
 

State Tax Setup  
Employee Claiming Exempt Status 

 
Incorrect Setup PDADEDN  - the status should not be selected to “Exempt”  because the applicable gross 
will not be maintained;  this will cause either No W-2 or an inaccurate W-2. 

Correct Setup 

Employee provides HR with W-4 form; filing Exempt with a designated amount to be withheld.  If this is 
an existing employee insert a new row with a new effective date, the status should be changed to 
‘WAIVED’  the following below values should be applied. 

Option 1  S or M 

Option 2 Pers Ex: – Enter 99 – this will identify W-4 forms claiming exempt status 

Option 3 Dep Ex:  Enter 99 

Addl WH Employee may have provided a new W-4 claiming “exempt” but  opted to withhold a 
designated amount of $25.00 
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