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PURPOSE

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

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. For a more detailed
explanation of fields, functions and or topics found in
HRS Pro — please go to the Help section of HRS Pro or
download the HRS Pro Users Guide from
http://www.wagers.net/hrs/index.php.

The general flow of the instructions begins at
downloading the software from www.wagers.net and
ends after the creation of the NAUPA file. If you
follow the PROCESS on page 3, you can easily jump to
whatever topic you need more information about.




PROCESS

1) Downloading HRS Pro from www.wagers.net Pg 4

2) Install on Computer Pg 5
3) Using HRS Pro — DATA INPUT
a) Adding a user/holder personnel Pg 9
b) Adding the holder or company that
IS reporting Pg 11
¢) Adding a Data Set Pg 12
d)Choosing the method that you will
Input your data into HRS Pro. Pg 14
I. Importing with the Excel Template
Spreadsheet Pg 14
1. Manually entering your data. Pg 19

4)The Validation Process—DATA OUTPUT Pg 25
5)Generate Output Pg 27



DOWNLOAD FROM WEBSITE:

Go to http://www.wagers.net/hrs/index.php
Click on the Download HRS Pro (Free Edition) button
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Holder Reporting System (HRS) Pro
Software for Holders to Report Unclaimed Property

Holder Reporting
System What is the Holder Reporting System (HRS) Pro?

HRS Pra is a software packadk that can be used to creste unclaimed property reports for subrission to state Unclairmed
Property offices. We offer botfia single-user Standard Edition and a cemmercial Enterprise Edition,

The license for the Standard Edi¥on is offered courtesy of the state unclaimed property offices, The license for the Enterprise
Edition is available for a fee.

HRS Pro is specifically designed for and accepted by states that maintain a support agreement with ACS Wagers (we provids
systems to 38 unclaimed property departments).

It produces output in the NAUPA Revised Standard (NAUPA 1) file format. See the Disclaimer for acceptance infarmation for
individual states.

All supported states accept the NAUPA II format, You may use the software to repart to non-supported states but they may
not aceept all of your output.

Please read this web page carefully!! Following the download

instructions carefully will ensure the program will work as

designed.

Click on the download for your current situation.
Full Installation if you have never installed HRS Pro before, or the
Update Installation if you currently have HRS Pro installed.
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Holder Repor
System HRS Pro Download and Installation:

There are two editions of HRS Pro - the Standard Edition and the Enterprise Edition. Howswver, there is only one installation

program. By default HRS Pra is configured to run the Standard Editian. Users rasy upgrads ta the Enterprise Edition by

entering a registration code, available from ACS Wagers. Expiration in both Standard and Enterpise =xpire twice a year.

Please see the installstion FAQs for more infarmation on expiration.

Far more information about the differences between the two editions, and / or to acquire a registration code, pleass see the
registration page.
Please read this before you download HRS:

@n newer computsrs (with operating systems such as Windows NT, Windows 2000, or Windows %P pleass maks sure you
hawe Administrator rights on your own computer before downloading and installing software. Please contact your
computer department far assistance if you do not have Administrator rights. Click here for how to check for Adrministrator
rights.

If an administrator installs the softewars, have them run HRS initially to makes surs that HRS is working properly, Also have
them check to make sure that the user who will be using the software also has full user rights (i.e. read, write, modify, etc.)
for the HRS directory and all directories and files within the main HRS directory.
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After clicking on the appropriate installation icon, please save the executable file (hrs_pro.exe)
to your computer, preferably on your desktop where it is easy to find.

Opening hrs_pro_setup.exe

¥ou have chosen to open

hrs_pro_setup.exe
which is a: Application
Fram: http: e wagers.net

Would wou like to save this file?

[ Save File l [ Cancel

The next step will be to run the installation process.

INSTALL ON COMPUTER:

Look for the following icon on your desktop, or wherever you saved it, and double-click.

¥

hrs_pro_set, .,

The following screen will come up: Click Next.

@ HRS Pro Installer 2006.07.05 (VFP9 5P1 SD)

Welcome to the HRS Pro Setup
‘ Wizard

This wizard will guide vou through the installation of HRS Pro.

1t is recommended that wou close all other applications
before starking Setup. This will make it possible to update
relevant system files without having to rebook vour
computer,

Click, Mext ko continue,

Mext = | [ Cancel
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Read the License Agreement then if you agree, check the “I accept the terms in the License
Agreement and then click Next

@ HRS Pro Installer, 2006.07.05 (VEP9 SP1SD)

‘ License Agreement
s Please review the license terms before installing HRS Pro.

Press Page Down ko see the rest of the agreement,

HOLDER REPORTIMG SYSTEM PRO LICENSE AGREEMENT P

Read the following terms and conditions carafully,
The use of this software acknowledges that you have read this agreernent,

understand it and agree to be bound by its terms and conditions,

COPYRIGHT
W

If wou accept the terms of the agreement, click the check box below, You must accept the
agreement ko install HRS Prao, Click Mext ko continue.

11 accept the kerms in the License Agreement

The next screen will pop up and show the default installation process. Do not change unless you
are sure of where you are installing. Click Install.

@ HRS Pro Installer 2006.07.05 (VEP9 SP1 SD)

HRS Pro Installation folder location.

Please select the Folder where wou want to install HRS Pro,

HRS Prao Folder

_:\Program Fileshwagers And Associakbes\HRS Prol Browse. .,

Space required: 21.3MEB
Space available: 27.3GE

[ = Back ” Install ] [ Cancel ]




It will then install the software and the following display window will display when completed.
Click Next.

@ HRS Pro Installer 2006.07.05 (VFP9 SP1 SD)

Installation Complete
Setup was completed successFully,

Completed

Extract: HRS_Pro_License,rtf .
Extract: config.Fpw T
Extract: template, dbf

Create Folder; C\Documents and SetkingsiAll Users)Stark MenudProgramsiHRS Pro
Create shorbcut: C\Documents and Settingsiall Users!Start MenulProgramsiHRS Pro...
Create shorbcut: C:i\Documents and Settingshall Users!Start MenulProgramsiHRS Pro...
Create shorbout: ChDocuments and Settingstall Users\DeskiopiHRS Pro.nk

Created uninstaller: C:\Program Filesiwaoers And AssociakesiHRS ProfUninstall . exe
Creake shorbcuk: CiDocuments and Sethingstall Users)Skart MenuiProgramsiHRS Pra...
Created uninstaller: O WINDOWS sy stem32 xoeed_uninstaller, exe

Cubput Folder; CYWINDOWS Fonks

Completed

|

You will then have the option to Finish and close the installation process. By clicking, Run the
HRS Pro now or Display HRS Pro Help for further assistance.

@ HRS Pro Installer 2006.07.05 (VFP9 SP1 SD)

Completing the HRS Pro Setup
Wizard

Thank vou For installing HRS Pro!

‘e hope vou will enjoy our software,

[ oisplay HRS Fra Help

Finish ] [ Cancel




If you click Finish you could then go to your desktop and look for the following icon:

¢«

HRS Pro

To open, double click and you are ready to go.



USING HRS PRO:

Adding a user/holder personnel

Mo Users Found (%]
\ir) Welcome to the Holder Reparking Syskem!
HRS Pro requires at least one syskem user,

You will now be kaken ko the "add Mew User” Function.

Add yourself as one of the Holder Personnel. The Asterisk fields are the only fields that are
required, but the more information you fill in the better. This information gets transmitted to the
state you are reporting to on the output.

%+ HRS Pro - Standard Edition
File £ i Help

fi*. Adding Personnel ]
Last Update:

*MName:

* Initials:

Street 1:

Street 2:

Street 3:

Zipcode: City:

State: ~ | Country:

Phone: oy o- Ext.:

E-mail:

l E save l ’ ¥ Cancel % = Required Field

[ utilties
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Once you have completed this section, click on save, and then close to proceed.

%: HRS Pro - Standard Edition
File Help

#Name:

* Initials:

State:

Holder Personn Phone:

E-mail:

Street 1:
Street 2:
Street 3:

Zipcode:

fi*. Adding Personnel

Last Update:

TAMNYA J. SAMARCHUK
TJS
5777 CEMTRAL AVEMNLIE

SUITE 227

80301 City: | BOULDER
co w | Country:
{303 413-9450 Ext.:

TANTADWAGERS.NET]

l & zave ‘ l ¥J Cancel % = Reguired Field

[ utiities

(The Cancel button changes to the Close button after hitting Save)

Mew Liser Added

(%)

3

‘ou are now logged-in as TJ15...
TamMyYa 1, SaMARCHLUE,




Adding the holder or company that is reporting

MNo Holders Found (%]

= Wou musk enter ak least one
\]:) holder before wou can add property data.

You will now be kaken ko the “add Mew Holder" Function.

Adding the Holder or Company that is reporting its unclaimed property. The Asterisk fields are
the only fields that are required, but the more information you provide the better. Again, this
information gets transmitted to the state you are reporting to on the output. Once you have
completed this section, click on save, and then close to proceed.

%+ HRS Pro - Standard Edition

File & Wi Help
. Data Input
#* Adding Holder, 3]
LastUpdate:
*

Tax ID Number: | 34-1111111 -

MNAICS Code: [JHolder is Insurer

State of Incorp.: | GO " Date of Incorp.: [

* Holder Name: WAGERS & ASSOCIATES
Holder City: BOULDER
Holder State: co County: |BOULDER

Holder Fax #: (303) 413-0442

Hga\re ] [ w7 Cancel % = Required Field

[ utiities

(The Cancel button changes to the Close button after hitting Save)
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Adding a Data Set

Before you can add your Data into HRS Pro, you must create a Data Set. Many ask what year to
use; typically you’ll want to use the year in which you are reporting.

The Data Set can be designated as either Single-State or Multi-State. Choose Single-State if all
or most of the owners of the property being reported reside in one state. Choose Multi-State 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 you are ready to submit the
properties.

Check the Negative Report checkbox if you have no unclaimed property to report. HRS Pro will
prohibit you from adding any properties to the Data Set. However, you may still create a
NAUPA file for the state you are reporting to. This is important in some states to ensure that you
stay in compliance. Note that the Negative Report checkbox will only appear for a Single-State
Data Set.

Highlight the Holder that you are working on. Click on Add.

% HRS Pro - Standard Edition
File Edit Wiew Help

I Data Input

Data Sefs

A Data Set is a collection of unclaimed properties belonging to a single holder.
Cnce 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.

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

WAGERS & ASSOCIATES

i

Holder Personnel

[ pataouput
I State Guidelines Add
[ uilities
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Once you add your Data, click on Save and then Close.

Notice below the example shows the report as a single-state. You must determine here whether

or not you want to report to a single-state or if you want to utilize the Multi-state report ability.

% Adding Data Set %
Last Update:

Holder: WAGERS & ASSOCIATES
* Report Year:

Report Type: ) Single-State (O Multi-State
+* Report to State:

[IMegative Report

[ EH save l ’ 3 Cancel ]
% = Required Field

(The Cancel button changes to the Close button after hitting Save)

In the box below, this is what an Empty Data Set looks like. You will notice that everything is
zero; zero Props, Shares and Tangible Props.
Once you have created this, you are ready to put your data into this Data Set.

You can then choose to import your data or enter it manually.

%+ HRS Prao - Standard) Edition
File Edit ‘iew Help

I batainpn

Data Seis

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.

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

@ WAGERS & ASSOCIATES
b vear 2007, State: CO; 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props

[ Data output
.SlaleGuidelines [ Detail | [-Add. ] [ Remove

[ uwiities




Choosing the method that you will input your data into HRS Pro

Importing with the Excel Template Spreadsheet

To import your Data you must first get the Template file that is provided in HRS Pro. You can

find it by Clicking on the Utilities Bar and then clicking on the Import Icon.

%: HRS Pro - Standard Edition

File Edit ‘iew Help

. Data Input
[ Dpata output

Impaort Data

Rebuild Database

fmport Data

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

Import Format:

(@ Template File | XLS Spreadsheet s Open Excel Template File

() Previous Wersion of HRS T

@aa

Once you are in this section you will see: Open Excel Template File

When you click on this it will open the Import File in Excel. As shown on the next page.

You will notice that there are two worksheets in this Excel file.
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The first worksheet is where you will input your data. You can cut and paste your data from an
existing spreadsheet into the Template Spreadsheet.

E3 Microsoft Excel - HRS Pro Impert Template.xls EEIE]

(] Fle Edit Wiew Insert Format Took Data  Window Help  Adohs FDF Type aquestionForhelp = o & X

Arial -0+ | B F O S % 2 %% v{hvé.!
NN WENR= NSRS AR =R AR NS T TN W LY |
g g %y oy 3 Ay | [Z By 2 ] ¥4 Reply with Changes... Engeview..‘!
e el  HEERN
] - &
A \ B \ c | D | E | F [ G| H [ [ E

HRS PRO Spreadsheet Import Template Version 1.0.1

Piease ses the Comments & instructions tab st the bottom of this spreadshest for more info

Last Transaction Dt._Property Type  Prop. Category | Cash Reported Deduction Code Cash Deduction  Addition Code Cash Addition Interest Rate Accour

P Y T g -

4 4 » whData/ Comments & Instrctions / I+ >
Ready UM

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

3 Microsoft Excel - HRS Pro Import Template.xls
i) Fle Edit Wew Insert Format Tools Data Window Help  Adobe PDF Type a question For help

: arial 1z B EZRE I ] '&'A'!
I H G RV E| K@ F -8 -] R4 100% -t:l)l
i #g % o @y K | (2] By 3 | ¥4 Reply with Changes... EngEvlew..‘l

el - EEERY
Al -

A See Appendix C of the HRS Pro User's Guide for detailed instructions on importing spreadshests.

A ] B [ c [ o 1 E [ A
1 [See Aplyendix 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 i ts /|
|4 A Last Transaction Date PROP-ST-TRANS-DATE Date  MM/DDYYYYY  Last contact with owner. Determines when a property is report
| 5 | B Property Type PROP-PROPERTY-TYPE Char 4 chars. max Differs by State. See Submission Reguirements section in HR
| 6 | C Property Category A& Char  "A""U"or ™" Leave empty for most properties. A = aggregate. U = unknowr
| 7| D CashReported PROP-AMOUNT-REPORTED Murn 99899999.99 Amount Remitted is not included in this template. This will be
| 8| E  CashDeduction PROP-DEDUCTION-TYRE Char 2 chars. max See "Codes” section of NAUPA Spec Appendix
19 F Deduction Amaunt PROP-DEDUCTION-AMOUNT Mum 99999999.99 Mot all states allow deductions
|10 G Addition Code PROP-ADDITION-TYPE Char 2 chars. max See "Cades” sectian of NAUPA Spec Appendix
[11] H Cash Addition PROP-ADDITION-AMOUNT Mum 99999959 99
[12] | Interest Rate PROP-INTEREST-RATE Mum 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 Mumber PROP-CHECK-NUMEER Char 20 chars. max
|15 | L Prop. Comments PROP-DESCRIPTION Char 50 chars. max  Any comments or relevant details that will assist the state ini
|16 Stock Issue Name PROP-STOCK-ISSUE-NAME Char 25 chars. max
|17 N Stock CUSIP PROP-STOCK-CUSIP Char 9 chars. max
|18 ©  Stock Ticker Symbaol SECR-8YMBOL Char 10 chars max
| 19| P Stock Subissue Mame SECR-SUBISSUE-MAME Char 150 chars. max  Typically, bond infarmation.
|20 | Q Stock Delivery Method SECR-DELIWERY-METHOD Char 10 chars. max  The following values are valid- DTC, PHYSICAL, ACCOUNT, U
[21] R Stock Delivery Account # SECR-DEFOSIT-ACCOUNT Char 20 chars. max  The DTC account # for the state that you are transferring share
[ 22| = Current Shares PROP-NUMBER-OF-SHARES Num 99995999 9599 MNumber of shares an the property at the time of the repart filin
(23] T Original Shares SECR-ORIGINAL-SHRS-HELD Mum 999599999 9599 Number of shares at the time of last contact with the owner
|24 U Original Certificate # SECR-CERTIFICATE Char 20 chars. max
|25 v Original Registration Narme 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 | K Ownerl Relationship PROP-RELATIONSHIP-CODE Char 2 chars. max Differs by State. See Submission Reguirements section in HR o
4 4 » n\ Data  Comments & Instructions / | b3

Ready NUM
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Important information regarding the use of MS Excel in conjunction with the HRS Pro Import

Spreadsheet is found in Appendix B of our HRS Pro User’s Guide.

After filling in the template spreadsheet you will save it and close it and go back into HRS Pro.
Go to Utilities, Import Data. The default for importing the Template File is the new version of
the HRS Pro Template Spreadsheet 1.0.1. There are other options that support previous versions

of import, but for this example we will stick with the newest template.

Click the Start Import button.

% HRS Pro - Enterprise Edition EE®E
Eile Edit W¥iew Help

[ patamput
Data Cutput
. P Irnport Data
| state Guidetines
. Lhilities 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.
Import Format:
(& Template File | XLS Spreadshest  » Open Excel Template File

) Previous Yersion of HRS

After clicking the Start Import button the following screen will pop up:

Select File for Impont EE)
Look in: | I3 data P > : i % El,

I—ﬁé
by Recent
Drocuments

= From the top section, yvou will want to go o where you

L% saved your template file.

Cezktop

Then, once you have found the file, you will select it using
My Documnents the button below,
-

My Computer

‘l} Laad File: The file name should show here ~

2

kA M etwork Files of tvpe: E =cel E
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After following the directions in the previous screen shot the Import Data From A Template File

screen will show up. At this time it will give you a quick list of everything that is in your
template file.

The lower portion of the screen gives you an option to auto-populate the Owner Relation field if
you did not populate it on the template. This would give you the ability to designate one owner
relation code for a sole owner and an additional owner relation code for a second owner if they

exist. You are not required to fill in these fields. If your spreadsheet has this information, leave
this blank.

After making this determination, you will click on the Import Data button.

% HRS Pro - Enterprise Edition

File £ i Help

i Import Data From A Template File

m 5 Properties and 7 Cwners will be imported into Data Set: 2007, FOREVER
PStae| YOUNG, FRptio State: CO

[‘ Prop. Type Account# Cash to Remit Shares to Remit 15t Owner Name -~
12112616 $49.04 0.0000 |ROBERTSON ANME
ACO1 12118920 $115.88 0.0000 [ TRAN TIM
ACO1 12124334 $174.16 0.0000|BOSWORTH PAMELA L
Config ACO1 12124794 $452.26 0.0000 | TAMPER KATHIR
D ACO1 12125542 $0.96 0.0000 [SMITH-MINOR YSABELLE T

Im;

Rehuil

Fill in Empty 1st Owner Relation wi/: if Sole Owner and if More Than One Owner Exists.

Import Data

If there are no problem found the following message will show:

Import Successful! (%)

i Imported 5 properties
and 7 owners,




You would then go to Data Input, and click on Properties to see the following screen:

@- HRS Pro - Enterprise Edition

Eile Edit Wiew Help

I Data Input

Haolder Personnel

[ Dpata Output
I State Guidelines

EE&®
Data Sef: 2007, State: CO FOREVER YOUNG,
Net Total: 5 Praps. (0 Tangible); §792.30; 0.0000 Sharss;
Remiftable: 5 Props (0 Tangible); §792 50; 00000 Shares
Propeftiss in Data Set
Excluded Type Cashto Repart! Cashto Remit Shares to Remit Imventary Cnt. Accnt. § Policy # ~
[] ACO1 £49.04 F49.04 0.0000 0112112616
F ACOT §115.88 $115.88 0.0000 01121195920
F ACOT F174.16 F174.16 0.0000 012124334
. ACOT 45226 F452.26 0.0000 0121247594
. ACOT $0.96 $0.96 n.aoon 012125542
W
SortBy: | Type hd [ Detail ] [ Add ] [ Bemaove

Owhnaris) for Frop. Selected Above

[ utiities

Mame Address Tax D # Type Relation
ROBERTSOM, AMME 11095 PATALA CT SAN DIEGO, CA 92(5953-35-3333(0T JT
RAMDLE, ROM 526-86-66EE|0T JT

[ @& Search for Owner in this Data Set ]
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If everything looks good and if there are no further edits that need to be made you can go directly
to Data Output and proceed with the validation process.

Go to the Section Titled: The Validation Process—DATA OUTPUT, page 24

If you are unsure how to maneuver through the Properties in Data Set or how to add or edit the
information, please go to the section titled: Manually Entering your Data.

This area will give you detailed screen shots so you can understand how to move through HRS
Pro and to add properties and owners, also how to edit this information in the same manner.
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Manually Entering Your data

To manually enter your data into HRS Pro, you would begin with an empty Data Set as discussed
previously.

In the Examples to follow, you will learn the basic flow process and functionality for reporting to
a single state. The following example shows a basic process for reporting cash. It should help
the holder to understand the basics. If you are reporting to Multiple State, Reporting Shares,
Tangible Inventory or Mineral Interests you may find the HRS Pro User’s Guide helpful in
answering any additional questions you might have.

Go to Data Input and click on the Properties Icon.

To add a property, click the ADD button.

6-" HRS Pro - Enterprise Edition
File Edit Wiew Help

I Data Input

Dala Seb: 2007, State: OO WAGERS & ASSOCIATES, INC;
Net Talal: O Props. (0 Tangible); $0.00; 0.0000 Shares;
Remiitable: 0 Props. (0 Tangifbie); $0.00: 00000 Shares

Properfies in Dala Sef
Excluded Type Cashto Reportl Cashto Remit Shares to Remit Imventory Cnt. Accnt. § Palicy # b

Halders

|

Haolder Personnel

SortBy: | Type w Add

CQwnerfs) far Prop. Selecled Above
I Data Output Mame Address Tax|D# Type Relation

| State Guidelines
[ utiities 2
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The Adding Property Screen will then come up. You can TAB through each field and populate
all the fields you have information for. All fields with (*) Asterisks are required fields. Other
fields about the property may or may not apply depending on what type of property you are
reporting. Fill in the information about the property as complete as possible.

After you have completed the information about the property click on the SAVE button.

% Adding Property x

Last Update:
% Report Prop. To: % Prop. Status: | Reportable w ‘ * Owner Status:
*Property Type: | AC01 - CHECKING ACCOUNTS/DDA  (5) Last Activity Date:
Account Num.: 1234456 Check Num.: I:l
Comments: | |
*Cash | Shares || Tangible Inventory
Cash to Report: Adiditions: Reason: Deductions: Reason: Cash to Remit:
| 535000 | + | s0.00] | v - 50.00 | | v| = | $350.00
(Auto-Deduction is OFF)
Interest Rate: % The Auto-Deduction field is specific
fior reporting 1o CO onlky.
Crevnier Mame Address Tax D # Tvpe Relation |
w
’ & zave I [E Save and Add Mext F'rc:pemr] [ ) Cancel # = Required Field
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The Adding Owner Screen will then come up. You can tab through each field and populate all
the fields you have information for. All fields with Asterisks (*) are required fields. Other fields
about the owner, you may or may not have, fill in as much information about the owner as you
can.

This first screen would be filled in for the first owner.

After you have completed the information about the owner click on the SAVE button, unless you
have a second owner, you would then click on the Add Next Owner button.

i Adding Owner, x

Last Update:
Category: () Individual () Business
Tax ID #: D.0.B.:
*Owner Type: * Relation to 1st Owner: | 50 v
*LastName: | SMITH osame ||
First Name: | JOHMN | Prefix: I:I
Middle Name: | Title: I:l
Address Line 1: | 123 MAIN STREET |
Address Line 2: | |
Address Line 3: | |
Zipcode: City: | BROOMFIELD |
State: CO | County |BROOMFIELD | Country:
J o J
I """"" Hﬁave """""" l ’ = =ave and Add Mext Owner ] ’ 3 Cancel ]
Link to Existing Cwner ] = Regeg Fel
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The screen shot below illustrates what it may look like if you have entered a second owner. |

have already hit the Save button. Once the Save button has been used, the Edit button becomes
enabled. Also, after hitting the Save button the Cancel button becomes the Close button. Once
you click the Close button you will go back to the property level.

Last Update:

041011 960

D.O.B.:

w Relation to 1st Owner: | T

+|View [ Modify Owner
Category: Individual Business
Tax ID #: H8T7-B5-4321
*LastName: | SMITH
FirstName: | ABEEY
Middle Name: |

Address Line 1: | 123 AN STREET

Address Line 2: |

Address Line 3: |

fipcode:

State:

g00z20- City: |E|ROOMFIELD

County, | EROOMFIELD |

3

10/3002007 - TJS

Suffix:

Prefix:

I

Title:

Country: | LISA

| Add et Owner |

’ mgluse l

* = Required Field
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In the illustration below you can see that there are now two owners. If you had to go back into
the owner screen to change any of the information, you would highlight the owner, click the
Detail button and then edit once you got to the View / Modify Owner screen. Once completed

with any changes always hit save and close.
Now, you can Add Next Property.

#%. View I Modify Propenty
Last Update:

* Report Prop, To: | CO * Prop. Status: | Reportahle | * Owner Status:

# Property Type: ACO - CHECKING ACCOUNTS/00DA (3

Check Num.: |:|

Account Num.: 123456

Comments:

1073002007 - TS

(%]

kKnown

*Cash ‘ Shares || Tangible Inventory
Cashto Report: Additions: Reason: Deductions: Reason: Cash to Remit:
| s3s000] + | 50.00] | | = | 50.00] | | = | $350.00
{Auto-Deduction is OFF)
Interest Rate: L
Ciwener Marme Address Tax |10 # Type Relation | »
SMITH, JOHM 123 MaIM STREET BROOMFIELD, CO 80020 123-45-67849(IM Jc
SMITH, ABBEY 123 MaIN STREET BROOMFIELD, CO 80020 9B87-65-4321(IM J
v
[ Detall ] [Add] [ Remove ]
Edit l (1 Add Mext Property I l Oilclose I #* = Required Field
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After hitting the Add Next Property button, you will have three choices:

For detailed information on these options please look in the HRS Pro User’s Guide or in the Help
Section of HRS Pro.

1) Add New

2) Copy Property

3) Copy Property + Owners

Last Update: 1073002007 - TJS

% Report Prop. Ta: | CO % Prop. Status: | Reportable # Owner Status: Known
* Property Type: ACO1 - CHECKING ACCOUNTS/DRA  (3) Last Activity Date: i
Account Num.: 123456 Check Num.:
Comments:

*Cash | Shares || Tangible Inventary

Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
35000 + F0.00 . §0.00 = F3a0.00
(Auto-Deduction is OFF)
Interest Rate: 0.00 | %
Owner Name Address Tax D # Type Relation
SMITH, JOHN 123 MAIN STREET BROOMFIELD, CO 80020 123-45-67849]IM Jc
SMITH, ABBEY 123 MAIN STREET BROOMFIELD, CO 80020 987-65-4321IN Jc

[ Detail | [ add | | Remove

I (3 Add Mext Property % = Required Field

Add Mew
Copy Prop,

H Copy Prop, + Owiners

In many cases you can just click on Add New and then the next Adding Property screen will
come up. Again Add Property, SAVE, and then add owner information.

Continue this process until all of your properties are input in HRS Pro. You may add, edit or
delete information up until the time you are ready to report your unclaimed property to the state.

Now, proceed to The Validation Process—DATA OUTPUT



The Validation Process—DATA OUTPUT

To get to the screen below, you will click Data Output and then the Holder Reports Icon.
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%+ HRS Pro - Enterprise Edition

Ele Edit Wew Help

[ patampu

[ Dbata output

Holder Reports

[ utilities

Data Set 2007, Slale: CO, WAGERS & ASSQCIATES, INC;
Net Tatal: 2 Propsa (0 Tangible); $850.00; 00000 Sharas;
Remiitable: 2 Props (@ Tangible); $850.00; 0.0000 Shares

Holder Reports in Dafa Set

Feport Ta #of Props. Status Cash to Remit Sharesto Remit  Tangikle Props, A
2(Pending 5 850.00 0.0000 1]
v
Validate
Printed Oulnut Disk Qutput
(& Owner Letters O NAUPA File The Data Export option is
() Owener Labels () Data Export only available in the
Enterprise Edition,
() Property Listing (detailed) not the Standard.

() Property Listing (summary)

() Holder Report Cover Sheet

[ Preview Generate Output

To finish your reporting process you will click on the Contacts button and choose up to two
people who will show up on the report for the state. Then Click the Validate button. If there are
no errors you will get the following message:

Validated!

L]
\]:) Holder Report contains zero validation errors,

(%]

If there are errors from an imported spreadsheet, you will get a message similar to the next

screen shot.
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: Yalidation Errors EJ

Reporf Level Errors

Errar Type Correction Instructions -~

Propery Leve! Erors

Errar Type CurrentVYalue First Owner Mame -~
Invalid Owener Type 98 LEMAYILSOM

Invalid Froperty Type JTo1 LEMAWILSOMN

Invalid Owener Type 99 BETTY LOL JOINER

Invalid Property Type LITOA BETTY LU JOINER

Irvalid Owner Type 98 THELMA MERCER

Invalid Froperty Type JTo1 THELMA MERCER

Invalid Owener Type 99 MARICM J JORDAMN

Irvalid Property Type LT MARICOMN J JORDAM

Invalid Owner Type 99 LESLIE QUARLES

Invalid Froperty Type LTO1 LESLIE QUARLES

Irvalid Owner Type 98 TARSHA MERRMEATHER L

[ 50 To Property ]

This would indicate the Owner Type codes or Property Type codes you utilized are
invalid for the state you are reporting to. If you click on the Go To Property button, you will be
taken to the Property Level where you can edit the Property Type Code, and proceed to the
Owner Level where you can edit the Owner Type codes.

You can get current code information in HRS Pro under State Guidelines then, click the
Codes Icon.

Once you clear all errors, you’ll have to validate again. Once you get the “Holder Report
contains zero validation errors” message, you can proceed with finalizing the report. The

Finalize button becomes enabled after the report is Validated.

%: HRS Pro - Enterprise Edition EFEE
File Edit View Help

. Data Input
. Data Cutput

Data Sat 2007, State: O WAGERS & ASSOCIATES, INC;
Net Total: 2 Props. (0 Tangible); $850.00 0.0000 Shares;
Remittable: 2 Props. (0 Tangible); $850.00; 0.0000 Shares

Hoidar Raporis in Data Sef

Holder Reports Report To #of Props. |Status Cash to Remit Shares to Remit  Tangible Props, #
co 2[Validated ¥ 850.00 0.0000 1]
v
[contacts | J [Fnaige_]
Prinfed Culput Dk Culput
(=) Owner Letters ) MALUPA File
O Owner Labels O Data Export

() Property Listing {detailed)
() Property Listing (summary)

() Holder Report Cover Sheet

.Slale Guidelines

. Utilities [ Ereview Generate Output
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Click the Finalize button and the box below will come up, asking you to confirm your request to
finalize
Finalize x
D] Finalizing this holder report will prohibit
H._‘_-/ further editing of associated properties, owners, ekc.

(fou may Un-Finalize it ary time).

You should Finalize only if vou are ready
to submit this holder report to the state.

Da you wish ko Finalize the report?

| Tes | [ Mo ]

Once you click on the Yes button, the report is Finalized or locked to prevent editing.
See screen shot below. The only choice under the Holder Reports in Data Set grid you will find
is the Un-finalize button. This indicates you Finalized the report.

Generate Output

To complete the process and produce your NAUPA file, choose the NAUPA file under Disk
Output, then click the Generate Output button.

%+ HRS Pro - Enterprise Edition EEE
File Edit View Help

[ Data output

Data Input
Dafa Sel: 2007, Stafe: OO WAGERS & ASSOCIATES INC,

Net Total: 2 Props. (O Tangible); $850 00 00000 Shares;
Remitfable: 2 Praops. (0 Tangible); $850.00; 0.0000 Shares

Holder Reporis In Data Sotf

Holder Reponts Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props| &
co 2|Finalized ¥ 250.00 0.0000 i]
W
Printad Oufnut Disk Qutput
() Owner Letters ﬁ @
) Owner Labels () Data Export This option is ok
available in the
) Property Listing (detailed) Enterprise Edition.
) Praperty Listing (summary)
() Holder Report Cover Sheet

Litilities

. Ereviewy Generate Qutput Sort By: | Owner MName w




Once you click the Generate Output button, the box below will pop up. It gives you the
opportunity to select where you want to save the file. Typically, you would choose your CD or
Floppy drive.

Save in |E;~ DATA

©

by Recent
Documents

¥
Dezktop

=

ty Docurments

i

v ©&p

o

This is the default option for saving your file, You would want to
change the location in "Save in" 0 your CO or floppy drive,
Then click the "Save"buthon.

.
by Cormputer ¢
‘T_’l MHaUPA Format |EDU?_cn_wagers_assuciates_inc b | [ Save ]
L
My Metwork Save az type: | HOE \I, Lv | [ Cancel ]
The "Save as type" can by different depending on which state wou
are reporting to, Either HDE or HRS, vou cannot change this,
After clicking the Save button, the following box should appear:
Output Successful! (%)

i J Created NALUPA File:
CADOCUMERNTS AMD SETTIMNGS, TAMYAILOCAL SETTINGTAPPLICATION DATAMICROSOFTYCD
BURNIMG2007_CO_WAGERS _ASSOCIATES INC.HDE

This is a compressed, encrypted File,

You may need to follow through with the CD burning process. This could be different
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depending upon the configuration of your computer, or software that your computer is using to

burn the CD.



& CD Drive (D:)

] </ ? / ) Search

—

: address (€23 b2y

CD Writing Tasks

(& wirike these files to CD

File Edit ‘Wew Favorites Tools  Help

Falders E -

Size Type

ZFKE HDE File

I'Si Delete terpnorary File:

|C0pies and writes the files you seleck onto a recordable CD. h

File and Folder Tasks

@ﬂ Rename this file

_& Mave this File

D Copy this File

&3 Publish this file to the Wb
(=) E-mail this il

¥ Delete this file

Other Places

-J Iy Computer
£} My Documents
i-__.g Iy Metwork Places

Details

L4 .Go

Date Modified

11/15/2007 5112 A

£ CD Writing Wizard

Welcome to the CD Writing
Wizard

This wizard helps vou write, or record, wour files to a CD
recording drive,

Type the name you want ko give ko this CD, or just click Mext
ko use the name below,

D name:

Mew Files being writken ko the C0 will replace any files
already on the D if they have the same name,

[]dlose the wizard after the files have been written

Mext = I[ Cancel
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% Nov 15 2007 (D:)

© File Edt Wiew Favorites Tools  Help
: . \ 7) =, -
e Back </ lj‘ 7 Search H_ Folders
: Address |"\_) o
Folders X MName Size  Type
[} Deskiop Other
h:'l Iy Documents
3 ' ) y
= '_‘* My Computer u2DD?_|:D_Wagers_assnuates_lnc.hde ZKE HDE File
% Local Disk (C:)
& 1oy 15 2007 (D)

This would complete the HRS Pro process. You should verify that the file you’ve created is on
the CD or Floppy. You shouldn’t try to open the file, just verify that it is there.

For further information regarding submitting your file to the state, you’ll want to check out the
State Guidelines section in HRS Pro, Submission Requirements, or contact the state you are
reporting to. There is additional information to get to the States Websites at
WWW.missingmoney.com.

THE END OF THE PROCESS




