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DA EXCEPTION REPORT PROCEDURES 
 
Perform the following steps to retrieve your DA Exception Report on Mondays and Thursdays after 
your agency file is sent to mainframe. 
 

1A. On the Login page, click the DA Exception Report link under the Help Menu Options.   
 

 

 
 
NOTE:  To access the DA Exception Report link after logging into DAWeb, click the Help link to go to the 

Help Menu Options page. 
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1B. The DA Exception Report is stored on the Department of Auditor-Controller website. Begin the 
process by clicking on Exception Report tab on the menu screen. Then enter your agency number 
and click the Submit button. 
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1C. To access the report, click on a date that does not display ‘No exceptions occurred’.   
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1D. When the File Download pop-up message appears, click the Open button 
 

 
 
 

1E. When the WinZip window appears, double-click the file name. 
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1F. Displayed below is a sample of a DA Exception Report.  The report can be saved or printed for your 
records.  To print the report, proceed to steps 1G to 1M. 

 

 
 
 

1G. To format the report, click File then click Page Setup… 
 

  
 
 
 
 

1H. Perform the following steps on the Page Setup window: 
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 Select Landscape under Orientation. 
 Set all Margins to 0.25. 
 Click the OK button. 

 

  
 

1I. For additional formatting, click Format then click Font. 
 

 
 
 
 
 
 

1J. Change the font size to 9 and click the OK button 
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1K. To print the report, click File then click Print. 
 

 
 
 

1L. Click the Print button and the report will print to your assigned printer.   
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1M. Click the ‘x’ button to close the document.   
 

 


