
employee for any taxes computed with a percentage. Some taxes you may see with variances are: 

o Social Security EE 
o Medicare EE 
o SDI EE 
o SUI EE  
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• Negative Wages or YTD W2 Data: Includes negative wages, earnings, deductions. 

 

Note: Due to the number of alerts and details listed on this report, it is best to review the “Exceptions” report prior 
to clicking on Process Payroll. This will give you the opportunity to view the alerts and make any corrections due 
to errors or omissions on the payroll or employer/employee information.  

Exceptions – Invalid Tax ID 

This report includes the following alerts or errors: 

• Company Exceptions: Missing or invalid Tax ID numbers for each jurisdiction and type of tax. 

 

This is the same information as is listed on the “Exceptions” report. However, this report only highlights the 
Company Exceptions.  

Tax ID numbers are also listed on the “Payroll Summary” under Agency ID’s and if an ID number is missing for a 
jurisdiction, ***Missing*** is listed on the report.  

 

The Service Bureau may not be able to file taxes to some jurisdictions with missing ID numbers. Remember to 
apply for the missing ID number and provide to your Service Bureau as soon as it is received to insure proper tax 
filing.  

Exceptions – Tax Variances 

This report includes the following alerts or errors: 

• Tax Variances: Lists all taxable wages and calculated tax versus the actual tax collected from an 
employee for any taxes computed with a percentage. Some taxes you may see with variances are: 

o Social Security EE 
o Medicare EE 
o SDI EE 
o SUI EE  
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This is the same information as is listed on the “Exceptions” report. However, this report only highlights the Tax 
Variances.  

Tax variances can occur for many reasons. Some of the reasons are: 

• Manual check with taxable wages and no without taxes entered in payroll. 
• Refund of a Pre-tax deduction without adjustment for taxes. 
• Taxable fringe benefit entered without a live check to collect the taxes on the fringe benefit amount. 

• Social Security and Medicare not collected from employees due to insufficient Net Pay. 
• Wages and/or deductions were voided in a quarter where there were no wages or fewer wages than the 

adjustment. 
• A tax variance from prior balances from previous Service Bureau. 

If a tax variance exists, the funds may need to be collected from the employer if the employee is not receiving any 
additional wages, creating an undue cost to the employer. It is best to review the “Exceptions – Tax Variances” 
report each payroll. If you are not sure how to correct a Tax Variance, please contact your Service Bureau for 
guidance.  


