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I. Quarter End 

a. F11 to the form PrQuarter 
 

 
 

b. View all at the top to choose the appropriate Quarter and EINC 
 

 
 

 



c. Click on correct Quarter or if it does not exist please create new 

with the  button in the top left. 
 

 
 

d. Once you have chosen your quarter, please verify appropriate 
information such as start and end dates and EINC. 

 

 
NOTE:  If the EINC selection is blank the files will run for ALL 
EINC.  Also, we suggest the customers have a quarter ID for each 
EINC to store historical data. 

 
 
 
 
 
 

 



e. Click on the ‘MagMedia’ tab to create the files. 
 

 
 

f. The Customer will have to designate a File Directory to store 
the created files.  Let them know that this is the actual file they 
will upload onto the state websites and thus it needs to be in a 
place where they can easily access. 

 

 
  
 



g. Click Generate all SUTA Quarterly Mag Media Files 
 

 
 

h. You can now view your files by clicking the  to the right of 
each state. 

i. You can run each state individually by clicking on the  to 
the right of each state. 

j. Any errors that may have occurred when running the Mag 
Media are located in the MagLog tab. 

 

 



k. By clicking on the  to the right of the error you will get 
more detail. 

l. If they are missing any employer state, federal, or 
unemployment ID’s as an error, there are links on the Desc tab 
to fix these. (Just ensure you are correcting the number for the 
correct state and EINC when updating.  The customer will need 
to provide you with a valid ID.  If there are not supposed to be 
wages in that state, enter 1234 and run the mag media again so 
we can verify what wages need to be moved and then come to 
Mari or Jon for further assistance.) 

 

 
 
 
 
 


