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INSIGHTS & ANALYTICS

HRS Pro Overview

The purpose of this document is to assist new holders and their personnel complete their
unclaimed property reporting process by utilizing the HRS Pro application.

It is designed to be a step by step process for those who may not be as comfortable or familiar
with computers or unclaimed property in general.  Another source for detailed explanation is
within HRS Pro’s HELP accessed from the top menu within HRS Pro.

The general flow of the instructions begins at using the software and ends with the creation of the
NAUPA file of unclaimed property to submit to the state unclaimed property office.

The General Flow of the software is:
» Create the User Name, (if it doesn’t exist), that is working on the Unclaimed Property Report
» Create the Holder Name or Company Name contact information, (if it doesn’t exist), that

the Unclaimed Property Report is being submitted for
» Add a Data Set associated with the Holder Name. The Data Set is equivalent to a
report which can be one report per year or many reports per year. The Data Set will be
the container of all the properties and owner information to go into an unclaimed property
report for one or more states.

» Add the unclaimed properties and associated owners of the property to that particular Data
Set. This can be done within the screens or using the Excel template import.

» Do owner due diligence letters as required by the state(s). This is another attempt
at contacting the owners before turning over the unclaimed property to the state.

» Complete the “holder cover letter” as required by the state and use other reports for totals. If
extra exports are needed for internal auditing/tracking, please contact
hrsprosupport@unclaimedproperty.com about purchasing the Enterprise version.

» Validate and Finalize the report and fix any errors. Refer to State Guideline codes as
needed to fix invalid codes.

» Export to the “Naupa Format” (A format that all states have agreed is the standard to accept).

» Send the Naupa formatted file to the state on CD, or upload the report to the state website.
Aprproximately 14 states have holder report uploads on their state websites and HRS Pro
will show you the link at Naupa export time.

Additional Appendix Information

has detailed INSTALL instructions, including
download instructions from https://hrspro.unclaimedproperty.com/. Downloading and
installing the latest version of HRS Pro software:
1. Ensures latest state unclaimed property information and requirements are in the software
2. Ensures latest features as well as dates affecting expiration are updated

To download the latest version of the HRS Pro software use this website link:
https://hrspro.unclaimedproperty.com/hrs/hrs_pro_setup.exe

has common issues / solutions.

has LOCATION information of Files and Data


mailto:hrsprosupport@unclaimedproperty.com
https://hrspro.unclaimedproperty.com/
https://hrspro.unclaimedproperty.com/hrs/hrs_pro_setup.exe

First Time Setup

For a successful update, after install, launch HRS Pro and click on Help/About.
This should display the version that was downloaded.

Adding a User / Holder Personnel

Upon launching HRS Pro after a successful installation the following message will be displayed:

No Users Found E]

i ) ‘\Welcome to the Holder Reporting System!
HRS Pro requires at least one system user,

You will now be taken to the "Add New User" function,

1. Click on OK.

2. Enter the personnel information.

¥ Adding Personnel

Last Update:

#Name: | TEST |
#hitials: | TST |

Street1: |1 SOUTH MAIN STREET |
Street2: | |
Street 3: ] |
Zipcode: (80314 | City:  BOULDER |
Stae:  (CO | Country:| |

Phone: [W Ext.: \

Email: | [HRSPROHELP@WAGERS.NET |
Dt. Inactivated: ’ﬁ

B Edit | Bsae | [ © cancel | %=Required Field

3. Click on Save.

4. Click on Close after saving the information.



Adding a Holder / Company Information

After creating a User, a message will be displayed ‘No Holders Found’:

No Holders Found 3
— ‘You must enter at least one
\!) holder before vou can add property data.

You will now be taken to the "Add New Holder" function.

The information required is Tax ID Number (this is the company’s tax identification number) and
Holder Name (this is the company name that is reporting the unclaimed property to the state).
Even though there are only two required fields, it is best to fill in as much information as possible
as this information is what gets sent to the state.

#% View / Modify Holder E

Last Update: 121472011 - BAR

*TaxiD Number: |FEFEIEEE | - 1235 |

NAICS Code: |
State of Incorp.: v Date of Incorp.: I

* Holder Name: | TEST

|
Holder City: | BOULDER |
|

Holder State: |CO | County: BOULDER

Holder Fax#: | () -

& Edi [ & save l [ ¥ Cancel * = Required Field

Once the Company information is entered, click on Save, then click on Close.



Selecting the State and Setting the
Reporting Year

Adding a Data Set

Before adding Data into HRS Pro, a Data Set must be created.

%: HRS Pro - Standard Edition BE®E
File Edit VYiew Help

Data Sets

A Data Set is a collection of unclaimed properties belonging to a single holder.
Once the individual properties have been entered and validated, the Data Set may
be divided into individual Holder Repaorts for each state that the holder reports to.

To create a Data Set, choose a holder from the list below and press the <Add> button.

If no holders appear in the list, you may add one via the <Holders> icon in the list bar to
the left.

WAGERS & ASSOCIATES

Holder Personnel

@e Guidelines Add

Steps in creating a new Data Set

1. Highlight the Holder and click on Add.
2. Enter the Report Year (this is the year that is being reported to the state).
3. Select the Report Type either Single-State or Multi-State:

< Single-State: is used if all or most of the owners of the property being reported reside
in one state.

- Multi-State: is used if the owners reside in multiple states. HRS Pro will break the
Data Set into multiple Holder Reports (based on the state field of the owner address)
when the properties are ready to be submitted.

4. Click on the drop-down arrow to select the state where this report will go to.



The Negative Report checkbox will only appear for a Single-State Data Set. Check the Negative
Report checkbox if there are no unclaimed property to report. HRS Pro will prohibit any
properties being added to the Data Set. However, a NAUPA file can still be created to send to
the state. Check the State Requirements section under State Guidelines menu for state specific
negative reporting requirements.

. Adding Data Set =

Last Update:

Holder: WAGERS & ASSOCIATES
* Report Year: 2007
Report Type: ) Single-State () Multi-State

[ INegative Report

| B sae | [ = cancel

# = Reqguired Field

5. Click on Save.
6. Click on Close.

A blank Data Set will be created. Once this Data Set is created, data can now be entered into the
system.

%- HRS Pro - Standard Edition BEE®
File Edit View Help

Data Sets

A Data Set is a collection of unclaimed properties belonging to a single holder.
Once the individual properties have been entered and validated, the Data Set may
be divided into individual Holder Reports for each state that the holder reports to.

To create a Data Set, choose a holder from the list below and press the <Add> button.

Properties If no holders appear in the list, you may add one via the <Holders> icon in the list bar to
the left.
f{‘ @ WAGERS & ASSOCIATES
Holders P ‘Year 2007; State: CO; 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props.
L
Holder Personnel
State Guidelines Detail . Add§ [ Remove




Entering Property Information

There are two ways to enter property information into HRS Pro:
< Importing Data: allows the use of a provided Excel template where the data can be
entered and imported into the system all together.

- Manually Entering Data: allows the property information to be entered one by one directly
into the system.

Using the Excel Template

To import property data by using the Excel Template to begin the template needs to be opened.
1. Click on the Utilities menu.
2. Click on the Import Data sub-menu.
3. Click on the Open Excel Template File.

%: HRS Pro - Standard Edition EE&E
File Edit Yiew Help

[ Bata input
[ bata output

import Data

Rather than keying data, you may import it into HRS Pro from an
extemnal source. The data must comply with one of the supported
formats below.

Import Format:

@ Template File | ¥LS Spreadsheet  » Open Excel Template File

) Previous Yersion of HRS T

Once the file has been clicked on it will open the Import File in Excel.



Notice that there are two worksheets in this Excel file.

B3 Microsoft Excel - HRS Pro Import Template.xls
(0] Fle Edt View Insert Format Tools Data Window Help  Adobe PDF

: Arial -0 -|B I U
NEEO G TE S DR S -8 s s E e - of
EREP T P 8 M7 WL | | & ﬁ;m} Reply with Changes,,, _End Re: !

o i

B8 % o

ey

A [ B [ T [ ] [ E [ F || H [—TE— A
HRS PRO Spreadsheet Import Template Version 1.0.1

Piease see the Comments & Instructions tab at the bottom of this spreadsheet for more info.

Last Transaction Dt._Property Type  Prop. Category " Cash Reported _Deduction Code Cash Deduction __Addition Code_Cash Addition Interest Rate Accour

EERE - BENE

=

=l

ninkNEERERRE
N|= 0|0 n|~ o ;| =

|24
25|
26 |
27 |
3 v

W « » m)\Data/ Comments & Instructions / |< >
Ready UM

The first worksheet is where the data will be entered. Data can be copied and pasted from an
existing spreadsheet into the Template Spreadsheet.

IMPORTANT: Copy VALUES ONLY and NOT FORMAT.
Columns must remain the same order.
Column formats must remain the same (such as date formats).

The second worksheet has Comments and Instructions for the Data worksheet.

B3 Microsoft Excel - HRS Pro Import Template.xls
i) File Edt Yiew Insert Format Tools Data  Window Help  Adobe PDF Type a qu
.12 .11@\ S % 0 %%
NEEHSSO Y % RB 98 T A2 - @

B W B N e | |21, 2 8| 9 Replypith chinges, End ey, Ji

"

- A& See Appendix C of the HRS Pro User's Guide for detailed i i on importing s |

A ] B c [0 T E [ A

| 1 |See Apbendix C of the HRS Pro User's Guide for detailed instructions on importing spreadsheets.
2
Corresponding | Data |

| 3 | Column [Column Name NAUPA Spec Field Type Format Comments / Instructions
14| A Last Transaction Date PROP-ST-TRANS-DATE Date  MM/DD/YYYY  Last contact with owner. Determines when a property is report
[ESEI B Property Type PROP-PROPERTY-TYPE Char 4 chars. max Differs by State. See Submission Requirements section in HR
| 6 | (03 Property Category NAA Char  "A""U"or""  Leave empty for most properties. A = aggregate. U = unknowr
7l D Cash Reported PROP-AMOUNT-REPORTED Num 99999993.99 Amount Remitted is not included in this template. This will be
L& = Cash Deduction PROP-DEDUCTION-TYPE Char 2 chars. max See "Codes” section of NAUPA Spec Appendix
[E97| Deduction Amount PROP-DEDUCTION-AMOUNT Num 99999993.99 Not all states allow deductions.
10| G Addition Code PROP-ADDITION-TYPE Char 2 chars. max  See "Codes” section of NAUPA Spec Appendix
[11] H Cash Addition PROP-ADDITION-AMOUNT Num 99999993.99
12 | | Interest Rate PROP-INTEREST-RATE Num 999.9999 Make sure decimal is set correctly. E.g., 5% is entered as 5.0
[13] J Account Number PROP-ACCT-NUMBER Char 20 chars. max
14| K Check Number PROP-CHECK-NUMBER Char 20 chars. max
[15] L  Prop. Comments PROP-DESCRIPTION Char 50 chars. max  Any comments or relevant details that will assist the state in i
|16 M  Stock Issue Name PROP-STOCK-ISSUE-NAME Char 25 chars. max
17| N Stock CUSIP PROP-STOCK-CUSIP Char 9 chars. max
[18] O Stock Ticker Symbol SECR-SYMBOL Char 10 chars max
119 | B Stock Subissue Name SECR-SUBISSUE-NAME Char 150 chars. max  Typically, bond information.
1200 Q Stock Delivery Method SECR-DELIVERY-METHOD Char 10 chars. max  The following values are valid- DTC, PHYSICAL, ACCOUNT, U
121 | R Stock Delivery Account # SECR-DEPOSIT-ACCOUNT Char 20 chars. max  The DTC account # for the state that you are transferring share
|22] S Current Shares PROP-NUMBER-OF-SHARES Mum 99993993.9993 Number of shares on the property at the time of the report filing
= Original Shares SECR-ORIGINAL-SHRS-HELD Num 99999999.9999 Number of shares at the time of last contact with the owner.
(24| U Original Certificate # SECR-CERTIFICATE Char 20 chars. max
125 Vv Original Registration Name SECR-ORIGINAL-REG-NAME Char 70 chars. max  Registrant name as it would appear on the original certificate.
|26| W  Ownerl Corporate Status PROP-NAME-ID Char  "C" for corporate; blank for individual
27| X Owner! Relationship PROP-RELATIONSHIP-CODE Char 2 chars. max  Differs by State. See Submission Requirements section in HR o
1« » n}\ Data ) Comments & Instructions / < | 3

Ready NUM




Saving the entered information in the template

Once the data has been entered into the spreadsheet, in order to import it into HRS Pro, the
spreadsheet needs to be saved as an Excel .XLS spreadsheet template of Version’s

...97-2003 or ...5.0/95.

1. Within the Excel spreadsheet, click on File.

\l_‘ll ’ﬁ g v ¥ v ]
.a' Home

el Save
Save As

2. Click on SAVE AS and locate to a writeable area.

@3

v @ @ XoCiBE-

Save As

Save in: | 3 HRS Pro

A ()DATA
£

()DATA_Support
My Recent CLocaL
Documents |EHRS Pro Import Template 4_27.xls

"ra E_]HRS Pro Import Template.xls

Desktop

My Documents

My Computer
.

My Network.
Places

} File name: HRS Pro Import Template. s |
Save astype! |Eycel 97-2003 Workbook (*.xls) v e

-

Tools v Save Cancel

3. Enter a new file name associated with your import data.

4. Click on the drop-down arrow next to ‘Save as Type’ and select a description of a version
that contains ... 97-2003 or ... 5.0/95 (*.xIs) from the list. These may start with

“Microsoft” or “Excel” depending on your Excel version.

5. NOTE: use the arrow key to scroll down until the correct version of
Excel is located.



Importing Data into HRS Pro

Once the information has been entered into the Excel template and saved as ...97-2003 or ...
5.0/95 it is now time to import the data into HRS Pro.

NOTE: data can only be imported into an EMPTY DATA SET .
1. Click on the Utilities menu.
2. Click on the Import Data sub-menu.

3. Click on Start Import.

% HRS Pro - Enterprise Edition

File ¢ View Help

Import Data

Rather than keying data, you may import it into HRS Pro from an
external source. The data must comply with one of the supported
formats below.

Configur { Import Format:
Defz

= () Template File ‘; KLS Spreadsheet w \ Open Excel Template File
it | -
1

Import Data

The following window will display:
Select File for Import @

Look in: | £ DATA o s s

ic)

My Recent
Documents

Desktop

My Documents

o

My Computer

\;} Load File: [ v/
w

My Network  Files of type: lExcel v| [ Cancel ]




4. Select the location where the Excel spreadsheet was saved at.
5. Click on Select.

The information in the Excel spreadsheet will be populated in a new “preview” window.

% HRS Pro - Enterprise Edition BEEE
Eile £ i Help
: Import Data From A Template File
5 Properties and ¥ Owners will be imported info Data Sef: 2007, FOREVER
YOUNG; Rpt to State: CO
jProp. Type Account# Cash to Remit Shares to Remit 1st Owner Name ~
[T 12112616 549.04 0.0000[ROBERTSON ANNE
ACO1 12119920 $115.88 0.0000) TRAN Tin
|ACD1 12124334 $174.16 0.0000|BOSYWORTH PAMELA L
ACO1 12124794 $452.26 0.0000|TAMPER KATHIR
|ACD1 12125542 $0.96 0.0000|SMITH-MINOR YSABELLE T
Rehuil
VV
Fill in Empty 1st Owner Relation w/: 1 if Sole Owner and | ‘ if More Than One Owner Exists.
Import Data

The lower portion of the screen gives the option to auto-populate the Owner Relation field if it was
not entered on the template. This allows for one owner relation type to be the designhated code
for a sole owner and an additional owner relation code for a second owner if they exist. This is
not a requirement. If the spreadsheet contains this information, leave this blank.

6. Click on Import Data.

If there are no problems found, the following “Totals” message will display:

Import Successful! 3

i Imported 5 properties
and 7 owners.

If an error is displayed, read the error and fix the information on the spreadsheet. Then try the
import process again following the steps above.

See the FAQ (Frequently Asked Questions) at the link below for more details and helpful
suggestions on resolving issues with importing:

http://www.wagers.net/hrs/importingfag.php


http://www.wagers.net/hrs/importingfaq.php

Verifying Imported Data

There are a few ways to verify the data that was imported.

1. Through the Properties menu > highlight each record and view:

%: HRS Pro - Enterprise Edition BEEXE
File Edit View Help
( Data Input
Data Set: 2007, State: CO; FOREVER YOUNG;
Net Total: 5 Props. (0 Tangible); $792.30; 0.0000 Shares;
Remittable: 5 Props. (0 Tangible); $792.30; 0.0000 Shares
Properties in Data Set
Excluded Type Cashto Report Cashto Remit Sharesto Remit Inventory Cnt. Accnt. / Policy # A
| 1 Jacoi $49.04 $49.04 0.0000 012112616
[0 [aco1 $115.88 $115.88 0.0000 0[12119320
[0 [aco1 §174.16 $174.16 0.0000 0[12124334
] [aco1 $452.26 $452.26 0.0000 012124794
[0 [aco1 $0.96 $0.96 0.0000 0[12125542
v
SortBy: | Type v [ Detail ] [ Add ] [ Remaove ]
Owner(s) for Prop. Selecled Above
[Name Address Tax D # Typé Relation A
- —— ROBERTSON, ANNE 11095 PATALA CT SAN DIEGO, CA 92/553-35-3333(0T JT
i RANDLE, RON 526-86-6666|0T JT
[ utiities 7 v
[ @ Search for OQwner in this Data Set ]

2. Data Output > Holder Reports > Printed Output > Preview Summary or Detailed Property
Listing.

3. Once the selection is made, click on the Preview checkbox and then click on Generate Output.

% HRS Pro - Enterprise Edition

EIBX

Eile View Help

Data Set: 2012; State: AK; BUTTON FIRST CREDIT UNION;
Net Total: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares;
Remittable: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares

Holder Reports in Data Set

O Owner Labels
O Property Listing {detailed)
@ Property Listing (summary)

(O Holder Report Cover Sheet

Preview

[ utilities

O Data Export

SortBy: | Owner Name

Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props, 4 |
|AK 1|Pending $ 500.00 0.0000 1]
&%
Validate
Printed Oufput Digk Qutput
O Owner Letters O NAUPAFile [JUnencrypted




If there are no further edits that need to be made to the properties, continue to the Validation
process in this guide. If edits need to be made to some properties, please review the Manually
Entering Data section.

Manually Entering/Editing Property Data

If you find you cannot edit properties, check that you have a Data Set highlighted.

Not everyone uses the Excel Template as a means of getting the data into HRS Pro. Some
people will choose to manually entering the property information directly into the Property
window. In order to enter data manually an empty Data Set must be added. See section ‘Adding
a Data Set’ at the beginning of this guide.

The following example shows a basic process for reporting cash to a single state. It should help
to understand the basics in creating and editing property information including owner information.

1. Click on Data Input menu.
2. Click on the Properties sub-menu. The following screen appears:

% HRS Pro - Enterprise Edition BE&E
File Edit View Help

Data Set: 2007, State: CO; WAGERS & ASSOCIATES, INC;
Net Total: 0 Props. (0 Tangible); $0.00; 0.0000 Shares;
Remittable: 0 Props. (0 Tangible); $0.00; 0.0000 Shares

Propetties in Data Set
Excluded Type Cash to Report’ Cashto Remit Shares to Remit Inventary Cnt. Accnt. f Policy # A

if

Holder Personnel

SortBy: | Type v Add

Owner(s) for Prop. Selected Above
[Name Address Tax D # Type Relation

l; Utilities 7 ! 1=

3. Click on Add. This will add a new record to the Data Set.

The Adding Property Screen will display. Use the TAB button to navigate through each field. All
fields with (*) asterisks are required fields. Other fields about the property may or may not apply
depending on what type of property is being reported. It is best to fill in as much information as

possible.

NOTE: For state specific question, please contact the state. Contact information can be
found under the State Guidelines Menu > Contact Information sub-menu.
4. After completing the information about the property click on the SAVE button.



#% Adding Property

Last Update:
* Report Prop. To: 'CO 1 * Prop. Status: [Reportable v} % Owner Status: ’Known v
*Property Type: {Acm v | - CHECKING ACCOUNTS/IDDA () Last Activity Date: | / /
Account Num.: ’715?:153 j Check Num.: \ ‘
Comments: ‘ ‘
*Cash IShares Tangible Inventory || iner=
Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
| $350.00 | + | s000| | | - | soo| | v|=| $350.00
) {Auto-Deduction is OFF)
Interest Rate: | [N “ % The Autn-Deduction field is specific
' i for reporting to CO only.
Owner Name Address Tax D # Type Relation A
v
B3 Edit l & save ] [ﬂ Save and Add Next Property] [ ) Cancel # = Required Field

Once clicking on Save, the Adding Owner Screen will display allowing the owner information to
be entered. This first screen should contain the information for the first owner. Use the TAB
button to navigate through each field. All fields with asterisks (*) are required fields. Fill in as
much information about the owner as possible.

5. After completing the information about the owner click on the SAVE button or if a second
owner that needs to be entered, click on the ‘SAVE AND ADD NEXT OWNER’ button.
{ Adding Owner

Last Update:

Category: @) Individual (O Business
Tax ID # 123-45-6788 D.0.B.:

#* Owiner Type: 1§} « | % Relation to 1st Owner: S0 R

# Last Name: | SMITH | Suffix: l:l
First Name: | JOHRM | Prefix I:l
Middle Name: | Title: I:l

Address Line 1: | 123 MAIM STREET

Address Line 2: |

Address Line 3: |

oty

Zipcode: [s0020- | city: [BROOMFIELD
State: Co - County: |E|ROOMF|ELD
DR
i save J ’ & save and Add Next Owner ] [ 3 Cancel ]

Link to Existing Owner ]

# = Required Field




If Save was accidently clicked on rather than Save and Add Next Owner button, the following
screen displays after clicking on Save and gives the option to Add Next Owner.

\ View / Modify Owner, 3

LastUpdate: 10/30/2007 - TJS

Category: Individual Business
Tax D #: | 987-85-4321 D.OB: |040111960 |
* Owner Type: [ IN * Relation to 1t Owner: | JC |
* Last Name: [ SMITH ‘ Suffoc: l _I

FirstName: | ABBEY | Prefoc | '
Middle Name: | Title: | '

Address Line 1: | 123 AIN STREET |
Address Line 2: | \
Address Line 3: | |
Zipcode: 80020- | Cilty |BROOMFIELD \
State: Ir‘n—\ County. | EROONMFIELD | Country: [T\

B ca [ [ Add Next Owner H [ [CilClose l

* = Required Field

If finished adding owners to the property, press the Close button to return to adding more
properties.



When the current property information including the owners has been entered, click on the Add
Next Property button to proceed with inputting the remaining properties.

Last Update: 10/30/2007 - TJS

* Report Prop. To: | CO * Prop. Status: | Reportable * Owner Status: i Known
*PropertyType: | ACOI | - CHECKING ACCOUNTS/ODA  (3) LasthctvyDate: [ 11
Account Num.: | 123456 Check Num.:
Comments:

*Cash | Shares || Tangible Inventary
‘ |

| CashtoReport: Additions: Reason: Deductions: ~ Reason: Cashto Remif
[ | $350.00 | + 1 $0.00 | = $0.00 ! = $
(Auto-Deduction is OFF)
InterestRate: | 0.00 | %
[owner Name Address Tax D # Type Relation |
|SMITH, JOHN 123 MAIN STREET BROOMFIELD, CO 80020 123-45-6789|IN JC ‘
|SMITH, ABBEY 123 MAIN STREET BROOMFIELD, CO 80020 987-65-4321|IN JC
X |
[ Detail | [ add | [ Remove |
L Dinenponsy sl
Copy Prop.
i Copy Prop. + Owiners  [e—
Options are:
- Add New — this option brings up a blank property window requiring new information to be
entered.

- Copy Prop. — this option will copy the property information only.
e Copy Prop + Owners — this option will copy both the property and owner information.

Once all the property/owner information has been entered the Property window will look like the
following:

% HRS Pro - Enterprise Edition g@@

File & View Help
Data Sef: 2012, State: AK; BUTTON FIRST CREDIT UNION;
Net Total: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares;
Remittable: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares
Propetties in Data Set
Excluded Type Cashto Repori Cash to Remit Shares to Remit inveninry bnt.ﬂbcni.:‘ﬁoiicy# /{
| ] ACO1 $500.00 $500.00 0.0000 0
Holder Perso
™
SortBy. |Type v| [ Detail | [ _Add ] [Remowe
Owner(s) for Prop. Selected Above
Name Address Tax|D# Type Relation &
= PAULY, JAMES 1 AD
Eﬂe Guidelines
v
[ @4 Search for Owner in this Data Set




Editing a Property Record

Occasionally, a property has a wrong dollar amount or wrong code and needs to be edited before
sending the information to the state. Below are the steps in editing the property record.

1. Select the Data Set from the Data Input menu that contains the information that needs to
be edited.

Click on the Properties sub-menu.

Find the property in the list and highlight that line.

Click on the Detail button.

Click on the Edit button.

akrwn

View / Modify Property

Last Update: 03/22/2012 - BAR

%* Report Prop. To: * Prop. Status: ‘ Reportable #* Owner Status:
* Property Type: - CHECKING ACCOUNTS/DDA Last Activity Dt.: | |/
Account Num.: Check Num.:

Comments: , ‘

| shares || Tangivle Inventary || 111151 1nterec |

Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
| 350000 | + | 30.00] | | = | s0.00] | = $500.00

InterestRate: | 0.0000 | %

Owner Name Address Tax D # Type Relation &
PAULY, JAMES 1 AD

“[Coetail ] [_add ] [Remove |

H save [ [ Add Next Property ] ’ m Close ] % = Required Field

The property will now be available to edit. ‘Save’ once edits have been completed.

#% View / Modify Property

LastUpdate: 03/22/2012 - BAR

#* Report Prop. To: | Al * Prop. Status: | Reportahle v ‘ * Owner Status: Known v
B | - CHECKING ACCOUNTS'DDA Last Activity Dt.: | [/
Account Num.: [:] Check Num.: |

* Property Type:

Comments: [ |
*Cash I Shares H Tangible Inventary H Mineral Interast }
Cash to Report: Additions: R Ded 3 R Cash to Remit:
\ s500.00| + | soo0] [ M| - | soo0| | v|= | $500.00
Interest Rate: | 0.0000 | %
Owner Name Address TaxID# Type Relation ~
PAULY, JAMES 1 AD
v

[ & save I lﬂ Save and Add Ne_lernpeny] [ ) Cancel ] % = Required Field




Editing an Owner Record

If you find you cannot edit an Owner Record, make sure the Property record has been
saved.

Occasionally, an owner record may have a wrong address or the name is misspelled. In this
case, the owner record needs to be edited before sending the information to the state. Below are
the steps in editing an owner record.

1. Select the Data Set from the Data Input menu that contains the information that needs to
be edited.

2. Click on the Properties sub-menu.
3. Find the property in the list and highlight that line.

4. Click on the Detail button.

File = View Help

. Data Set: 2012, State: AK; BUTTON FIRST CREDIT UNION;
Net Total: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares;
Remittable: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares

Propertties in Data Set
Excluded Type Cashto Report Cashto Remit Shares to Remit Inventary Cnt. Acent./ Policy # A
I [] |acoi $500.00 $500.00 0.0000 0

A J .

SortBy: | Type v [ petail ][ add | [ Remave |

Owner(s) for Prop. Selecled Above
Name Address TaxID# Type Relation A
PAULY, JAMES 1 AD

Eﬂe Guidelines
[ uities L v

[ @4 Search for Owner in this Data Set J

The property record will display along with the owner name(s) in the grid underneath the property
information.



#% View / Modify Property ®

Last Update: 10/30/2007 - TJS

% Report Prop. To: | CO *Prop. Status: | Reportable * Owner Status:

#Property Type: | ACO1 - CHECKING ACCOUNTS/DDA  (5) Last Activity Date:
Rccint chockhom: [ |
Comments: l I
*Cash | Shares H Tangible Inventory H Mineral Interest \
Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
] §350.00 | + | s0.00] | | = | s0.00] | L= $350.00

{Auto-Deduction is OFF)

Interest Rate: %

Owner Name Address i Tax|D# Type Relation A
SMITH, JOHN 123 MAIN SIREET BROOMFIELD, CO 80020 123-45-6789|IN JC
SMITH, ABBEY 123 MAINwEET BROOMFIELD, CO 80020 987-65-4321|IN JC

v

L (el ) [ Add. ) [ Remove |

Edit H :

[ ) Add Next Property ] [ [ Close ] * = Required Field

5. Highlight the owner that needs to be edited.

6. Click on the Detail button directly under the grid for the owner. The View / Modify Owner

screen will display.

7. Click on the Edit button.

: | View / Modify Owner

Category: Individual Business

Tax D #:

Last Update: 03/22/2012- BAR

% Owner Type: * Relation to 1st Owner:

*LastName: | PAULY osamc ||
FirstName: | JAVES ] Prefic. | |
Middle Name: | Tte: ||
Address Line 1: |
Address Line 2: |
Address Line 3: |
Zipcode: | - | city: |
State: | county | coutry: ||

[ () Add Next Owner

] [ Close I

% = Required Field

The screen will turn into edit mode allowing the owner information to be edited. Save Changes.



\ View / Modify Owner

Last Update: 03/22/2012 - BAR
Category: (@ Individual () Business
Tax ID # [ = D.OB: | it ‘
% Owner Type: B v * Relation to 1st Owner: ;AD v ‘
* Last Name: PAULY Suffix:
FirstName: | JAMES Prefix:
Middle Name: | Title:
Address Line 1: |
Address Line 2:
Address Line 3:
Zipcode: - City:
State: [ v County: Country: ‘
[ & save ] [ & save and Add Next Owner ] [ ) Cancel
% = Required Field

Validation Process

Once all property and owner records have been entered and/or edited it is time to validate the

entered information.

1. From the menu, select Data Output.
2. Click on Holder Reports sub-menu.

The following screen will appear allowing the option to add Holder Contact information to this

Data Set, Validate, and Finalize the information.

% HRS Pro - Enterprise Edition

File View Help

EEX

Holder Reports

E’_ﬂe Guidelines

Data Set: 2012, State: AK; BUTTON FIRST CREDIT UNION;
Net Total: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares;
Remittable: 1 Prop. (0 Tangible); $500.00; 0.0000 Shares

Holder Reporis in Data Set

Report To #of Props. Status Cash to Remit Shares to Remit Tangible Props.
1]Fending §  500.00 0.0000 0
N5
Printed Qufput Disk Output
(& Owner Letters O NAUPAFile [[]Unencrypted
O Owner Labels (O Data Export

O Property Listing (detailed)
O Property Listing (summary)
(O Holder Report Cover Sheet

[[] Preview

Generate Output




Adding a Holder Contact Personnel to the Report

In order to Validate and Finalize the Data Set a Contact person needs to be selected that will be
listed on the Holder Report Cover Sheet when submitting the Report to the state.

1. Click on the Contacts button.

The following screen will display:

\ Link Contacts to Holder Report @

Choose up to two persons who will
represent this holder as contacts for AK:

Report  Claims ) P

Contact Contact Name City / State 4
| [] |KENWAGERS - CLAIMS CONTACTIBOULDER { CO
0O O] [KRISTY LOVELAND / CO
0 O [TesT BOULDER / CO

v

You must specify both a Report Contact (the person whom the state should contact
with gquestions about the report) and a Claims Contact {the person to whom the state
should refer owners with gquestions about property).

You may designate the same person as both the Report Contact and the Claims
Contact.

Save Changes

2. Find the name that needs to be selected for the Report Contact and Claims Contact and
click on the boxes for each. This information goes to the state in the file, if the state
needs to contact you.

3. Click on Save Changes when done.

NOTE: if this step was missed and the Validate button was selected first, the following
error will be displayed:

: Validation Errors @

Report Level Errors

\'ErrorType Correction Instructions ~

Clickthe =Contacts= hutton on the preceding screen.

w &
Property Leve! Errors

Error Type Current Value First Owner Name »




Validating the Data Set

Once the Contact information has been selected, click on the Validate button.

If there is no validation errors the following message will display:

L]
1 ) Holder Report contains zero validation errors,

Finalize the Data Set

Once the Contact information has been added and the report validated, click on the Finalize
button to ensure the integrity of the report. NOTE: this should be done when no more edits
need to be made and the data is ready to be sent to the state. Click on Yes to mark the
report as Finalized.

Finalize

9 Finalizing this holder report will prohibit
\-‘) further editing of associated properties, owners, etc,
(‘You may Un-Finalize it any time).

Y¥ou should Finalize only if you are ready
to submit this holder report to the state.

Do you wish to Finalize the report?

[ Yes ] [ Mo ]

Note:
The report can be “Unfinalized” as needed for fixes and resubmission to the state, etc.

The Finalize mode is to remind you and others, that an export has been completed and assumed
to be completed (exported to Naupa format and sent to the state unclaimed property office).

Doing a Finalize will also show a list of items that need to be fixed and assist putting you at the
property needing to fix.



Printing Reports

There are a few reports that can be viewed or printed.

. HEE
Data Set: 2012, State: AK; BUTTON FIRST CREDIT UNION;
Net Tofal: 1 Prop. (0 Tangible); $10,795.00; 0.0000 Shares;
Remittable: 1 Prop. (0 Tangible); $10,795.00; 0.0000 Shares
Holder Reports in Data Set
Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props. &
AK 1|Finalized $ 10,795.00 0.0000 0
Printed Outout Disk Qutput
O Owner Letters O NAUPA File [Junencrypted
O Owner Labels O Data Export
) Property Listing (detailed)
O Property Listing (summary)
(O Holder Report Cover Sheet
é&te Guidelines
' Utilities Preview SortBy: | OwnerName v

To view the reports make sure the Preview checkbox is checked, otherwise when clicking on the
Generate Output button a printer option will display.

Printing Property Listing (detailed or summary) will print information pertaining to the property
and owner records that have been entered into the Data Set that is selected.

Holder Report Cover Sheet can only be printed once the Data Set has been finalized. Some
states may require a Cover Sheet. When in doubt, click on the State Guidelines menu, and
select State Requirements sub-menu.

Owner Letters and Labels can be printed out for due diligence purposes; before sending to the
state.

%~ HRS Pro - Enterprise Edition

File Yiew Help

How To Edit Owner Letter
information: [ Datampur
1. Select Utilities.
2. Select Configuration
and Defaults sub-menu.
3. Click on the Owner
Letter Text tab.

Configuration and Defauils

Alternative Data Path (defaults to ‘DATA if empty):

4. Click on Edit to edit the
text for the Owner
Letters.
Import Data
Securities Issues
0 Note: for Ohio reports, this text will be ignored. Ohio letters will print with language specific to form OUF-8.
Please remember to include a return envelope with all Ohio owner letters.
Rebuild Dat: [ 5
Dear Friend, o

Our institution may be holding an account or other property that helongs to you. This account has not
heen active for some time, and if we do not receive a notice from you in the next 30 days, we will turn
this property over to the State's Unclaimed Property Division.

Ifyou wish to return this account to active status, please contact us as soon as possible.

| Qinrarale b




Creating the NAUPA File

The Data Set has been finalized, reports printed, so now it's time to create the NAUPA formatted
file that needs to be sent to the state. States have agreed on the NAUPA FORMAT.

1. Click on NAUPA File under the Disk Output section

NOTE: Data Export option gives various other types of export and is only available
if the Enterprise Edition has been purchased. The Naupa File is the only
format accepted by the states.

2. Click on the Generate Output button.

%* HRS Pro - Enterprise Edition Q@@

File View Help

Data Set: 2012; State: AK; BUTTON FIRST CREDIT UNION;
Net Total: 1 Prop. (0 Tangible); $10,795.00; 0.0000 Shares;
Remittable: 1 Prop. (0 Tangible); $10,795.00; 0.0000 Shares

Holder Reporis in Data Set

Report To #ofProps.  Status Cash to Remit Shares to Remit  Tangible Props, A |
1[Finalized $ 10,795.00 0.0000 0
&
Un-final
Printed Ouifput Disk Qutput
O Owner Letters O NAUPA File
O Owner Labels Data Expo

() Property Listing (detailed)
O Property Listing (summary)

(O Holder Report Cover Sheet

[V] Preview Generate Output Sort By: | Owner Name v

Eye Guidelines

3. Select the location where the file should be saved at, somewhere you have RIGHTS.
The default location may be: C:\Program Files\Wagers and Associates\HRS Pro\Data.

Save As g]
Savein: | 3 DATA ¥ & &2 e° E-

, ["]2011_co_test 1.hde
*‘a m 2012 _co_button_First_credit_union.hde

My Recent

Documents

7“ "
Desktop

My Computer

MNAUPA Format 2012 sk_buttonfirst_credit_union V‘

My Network Save as type: HDE ~ |




Do NOT choose a CD/DVD drive directly to save the file. The encryption process is a 2-part
process and may fail on a CD/DVD drive chosen as a location First save the file to the local or
network hard drive where you know you have rights to save. If the state has specified CD or
DVD is appropriate to send in the “State Guidelines” - “Submission Requirements” area, then
copy that file to CD or DVD. Be sure the file can be seen on the CD or DVD on another
computer before physically mailing it to the state. If the file cannot be seen, make sure the
“closure step” for the CD/DVD software has been completed.

If the state accepts reports from a website submission, that information and link should show.

If successful the following message will display. NOTE: the extension of .HDE is an encrypted
file that the system generates when reporting to a Wagers state.

Output Successful!

\i) Created NAUPA File:
C:\PROGRAM FILES\WAGERS AND ASSOCIATES|HRS PRO\DATAY2012_AK_BUTTON_FIRST_CREDIT_UNION.HDE

This is a compressed, encrypted file.

If reporting to a non-Wagers state the following message will display:

Output Successful!

\i) Created NALUPA File:
C!\PROGRAM FILES\WAGERS AND ASSOCIATES|HRS PRO\DATAY2012_TX_BUTTON_FIRST_CREDIT_UNION.HRS

A .HRS file is NOT encrypted. Most states will NOT accept a non-encrypted file.

Check with the state on how they would like the file transferred.

Some states accept non-encrypted files uploaded to a HTTPS secure website.

If sending a non-encrypted file thru US Postal service, zipping with password protection is
recommended, however the state should be contacted for best process.

If you receive a message that indicates encryption should have occurred but it has not, you may
need to reinstall the full version with ADMIN rights for the encryption libraries to register in your
computer’s registry. Please advise with your IT department or power users after reading
Appendix B of this document.



Submit your report to the State

Submission process to each state varies due to different state requirements.

Some states may want upload to a state website after acquiring login, some may want a CD or
DVD sent via postal service to the state.

Submission of documents, notarization requirements, and how cash is transferred to the state
varies.

It is recommended that you send postal packages certified to ensure record of delivery to the
state. Some states have penalties for not having a listing of unclaimed property sent by a certain
timeframe and certification is your record of sending it to the state.

Be sure to view the State Requirements sub-menu under the State Information menu in HRS Pro
and do a final check with the State to see if preferences have changed. HRS Pro asks the states
once a year, in the springtime, for their information; however laws and other changes can occur in
the meantime. Itis recommended that you review requirements directly on the state’s website in
the unclaimed property “Holder Reporting area” (if the state has a website, or contact the state
directly).

» All state requirements questions should be directed to the state.

Contact information for the state can be found under the State Information menu, Contact sub-
menu within HRS Pro. MissingMoney.com also lists State contact information on the state map
page. (click on the state map on the first page of MissingMoney.com and then scroll down).

» All questions regarding property types, owner types, safekeeping types or how to
report certain types of property should be directed to the state.

Help with HRS Pro software

For fastest response for help with issues with the HRS Pro software:
Review Appendix A and Appendix B of this document
Review FAQs on wagers.net, HRS Pro tab, left side links

Email hrsprosupport@unclaimedproperty.com
Be prepared to give the following information:
You name, phone, email address
Build Date (look in Help, About in the Top Menu of HRS Pro)

Your operating system (XP, Vista, Windows 7, Windows 8)
(look in Control Panel, System on your computer)
A description of the error, or the issue and what you were currently doing.

Thank you for choosing HRS Pro for your unclaimed property reporting.


mailto:hrsprosupport@unclaimedproperty.com

Appendix A — Installation Details

Installing HRS Pro

NOTE: Before asking for support, see the posted FAQs (Frequently Asked Questions) for
installation errors or issues located at

https://hrspro.unclaimedproperty.com/home/faq

1. Goto: hitps://hrspro.unclaimedproperty.com/ Log into your account and click on
License Information then Download Desktop Enterprise:

HRS Pro DeSktOp Manage Account  Log off

Licenses
Profile License Information

License Transactions Account Status
e
Registration Code Licenses Expiration ([ B DR AT Enterprise Desktop Account
R ———
CE——— 3 12115/2019
Account # <l
——— 6 12115/2019 User Access Level: Primary
Purchase Additional Licenses »
< >

2. Depending on the browser being used, the setup may appear at the bottom of the
screen. Click on Run / Open or Save (to install at a later time) to proceed with the
set up.

3. Click on Run/ Yes

Open File - Security Warning

Do you want to run this file?

w— Name: hrs_pro_setup_update (3).exe
‘- Publisher. Wagers Associates, Inc.
Type: Application
From: C:\Documents and Settingsikristy\My Documents?...

[ Run JL Cancel J

Always ask before opening this file

While files from the Interet can be useful, this file type can
potentially harm your computer. Only run software from publishers
you trust. What's the risk?



https://hrspro.unclaimedproperty.com/home/faq

4. Click on Next.

Welcome to the HRS Pro {(Update)
Setup Wizard

This wizard will guide you through the installation of HRS Pro
(Update).

1t is recommended that you close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer.,

Click Next to continue,

[ Next > ] [ Cancel

J

5. Read and Click on the Acceptance check box and then click on Next.

@® HRS Pro Installer (Update ONLY) 2012,03.19 (VFP9 SP2 SD) ]- \

License Agreement

Please review the license terms before installing HRS Pro
(Update).

Press Page Down to see the rest of the agreement.

Holder Reporting System Pro License Agreement A

Read the following terms and conditions carefully.

The use of this software acknowledges that you have read this
agreement, understand it and agree to be bound by its terms and
conditions.

Subject to the terms and conditions of this Agreement, and durlng the Ilfe v

B e Wemeiwa N Acceccickeae Toe MMecccwa® mccbc be llccaaea =

If yvou accept the terms of the agreement, click the check box below. You must accept the
agreement ta install HRS Pro {Update). Click Next to continue.

[V]1 accept the terms in the License Agreement
52012

[ < Back ][ Next > ] [ Cancel

J

6. The default location of install can be changed, however it is not advisable due to needing
to remember, in the future, where to install the next updates. The default is: C:\Program
Files\Wagers and Associates\HRS Pro. Click on Install.



® HRS Pro Installer (Update ONLY) 2012.03.19 (vFP9 sP2sp)  [= |[51/[X]

N\ 4 Installing
Please wait while HRS Pro {Update) is being installed.

OQutput Folder: C:\WINDOWS\Fonts
[IIIlIII.IllIIlIIIIIIIlIIIIIIIIIIIIIIIIIIIlIIIIIIIIIIIII*

Extract: HRS_Pro_Help.chm ~
Extract: HRS_Pro_License.rtf i
Extract: config.fpw

Extract: HRS Pro Import Template.xls

Create folder: C:\Documents and Settingsiall UsersiStart Menu\ProgramsiHRS Pro

Create shortcut: C:\Documents and Settings\all Users\Start MenulPrograms\HRS Pro...
Create shortcut: C:iDocuments and Settingsiall UsersiStart MenulProgramsiHRS Pro...
Create shortcut: C:\Documents and Settings\all Users\DesktopiHRS Pro.Ink

Created uninstaller: C:\Program FilesiWagers And Associates\HRS ProiUninstall.exe
Create shortcut: C:\Documents and Settingsiall UsersiStart Menu\ProgramsiHRS Pro...
Created uninstaller;: C:YWINDOWS!system32ixceed_uninstaller.exe

Qutput folder: C:\WINDOWS|Fonts T

< Bacl Next > Cancel

7. Click on Next, Then Finish

@® HRS Pro Installer (Update ONLY) 2012.03.19 (VFP9 SP2 SD) EE

Completing the HRS Pro (Update)
Setup Wizard

Thank you for installing HRS Pro!

We hope you will enjoy our software.

[C]Run HRS Pro now

[CIpisplay HRS Pro Help

< Back [ Finish ] [ Cancel ]

8. Exit and have the user who is going to run the program open the program on a
FIRST INSTALL. This helps in determining DATA areas are more correct for that user’s
editing rights.

7

“HRS Pro

Notice the HRS Pro icon on your desktop.



Appendix B — List of Issues / Solutions
NEW SPREADSHEET TEMPLATE

There is a NEW SPREADSHEET TEMPLATE as of June 2012.

HRS Pro Import Template.xls
A link to the spreadsheet, for your convenience, is in the Utilities, Import Data area of
HRS Pro. If the link does not work, it may be that Excel is not installed, and you can
locate the file in the install subdirectory where hrs_pro.exe is.
The default install location is C:\Program Files\Wagers And Associates\HRS Pro

If the spreadsheet template is used, it MUST BE “File Saved” as

...97-2003 or ....5.0/95 Workbook (*.xlIs)
If NOT saved as one of the 2 versions, you may see various error messagess.

As of 5/8/2014, the Spreadsheet Template is READ/ONLY and File Save to another area
where “write rights” are known is needed. This keeps the template clean to use for a
future import.

Note: ...97-2003 has a limitation of 65,536 rows,

...5.0/95 has a limitation of about 16,384 records.
If your data is larger than that, consider splitting up into multiple spreadsheets/datasets
imports to report.

Spreadsheet import message: “empty LastName” or “Amounts are empty”

This can be caused by one or more of the following:
» There are values entered in Column C. Try leaving Column C blank.

» Comments column has extra long entries and/or multiple lines.
» Property Type codes (specific per state) are indicating Aggregate or Unknown
» There is a totaled amount on the last row of the spreadsheet. Remove this total.



Appendix C — Locations — Files and Data

Where is my data located in case | need to move it or back it up ?

The data is in a set of files called relational tables. These files need to remain together
and the records or rows in the tables match up by ID values to other tables.

The data is also in a container file which is unique to HRS Pro and provides security. To
find your data, you can search for the container file of HRS.DBC on your local drive or network.

STANDARD CONFIGURATION

If you are on Vista, Windows 7, or Windows 8 and have a newly installed version as of
5/8/2014, your data will be installed in your localapps directory. This may be hidden from view
but can be opened up and viewed accessed by typing in %localappdata% in the Start box. Look
for an HRSPro subdirectory in that area and a DATA subdirectory underneath. The DATA
subdirectory contains all the files that are needed, for something like a move to another computer.

If on XP or a previous install before 5/8/2014, the data will be installed in a DATA
subdirectory underneath c:\program files\wagers and associates\hrs pro (the default install
subdirectory) or if another area was chosen to install into, a DATA subdirectory underneath that
area. A word of caution: if another area is chosen to install into, it is best to write this down for
future installs to be the same, or it may seem like your data has been lost.

It is recommended that you backup data existing on a local c: drive as hard drives have
certain lifespans of around 3-5 years. This information could be very important to your company
under audit circumstances or if a state later needs a resubmission of an unclaimed property
report. One way to do this is to have your IT department assist making a batch file that can be
run after long edit sessions and copies all the files from DATA up to a network drive.

NETWORK CONFIGURATION

The data path will initially be similar to the standard configuration, but the data can also
be directed by entry of a network path to another shared location for multi-user editing. This
avoids the vulnerability of the local hard drive dying without an adequate safety backup of the
data. Typically the shared location will be on a network with tape or other type of backups
ensuring safety. This “path” to the data is put into the Utilities, Configuration screen after the
purchased registration code has been entered in the menu item of Help, Registration.



