Intangible Property
Electronic Reporting
Using HRS Pro
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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 5 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

PENNSYLVANIA

" TREASURY

Earn. Learn. Invest

College Savings

Unclaimed Property v | Investments & Transparency v

UNCLAT)| CamUncaimedProperty
it Our eB,

EERIVEEEEN 1 ogin for Holder Reporting
Resources for Reporting Addr Con

1 Login for HoldeMRy
+ Resources for Rep|
+ Events Event Forms for Reparting
++ Audit Reports Audit Repof

o0 (T TAEE e aimed Property Law

Tangible Reporting

FAC

Home > Unclaimed Property

Whatis Unclaimed Property?

Webinar Instructions for Reporting

Voluntary Compliance Pro

Property Types by Indusiry

Receive Treasury News & Updates

Email Address

Rab WeCord, Treasurer

Savings, Loans & Investment Programs v Financial Education

Reporting Booklet

Creating a Report
Reporting

or Reporiing

Search for your property!

First Name

Go to:

o Resources for Reporting followed by

o Instructions for Reporting then
o Creating a Report

=+ Login for HOIGer Reporing
1+ Resources for Reporting

: Events

Audit Reports

Unclaimed Property Law

Home > Unclaimed Property > Creating A Report

Electronic Reports.

+ must be in the NAUPA Il format
+ must be electronic for businesses submitting more than 10 properties
« must be separate files for tangible and intangible property

Ifyou send an electronic copy, the signature requirement is waived.

You may send aaort by email or via a CD.

The Holder Reporting Svstem (HRS) Pro s3

You may file electronically using the software below or others that meet these requirements;

/are generates National Association of Unclaimed Property Administrators

‘,l

Search for your property!

The McCord Report, an
easy-to-skim, objective,
quarterly publication
focused on economic
vital signs and key
quantitative indicators.

#horts accepted by most states. Leam more.._ *You will be redirected from Leam mere...
Treasury's Web site to an independent site.
NAUPA endorsed software (ETM) *You will be redirected from Treasury’s Web site to an independent site.
Click link for Holder Reporting System (HRS) Pro
Macs
A Xerox g, Company ACS is now a Xerox company |

HRS Pro News & Info

Choose HRS Pro Reporting Software and follow the instructions

ACS provides solutions that assist with the
maintenance and reporting of undaimed property.

For Holders:

ACS simplifies the process of reporting unclaimed property.

HRS Pro
Reporting Software

Main Page If property to be filed has been

determined and report is ready

Products & Services to be delivered to state.

About ACS Wagers

If help is needed keeping up with state

_ law changes, determining account
eligibility, due diigence and reporting
securely in each state specific format.

Unclaimed Property

staff Reporting Services

Links

Naupa Standard

download the program

on the screen to

3|Page



Signing In and Setting Up

%A HRS Pro - Standard

i Welcome =

Please Sign in by choosing your name
from the list below

WEBINAR 2

Signin [ Add New User

[V] Hide Inactive Personnel

- Open HRS Pro
- Click Sign In or Add New User

&

Last Update:
*Name:
Properties [NESTNON
- Street 2
2
N Street 3.
Holders
Zipcode: city:
"m State: [+] county:
Holder Persons s yae o) - Es
E-mail:
Dt. Inactivated: Ix
o * = Required Field

- Complete the fields with the contact person’s information and click Save

Data Sets
AData 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

g

Holders

fi

Holder Personnel

Detail Add Remove Move

- Under Data Input, choose Holders
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File Edit

s - s i | e il

<

Properiies

Holder Personnel

ing Holder
& Adding Hold 2

Last Update

NAICS Code:

State of Incorp.: [+]  pateorincorp.: I

Holder Name: -
Holder City:

Holder State: County:

HolderFax#  |( ) -

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

reporting and click Save
s =

File Edit View Help

Properiies

Holders

1]

Holder Personnel

Holders

olders are entities (usually businesses) that are required to
feport unclaimed property to states.

Holder Name TaxID# City / State .

ELECTRONIC REPORTING WES [PEYERT) HARRISBURG / PA

x5 |

Under Data Input, choose Data Sets
Highlight the correct holder if more than one is listed
Click Add to create a new Data Set
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<
4 HRS Pro - Standard Editior oL

File Edit View Help

Data Sets
£ Adding Data Set £
Last Update ay
Holder: ELECTRONIC REPORTING WEBINAR
button
*Report Year: 2012
Properiies st bar to
Report Type: © Single-State ) Multi-State
r!j‘ *Reportto State: | PA E_
Holders

[] Negative Report

i§

Holder Personnel

T ] moe ]

# = Required Field

= = = =

Complete the Year and the State

o The Report Year is the year prior to when you are submitting the report. Ex. On

April 15, 2013, you will be submitting the 2012 Report, so the Report Year is
2012.

Click Save
On the next window click Close

Option 1: Utilizing the Excel Template

4 HRS Pro - Standard Edition [ R |
File Edt View Help

Data Sets

AData 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 diided 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 i

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

@ ELECTRONIC REPORTING WEBINAR
Holders » Year 2012; State: PA 0 Props ; $0.00; 0.0000 Shares; 0 Tangible Props.

i

Holder Personnel

Select Utilities
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Import Data

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

Import Format:

© TemplateFile | XLs [*]  Open Excel Template File -

Previous Version of HRS

Import Data

- Select Import Data
- Click the link for Open Excel Template File

Paste

 Format painter u
Clipboara y Font ] Alignment s Number s stytes cens Eaiting

- @ = iof
L;‘ii jm j\ ;I ):Aumsumv,i)? l;a

& Fill -
Sort & Find &
<2 Clear - Filter - Select ~

—— O

B Merge & Center v | $ + % » | % °8 | Conditional Format  Cell Insert Delete Format
ormatting ~ as Table - Styles - - - -

s - % e~ =

Last Transaction Dt._Property Type

Prop. Category’ Deduction Code Cash Deduction _ Addition Code Cash Addition Interest Rate Account Number Check Number Prop. Comment:

Data Comments & Instructions ] e m ] »

o 100% o 5 )
- Use Version 1.0.2
- 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

T
1 HRS PRO Spreadsheet Import Template Version 1.0.2

2 Please see the Comments & Instructions tab at the bottom of this spreadsheet for more inf

D

E
##%%%% Dlagd

16

Last Transaction Dt

e ———
Property Type JProp. Category ' Cash Reported

Deduction Code

o7

1/5/2007 MS09
1/25/2007 MS08
2/7/2007 MS08
21572007 ACO1
5M7/2007 MS09
5/20/2007 MS09
7M6/2007 MS08
712672010 MS01
91772010 MS01
12/31/2007 MS16
12/31/2007 MS12

50.00

75.00
100.00
125.00
150.00
200.00
250.00
300.00
325.00
350.00

25.00
100.00

Last Transaction Date: Date of the Last Activity on the check, account, etc.
o For a check, this is the date of the original issuance

o 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

o See next page for information on finding the State Guidelines section
P

%4 HRS Pro - Standard Edition

File Edit View Help

[ patamput
Data Output
| state Guideiines

State Codes

: et
Requirements |

o)

Contact Info.

« Prey

FA

gl

Property Types | Owner Types ”DwnevRelahunSHTangm\eTypes

Code

Description

ACO1 CHECKING ACCOUNTS

ACD2

SAVINGS ACCOUNTS

ACO3

WATURE CD SAVE CERT

ACD4.

CHRISTMAS CLUB ACCT

ACDS

SECURED FUND DEPOSIT

AC06

SECURITY DEPOSIT

ACO7

UNIDENTIFIED DEPOSIT

ACDS

SUSPENSE ACCOUNTS

ACH9

AGGREGATE CHECKING ACCOUNTS

CKO1

CASHIERS GHECKS

CKo2

CERTIFIED CHECKS

CK03

REGISTERED CHECKS

CKo4

[TREASURERS CHECKS

K05

DRAFTS

CKOG:

[WARRANTS

CKO7

MONEY ORDERS

CPreview O Al 4 Tables

In HRS Pro, choose State Guidelines, then Codes
Select PA for the state
This section also gives information on Owner Types and Owner Relations which you

will need later

8|Page



A B C D E

1 |HRS PRO Spreadsheet Import Template Version 1.0.2 ***x%* Pleas
2 Please see the Comments & Insfructions tab af the bottom of this spreadsheet for more inf
3 | —

4 Last Transaction Dt. Property Type  Prop. Category (Cash Reported ) Deduction Code
5 1/5/2007 MS08 ——=T0.00

6 1/5/2007 MS09 75.00

7 1/25/2007 MS08 100.00

g 2772007 MS08 125.00

9 2/15/2007 ACO1 150.00

10 5MT/2007 MS09 200.00

11 5/20/2007 MS09 250.00

12 TM6/2007 MS08 300.00

13 T/26/2010 MS01 325.00

14 9172010 MS01 350.00

15 12/31/2007 MS16 25.00

16 12/31/2007 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 ‘A
Interest RateCAccount Number Check NumberQProp. Comments)  Stock Issue Name
1 1T o d =
722222 2345
733333 3456
44444 U567
"BA555 "BETS
"G6666 5789
T 7891
58588 5912
39999 9123
"01010 "345
"31313 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

N 0

[ P ] Q

Stock CUSIP  Stock Ticker Symbol Subissue Name

Stk. Delivery Method Stk. Delivery Acct. #

Stock Columns: Required only if there is stock to be reported
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W X Y z AA
m()wned Type Owner! Tax ID Ownerl Tax ID Extension
[ ——— el 12-3456789

p " 234-56-7891
P " 345-67-8912
P " 456-78-9123
AN " 567-89-1234
P " 789-12-3456
P " 891-23-4567
P " 912-34-5678
P " 134-56-7891
P " 245-67-8912
p 2

P 3

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

X Y z AA AB

Owner1 Relationsh@_Ownerl Type Dwnerl Tax ID_Owner1 Tax ID Extension  Ownerl Date of Birth
P T 12-3456789

P " 234-56-7891 1/1/1972
P " 345-67-8912

P " 456-78-9123

AN " 567-89-1234

P " 789-12-3456

P " 891-23-4567

P " 912-34-5678

P " 134-56-7891

P " 245-67-8912

P 2

P 3

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

AD

Ownerl Tax ID Ownerl Tax ID Extension  Owner1 Date of Birth Owner1 Lastname

Owner1 Firstname

12-3456789 ABC Co
234-56-7891 1/1/1972 Adams June
345-67-8912 Brown Robert
456-78-9123 Finnegan Matthew
567-89-1234 Green Harald
789-12-3456 Hill Sadie
891-23-4567 Johnson Raymand
912-34-5678 Miller Timothy
134-56-7891 Sands Jason
245-67-8912 Thompson Julie
Aggregate
Unknown
AC AD AE AF AG AH

Owner1 Lastname  Owner1 Firstname Owner1 Middlename Owner1 Prefix Owner1 Suffix Ownerl Title

ABC Co

Adams June B

Brown Robert R Jr
Finnegan Matthew

Green Harold 1l
Hill Sadie

Johnson Raymaond

Miller Timothy 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
A N K AL A AN 20

Owner1 Address line 1 Owner1 Address line 2 Owner1 Address line 3 Owner! City Owner1 County Owner1 State Owner1 Zipcode

Midtown Office Center 1 Main Street Suite 500 Harrisburg ~ Dauphin PA 17104
2 Main Street Harrisburg ~ Dauphin PA 17104
3 Main Street Harrisburg ~ Dauphin PA 17104
PO Box 57 Harrisburg ~ Dauphin PA 17104
5 Main Street Harrisburg ~ Dauphin PA 7104
C/0 Sally Jones 6 Main Street Harrisburg ~ Dauphin PA 17104
7 Main Street Harrisburg ~ Dauphin PA 17104
8 Main Street Harrisburg ~ Dauphin PA 17104

Hamisburg  Dauphin PA 17104
Main Strest PA 7104

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
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AQ AR AS

Owner1 Email Owner1 Driver License Owner 1 Driver License State

"M23457 PA

Owner 1 Email, Driver License, & Driver License State: These are new columns on

Version 1.0.2 — They are available for all owners listed on the spreadsheet
AU AV AW AX AY Az BA

Owner2 Relationship Owner2 Type Owner2 Tax ID Owner2 Tax ID Ext Owner2 Date of Bith Owner2 Lastname Owner2 Firstname

AN - i 678-90-1234 Green Janice

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

Organize » New folder d= - @

@ MNeme Date modified Type Size
E No items match your search.

"

|

]

- 4 i,

File name: 2012 HRS Pro Impert Template - For Webinar

Save as type: | Microsoft Excel 5.0/35 Warkbook -

Authors: Michael Frucht Tags: Add atag

Save the template as file type “Microsoft Excel 5.0/95 Workbook”
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padsheet Import Template Version 1.0.2
nments & Instructions tab at the botfom of this spreadsheet

for more info

=»*x3% Please Note: The structure and version of this Spreadsheet change

Property Type  Prop. Category “Cash Reported Deduction Code Cash Deduction Addition Code Cash Addition Interest Rate Account Mumber Check MNurj
7 MS08 1111 "234
7 MS09 75.00 22222 2345
7 MS08 100.00 33333 3456
7 MS08 125.00 44444 4567
7 ACO1 150.00 B5555 B678
7 MS09 200.00 "B6666 5789
7 MS09 250.00 e 7891
7 MS08 300.00 88888 8912
0 MS01 22 00 0000 9123
0 MS01 Microsoft Excel L= 345
7 MS16
7 MS12 2012 HRS Pro Import Template - For Webinar.xls may contain features that are not compatible with Microsoft Excel 5.0/95 Workbook. Do you want 724566

to keep the workbook in this format?

= To keep this format, which leaves out any incompatible features, didk Yes.
= To preserve the features, dick Mo. Then save a copy in the latest Excel format.

« To see what might be last, dick Help.

)= ) [ ) [

- Click Yes — no information will be changed or lost

Importing the Excel Template

HRS Pro - Standard Edition

File Edit View Help

Data Input

Properties

g
Holders
L

Holder Personnel

Data Sets

AData 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

@ ELECTRONIC REPORTING WEBINAR
P Year 2012; State: PA; 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props.

the left.

(ossi | [ s

- Select the correct Data Set

Fle Edit View Help

Data Output

Configuration and
Defauls

[

import Data

&

Rebuild Database

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

Previous Version of HRS

- Go to Utilities, then Import Data, followed by Start Import
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%, Select File for Import.

Look in Webinar
. Name °
| ® 412012 HRS Pro Import Template - For Webinar

Recent Places

w5
Libraries

A

Computer

(".1! < .

MNetwork

Load File: 2012 HRS Pro Import Template - For Webinar  ~

Files of type: Excel

Select Excel template file

% HRS Pro - Standard Editi

Edit View Help

i Import Data From A Template File =
12 Properties and 13 Owners will be imported into Data Set: 2012;
ELECTRONIC REPORTING WEBINAR; Rpt to State: PA
Prop. Type Account#  CashtoRemit _ SharestoRemit _1stOwner Name A
RERE] $50.00 0.0000[ABC CO
NS08 |22223 $75.00 0.0000|ADAMS JUNE B
NS08 [33333 5100.00 0.0000|BROWN ROBERT R
N NS08 [44444 $125.00 0.0000|FINNEGAN HATTHEW
Rl hcor e §150.00 0.0000|GREEN HARGLD
MS09 _|66e66 $200.00 0.0000]HILL SADIE
MS09 7ITIT $250.00 0.0000[JOHNSON RAYMOND
WMS08__ |88888 $300.00 0.0000|MILLER TIMOTHY W
MS0T__ 99999 $325.00 0.0000|SANDS JASON
MS01___[101010 $350.00 0.0000[THOMPSON JULIE
MS16 $25.00 0.0000|AGGREGATE
Ms12__ 131313 §100.00 0.0000[UNKNOWN
Fill in Empty 1st Owner Relation wi: if Sole Owner and if More Than One Owner Exists.

Import Data

Click Import Data

RS Pro - Standard Edition
File Edit View Help
A Import Data From A Template File =]
i 12 Properties and 13 Owners will be imported into Data Set: 2012;
ELECTRONIC REPORTING WEBINAR; Rpt to State: PA
Prop.Type Account#  CashioRemil  SharestoRemit 1stOwner Name -
ms0s |11 $50.00 0.0000[ABC CO
ms09 22020 $75.00 0.0000[ADANS JUNE B
Ms08 33333 $100.00 0.0000 [ BROWN ROBERT R
WS08___|44d4d T ATHEW I
S Import Successfull (20X ) ey
WS09__|66666 E
wsos__ [77777 S Imported 12 properties RAYMOND
MS08__ |e8s8s and 13 owners, MOTHY M
WS0T__ [99999 SON I
Ws0T__[101010 NJULIE i
us e I
W12 131313 oK I
Rebul i
2 i
Fill in Empty 15t Owner Relation wi: if Sole Owner and if More Than One Owner Exists. i
port Data |

Click OK — if there are joint owners, the number of properties and owners will be
different
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Finishing the Report
Creating the File

4 HRS Pro - Standard

File Edit View Help

Data Set: 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
Net Total: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

lolder Reports in Data Set

Report To #0fProps_ Status CashtoRemit _ SharestoRemit _Tangible Props. ~
12[Pending 5205000 0.0000 0

Finalze

i S Del

Printed Output Disk Output
® Owner Letters NAUPAFile
*) Owner Labels

Property Listing (detailed)
Property Listing (summary)

Holder Report Cover Sheet

[ preview nerate Output

| state Guideiines

Fle Edit View Help

[

Data Set- 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
i Link Contacts to Holder Report =

)

PRSI Choose p to two persons who wil

represent this holder as contacts for PA- itva Brops J

0

Report  Claims i
Contact Contact Neme City/ State

[WEBINAR HARRISBURG / PA

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

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

Cts

Save Changes

[ Preview Generate Output

- Select contacts — there must be a check mark under Report Contact and Claims Contact

- Click Save Changes

% HRS Pro - Standard
File Edit View Help

&.

Holder Reports

*

Data Set- 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
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

Repori To #0ofProps. Stalus CashtoRemit  SharestoRemit _Tangible Praps. »
12[Pending 5 2,050.00 0.0000 0

Stk Deliv Finalize

Printed Output Disk Output
© Owner Letters - NAUPAFile
Owner Labels

Property Listing (summary)

Holder Report Cover Sheet

[ Preview

nerate Output

If there is stock to report, select Stk. Delivery and select your method of delivery
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%4 HRS Pro - Standard Edition

Fle Edit View Help

=
3

Holder Reports

| | state Guigeiines

Data Set: 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
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

ReportTo #0fProps._Status CashioRemit _ Shares oRemit _Tangible Props. ~
12[Pending 5 2,050.00 0.0000 0
Confads ] [tk Deliver] [ Validate 3
Printed Output Disk Output
@ Owner Letters NAUPAFile

Qumer Labels
Property Listing (detailed)
Property Listing (summary)

Holder Report Cover Sheet

Preview

enerate Output

Click Validate

. HRS Pro - Standard Edition

== =

File Edit View Help

&
@

Holder Reports

| state Guidelines

Data Set: 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
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 CashioRemit __ Shares toRemit_Tangible Props. ~
PA 12[validated | §_ 2,050.00] 0.0000 0
T t T t
Validated! L
Holder Report contains zero validation errors. <

—

NAUPAFile

Printe

© Owner Lefters
Owner Labels
Property Listing (detailed)
Froperty Listing (summary)

Holder Report Cover Sheet

Preview

enerate Ouiput

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

%4 HRS Pro - Standard Edi
File Edit View Help

=
3

Holder Reports

| | state Guigeiines

Data Set: 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
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 #0fProps_ Status CashtoRemit _ Shares foRemit _Tangible Props. »
PA 2[Validated 5 2,05000) 0.0000 0
Contacls ] [tk Deliven \ﬂ_
Printed Output Disk Output
© Owner Letters NAUPAFile

Qumer Labels
Property Listing (detailed)
Property Listing (summary)

Holder Report Cover Sheet

Preview

enerate Output

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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%4 HRS Pro - Standard Editior

Fle Edit View Help

Data Set: 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
Net Total: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

&
2 Holder Reports in Data Set
Holder Reports Report To #0f Props. Status Cash to Remit Shares fo Remit  Tangible Props. »
PA 12[Finalized 3 2,050.00 0.0000 0
Contacts | [Stk Delivery] [ Validate
Printed Output Disk Output
Owner Letters - @ NAUPAFile
Qumer Labels
Property Listing (detailed)
Property Listing (summary)
) Holder Report Cover Sheet
| state Guideiines
m Preview Generate Output SortBy: | Owner Name E

Create the file

by selecting NAUPA File, then click Ge

nerate Output

% HRS Pro - Standard Edition == =)
File Edit View Help
I Data NP’ G, save a5 [
Data Outp
Savein Webinar - @ E-
& - Name ‘ Date modified Type
L = g No items match your search.
Holder Repol G e Props. ~

Deskiop

0

Libraries
Computer
w
L < n
Network
NAUPA Format 2012 pa_slectronic_reporting_webinar -
Save as type: HDE v]

SortBy: | Owner

Generate Output |

Name

The File Type

will be HDE — Do not change the type

Select where to save the file and click Save

. HRS Pro - Standard Edition

IEIEI

File Edit View Help

L4

Data Set: 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
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

Tangible Props. »

0

4 Created NAUPA File:

© HAMY

DOCUMENTS\WEBINAR\2012_PA_ELECTRONIC_REPORTING WEBINAR.

This is & compressed, encrypted file,

*) Property Listing (detailed)
7 Property Listing (summary)

*) Holder Report Cover Sheet

| state Guidelines
T vies | &

SortBy: | Owner

Generate Output_|

Name

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
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Sending the File

Intangible Reporting Contact Information

A @ © = 2012 Unclaimed Property Report - M. [o=h |
E Message | Insert | Options  FormatTedt  Review o @

report(@patreasury.gov | G5 7 g k4

File  Item
Include Tables

To. report@patreasury.gov

=1 2=
Send

Subject: | 2012 Undaimed Property Report

Attached: || 2012 pa abc company.hde (2 KE
Company: ABC Company ol
EIN: 23-1234567 ]
Amount: $15,120.50
Contact: Jane Smith
Phone: 717-555-2323
E-mail: jsmith@abc.com
Please find the file for the unclaimed property report attached.
Thank you,
Jane smith
717-555-2323 =

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

Commonwealth of Pennsylvania
7 8 Bureau of Unclaimed Property
{ P.O. Box 8500-53473
Philadelphia, PA 19178
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, wire or ACH Transfer will need to be sent — the above address is used for
checks

Eile Edit View Help

Data Set: 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
Net Total: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares;
Remittable: 12 Props. (0 Tangible); $2,050.00; 0.0000 Shares

Holder Reporis in Data Set
Report To #0fProps._Stalus CashtoRemit___ Sharesto Remit _Tangible Props. ~
2|Finalized $_ 2,050.00] 0.0000 0

PA

Contacts | (Stk Delivery] [ Validate

Printed Output Disk Output
(©) Owner Letters () NAUPAFile
©) Owner Labels

©) Property Listing (detailed)

© Property Listing (summary)

@ /Holder Repori Cover Sheet -
| state Guideiines.
l:m [T Preview Generate Output

When sending anything by mail, please enclose the Holder Report Cover Sheet

Select Holder Report Cover Sheet then Generate Output

You can also print a hard copy of your report by selecting Property Listing (detailed)
to send with your electronic file or 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 highlighted

Click Add

%4 HRS Pro - Standard
File Edit View Help

Data Input

Properties
g
Holders
i§
L.

Holder Personnel

Data Sets

AData Set is a collection of unclaimed properties belanging 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.

@ ELECTRONIC REPORTING WEBINAR
P Year 2012; State: PA; 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props.
Year 2012; State: PA; 12 Props.; §2,050.00; 0.0000 Shares; 0 Tangible Props

&

Properiies

P

Holders

i

Holder Personnel

Data Set- 2012; State: PA; ELECTRONIC REPORTING WEBINAR;
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 _ Cash to Report_Cashto Remit Shares to Remit _Inventory Cnt. Accnt. / Policy #

Sort By | Type [+] Detall Add

Owner(s) for Prop. Selected Above
Name Address TaxiD# __ Type  Relation

Search for Owner in this Data Set
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File Edit View Help
2% Adding Property

“#Report Prop. To: | PA #Prop. Status: | Reporiable

*property Type: | [N -

LastUpdate:

*Owner Status: | Known

Last Activity Dt: | /|

Account Num: Check Num.:
Comments:
Cash | Shares ” Tangible Inventory H Mineralinteres ‘
Cash to Report: Additions Reason: Deductions: Reason: Cash to Remit
soo0| * 50.00 = - 50.00 = $0.00
Interest Rate: | 0.0000 | %
Owner Name Address TaD# __ Type  Relation =
L [Cpetan ] s ] [Remove ]!
B Edit [ [= . ] [ﬂ Save andAdstxtPrupsriy] [ ) Cancel ] & = Required Field

Complete the
95 HRS Pro - Standard Edi

File Edit View
“h Adding Property

* Prop. Status: Reportable

= o

Last Update:

Known

[=] *owner status:

#Report Prop. To: | PA
% Property Type: E| Last Activity DL.:
Account Num.: Check Num.:
Comments:
Cash | Shares ” Tangible Inventory ” gra
Cash to Report Additions: Reason: Deductions: Reason: Cash to Remit
5000 + 50.00 - 5000 = 50.00
Interest Rate: | 0.0000 | %
Owner Name Address TaxD#  Type  Relalion
\—‘ Detal | [ Add Remove 'J
B Edt | Eswe | [ saveanoasanetPropety| [ o cancel | = Required Field

required and recommended fields as highlighted in Option 1

Owner Status

File Edit View Help
‘s Adding Property

*Report Prop. To: | P~

* Property Type:
ACCOUNTS

[CHECKING.
[SAVINGS ACCOUNTS

— Known, Aggregate, Unknown

£

* Prop. Status:  Reportable

Last Update:

[=] *ownerstatus: |known  [+]

Last Activity Dtz | /|

Account Num.:

IMATURE CD SAVE CERT
ICHRISTMAS CLUB ACCT
ISECURED FUND DEPOSIT
ISECURITY DEPOSIT
IUNIDENTIFIED DEPOSIT hd

Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:

000 + $0.00 - $0.00 = $0.00
Interest Rate: 0.0000 | %
Owner Name Address TaxD# Type Relation -
L[ petai 4dd Remove ]
E | Eswe | [ saveanaasanesrropety| [ © cancel | = Required Field

- Property Type
Last Activity Date
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File Edit View Help

2% Adding Property
L

“#Report Prop. To: | PA

*property Type: | [N -

Account Num.:

#Prop. Status: | Reporiable

Chock Hum: -

Comments:

Cash | Shares ” Tangible Inventory H neralinterss ‘

*Owner Status:

astUpdate

Known

Last Activity Dt: | /|

=

Cash to Report Additions: Reason: Deductions: Reason: Cash to Remit
50.00 - 50.00 = - 50.00 = 50.00
Interest Rate: | 0.0000 | %

OwnerName Address TaxiD# __ Type  Relation
I I I |
I I I I |
| | | | JAd

[ petai Remove ]!

=] ‘[ I save ] [ﬂ Save andAdstxtPrupsriy] [ ) Cancel ] & = Required Field

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

When finished, click Save

4 HRS Pro - Standard Edi

File Edit View Help

S 4R Adding Owner B3 =)
i Last Update
#Rey  Category: © Indvidual ) Business
wpro|  TaxID#: 234567891 DOB: 01011972
Acd % OwmerType: 1 [=] * Retationto 15t Owmer: | P [~]
Co  Last Name: ADAMS. Suffc
First Name: JUNE Prefic
U watemame: B Title:
Email:
Driver's License: 1234567 Driver's License State: PA
Address Line1: | 2 MAIN STREET
Address Line 2
] Address Line 3: [
ow] =
—|  Zipcode: 17104 City: | HARRISBURG
st PA  [-] County |DAUPHIN Country: | USA [-]
B - [ & sawe ] [ [ Save and Add Next Owner ] [ © Cancel ]
*[ * = Required Field [
leld

Complete Owner Information — for more than one owner, this

Click Save

4 HRS Pro - Standard Editio

File Edit View Help

i
A A View / Modify Owner =l (=1
LastUpdate: 074712012~ WEB
#Ref  Category: Business
*pro|  TaxID# DoB: 01011972
aod  *OWnerType: 1 * Relation 10 151 Owner: | F
Con Last Name: ADAMS Suffic
First Name: JUNE Prefic
c
Middle Name: | B Tite:
Emait
Driver's License: 1234567 Driver's License State: PA
Address Line1: | 2 LAIN STREET
Address Line 2:
] Address Line 3: [
ow] >
ol Zwcote: 17104 Gity: | HARRISBURG
L state: PA County. | DAUPHIN Country: | UsA
& Edt o sae [T Add Next Owner | [ [iClose
— * = Required Field
Il eld

is for owner 1

Click Close if there is only one owner
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%4 HRS Pro - Standard

File Edit View Help

“os View / Modify Property (=)
Last Update: 07/17/2012-WEB
*Report Prop. To: | P4 *Prop. Status: | Reporiable *Ovmer Status: | Known
#Property Type: | 11509 - CREDIT BALANCES-ACCOUNTS RECEIVABLE Last Activity Dt: | 01/05/2007
AccountNum.: | 22222 Check Num.: | 2345
Comments:
Cash® | Shares ” Tangible Inventory H
Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
s75.00| * 50.00 - 50.00 = 0
Interest Rate: | 0.0000 | %
|
|
Owner Name Address TID# _ Type  Relation ~
ADAMS, JUNE B [2 MAIN STREET HARRISBURG, PA 17104 [23456-7891[ 1 [F |
B Edit Save [ Add Next Property _m % = Required Field

To add more property, click Add Next Property and choose Add New from the drop

down menu that will appear

%4 HRS Pro - Standard Edition

S vy m—

File Edit View Help
Pl # Adding Owner = =1
Last Update
*Regl Category: @ Individual ) Business
wpr|  TEXIDE S07-80-1234 |
acd  *OwmerType: 1 [ * Retation 1o 15t Owner: I
Col  *Last Name: GREEN sume
First Name: HAROLD Prefic
U Middie Mame: Title:
Email:
Driver's License: Driver's License State:
Address Line 1: | 5 MAIN STREET
Address Line 2:
Address Line 3:
P ipcote: 17104- City: | HARRISBURG i
| state PA [r] County |DAURHIN Country: | USA [=] |
] Edit | Hswe | [ saeansasanenowner | | © cancel | I
* = Required Field "

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

Owner 1

%4 HRS Pro - Standard Edition

File Edit View Help
h Vi 2
S i # Adding Owner = =1
Last Update
*Reg| Category: @ Individual ) Business
wpr|  TEXIDE 567-89-1234 DOB: | i
acd  ¥OwnerType: 1 * Relation o 15t Owner: | AN I
Col  *Last Name: GREEN sume
First Name: HAROLD Prefic
=
Middle Name: Title:
Email:
Driver's License: Driver's License State:
Address Line 1: | 5 MAIN STREET
Address Line 2:
|
| Address Line 3:
owl =
—  Zipcode: 17104- City: | HARRISBURG
State: PA [r] County |DAURHIN Country: | USA [=] i
o I
Edit m [ save andAdd Next Owner han:e\ :
e * = Required Field
leld

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

Sh # Adding Owner
*Regl Category:

wpr|  TEXIDE

i LastUpdate:
ndividual () Business

673-90-1234

% Owner Type:

* Last Name:

First Name:

Middle Name:

Email:

Driver's License:

1 % Relation fo 15t Owner: | AN )
GREEN Sufic:

JANICE Prefic

Tithe:

Driver's License State:

Address Line 1:

Address Line 2:

Address Line 3:

[ 125 | ol § &

& Edt

—

kto Existing Owner

5 MAIN STREET

17104~ City: | HARRISBURG

PA  [r] County DAUPHIN Country: | USA

[ sae &aveanaMaNex\Ownev] [ © cancer |

* = Required Field

&

leld

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

Eile Edit View Help

734 View / Modify Property

*Report Prop. To: | PA
“*Property Type: | 1509

AccountNum. | 22222

‘Comments:

LastUpdate: 07H7/2012- WEB

* Prop. Status: | Reportable

- CREDIT BALANCES-ACCOUNTS RECEIVABLE Last Activity Dt | 0

Check Num.; | 2345

Gas!

Shares ” Tangible Inventory H neralinteres:

*Owner Status: | Known

1

Cash to Report:
575.00 | +

$0.00 - $0.00 =

Interest Rate: | 0.0000 | %

Additions: Reason: Deductions: Reason: Cash to Remit:

0

Qwner Name

Address TaxID # Type

Relation +

ADANS, JUNE B

[P

|2 MAIN STREET HARRISBURG, PA 17104 [234-56-7891] 1
| | |

[ [ [
oo [ somos 13

' W save [ DadanestPropety | [ [ Glose | = Required Field

Edit — to change property information
Detail — to edit owner information
Add - to add joint owner(s)

Remove — to delete a property

File Edit Vi

Help

< View / Modify Property

#*Report Prop. To: | PA

*Property Type: | 11509

Account Num.:

Comments:

Last Update: 071712012

-WEB

* Prop. Status: | Reportanle *Owmer Status: | Known

- CREDIT BALANCES-ACCOUNTS RECEIVABLE Last Activity Dt |01

Check Num.: | 2345

iCash® |Snaves ” Tangible Inventory H eralinteres

Cash to Report:
§75.00| +

Additions: Reason: Deductions: Reason: Cash to Remit:

$0.00 - $0.00 =

InterestRate: | 0.0000 | %

0

Owner Name

Address TaxID#  Type  Relation =

ADAMS, JUNE B

[2 MAIN STREET HARRISBURG, PA 17104 [234-56-7891] 1 [P

| | | |
(s ] [ s ] (oo ]

2 Edt

bl save

[ Daganeseropery | [ [3 close heqmredﬁs\d

Click Close after adding the last property

23| Page



