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Visit wagers.net and select HRS Pro Reporting software.

http://www.wagers.net/


Select the HRS Pro edition you would like to download.



Installation must be performed by someone who has Administrative rights. Prior to 

installing the software, review system requirements. 

Select Full Installation for First time users.  An “Update Only” must be installed every 6 

months after Full installation.  



Complete the required information in red.  Scroll to the bottom of the page to 

Accept the Terms.



You will return to the previous page, select If nothing happens, click here for full or 

update version; choose the version you need to download.



Once the File Download box appears, select Run.



You should see this dialog box during the download.



Select Run again.



The HRS Pro Set up wizard will start automatically.  Close all applications and select 

Next to continue.  



Once you have read through the HRS Pro License Agreement, click the box to accept 

the terms.  Click Next.



HRS Pro should be saved to your system’s Programs Files.  Click Install.  



Allow the Set up wizard to complete the final step of your HRS Pro Installation.  

Once completed, click next.



Installation is complete.  You may click “Run HRS Pro now”, then select Finish.  



CREATING A HOLDER 

CONTACT IN HRS PRO



The Sign In screen will appear, select Add New User.



Enter contact information, click save, then close.  We will use this contact information 

if we have questions.  

Note: Your entry for “Initials” must be three letters or you can not continue.



Select Holders, then “Add”.



Enter Business (Holder) Information.  Click Save then Close. The holder is now 

established. 





Select Data Sets, then Add.

Note: Creating a “Data set” is creating a report for the current year.  Create a separate 

data set for each year’s report.



Enter Report Year.  Select Single State even if you are reporting incidental property for 

other states.  For more information, refer to our website http://ucp.dor.wa.gov

Select Washington as the Report to State.  Click save then close.

http://ucp.dor.wa.gov/




Before you begin to enter in owner properties, you must enter information for any 

Securities you are reporting.  Select Utilities, then Configurations and Defaults.  

Select “Add”.



Enter in the Name of the Security, Cusip number, and Mutual Fund Family (if applicable).

Click Save then Close.  Repeat process until you have entered all the Securities you are 

reporting. 





Highlight the Current Data set.  Select Properties to add owners.



Select “Add” to begin entering properties.



Fields with asterisks are required fields but complete as many fields as possible.  Next, 

tab down to the Cash to Report field to enter amount.  Cash to remit will auto fill.    

Click save.  You will be taken to the Owner Information screen.  



If you are a municipality and retaining funds, enter the Cash to Report and enter the 

amount in the deduction field.  Use the Reason ZZ.  The Cash to Remit field should 

show zero.  You must send the funds for owners with out of state addresses.



If reporting shares, select the Shares tab to enter securities.  Use drop down to select 

the pre-entered cusip and number of shares. Click save.  You will be taken to the Owner 

Information screen.



Enter Owner information.  Fields with asterisks are required fields but complete as many 

fields as possible. If there is a second owner to same property, click “Save and Add Next 

Owner”.  If no second owner, click Save.



Select Add Next Property or Close to finish adding properties.





Once Data Input is complete, select Data Output then Holder Reports.



The report is ready for final validation. Click Contacts to update contact information.



Confirm and check the boxes for Report contact AND Claims contact. 

Click save changes.



If you have entered securities, this box will be available to select.  

Click “Stk. Delivery” for Stock Delivery method.



Validate your report.  This checks for errors.



This box will appear if your report has zero errors.  If the report does contain errors, it 

will take you to the screen with errors highlighted in yellow.  After making corrections, 

it will tell you your report is validated or take you to the next error.  Once the box 

states there are zero errors, click OK.



Select Finalize.



Select Yes to Finalize your report.

Note: No changes can be made once the report is finalized.  If corrections are 

needed, Un-finalize the report, make your changes and Finalize again.



If you would like to print out a copy of the report, select Property Listing (summary) 

and click Preview.  Click Generate Output and then Print. Repeat for Property Listing 

(detailed).  



To save your Electronic Report: Click the NAUPA File button and then Generate 

Output.



Save the NAUPA Formatted report to your My Documents or Desktop.  Click Save.



Your report is now ready to file online.  Click link to continue.  This will take you to 
State of Washington Unclaimed Property website for electronic submission.



Select Report it to us.



Click Submit under Electronic Reporting.





If you use the Department of Revenue E-file or are a returning user, you may use the 

same Logon ID and password. Otherwise register by selecting join now to create a 

logon and password.



Enter your name, email and phone number.  Click next.



Create your logon name, password and security answer.



You will receive an email from Online Services once registration is complete. 



Select “File your report(s)” and click next.



Browse and attach your NAUPA formatted file that you created in HRS Pro or 

another software. You may attach several files.  Each file will be attached 

separately.  



If you are filing to multiple holders with the same Federal ID Number, use the drop 

down to select the holder account for the attached file.



You will need to provide an ACCESS NUMBER the first time you report online. The Access 

Number is associated with one Logon ID.  If you are a new user for the company, select the 

link to enter your Access Number. If the Access Number was used by a previous user, 

contact our office to have a new number assigned.  If you are the user who filed the 

previous years, it will not ask for an access number, it will say “Ready to file”. 

Note: If your business has never filed with the State of Washington, you do not need an 

Access Number for your first filing. 



Enter your access number and click on next.

New holder accounts will receive an Access Number in the mail after the initial 

filing and must input it before they can use the system again. 

File your report(s)



If you created a new account or entered your access number in a previous session, 

you will see “Ready to file”.  This is the last opportunity to remove files before 

submitting. 

Click next.



Verify the account information is correct.  If incorrect, click edit.



Edit account information if needed. Click save, then next.



If you are submitting monetary property, choose your payment method. Click next to 

receive a payment voucher for your selected payment method.  A copy of the voucher 

will also be sent by secure email.

Note: ACH Credit will not automatically credit our account.  Contact your financial 

institution to apply a credit to the Unclaimed Property account.



If your report contains securities, you will be asked to select a Stock Delivery Method.  

Click next.



If you are filing reports for multiple companies (multiple holders), you will be given 

the option to print separate vouchers for each holder.

Click next.



This is an example of the payment voucher when remitting by check.  Print voucher, 

attach the check and mail to the address provided.  This is all you are required to send.



This is an example of the payment voucher using the ACH Credit option.  Provide the 

account information to your financial institution to complete the ACH CREDIT payment. 

You will not need to mail anything with this option.



If reporting securities, you will receive a Securities confirmation with transfer 

instructions based on the delivery method selected.



If you are reporting Safe Deposit Contents, you will receive this voucher.  Please do 

not send the contents until you have received delivery instructions from our office. 



If you are a municipality, you will receive this voucher.  It will show the amount to remit 

as zero unless you have reported out of state owners.  



Print a receipt for your records.





FILING A NEGATIVE REPORT WITHOUT A FILE: Select File a Negative Report.

Click next.



Select report year.  Check the box next to holder account filing Negative report or 

Add an account.  

Note: You must provide your FEIN or Taxpayer ID number to use this option.

Click next and print receipt.





It’s important to keep your Holder Account information up to date. If your business 

has a new address or contact, use this option to update.

Select Update Holder Information and click next.



Select your holder account and click next.

Select Add an account if you are a new online user.  You will need to provide a 

FEIN.

Test Company – last filed report year 2009



Enter new holder contact information and click Next.

Test Company

JACK SMITH

123 MAIN AVE

OLYMPIA, WA 98502

Phone (360)555 – 1234

TESTER@TESTING.COM

Test Company



Verify the updated contact information is correct and click next.  If not, click Back 

to correct. 

99-9999999 – TEST COMPANY



You will receive the message “This account has been updated” once the update is 

complete.  Return to the Main Menu to use other services.

99-9999999 – TEST COMPANY

JACK SMITH

123 MAIN AVE

OLYMPIA, WA 98502

Phone (360) 555 – 1234

TESTER@TESTING.COM


