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HRSPRO QUICK INSTRUCTIONS

IT’ SEASY with electronic reporting; you will simply be ingitng your information as the holder and all of thieormation
that you have on the unclaimed property and itseswifrollow the step by step instructions belowebstarted.

1) Download the software (whoever does this MUST hald1INISTRATIVE RIGHTS or the program
will not function properly).

2) Enter in information as the program prompts — ydlibe entering the contact information for quesgo
regarding the report.

3) Go to the HOLDER icon on the left side under theadaput button and add your company’s information.
Hit SAVE and then CLOSE.

4) Go to the DATA SETS icon and add a data set. Glickhe ADD button. Enter the report year and the
state as IA. Select the SAVE button and then séecCLOSE button.

5) Make sure that you have the data set selectegdigust created. It should have a red arrow te@it

6) Move on to the PROPERTIES icon and click on the ARidton. The property status is reportable. I yo
are going to enter the owner information, the owstatus is KNOWN. Enter the type of obligatiorstjing
of Property Type Codes on page 7) that represbatproperty and the last transaction date. Thien gbu
have entered the cash to report, hit SAVE andlittake you to another screen for you to enterdwaer’s
name and address. Under Adding Owner, the ownex Wi} be #3 ALL OTHER (if you actually have
owner information). If you do not have owner inf@tion the property would be part of the aggregéfe-
Once owner information is entered, hit SAVE (or JAYXND ADD NEXT OWNERS if you have a joint
owner situation) and then CLOSE. Click on ADD NERROPERTY to add a new property record.

7) If you chose to aggregate properties: All propertider $50 and where the owner is unknown must be
reported in aggregate as one record. The proptatys is reportable and the owner status is agtgeg
Enter the property type code of “AC99” the amounthe cash to report field. Only enter ONE aggrega
property.

8) Once you are finished entering your property resordove to DATA OUTPUT and select the HOLDER
REPORTS icon.

9) Make sure that you have selected a contact byicfickn the CONTACTS button and select the box you
want to be the contact for the report. Click on 8#&/E CHANGES button.

10) Next, VALIDATE the report and then FINALIZE thepert by clicking on these buttons.

11)Tocreateafileto send through our portal(https://greatiowatreasurehunt.gov/app/holderjicfick on the
NAUPA file button, then click on GENERATE OUTPUTelsct the proper place and name to save the file.

12)If you send the report through our portal, you whkkn need to remit funds. This may be done vizlkcloe
ACH/Wire. Instructions for both are on the treasigrevebsite under reporting guidelines.

13)To manually send a CD/USB Flash drive: Insert a disk or CD and click on the NAUPA filettmn, then
click on GENERATE OUTPUT, name the file. Make sthie correct drive is selected from the drop down
menu. Also please password protect the file asnbilonger encrypted.

14) Click on the HOLDER REPORT COVER SHEET button dhdn click on the GENERATE OUTPUT
button to print the cover sheet.

15)Fill out and have the HOLDER REPORT COVER SHEET dale it signed by an officer of your
company. Checks are made payable to TREASURER STOHEOWA.

16) Mail the signedHOLDER REPORT COVER SHEET, CHECK, andCD/USB FLASH DRIVE to the
Treasurer’s Office.

*Note- periodically, Xerox/Wagers will place updates to the software on their website, when this occurs you will no longer be able to
open HRS PRO. You will need to go to the Xerox/Wagers website at www.wagers.net and follow their instructions for updating your
software. It should save all prior data and records when updating the software.



