WITH ELECTRONIC REPORTING, YOU WILL SIMPLY BE
I T, S EASY INPUTTING YOUR INFORMATION AS THE HOLDER AND
ALL OF THE INFORMATION THAT YOU HAVE ON THE

UNCLAIMED PROPERTY AND ITS OWNER.

1. Download the software (whoever does thigSM haveadministrativerights or the
program will not function properly).

2. Enter in information as the program prosnptyou will be entering the contact information
for questions regarding the report.

3. Go to the HOLDER icon on the left side enthe data input button and add your compan
information. Hit SAVE and then CLOSE.

4. Go to the DATA SETS icon and add a dataGkck on the ADD button. Enter the repo
year and the state as IA. Select the SAVE buttwhthen select the CLOSE button.

5. Make sure that you have the data set teelethat you just created. It should have a
arrow next to it.

0. Move on to the PROPERTIES icon and clicktbe ADD button. The property status
reportable. If you are going to enter the ownéormation, the owner status is KNOWN. Enter t
type of obligation(listing of Property Type Codes on page 7) thatesents the property and the Ig
transaction date. Then after you have entereccalsé to report, hit SAVE and it will take you
another screen for you to enter the owner’s nandeaaldress. Under Adding Owner, the owner t
will be #3 ALL OTHER (if you actually have ownerfarmation). If you do not have ownsg
information the property would be part of the aggte - #5. Once owner information is entered,
SAVE (or SAVE AND ADD NEXT OWNERS if you have a jui owner situation) and then CLOSE
Click on ADD NEXT PROPERTY to add a new propertgael.

1. If you chose to aggregate properties: All propsrtismder $50 and where the owner
unknown must be reported in aggregate asrecerd. The property status is reportable andttreer
status is aggregate. Enter the property type cddAC99” the amount in the cash to report fiel
Only enterONE aggregate property.
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8. Once you are finished entering your propegcords, move to DATA OUTPUT and sele
the HOLDER REPORTS icon.

9. Make sure that you have selected a cohtaclicking on the CONTACTS button and sele
the box you want to be the contact for the reflitk on the SAVE CHANGES button.

10. Next, VALIDATE the report and then FINALIZE the reqt by clicking on these buttons.
11. Click on the HOLDER REPORT COVER SHEET button arftert click on the
GENERATE OUTPUT button to print the cover sheet.

12. Insert a disk or CD and click on the NAUPA file tart, then click on GENERATH
OUTPUT, name the disk. Make sure the correct deselected from the drop down menu.

13. Fill out and have the HOLDER REPORT COVER SHEET haue it signed by an office
of your company. Checks are made payable to TREATRIBTATE OF IOWA.

14. Mail the signedtHOLDER REPORT COVER SHEET, CHECK, andDISC or CD to the

Treasurer’'s Office.

*Note- periodically, ACS 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 ACS 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.



