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Unclaimed Property Terms

Unclaimed Property: Any financial asset that has been left with a holder without activity or contact
for a specified period of time.

Dormancy Period: The amount of time a property is inactive while in possession of the holder.
Most property has a dormancy period of 3 years. Two major exceptions to this are wages and
commissions which are reportable after 2 years.

Holder: A business or organization in possession of unclaimed property.

Owner: The individual to whom the property was originally owed. This can be one person, multiple
people, or a business.

Aggregate: A lump sum reported by property type. The aggregate amount in Pennsylvania is $50.
This means that amounts $49.99 and under can be lumped together by property types and reported

with the owner name being listed as aggregate.

Tangible Property: Physical property normally turned over from safe deposit boxes, police
confiscations, or left behind in hospitals or nursing homes.

Intangible Property: The remainder of unclaimed property received. This includes monetary assets
such as bank accounts, refunds, uncashed checks, securities, and credit balances.
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Downloading

3| iy patreasury.gov

MENU

Claim What's Yours
Ebay Store

FAQs

Finder Registration
Forms

Holder Compliance
Holder Login
Holder Reporting
Law (PDF)
Tangible Property
Webinars

Welcome to the Pennsylvania Treasury

The Pennsylvania Treasury is an independent department of state government led by the state treasurer, who is
elected every four years. The department's primary duty is to safeguard and manage the state's public funds. It
invests state money to generate income on behalf of the citizens of Pennsylvania, reviews and processes
payments for state government agencies, and administers several programs related to state finances, among
them the Unclaimed Property Program, the PA 529 College Savings Program, and others

Enter your email address to receive news and updates!

Email Address Sign Up

Unclaimed Property PA 529 Account Login

Claim What's Yours

We currently seek the owners of $2.3 billion in unclaimed property.
Remember, we will always help you recover your property free of

[V cuECK Your BALAMCE

[V MAKE COMTRIBUTIOHS

- Go to www.patreasury.gov

- Click Menu

- Select Unclaimed Property
- Select Holder Reporting

i patreasury.gov

@ Secure Online Upload

@ Reporting of Tangible Property

Philadelphia|

Vol v Disclosure Agr
United S
Step 2. Create and File Your Report Commonwe
P.O. Box 85
Philadelphial

@ UPExchange

Phone: 1.80)
HRS Pro Software Email: repo
Ll missing
Reporting Software mepey.=

Free software to download and install. computer.

Your encrypted report can be:

1. Uploaded to our secure holder website
2. E-mailed to report@patreasury.gov
3. Written to a CD and mailed.

- Under Step 2, click HRS Pro Software
- Then Download and Install
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HRS Pro

nclaimed Property Reporting UPS2K - State Systems

Holder Reporting System Software
What is HRS Pro ?

HRS Pro is a proven software package recommended by many states to prepare an unclaimed property report in the required format.

Holder Reporting

HRS Pro is specifically designed for and accepted by states that utilize Wagers unclaimed property management systems (currently 41 unclaimed
System HRS Pro is available in two versions ..... Differences:

* Single-user database access
+ Limited to 1 Holder (or Company)
« Limited storage of data to local computer
_ » Limited export of data, only to Naupa format
.
.
.

What is HRS Pro ?

Standard Edition

Expires every 6 months
No fee
Limited technical support, see "HRS Pro Support” link left side of screen

+ Downloads

+ HRS Pro Support Multi-user capability

No limitation to Holders (or Companies) added
Supports storage of data to centralized storage location
Supports ability to save data to CSV file
$295 annual fee for initial 3 user license
Direct technical phone support:

617-371-0900

+ HRS Pro FAQs

Enterprise Edition =

+ Newsletter

Enterprise Version All supported states accept the NAUPA III format. See disclaimer for individual state acceptance and information on NAUPA IIT

Version Notes If unsure of the submission requirements for a specific state, please contact that state directly. State contact information is available on the state

Disclaimer Click here to download the NAUPA Revised (NAUPA III) Electronic Reporting Standard (in PDF format).

Xerox Finance & Revenue Solutions Enhanced Reporting Services includes:
+ Keeping up with state law changes

Unclaimed Property _ « Determining account eligibility

+ Due diligence
* Repo g Securely in each state specific format
« Appropriate for companies with 10,000 or more properties

'\‘wm
- Choose Standard Edition and follow the instructions on the screen to download the
program

Reporting Services
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Signing In and Setting Up

o HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015

|

# Welcome 2

Please Sign in by choosing your name
from the list below:

WEBINAR S

Sign in Add New User -

Hide Inactive Personnel

Open HRS Pro

Click Sign In (if returning user) or Add New User

File Edit View Help

e HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015

*Name:

*Initials:

Holders

Set
"ml State:
Holder Personn [T

E-mail:

| Data output

Street 1:
Street 2:
Street 3:

Zipcode:

Adding Personnel

Dt. Inactivated: [

Last Update:
WEBINAR
WEE =
PATREASURY DEPARTMENT
17120 City: | HARRISBURG
PA w| Country:
(800) 379-3999 Ext.:
REPORT@PATREASURY.GOV
Edit ‘ & save &) Cancel * = Required Field

Complete the fields with the contact person’s information and click Save then Close
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&

File Edit View Help

Properties
Fih
Holders

i§

Holder Personnel

HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015

Holder Personnel

Holder Personnel are users of this system and / or employees that
are reported to the states as contacts.

Initials Name City / State
No Holders Found

You must enter at least one
holder before you can add property data.

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

For first time users, click OK
For returning users who need to edit holder information, under Data Input, choose

Holders

%

HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015

e

File Edit View Help

€<

Properties

»

Holders

Holder Personnel

| DataOutput

» Adding Holder B
Last Update:

*axID Number: | 12-3456789 =
HAICS Code:
State of Incorp.: | PA ~ Date of Incorp.: 01/01/1980

* Holder Name: ABC COMPANY
Holder City: HARRISBURG
Holder State: P& County: | DAUPHIN

Holder Fax #: (¥17) 555-5555

* = Required Field

Complete the fields with the information for the company/holder for which you are

reporting and click Save and then Close
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File Edit View Help

Data Sets

the left.

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 <Holders> icon in the list bar to

Holders

if

Holder Personnel

ABC COMPANY

Under Data Input, choose Data Sets

Highlight the correct holder if more than one is listed
Click Add to create a new Data Set

Data Sets

#

Holder:
*Report Year:
Report Type:

* Report to State:
Holders

[ Negative Report

if

Holder Personnel

Adding Data Set 255

Last Update:

ABC COMPANY

I

@ Single-State () Multi-State

P v

w7 Cancel

+* = Required Field

ay
button.

ist bar to

Complete the Year and the State
o The Report Year is the year prior to when you are submitting the report.

Report Year is
Click Save then Close

2015.

Ex. On April 15, 2016, you will be submitting the 2015 Report, so the
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Option 1: Utilizing the Excel Template

% HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 - -
File Edit View Help

Data Input

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.

Propertie: If no holders appear in the list, you may add one via the <Holders> icon in the list bar to
the left.
-
‘(‘ @ ABC COMPANY
Holders b Year 2015; State: PA; 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props.

if

Holder Personnel

Data Output
State Guidelines Detail

Remove

Select Utilities

% HRS Pro - Standard Edition.. Build 2015.612.1234. Expires 12/15/2015 - O
File Edit 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.

Import Format:

(® Template File | XLS Spreadsheet |+ Open Excel Template File -

Rebuild Datab:

Select Import Data
Click the link Open Excel Template File
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2 |Pisase see the Comments & i

T o - HRS Pro

PAGE LAYOUT  FORMULAS

DATA

REVIEW  VIEW

A B c o
HRS PRO Spreadsheet fnport Template Version 1.0.2

uctions tab at the botiom of this spreadshest Jff more info

mpart Template [Compatibility Mode] - Excel

# | Hormal Bad

E P G H J K L
“**8 Please Note: The structure and version of this Spreadsheet changed on 6/10/2012

Fadl |1
Sonts Fnd e
Fer St
aing -
" u o p

4 [Last Transaction DU_Property Type g G e e icion Gode Cash Deduclion _ Adsiion Cade.Cash AdSiion
5

Comments & Instructions

interest Rate_Accounl Number Check Number _Prop Comments

Stack Issue Hame _Stock CUSIP__ Slock Ticker Symbol Subissue Hame Stk Delivery Method Stk

- Use Version 1.0.2

o If you have a copy saved to your computer, save a new copy after each update
(updates occur in June and December) by using the Open Excel Template File

link

Type information for each property into the correct fields
Use the Comments & Instructions tab for an explanation of what belongs in each field
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Required and Recommended Fields

A B C D E
1 |HRS PRO Spreadsheet Import Template Version 1.0.2 **¥33* Pleas

2 |Please see the Comments & Instructions tab af the bottom of this spreadsheet for more infd
3 L — i ———————

L Last Transaction DI}ZF‘mperty Type ) Prop. Category  Cash Reported Deduction Code
5 1572012 MS 50.00

B 1/8/2012 MS08 75.00
T 1/25/2012 MS08 100.00
B 272012 M508 125.00
9 2152012 MS11 150.00
10 BATR2012 MS08 200.00
1 5/20/2012 MS09 250.00
12 TM16/2012 MS08 300.00
13 TI26/2013 MS01 32500
14 9172013 M5S0 350.00
15 12031/2012 M316 25.00
16 1203112012 M312 100.00

- Last Transaction Date: Date of the Last Activity on the check, account, etc.
o Ex. For a check, this is the date of issuance; for a bank account, this is the date
of the last customer generated activity
- Property Type: See State Guidelines in HRS Pro for proper codes — referred to as
NAUPA Codes

T HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 - B
File Edit View Help

| paamput

State Codes

4 Prev. PA w Mext »

Property Types | Qwner Types | Owner Relations | Tangible Types

Code Description ~

[T CHECKING ACCOUNTS

AC0Z SAVINGS ACCOUNTS

ACO3 MATURE CO SAVE CERT

ACH4 CHRISTMAS CLUB ACCT

ACOS SECURED FUND DEPOSIT

ACOS SECURMY DEPOSIT

ACOT UNIDENTIFIED DEPOST

ACDS SUSPENSE ACCOUNTS

ACHY AGGREGATE CHECKING ACCOUNTS

CKO1 CASHIER'S CHECKS
CKoz2 CERTIFED CHECKS
CKo3 REGISTERED CHECKS
CKo4 TREASURER'S CHECKS
CKOS DRAFTS

CKOS  |WARRANTS

CKO7  |MONEY ORDERS

CKOB  |TRAVELER'S CHECKS

CK09 FOREIGN EXCHANGE CHECKS

CK10 EXPENSE CHECKS W

< >
(® Print () Preview Generate (@ Property Types () All 4 Tables

o In HRS Pro, choose State Guidelines, then Codes

o Select PA for the state

o This section also gives information on Owner Types and Owner Relations which
you will need later
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A B C D E
1 |HRS PRO Spreadsheet Import Template Version 1.0.2 **¥33* Pleas
2 |Please see the Comments & Instructions tab af the bottom of this spreadsheet for more infd
3 I —
4 |Last Transaction Dt. Property Type Prop. Category (Cash Reported ) Deduction Code
5 1/6/2012 MS08 00
B 1/6/2012 MS08 75.00
T 1/26/2012 MS08 100.00
8 2[772012 MS08 125.00
9 215/2012 MSN1 150.00
10 5M7/2012 MS09 200.00
1 5/20/2012 M09 250.00
12 7/16/2012 M308 300.00
13 7/26/2013 MS01 325.00
14 9/M17/2013 M301 350.00
15 12/31/2012 MS516 25.00
16 12/31/2012 MS12 100.00

- Cash Reported: Monetary value of the property
o For Aggregates, this is the total value of all amounts being reported as
“Aggregate” for this property type

| J K L M
of this Spreadsheet changed on 6/10/2012
e ——
Interest Rat w&w; Prop. Comments Stock lssue Name
119 1232
92222 2345
33333 3456
14444 46T
"BEERS "B678
"BE66B 6789
T 7891
GEEEE 8912
59999 9123
101010 1345
131313 2456 Purchased by Marion Smith

- Account & Check Numbers: If unavailable, any identifying number other than the social
security number or other confidential number may be used

- Property Comments: Any additional information that may be helpful in identifying the
rightful owner
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Stock CUSIP  Stock Ticker Symbol Subissue Mame Stk Delivery Method Stk Delivery Acct. #

- Stock Columns: Required only if there is stock to be reported

W X Y z AA

e —
<Owner1 Corporate Statug 20wner1 Relationship® Owner1 Type JOwner! Tax ID Owner1 Tax ID Extension

C = 12-3456789
= g 234-56-7891
P g 345-67-8912
= g 456-78-9123
AN g 5R7-89-1234
ES g 789-12-3456
= g 891-23-4567
= g 912-34-5678
P g 134-56-7891
= g 245-67-8912
= .
= €

- Owner 1 Corporate Status: Add a “C” to the column for an owner that is a business

- Owner 1 Relationship: Primary for sole ownership, specific codes for joint ownerships —
see Owner Relations in State Guidelines in HRS Pro for other available codes

- Owner 1 Type: 1 for individuals or businesses, 2 for Aggregate, 3 for Unknown
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AD

Cwnerl Tax 1D Owner! Tax 1D Extension Ownerl Date of Bith Owner! Lastname

Cwner1 Firstname

12-3456789 XYZ Co
234-56-T891 1/1/1972 Adams June
J45-67-8912 Brown Fobert
456-78-9123 Finnegan Matthew
ABT-89-1234 Green Harold
789-12-3456 Hill Sadie
891-23-4567 Johnson Raymond
912-34-5678 Miller Timothy
134-56-7891 Sands Jason
245-67-8912 Thompson Julie
Aggregate
Unknown
AC AD AE AF AG AH

Owner! Lastname

Owner! Firstname Owner! Middlename Owner1 Prefix Owner1 Suffix Owner? Title

XYZCo

Adams June B

Brown Robert R Jr
Finnegan Matthew

Green Harold I
Hill Sadie Estate of
Johnson Raymond

Miller Timaothy M

Sands Jason

Thompson Julie

Aggregate

Unknown

- Owner 1 Information: Include all information on file for the owner of the property
o Include suffix when available to ensure that the rightful owner will be paid
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Al Al AK

AL

AM

AN

AD

Owner! Address line 1 Owner! Address line 2 Owner1 Address line 3 Owner1 City Qwner! County Owner1 State ’Owneﬂ Zipcode
17104
17104
17104
17104
7104
17104
17104
7104
7104
7104

Midtown Office Center 1 Main Street Suite 500
2 Main Street

3 Main Street

4 Main Street

PO Box &7

C/O Tom Smith Esqg 6 Main Street

7 Main Street

& Main Street

Main Street

Harrisburg
Harrisburg
Harrisburg
Harrisburg
Harrisburg
Harrisburg
Harrisburg
Harrisburg
Harrisburg

Dauphin
Dauphin
Dauphin
Dauphin
Dauphin
Dauphin
Dauphin
Dauphin
Dauphin

PA
PA
PA
PA
PA
PA
PA
PA
PA
PA

- Owner 1 Address Information: Include all address information on file for the owner of

the property

o Include C/O or Attention where necessary — these belong in the address line,

not listed as a joint owner

Al AR

AS

AT

Dwner1 Email Owner1 Driver License

"1234567

Owner 1 Driver License State  Owner1 Date of Death

PA

- Owner 1 Additional Information: Email, Driver License Number and State, Date of

Death — Include if available

l4|Page



AV AW AX AY Az BA BB

Owner2 Relationship O%Wpe Owner2 Tax 1D Owner2 Tax ID Ext Owner2 Date of Bith Owner2 Lastname Owner2 Firstname

AN 1 678-90-1234 Green Janice
EX 1 Hill Patrick

- Owner 2 Information: Include all information you have on file for the second owner of
the property, if applicable — columns available are a repeat of Owner 1 columns
o Be sure to use the correct relationship code to show what type of joint owner
this is
- Columns repeat for Owner 3

Organize » New folder EE (7]

A Name Date modified Type Size

No items match your search.

=
|
2y
File name: | HRS Pro Import Template - For Webinar - Report Year 2015 v
Save as type: | Microsoft Excel 5.0/95 Workbook - v
Authors:  Michael Frucht Tags: Addatag Title:  Add a title

“ Hide Folders Tools Cancel

- Save the template — Leave file type “Microsoft Excel 5.0/95 Workbook” — no other file
type will be accepted by HRS Pro
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Importing the Excel Template

% HRS Pro - Standard Edition.. Build 2015.612.1234. Expires 12/15/2015 - O
File Edit View Help

Data Input

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.

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

@ ABC COMPANY
Holders P Year 2015; State: PA; 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props. -

if

Detail Remove

Select the correct Data Set

% x

File Edit 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.

Import Format:

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

Import Data

-

Rebuild D

Go to Utilities, then Import Data, followed by Start Import
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&

File

Edit

HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 = =
View Help
] Select File for Import
Lock in Webinar v G ? ® [H~
= Name ’
el |@HRS Pro Impert Template - For Webinar - Report Year 2013

Recent places

Desktop

Libraries

A
=

This PC

Network

<

Load File:
Files of type:

Excel

HRS Pro Import Template - For Webinar - Repo +

w

Select Excel template file

File

Edit

View Help
Import Data From A Template File @
12 Properties and 14 Owners will be imported into Data Set: 2015, ABC
COMPANY; Rpt to State: PA
Prop. Type Account# Cash to Remit Shares to Remit  1st Owner Name -
Ms08 11111 $50.00 0.0000(XYZ CO
Ms08 22222 $75.00 0.0000{ADAMS JUNE B
308 33333 $100.00 0.0000{BROWN ROBERT R
308 44444 $125.00 0.0000{FINMNEGAN MATTHEW
M311 55565 $150.00 0.0000{GREEN HAROLD
309 G666 $200.00 0.0000(HILL SADIE
309 7T $250.00 0.0000[{JOHN3ON RAYMOND
308 83888 $300.00 0.0000({MILLER TIMOTHY M
Ms01 99999 $325.00 0.0000({SANDS JASON
N304 101010 $350.00 0.0000({THOMPSOM JULIE
WS16 $25.00 0.0000(AGGREGATE
Ms12 131313 $100.00 0.0000 [UMKMOWN
v
Fill in Empty 1st Owner Relation w/: if Sole Owner and if More Than One Owner Exists.
Import Data -

Click Import Data
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il HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 - B
File Edit View Help

Impaort Data From A Template File @

12 Properties and 14 Owners will be imported into Data Set 2015, ABC
COMPANY: Rpt to State: PA

Prop. Type Account# Cash to Remit Shares to Remit 15t Owner Name Py
Ms08 11111 $50.00 0.0000]XYZ CO

308 22222 $75.00 0.0000]ADAMS JUNE B

Ws08 33333 5100.00 0.0000|BROWN ROBERT R
1308 44444 Import Successful! ATTHEW
Mg 55555 LD
1509 66666

Ms0g 7T o Imported 12 properties SYMOND
508 33338 and 14 owners. THY W
S0 99999 N

301 101010 ULIE
MS16 oK

Ms12 131313

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

Click OK — if there are joint owners, the number of properties and owners will be
different
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Go

Finishing the Report

Creating the File

£ HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 = =

File Edit View Help

Data Input

- Data Set: 2015; State: PA; ABC COMPANY;
Net Total: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

= Holder Reports in Data Set
Holder Reports Report To #ofProps. Status Cash to Remit Shares to Remit  Tangible Props. A
12|Pending § 2,050.00 0.0000 0
w

- Contacts | Stk Delivery | Validate Finalize

Printed Output Disk Qutput

® Owner Letters (O NAUPAFile <<<—Final formatto sendto the state
() Owner Labels

() Property Listing (detailed)

() Property Listing (summary)

(" Holder Report Cover Sheet

[ Preview Generate Output

to Data Output, then Holder Reports and choose Contacts

Z HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 S
File Edit View Help
Data Set: 2015; State: PA; ABC COMPANY;
Link Contacts to Holder Report @
1 | Choose up to two persons who will
Holder Report| P p
plderiepo represent this holder as contacts for PA: flie F’ropsl;. “
Report  Clai
o Contacy Name CityJ State "
WEBINAR HARRISBURG / PA
v
w

Enter CheckMark to choose both:
Report Contact - Who the State can contact with questions regarding the report - and to the state
Claims Contact - Who the state can contact with questions regarding the property

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

Contact.
Save Changes -

[]Preview Generate Qutput

Select contacts — there must be a check mark under Report Contact and Claims Contact
Click Save Changes
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%

|

HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015

File Edit View Help

| paamput
| Dataoutput

Holder Reports

Data Set: 2015; State: PA; ABC COMPANY;
Net Tatal- 12 Props. (0 Tangible): $2,050 00 0. 0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

Holder Reports in Data Set

Report To #of Props.  Status Cash to Remit Shares to Remit  Tangible Props. »
12|Pending $ 2,050.00 0.0000 a
v
Contacts | Stk Delivery -te Finalize
Printed Oulput Disk Output
(@) Owner Letters (O NAUPAFile =<=<— Final formatto send to the state

() Owner Labels
() Property Listing (detailed)
(") Property Listing (summary)

() Holder Report Cover Sheet

[]Preview Generate Qutput

If there is stock to report, select Stk. Delivery and select your method of

%

)

HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015

File Edit View Help

| patainpu
| Data output

5}

Holder Reports

Data Set: 2015; State: PA; ABC COMPANY;
Net Total: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

Holder Reports in Data Set

Report To #ofProps. Status Cash to Remit Shares to Remit  Tangible Props. ~
12|Pending § 2,050.00 0.0000 0
L
Contacts | Stk Delivery | Validate -ali;e
Printed Output Disk Qutput
(®) Owner Letters () NAUPAFile <<<— Final formatto send to the state

() Owner Labels
() Property Listing (detailed)
() Property Listing (summary)

(_)Halder Report Cover Sheet

[ Preview Generate Output

delivery

Click Validate
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& HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 = =
File Edit View Help

[ patamput

Data Set: 2015; State: PA; ABC COMPANY:
Net Total: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

Holder Reports in Data Set
Holder Reports Report To #ofProps. Status Cashto Remit Shares to Remit  Tangible Props. A
PA | 12[validated | 5 2,050.00] 0.0000 0

Validated! “

o Holder Report contains zero validation errors,

o qum
Printeq

(®) Owner Letfters (O NAUPAFile <<=<— Final format to send to the state

") Owner Labels
) Property Listing (detailed)
() Property Listing (summary)

(") Holder Report Cover Sheet

[l preview Generate Output

If there are validation errors, go into the property to fix the problem, or delete the data
set and fix the errors on the template
If there are no validation errors, click OK to move on

: X
File Edit View Help
| paamput
Data Set: 2015; State: PA; ABC COMPANY;
Net Tatal- 12 Props. (0 Tangible): $2,050 00 0. 0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares
& Holder Reports in Data Set
Holder Reports Report To #ofProps. Status Cash to Remit Shares to Remit  Tangible Props. ~
PA 12|Validated $ 2,050.00 0.0000 Q
v
Contacts | Stk Delivery || Validate | | Finalize -
Printed Oulput Disk Output
(@ Owner Letters (O NAUPAFile =<=<— Final formatto send to the state
() Owner Labels
() Property Listing (detailed)
() Property Listing (summary)
() Holder Report Cover Shest
[]Preview Generate Qutput

Click Finalize — the report must be finalized before the file can be created
Click Yes on the next window to complete the finalization
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o HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 - B

File Edit View Help

Data Set: 2015; State: PA; ABC COMPANY;
Net Tatal- 12 Props. (0 Tangible): $2,050 00 0. 0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

Holder Reports in Data Set

Holder Reports Report To #ofProps. Status Cash to Remit Shares to Remit  Tangible Props. ~
PA 12|Finalized $ 2,050.00 0.0000 Q
©
Contacts Stk Delivery  Validate Un-finalize
Printed Oulput Disk Output

=<— Final format to send to the state

() Owner Letters ‘

) Owner Labels
() Property Listing (detailed)
(") Property Listing (summary)

() Holder Report Cover Sheet

Preview ‘ Generate Output SortBy: OwnerName | v

Create the file by selecting NAUPA File, then click Generate Output

& HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 = (=
File Edit View Help

Save in: . Webinar v 8 T m-

&ﬁ;ﬁ“‘ﬁ LL Name

el |_|2015_pa_abc_company.hde
RELREELY | Recent places & Props. A
0

="
Libraries

¥

==

This PC

@
h € > End to the state

Network

NAUPA Format | EIEN N T v [ sawe

Saveas type: HDE - "] Cancel

Generate Output SortBy: |OwnerName v

The File Type will be HDE — Do not change the type
Select where to save the file and click Save

The file is now encrypted, so you will not be able to open and view the information on

the file — no further protection, such as a password, is needed
Click OK on the next window
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Sending the File
Intangible Reporting Contact Information

report(@patreasury.gov

- To submit your file, you can attach it to an e-mail and send it to the above e-mail address
- The e-mail should include the company name, EIN, Amount of the Report, Contact
Name, Phone Number, and E-Mail address

iy Commonwealth of Pennsylvania
/ 7 Bureau of Unclaimed Property
| P.O. Box 783473
Philadelphia, PA 19178-3473
Phone: 1-800-379-3999

- A second option is to burn the file to a CD and mail to the above post office box

- A check, wite or ACH Transfer will need to be sent — the above address is used for
checks

% x

File Edit View Help

Data Set: 2015; State: PA; ABC COMPANY;
Net Total: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

Holder Reports in Data Set

Report To #of Props.  Status Cash to Remit Shares to Remit  Tangible Props. A
PA 12|Finalized § 2,050.00 0.0000 0
w
Confacts Stk Delivery  Validate | Un-finalize
Printed Output Disk Output
(C) Owner Letters () NAUPAFile =<<<— Final formatto send to the state

() Owner Labels
() Property Listing (detailed)

() Property Listing (summary)

@Holder Report Cover Shest. ()
[ Preview Benerate Qutput -

- When sending anything by mail, please enclose the Holder Report Cover Sheet
- Select Holder Report Cover Sheet then Generate Output

- You can print a hard copy of your report by selecting Property Listing (detailed) to keep
for your records
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Option 2: Manually Entering the Data

The manual entry option should be used only for a small number of properties or for
tangible properties
Begin by creating a Data Set and be sure the correct Data Set is highh'ﬁhted

£ HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 = =

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.
4
Properties If no holders appear in the list, you may add one via the <Holders> icon in the list bar to
the left.
Frey
'y @ ABC COMPANY
Holders b ‘Year 2015; State: PA; 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props.

Year 2015; State: PA; 12 Props.; $2,050.00; 0.0000 Shares; 0 Tangible Props
» g
L

Holder Personnel

| Data output
Detail

=]
@

Remove Mo

Under Data Input, go to Properties

£ HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 = =
File Edit View Help

Data Set: 2015; State: PA; ABC COMPANY;
Net Total: 0 Props. (0 Tangible); $0.00; 0.0000 Shares;
Remittable: 0 Props. (0 Tangible); $0.00; 0.0000 Shares

Properties in Data Set
Excluded Type Cashto Report Cashto Remit Sharesto Remit Inventory Cnt. Accnt. / Policy # ~

Properties

Holders

if

Holder Personnel

v
SortBy. | Type v Detail Add -;;
Owner{s) for Prop. Selected Above
. Data Output Name Address TaxID # Type Relation ~
v

w0
@

arch fo nerin this Data Set

Click Add
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File Edit View Help

e T (7
gy o
eomtman: || omecrams |

% Prop. Status: | Reportable E|

Last Update:

c |

Cash | Shares ” Tangible Inventory ” Mineral Interest |

p—

Cash to Report:

Addition

Cash to Remit:

s0.00 | + |

s Dy i
soo0| | v -] soo0| | [V =]

§0.00

Interest Rate: %

Owner Name Address TaxID#  Type  Relation A
v

L petai Add Remove  —
Edit | = save | | [ save andAdd Next Property | | ) Cancel | * = Required Field

- Comslete the reiuired and recommended fields as hiihhihted in Oition 1

File Edit View Help

sneorpron (11
popry o
comtman: || omecrams |

* Prop. Status: | Reportable [v]|  %Owmer Status:

Last Update:

nown |2

Known

Agaregate
Unknown

c | |
Cash | Shares ” Tangible Inventory ” Mineral Interest |
Cash to Report: Additions: Dn i Cash to Remit:
5000 + | so00| [ [v] - | soo0|  [v] = | 50.00

Interest Rate: %

Owner Name Address TaxID # Type Relation ~
v

L Detail Add Remove —
Edit | & save | | & save and Add Next Property | | ) Cancel * = Required Field

- Owner Status — Known, Aggregate, Unknown
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File Edit View Help
Last Update:
S— — —
T -
[CHECKING ACCOUNTS |
AccountBum.: |ac05  |SAVINGS ACCOUNTS
ACO3
ACOS
Cash ACO6
Shares | \co7  |UNIDENTIFIED DEPOSIT v
Cash to Report: Additions: Deducti Cash to Remit:
s0.00 | + | soo0| | [v] - | soo0|  [v] = | 50.00
Interest Rate: %
Owner Name Address Tax ID # Type Relation ~
e
L petai Add Remove | —
Edit | & save | |E Save and Add Next Propemr| | <3 Cancel % = Required Field
Property Type
Last Activity Date
Z =

File Edit View Help

Last Update:

% Report Prop. To: % Prop. Status: | Reportable [v|  *Owner status:
*Property Type: | NS08 _ ACCOUNTS PAYABLE Last Activity Dt: | 01/05(2012

ecomtm: | 2222 (g ek ram:
Cs
|

Cash*

Shares ” Tangible Inventory H Mineral Interest ‘

Cash to Report: Additions: Deducti Cash to Remit:
| $75.00_ | sooo| | V] - | soo0|  [v] = | $75.00

Interest Rate: %

Owner Name Address TaxID # Type  Relation A
J b
L petai Add Remove  —
Edit d & save | | I Save andAdd Next Property | | ) Cancel % = Required Field

Account Number and Check Number
Property Comments/Desctiption
Cash to Report

When finished, click Save
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@

[[[1el ]|

File Edit View Help

Adding Owner

Category: @ Individual () Business Last Update:

Tax ID#: DOB: 01011972 | D0D:| /1 |
# Owner Type: # Relation o 15t Owner:

xlastName:  ADAMS | sumx:| e se

First Name: LJUNE | Prefic| | b s, s

Emai [ |
Driver's License: Drivers License State:

Address Line 1: 2 MAIN STREET |

AddressLine2: | |
Address Line 3: | |
Zipcode: 17104 City: | HARRISBURG |
state: lpa [v] county [DAUPHIN | country:

Edit‘| & save ‘ ‘ [ save and Add Next Owner | | =3 Cancel ‘
‘ * = Required Field

Link to Existing Owner

[ ]

[<

eld

Complete Owner Information — if there is more than one owner, this is

Click Save

for owner 1

]

*Reql

]

g

[ [&lg |

File Edit View Help

lew I ner

Category: ® Individual Business LastUpdate: 07/27/2015-WEB

Tax ID # D.0B: 01011972 | pop:| /1 |

omor e nmmonotsiomer [+

xlastName: | ADANS | suffix: | |15,

First Name: [June | Prem | | wr, s, s

it e e [T
- e r———

Address Line 1: |2 WIAIN STREET |

Address Line 2: | |
Address Line 3: | |
Tipcode: [17104- | city: [HARRISBURG |
State: ‘PA | County. | DAUPHIN | Country: |USA \

Edit W sae T RddNeowner 1| | [ilciose _

#* = Required Field

Ed
]
-

Click Close if there is only one owner
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Z HRS Pro - Standard Edition.. Build 2015.612.1234.. Expires 12/15/2015 = B
File Edit View Help
Su View / Modify Property
Last Update: 07/27/2015 - WEB
* Report Prop. To: | FA * Prop. Status: | Reporiable #*Owner Status: | Known
* Property Type: Ms08 - ACCOUNTS PAYABLE Last Activity Dt.. | 01/05/2012
Account Num.: 22222 Check Num.: | 2345
Comments:
Cash® | Shares | Tangible Inventary | Mineral nterest
Cash to Report: Additions: Dy Cash to Remit:
$75.00 | + $0.00 = $0.00 = $75.00
Interest Rate: 0.0000 | %
Owner Name Address TaxID # Type Relation ~
ADAMS, JUNE B 2 MAIM STREET HARRISBURG, PA 17104 234-56-7891| 1 P
v
= Detail Add Remove | —
Edit H save [ Add Next Property 4 [Cilclose * = Required Field

To add more property, click Add Next Property and choose Add New from the drop
down menu that will appear

When there is a joint owner, be sure to choose the correct Relation to 1 Owner for

Owner 1
File Edit View Help
> | Adding Owner | &2 | Lo
Category: @ Individual () Business Last Update
*Req
Tax ID #: 567-89-1234 N 1
* Pro| _
% Owner Type: 1 w { % Relation to 15t Owmer: | AN v
Acd
Con
% Last Name: GREEN Suffioc Ir, Sr,
Ci
First Name: HAROLD Prefix: Mr, Nirs, Ms
Middle Name: Titlez Dr, Rev, Sgt...
Email:
Driver’s License: Driver's License State:
Address Line 1: | 5 MAIN STREET
| Address Line 2: |
ow Address Line 3: =
_ | Zipcode: 17104- City: HARRISBURG
] State: PA ~ | County. DAUPHIN Country: |USA ~ ©
3 .
Edit tAH & save andAdd Mext Owner - Cancel
Link to Existing Owner & =RepmeFEd L

To add a Joint Owner — after Owner 1’s information is entered, click Save and Add
Next Owner do not click Save
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File Edit View Help
&l Adding Owner
Category: (@ Individual () Business LastUpdate:
TR i |678-90-1234 | noB. |y | pon:| s | 1]
g E—
*PO o owner Type: F Relation to 15t Owmer: | AN [+] |
Acd
Con
| %LastHame: |GREEN | suffic: | s,
© FirstName: JANICE | Prefic| | Wi s, s |
Middle Name: l:l Title: l:l Dr, Rev, Sat...
e [ |
Diversiicense: | | Drverslicense State:| |
Address Line 1: 5 MAIN STREET |
| Aadressuinez | -
ow|  Addressline3: | | o
GR  zZipcode: 17104- | Gty HARRISBURG |
—  state: ‘F‘A |E|| County. DAUPHIN | country: |USA E” N
B Edit | n Save ﬁ Save and Add Next Owner | | 3 Cancel ‘ -
] ‘ Link to Existing Owner ‘ * = Required Field |
eld

Complete Owner 2’s information (use the correct Relation to 1% Owner) and Save
On the next window, click Close

File Edit View Help

LastUpdate: 07/27/2015-WEB

%Report Prop. To: % Prop. Status: | Reportanie *Owmer Status:
#Property Type: | 11511 _ REFUNDS DUE Last Activity Dt: | 02/15/2012
Account Num.: | 55555 Check Num.: | 5673

Comments: | ‘
Cash* | Shares ” Tangible Inventory H Mineral Interest ‘
Cash to Report: Additions: R c Deductions: R H Cash to Remit:
| 515000 + | 5000] | | - | 50.00] | = $150.00

Interest Rate: %

Owner Name Address TaxID # Type Relation ~
GREEN, HAROLD 5 MAIN STREET HARRISBURG, PA 17104 567-89-1234[1 AN
GREEN, JANICE 5 MAIM STREET HARRISBURG, PA 17104 678-90-1234( 1 AN
v
C petall | [AdS | | Remove
@ e —
Edit ’ K save | [} Add Next Property | | [l Close hRequ\red Field

Edit — to change prop

erty information

Detail — to edit owner information
Add - to add joint owner(s)
Remove — to delete a property

Click Close after adding the last property and return to page 19 of this guide for
instructions on finishing the report
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