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THE GREENSHADES CENTER

The Greenshades Center has a Basic Product Guide that explains the basic functionality of this software
and how to navigate to its various areas. Please consult that guide for general help. This guide will focus
on the steps to complete an unemployment return.

FILING YOUR QUARTERLY UNEMPLOYMENT OR WAGE REPORT (SUTA)

This guide will explain each screen you will encounter as you create your electronic SUTA file. If you have
any questions that are not addressed in this guide, please contact our support team.

When using the Greenshades Center, you can also access in-product help on many screens by clicking the
@) icon in the bottom left corner of the wizard.

STEP 1 — STARTING THE E-FILE WIZARD

You will use the E-File Wizard to create your electronic quarterly SUTA file. You can begin either by
clicking the “Create E-File Returns” button on the left side of the Greenshades Center or else clicking an
“E-File Return” link on the tax calendar that occupies the main area of the Greenshades Center homepage
on many accounting packages.

Your Upceming Deadlines Your Upcoming Tax Deadlines

Review the deadlines for upcoming tax reports and payments. (Experimental Feature)
Create E-File Returns

|
. You are currently tracking deadlines for 13 returns and 13 payments Change
'-‘5 View Filng Hislory Jurisdiction PaymentsReturns
»

View Recent Tax Changes

@ Pay Tax California Withholding Liability of $23,877.29 (DE 884aLL)  2/14/2012
Create Year-End Forms @ Pay Tax Indiana withholding Liability of $2,655.35 (WH-1) 2/29f2012
@ Pay Tax United States Withholding Liability of $15.24 3f1/2012
- Create E-File Retums |_'| E-File Form Indiana Withholding Form WH-1 11f30/2012
]'5 @ Pay Tax Wyoming Unemployment Liability of $172.41 (WY-0056)  1/30/2013

. . . @ Pay Tax Arizona Withholding Liability of $45,449.96 (A1-APR) 1/30/2013
Use this E-File wizard to create
electronic tax returns or E-Files. This .él E-File Return Indiana annual Withholding Form WH-3 2282013
wizard will also aid you in submitting ; : : : :
these returns 1o the worrect federal é E-File Return United States Withholding Form 941 with Schedule B 4302013
state, or local government agencies. .2! E-File Return Colorado Unemployment Form UITR-1 4302013
ﬁ File and Pay Indiana Unemployment Form UC-54/JC-5B 4302013
u] E-File Form Alabama Withholding Form A-1/A-6 6152013
L_é File and Pay Arkansas Withholding Report 6/17/2013
.;-‘l E-File Return California Unemployment-Withholding Form DE 9 and DESc 7302013

Show Clzssic Celendar




STEP 2 — COMPANY NAME AND PERIOD SELECTION

Since SUTA files must be submitted once a quarter, select the radio button next to ‘Quarterly Filing’ to
begin your quarterly SUTA filing.

E-File Wizard

Select the type of filing you would like to create from the list below.

This wizard will assist you in building various electronic return

ﬁ files, both tax and otherwise. It will also assist you in filing this
return to the appropriate agency. To begin, please select a
type of return from the options below.

%) View Filing History

. View Recent Tax Changes

(® Annual Retum

| () Quarterly Retum
Weather for Park City, Utah g (O Monthly Retum

j_] Create Year-End Forms

Currently: Parily Cloudy
" Feels Like: 65°F e () Other Retum

Wind: 8 mph NW/
65° Humidity: 34% Enter the Company Name as it should appear on your e-file

Tomorrow: Parily Cloudy 3 Green Shades Inc.
c &y Low:35°F High:65°F ’
) Chance of precipitation: 0%
Useful Links:

IRS Business Home

SSA Business Home

@) Settinas

You will also notice that there is a ‘Company Name’ field. This defaults to the company
name retrieved from your accounting package but you can modify it to match the
company name you wish to appear in your SUTA file.

Once you are satisfied with your selections, click ‘Next’.

STEP 3 — CHOOSING YOUR FILE TYPE AND REPORTING PERIOD

On this screen select the quarter and year that you are filing your SUTA for first. Make sure you select the
quarter and year that payments were made.



Your Upcoming Deadlines

oy
|, Create E-File Returns
A

=

View Filing History

. View Recent Tax Changes

J Create Year-End Forms

Weather for Park City, Utah
Currently: Parily Cloudy
Feels Like: 65°F
nfind: 8 mph N/

659 Hurmidity: 34%
Tomorrow: Parily Cloudy
Low: 35°F  High: 85 °F
Chance of precipitation: 0%
Useful Links:

@Y
[

T
L

Choose the Filing Quarter
Choose the filing quarter and year for which you would like to electronically file
your returns.

Quarter: Oct / MNov / Dec ]

Year: 2012 v

Types of Files

[] SUTA (State Unemployment Insurance)
1541 (Employer's Quartery Federal Tax Retum)
[ Local W-2 {Quartery Local Withholding)

[ Local PA Act 32 (Quartery Local PA Withholding)
Additional Options

Data exists for 31, 32, Q3, Q4 2012
Data exists for Q2 2011
Data exists for Q1, Q2. Q3, Q4 2012

[]1am & non profit corpaoration. | am a reimbursing employer.
[ 1 would like to set advanced SUTA options.

[ 1 would like to combine muttiple Dynamics GFP companies into a single company for this filing.

IRS Business Home
S5A Business Home

@) Settinos

Since Greenshades pulls all information for your SUTA file from your accounting package you will need to
have run a SUTA report in your accounting package before continuing this process. If you have not done
so, the next screen will prompt you to do this.

Next, select the types of files you wish to build. It is possible to select multiple options on this screen if
you would like to create SUTA and other quarterly electronic files simultaneously.

The third option is for combining multiple companies into a single file. This is an additional module and
must be purchased for it to be activated. If you are interested in purchasing this feature or if you have any
guestions about this function please contact our support team.

Once you are satisfied with your selections, click ‘Next’.

STEP 4 — VERIFY SUTA REPORT INFORMATION

This screen displays the wage information gathered from the SUTA report in your accounting package and
displays it for you to verify. The wage totals for all states are displayed on the right while the wage
breakdowns by state are on the left. The Greenshades Center will warn you if it believes any of your
wagebases may be incorrect in your accounting package. If you are unhappy with the wage totals or
wagebases then you will need to go back into your accounting package, edit the necessary data, re-run
your unemployment report, and then restart the Greenshades Center. Depending on which accounting
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package you use, you may have an option to automatically correct wagebases in your accounting package
from within the Greenshades Center (shown below):

"™ Your Upcoming Deadlines Verify SUTA Report Information

v, UTA report information for the filing quarter

15 Create E-File Returns complete or inaccurate, re-run the SUTA report in

LA = — =
_/ View Filing History State  Suta D Wage Base Suta Wages Taxable Wages
1447254 £36,500.00 £3,050.00 £3.090.00
0029528527 $8,000.00 £4.49571 $1.418.00
_I Create Year-End Forms 234703 £12,000.00 £2523.38 §2523.38
00533006 $7.000.00 £5918.613.25 §255 452 47
Weather for Park City, Utah
Currently: Parily Cloudy 35231984 $7.000.00 $2,596.883.90 §577.314.22
Feels Like: 65°F 341125000001 $11,300.00 £1,24733618 £415,037.12
nfind: 8 mph N/
65° Humidity: 4% 9284013 5$15,000.00 512734506 47 258.07
077639 £5.000.00 26828268 £40.570.08

Tomorrow: Parily Cloudy
o Low: 35°F  High: 65 °F 085331  1810.500.00 $50.367.37 $38.096,68

Chance of precipitation: 0% The Wage Bases above that are highlighted in red do not match our records and may be incorrect.
Useful Links: Click here to view the correct wage bases for the states that are incorrect.

'+ View Recent Tax Changes

IRS Business Home
S5A Business Home

@ Setinas | <Back ||

Once you are satisfied with your selections, click ‘Next’.

STEP 5 — VERIFY UNEMPLOYMENT TAX IDS

This screen displays the unemployment tax IDs gathered from the SUTA report and displays it for you to
verify. This screen allows you to edit the unemployment IDs and wage bases if necessary. Please take a
moment to ensure the accuracy of the state unemployment ID’s.



55_} E-File Wizard

Verify Unemployment Tax IDs

LIse the table below to enter and venfy your Unemployment Tax [Ds.

State  |Description UnemploymentID  Wage Base

14 lowa 23-0216-245 14200.00 =
IL lllincis 5027-8310 12200.00

IN Indiana 391735836017 7000.00

M Michigan 230216-T251 9500.00 L
MM Minnescta 8264017 15300.00

MO Missouri 00 509353472 8500.00

NE Mebraska 2302160023 F000.00 | &
il WWisconsin 9163855 10500.00 i

Do you need advanced options like specifying Officers to be reported or the ahility to exclude
certain Employes Classes?

T Yes @ Mo

9

| <Back || Next>

It is important to note that edits made to this screen will not affect data and information stored within

your accounting package.

Once you are satisfied with your selections, click ‘Next’.




STEP 5A — SET ADVANCED SUTA OPTIONS (OPTIONAL)

You may have noticed the Yes or No question at the bottom of the previous screen. Selecting ‘Yes’ before
clicking ‘Next’ provides a few advanced options such as allowing you to exclude certain employee classes,
or to identify certain employees as officers, should you need to do so.

&) E-File Wizard S

Set Advanced SUTA Options

Choose the appropriate advanced SUTA options for your company.

Would you like to retrieve Hours Worked from history instead of summany? i) Yes i@ Mo

Choose your New Mexico Workers Comp Deduction Code. |

Exclude the following Employee Classes Mark the following Employees as Officers

Employse Class Employee 1D

ACCT Gl - EARROO0N Ll *

SUPP q BONID0DT s

ADMN 2 CLAY00D1 ®]
A 4
i R2Y
Q. Q.

Click here to edit specizl information that is not otherwise included in this wizard.

(7)) [ i | [ <Back |[ nNew

W

Additional options are accessed by clicking the link at the bottom of this screen. These options are
covered on the next page of this guide.



STEP 5B — ADDITIONAL SPECIAL INFORMATION (OPTIONAL)

Clicking the ‘Click here to edit special information that is not otherwise included in this wizard’ link
located at the bottom of the previous window will bring you to the following screen and provides you
with the ability to edit non-standard fields, should you need to. Depending on the number of states or
types of files you are creating, this screen could have many entries listed. The three drop-down menus
shown will allow you to filter the entries displayed to only those you need to work with. It is worth noting
that some states require you to specify a location code with your filing. This screen provides that ability,
where you would simply type in the code, next to the ‘LocationCode’ field, under the ‘Value’ column.




&) Additional Special Information = | B S|

Some electronic filings require or make available to be completed information that iz not saved in wour
accounting package. Thiz tool will aid pou in being able to complete thiz non-standard information.  “vou
will need ta fill in the “alug' field to enter the information into the efile. Once vou have completed filling
in all of the information that is pertinent to pow, click '0K' to continue.

ComparylD | b W

Jutisdiction [ b o o i o b o con
alzo zelect a line in the grid to view a description of that
Mag Media Type | hd | itermn below.
ComparylD | Jurisdiction | MagMediaTyp | FisldMame | Length | Walue
0] [, MHewHire lowaEINSuffi 3 [rull]
3 (] &, Suta kagretichuth B [ruall]
(] &, HewHire DependentHe 1 [ruall]
(] &, Suta LocationCode 3 [rall]
(] [, Suta FlantCode 15 [rall]

Dezcription

Additional Magretic Media Authanization Mumber granted to the company for use with magnetic media
orly.

To save your changes, click the ‘OK’ button, and you will return to the ‘Set Advanced SUTA Options’
screen, where you can click the ‘Next’ button to continue.

STEP 6 — BUILD DATA

The Build Data step extracts your SUTA data from Dynamics with the settings you have previously selected
in the E-File wizard. Depending on the number of employees you are exporting, this process may take a
few minutes.
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&) E-File Wizard (S

Build Data
The electronic filing wizard is collecting and building your information so that it \_)

may be used to generate your electronic files

You have now successfuly completed all of the options for
your electronic filings. Click the 'Next' button to extract the
necessary data to complete the electronic filing process.

Click Next to Export...

7) [ ow | [ <Back [ New>

Clicking ‘Next’ will start the extraction process.

STEP 7 — EMPLOYEE VERIFICATION

Greenshades offers you the opportunity to electronically verify your employee identification each time
you create a file using the E-File Wizard. The electronic employee verification service is provided to
prevent any potential filing penalties associated with submitting incorrect employee information to
government agencies.
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%) E-File Wizard (S

Employee Identity Verification

Fead the information below to decide if youwish to verify the identity of your
employees.

Would you like to take this opportunity to verify the identity of
vour employees by having them cross-referenced with the

Social Secunty Administration’s records?
0G0 000000

e T ELY ST

JOHN DOE

The process of verifying names and 55Ns is performed free of
charge. If inconsistancies are found, you will later be given the
option to pay & small, per-employee fee for the detailed report.

@ Yes, please verfy my employee information. | agree tothe Terms of Use.
(71 Mo, do not verfy my employes irformation at this time.

(71 Mo, do not verfy my employes irformation now and never ask me again.

(7) Qui | | <Back |[ Nea>

If you would like Greenshades to verify your employee identification, you will be informed of the number
of discrepancies found. To view a detailed report, there is a charge of $1.99 per discrepancies.
Greenshades will process the employees you selected and then show you how many employees were
found to be incorrect. Once presented with that information, you can choose whether or not to purchase
a report listing the problems. You are not obligated to purchase this report.

Once you have made your decision, click ‘Next’.

STEP 8 — SELECT FILES TO BUILD

12



Select Files to Build lets you choose which files you would like create and submit at this time. First, select
the method that you would like to use to submit the file. Some states will accept both media and internet
submissions and others will accept only internet or media submissions. This will vary from state to state,
as each state has their own set of specifications.

Next, simply place a check in the “Build?” box next to the file you would like to create.

&) E-File Wizard S5

Seled Files to Build

Check the Build box for each file youwish to build.

Filter: |Suta v| Select Al
Submission
Electromic File Status Method Build?

14 - Suts b Awaiting Crestion [ i
IL- Suta b Awaiting Crestion [ |
IM - Sutz b Awaiting Crestion [

MI - Suta P Awsiting Crestion &

MM - Suta P Awsiting Crestion &

MM - Suta (With Location) P Awsiting Crestion [l
Check here if you would like the ahilty to edit your data prior to creating your electronic file (Advanced).
(?) Qut | | <Back || Net> |

At the bottom of this screen there is an option that will allow you make any final corrections before
creating and filing your E-File. While this functionality is available to you, it is recommended that SUTA
edits be made in your accounting package, as correcting the errors using the advanced editor does not
correct the errors with the data in your accounting package.

Once you are satisfied with your selections, click ‘Next’.

13



STEP 8A — ADVANCED EDITOR (OPTIONAL)

Shown below is an example of the advanced editor when used while building your SUTA E-File.Virtually
every field you see can be edited. You can even add rows if needed (right click on any row and select the
‘Add Row’ option), giving you the ability to include employees who have not yet been entered into your
accounting package software. Again, keep in mind that these changes do not update your accounting
software, and the advanced editor should only be used as a means to correct your E-File if you do not
have the ability to correct the data within your accounting software.

E] Editor [ERTEn
File Tools
= 4 ILSuaFie Dietai View | ListMiew
=i SubmitlerA - 5555555 ; —
S @ St - 17238833
B m S5H LeatName |Frstblama | Middbsintial |wamwm GuarsyS taExoasatiages

\-4 EmplayesS - 317233821 || EnployeeS | 317235833 Ackemen | Filer ] ZRET 4300 0.0000
|- 4 EmployeS - 982521991 | [Eoployee’S | 582581591 | Banfaz Luis: J 35693200/ 0.0000
-4 Emphoyess - 000922390 | | Engloyees | 000922330 | Chen John J 18115100 0.0000
-4 Employea - 000209416 | EmployeeS |  DO0203416 Defarey | Adsn 22579300 0.0000
i EmployeeS - 383057712 | | EvgloyeeS | 353057712 Dale Jerry J 2412 2500 0.0000
(-4 Emplayes5 - 331155071 || EnployeeS | 531155071 Fload Hathia ] 2081.7100 0.0000
|- 4 EmployeeS - 000433117 | [Foployee | 000435112 | Jomison  Jay 3804, 3700/ 0.0000
i~ 4 Employea$ - 000362841 | |[Employees | 000362241 Kahn Wiendy B 2432 2300 0.0000
-4 Employsat - 383373908 | EmployenS | 993372903 Menredy | Mavn 24472700 0.0000
- EmplayesS - 000444808 || [EmployeaS | 000444308 Lewy Seven B 33528300 0.0000
-4 Emplayess - 380673414 | | EnployeeS | 580673414 Lyan Fiobed 1963 5500 0.0000
|- 4 EmployeeS - 000552821 | EoployeeS | 000552831 | Lysaher Jerry 1896.2200/ 0.0000
-4 Employea’ - 312123443 | [ Evployees | 312123448 | Mughal Samon 20776500 0.0000
-4 Employsat - 000529475 | |EmcloyonS | DORS83475 Magata Suanre 23783800 0.0000
-4 EmployeeS - 343543351 | | EoployesS | 943343391 Reaves  Randy 2852 7800 0.0000
i~ EmplayesS 521254708 | | EvployeaS | 521254788 Sewat  Jm 53710600 0.0000
|- 4 EmployeeS - 000642921 | [Employee | 000642521 | Tibbatt Ciane 2558.4100/ 0.0000
iy Employeas - 000343444 || Emgloyees | 000943448 West Paul 10051.1500 0.0000
-4 Empleryea’ - 000855183 (00555183 Rk 2144 2300 0.0000
L4 TokelT-
& FinalF -

4 L

= zWages | QuarderySutaBxcessViages | SutaTmable

55379 B [T 52329, 29

When you are finished with the advanced editor, select ‘File’ then ‘Done Editing’ if satisfied with your
changes, or ‘Discard Changes’ if you would like to cancel any changes you made.
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STEP 9 — REVIEW BUILT FILES

At this point, your final totals have been calculated and your SUTA file has been created but not
submitted. If your file was successfully created you will see a green check (as shown below). Continue the
filing process by clicking the “Click Here to Begin Filing” link. If you have many states to file for, you will

need to select ‘Click Here to Begin Filing’ for each.

&) E-File Wizard eS|

Review Built Files

Select a built file below to submit or view errors.

Click an the link to either submit or view errars for each e-filing.
Aleckmic File Status Combined Summary
14 - Suta v’ Total Employees: 1 Click Here to Begin Filing |~
IL - Suta v’ Total Employees: 19 Click Here to Begin Filing | =
IN - Suts v’ Total Employees: 2 Click Here to Begin Filing
MI - Suta v’ Total Employees: 1 Click Here to Begin Filing
MHN - Suta v’ Total Employees: 1 Click Here to Begin Filing
MM - Suta (With Location) v Total Employees: 1 Click Here to Begin Filing i
7), | cut | | <Back || Finish

If your file failed to build a red ‘X’ will appear. You will be able to review the problem by clicking the “Click
Here to View Errors” link. Usually these errors are easy to understand, but if you have any questions
please contact our support team.
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STEP 10 — VIEW TOTALS

View Totals is an assessment screen providing you with detailed totals for final review before submission.
You will notice 4 separate options displayed above the listed totals. The details for each are listed below:

View Details. With View Details, you can export your SUTA data to an Excel file for an even more detailed
review. This is to be read or printed only, and not to be E-filed.

Print Totals. Print Totals prints the total screen you are currently viewing.

Save Totals. Save Totals will save the total screen you are viewing in an HTML format that can be viewed
at a later date in Internet Explorer.

Save E-File. Save E-File allows you to save a copy of the exact electronic file that is going to be submitted
to the state. Be sure to note where you save it, as you will need it in a moment.

ﬂ I4 - Suta - Submission Wizard E@g

View Totals

Flease check the accuracy of the totals found below.

@} Wiew Detzils =4 Frint Totzls IH Save Totals IH Save E-File

Employeas Month 1 1 i
Emplovees Month 2 1

Emplovess Month 3 1 |

Total Employess 1 E
Total Employers 1
Total Quarterly Tips 50.00
Total State Wages 50.00
Total Suta Quartetly Excess Wages 50.00

Total Suta Quarterly Wages 5494470
Total Suta Taxable Wages 5494470

t)/j Cluit < Back Mext =
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Once you’ve reviewed your totals, click ‘Next’.

STEP 11 (INTERNET SUBMISSION) — MANUAL FILING INSTRUCTIONS

While some states offer ‘Automatic’ internet filing (think “one-click filing”), most states have their own
website and instructions for manually uploading your E-File. If the automated E-File upload is not an
option, the Greenshades Center will provide you with a direct link to the state website and instructions on
uploading your file to the state. Before uploading your file to the state website, you must first select the
‘Save a Copy’ link at the top of this page. It is worth noting that ‘Save E-File’ from the previous screen and
‘Save a Copy’ on this screen produce the exact same E-File, so if you have already saved your E-File you do
not need to do this a second time.

Follow the provided instructions and links to upload your file. These instructions can vary from state to
state so make sure you follow these steps closely.

) IL - Suta - Submission Wizard Lo =) |

Manual Filing Instructions

Flease follow the directions below to submit your electronic file.

Before submitting your return manually via the Internet, you must Save & Copy of your electronic
file. After you've saved a copy of your file, please follow the instructions below. Once finished,
click Finizh to exit the wizard.

11 Loginto the llinois TaxMet website using your username and password.

& Ifyou do not have a username and password, please click the Obtain Digital D button to
obtain ane.

3 Once you have obtained your user name and password, vou will need to contact [L
electronic filing customer service at 1-866-274-5607 to register for the U340 File Upload
ophon.

4} After yvou have logged into the IL website, select the Administration button. Then select
Upload U340 Report option and browse to the Greenshades |CESA file.

B For more information, please review the frequently ashked guestions.

(?) Quit | <Back || Finish

Congratulations! You have successfully created and filed your SUTA data.
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Click ‘Finish’ here, and once more from the ‘Review Built Files’ screen, and you are done. If additional
states remain, return to Step 8 until all states have been completed.

STEP 11 (MEDIA SUBMISSION) — SAVE E-FILE

If the state you are submitting SUTA for does not accept files via internet submission, you will need to
save your E-File to diskette or CD and mail it to the state. The Greenshades Center will automatically
detect any drives installed on your computer, which you can then select using the dropdown menu,
assuming you have more than one. Once you have selected the drive you wish to use, click the ‘Save’
button. If you do not have a CD or diskette drive, contact your network administrator for assistance with
saving your SUTA file to computer with one of these drives via the network, or possibly to connect an
external diskette or CD drive to your computer.

&) 1A - Suta - Submission Wizard ==

Save E-File

Now you must actually save your E-File onto electronic media.

Please select your Recordable CD drive from the list of drives below:

| \Device\CdRom0 |

\when ready, press 'Save’ to save your E-File to the selected drive.

o [ <Back ][ MNew>

After saving your file to CD or diskette, click ‘Next.’

18



STEP 12 (MEDIA SUBMISSION) — PRINT LABELS

Greenshades provides you with the information that you will need to put on your diskette or CD and
mailing address. You can select and copy this information into a program that can print diskette and
mailing labels, or simply use the old fashioned method of labeling by hand via pen-and-ink.

9 IN - Suta - Submission Wizard =)

Print Labels

Print the labels for your file and envelope.

Below is the label for vour Diskette as well a5 a label for your mailing envelope. There are two
ways that you can print these out: First, you may copy the text from the boxes below into a
program that can print diskette labels (such as Microsoft Word). Alternatively, if vou wish to print
multiple sets of labels at the same time, you can use the 'Mail Merge’ option on the last screen of
the previous wizard. This feature will create separate documents that contain diskette and
mailing labels for all of the efiles you have created today.

Diskette Label Mailing Label

Fabrikam, Inc. Indiana Department of Wordorce
4277 West Oak Panoway Development

Chicage, IL 60601 Attn: Data Certer, Bm SEOO3
391735836017 10 M. Senate Ave

Digkette FileMame: UIWAGE TXT Indianapalis, IMN 46204-2277
Production

L) [ <Booc ][ Nex

Once you have your media and mailing package labeled, click ‘Next’.
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STEP 13 (MEDIA SUBMISSION) — TRANSMITTAL FORMS

A few states require transmittal letters be included with your diskette or CD. If the state you're filing for
requires a transmittal letter, we will provide you with a link to this form.

&) IN - Suta - Submission Wizard E@g

Transmittal Forms

Print out forms that must be included in the envelope along with your
E-File

Wwhen sending your E-File through the mail, you must also include a form inside your envelope.
Information about this form can be found below.

Quarterly Contnbution Report (UC-1)

This is the guarterly contribution repaort for Indiana.

Indizna's LIC-1

Partially Completed Form

%) i ) (et

Follow the link, print and fill out the form, and then include it in your mailing package.
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STEP 14 (MEDIA SUBMISSION) — SUBMISSION COMPLETED

Congratulations! You have successfully created and saved your SUTA data to media. You have now
completed all the steps in creating and filing your SUTA E-File. Make sure it is properly labeled and
packaged before mailing.

) IA - Suta - Submission Wizard | (-

Submission Completed

Congratulations! You've now completed all of the necessary steps to submit your E-
File to the government. Simply send all of the materials into your reporting agency.
Pressing 'Finish’ will take you back to the screen with zll of your completed builds.

L) [ <Back [ Fnsh

Once ready, you may click ‘Finish’. If you have additional states to file for, click ‘Finish’ to return to the
Review Built Files screen, then continue at Step 8 until all states have been completed.

21



