
      Viewing Year-End Audit Reports 

Overview 

This Quick Help Video reviews the use of specific reports to check the accuracy of your W2 filings along 
with quarterly and yearly tax reports.  

Client Reports 

The Year-End Audit reports can be processed on demand by navigating to Reporting > Client Reports.  

When we think of Year-End, we think of W2’s. Therefore, it is best to use the Search function on Client 
Reports to find the first two year-end audit reports.  

 

The two reports to view information for W2 accuracy at any time during the year are: 

 Employee W2 Preview: This report is available by Payroll Run or As of Date 

 Employee W2 Verification: This report is available by Payroll Run only 

The Employee W2 Preview will include the following per employee receiving a W2 in the calendar year: 

 Name/Address of the Employee 

 SSN of Employee  

 Box 13 Indicators 

 Wages/tax per box on W2 

 Box 12 and Box 14 amounts and descriptions 

Here is an example of an entry for an employee on this report: 

 

The Employee W2 Verification will include the following per employee receiving a W2 in the calendar 
year: 

 Organization  

 Employee Name 

 Employee Number 

 SSN 

 Retirement Plan (yes/no) 

 Birth Date 

 Term Date if applicable 

 Pay Type 

 PR Status 

 Employee Address 
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Here is an example of some entries on this report: 

 

Another factor for accurate W2 information is the entry of a valid Social Security number per employee.  

Navigate to Reporting > Client Reports. Search for SSN. Here is the report available: 

 SSN Verification Report/Export – both are As of Date reports 

The SSN Verification Report or Export will include any employees with Missing, Invalid or Duplicate 
Social Security Numbers. If any employees appear on this report, please correct prior to W2s being 
issued since this can hold up the issuance of the W2s.  

Tax Reports 

The following reports are important reports to verify either prior to year-end or quarter-end to verify 
the accuracy of your tax filing. They are: 

 Tax Id & Rate Verification Report: This is available By Payroll Run only 

 Tax Liability Summary by Quarter: This is available By Payroll Run or Date Range 
Note: There are other options for this report  

The Tax Id & Rate Verification Report includes the following: 

 State/Federal 

 Tax Agency 

 Tax Identification 

 SUI Rate 

 Employee Count: The number of employees filed on the specific return for the period selected 
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Here is an example of the report: 

 

The Tax Liability by Summary report includes the following: 

 Tax Agency 

 Tax 

 Check Date 

 Subject Wage (per check date) 

 Taxable Wage (per check date) 

 Tax Amount (per check date) 

Here is an example of the report: 

 

 


