Quarter

Quarter End Training
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a. F11 to the form PrQuarter

He[l_i-

QuarterlD # Lkp:

YWiew all ‘

StartDate Lkp:
Desc T aghedia T Maglog T k4 agE mployer T b agState T MagType T Directary T Switchboard l
Quarter: Lock Status:
Quarterl D | Locked:
‘earl[: LockedBy:
StartD ate: LockedDate:
EndD ate: Updated:

Select Employer:
EIMC:

Employer Settings:

Open Emploper D Setup

Set State Employer| D[s]

Set Federal Emplayerl D and
taq Media Settings

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

>+ | e

QuarterdD # Lkp:
StarntD ate Lkp:

iew all ‘

Desc T Maghedia T tMaglog T M agE mploper T MagState T MagType T Directory Switchboard l
Shoer all - Quarterl D EINC StartD ate EndD ate Locked LockedBy LockedDate -|
200803_4 2 74142008 9/230/2008] T kweedman
200633_5 2 74142008 9/230/2008] T kweedman
2006004 1 104142008 12721 72008] T bareene
2006341 2 104142008 12721 72008] T bareene
200604_2 1 104142008 12721 72008] T bareene
20071 0 14142007 FIEIEEAHIL mari
2007311 0 14142007 FIEIEEAHIL bareene
200731_3 1 14142007 2007 T bareene
200701_4 0 14142007 2007 T kweedman
200702 0 4/1/2007) G/a0/2007] T bareene
20070321 0 4/1/2007) G/a0/2007] T bgreene
200701_2 0 4/1/2007) G/a0/2007] T bgreene
200703 3 74142007 9/30/2007] T bgreene
2007331 2 7142007 9/30/2007] 1 bgreene
200733_2 i 7142007 9/30/2007] 1 bgreene
2007033_3 2 74142007 9/30/2007] 1 bgreene
200703_4 3 74142007 9/30/2007] 1 bgreene —
o | LRecord: 14 | 4| 1 v [ |r#] of 82




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

with the ﬂ button in the top left.

New Quarter Setup

Yearl D I-m
Cuarter I j

Dk.ay | Cancel |

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

'*lﬂ!l QuarterD # Lkp: View al | 20007 1112007
StartDiate Lkp:

Desc 4 agkdedia T Maglog T I agE mployer T Mag5tate T MagType T Diirectary T Switchboard l

Lock Status:

Locked: 0
LockedBy:  |mari

LockedD ate:
Updated: 10/ 842007

YearlD: 2007
StartD ate: 1./1.42007]
ndD ate: 343152007

_— i
glect Employer: Employer 5 ettings:

EIMC:

0=
Open Employer ID Setup |

Set State EmplayerlDs)

Set Federal Emplayerl D and
Mag Media Settings

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.

b E|_4. QuarterlD # Lkp: View al 2007Q1 _5
StartDate Lkp:
Desc MagMedia T Maglog T MagE mployer T MagState T MagType T Diirectary T Switchboard l

Generates all the Quarterly State Mag Media Files for each state.
Please specify an output directory.

Gemerate All SU_TA_ E File Directany: |E:\Documents and SettingstmanD esktopttM testh J QuaterlD:
Quartery Mag Media Files | 3 Results: Start
Generate Federal E End
Quarterly 9471 Report = EINC
Mag
Format . Murn Manthl Month2 Monthd  Total SUTA SUTA SUTA Statelhc Statelnc
State Type  Filename  Empr Count Count Count Count  Taxable Tax Due Taxable Tax MR

HStabes: Total: | [ [ [ [ [ VI B

J I 4

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.

[ ﬂ_q. Quarter D # Lkp View al 2007Q1_5
StartDate Lkp:
Desc MagMedia T aglog T I agE mployer T MagState T MagType T Directaory T Switchboard l

Generates all the Quarterly State Mag Media Files for each state.
Please specify an output directo

Gererate All SUTA = ile Directony: |E:\Documents and SettingshmartDesktopihdM test terlD:
Quarterly Mag Media Files D Fesils Start

End
Generate Federal E i
Quarterly 341 Feport :: EINC
Mag
ormiat MNum Monthl Month2 Monthd  Total SUTA SUTA SUTA Statelnc Statelne
State Type  Filename  Empr Count Count Count Count  Taxable Tax Due Tanable Tax M R

H#States: Total: | [ [ [ [ [ V&5 B

« | d



g. Click Generate all SUTA Quarterly Mag Media Files

Quarter D # Lkp:
StartDate Lkp:

‘ 2007Q1 11142007

Desc MagMedia T Maglog T b4 agE mploper T tagState T tagType T Directory T Switchboard l

Generates all the Quarterly State Mag Media Files for each state.
Please specify an output directory.

-

Generate All SUTA ¥ File Directony: |E: “Documents and SetiingsimansD eskioptMN testy J RuaterlD: (200701
Guarterly Mag Media Files D B Start 14142007
Generate Federal : End _
Quarterly 941 Report §E m EINC 0
Mag
Format ) Mum Month] Maonth2 Month3  Total SUTA SUTA SUTA Statelnc Statelnc
State Type  Filename  Empr Count Count Count Count  Tawxable Tax Due Tarable Tax MR
FL »ML_FL |FLF|EF'DF|T.>| 1 D| 229| 2SD| 4EB| 4450127 67 | $12153.72 | $12153.72 |$444,51 719 | oo sl B T
M |NJ |UIWAGE.T><'| 1 D| D| 8| U| £0.00 | £0.00 | £0.00 | £0.00 | o0 Vi@l r
Hitates: 2 Total: | O] 223 268|  466[$4B012767 | $1275372 | $12715372 [$444517.19 | sunn =g la| o
il | N

You can run each state individually by clicking on the

h.

each state.
1.

the right of each state.
j-

Media are located in the MagLog tab.

You can now view your files by clicking the B the right of

to

Any errors that may have occurred when running the Mag

GuarterlD # Lkp:
StartDate Lkp:

‘ 2007Q1 1142007

Desc

T I agtdedia T MaglLog T tagEmployer T dagState T MagType T

Directory T Switchboard l

Quarter Error Log

-

D State QuarterlD LogType CreatedDate ErorMeszage Ermor Query  Delets |

32| |EDD?Q1 |sPrMagF0lmat_|CESA | 4/10/2007 |Error: There iz an invalid State EmplogerlD and/or SUTA M 1
Tablenames:|PrT aE mployerl DRioot EmployerD in the PrTa<E mplayer D table. )

34| 200701 |sPrMagF0lmat_|EESA | 4/10/2007 |Errar: There iz an invalid State EmplayerlD and/or SUTA M < .
T ablenames |PrT a+E mployer DRioot EmployerD in the PrTa<EmplayerD table. )

3?| 200701 [sPitdagFamat_ICESA | 41072007 [Eror: Thers is an invalid State Employer D and/or SUTA & 1 B
T ablenames [PrT a+E mployer DRioot EmployerD in the PrTa<EmplayerD table. )

4D| 200701 |sPrMagF0lmat_|EESA | 41172007 |Error: There is an invalid State EmployerlD and/or SUTA, g 1 B
T ablenames |PrT a+E mployer DRoot EmployerD in the PTa<E mployerD table. :

45| 200701 |sPrMagFormat_IEESA | 41172007 |Error: There iz an invalid State EmployerlD andfor SUTA ,ﬁ 1 B
T ablenames [PrT a+E mployer DRoot EmployerlD in the PrT axE mployerD table. :

wlal 1 e Dk lesl af g

Rearned:




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

1. 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.)

P*l "l QuarterlD # Lkp: .
> StartDate Lkp: Wigw all

20079Q1 112007

Desc MagMedia I Maglog T I agE mplayper T MagState T MagType T Directamy T Switchboard l
Quarter: Lock Status:
Quarterl D:| 200701 Locked: 0
YearlD: 2007 LockedBy:  |mari
StartD ate: 14122007 LockedD ate:
EndD ate: 343142007 Updated: 1041872007

Select Employer: E W
EINE:I 0~ I

Open Employer 1D Setup | e

Set State EmployerlD[z]

Set Federal EmployerlD and
taq Media Settings




