
Filing your Unclaimed 
Property Report With 

HRS Pro
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HRS Pro



1. Go to “ucp.dor.wa.gov”.
2. Select “File your Unclaimed Property Report”.



3. To create your NAUPA formatted file, select the “HRS 
Pro” hyperlink.



4. Select “Downloads”.



5. Select “Download”.
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6. Complete fields in red, click “Accept”.
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7. Select “Run”.
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8. Select “OK”.
9. Enter your personnel information, select “Save”.
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10. Select “Close” after saving 
information.



11. After creating a user the following message 
will be displayed. Select “OK”.
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12. Fill in required 
information. Select “Save”. 

13. Select “Close” after 
saving information.



14. Select “Add”.

10



15. Enter report information. 
16. Select “Save”.

17. Select “Close” after saving 
information.



*There are two ways 
create a report:

a) Import an .xls template, by 
selecting within the Data Input 
sub-menu:

18. Refer to the “HRS Pro User Guide” for further 
instructions and illustrations for creating your .xls
template. 

sub-menu:
• “Utilities”
• “Import Data”
• “Open Excel Template 

File”
• “Start Import”

b) Manually add each record. 
(See the next slide for these 
directions.)

-or-



19. To manually add records select “Properties” 
in the Data Output sub-tab.  The following screen 
appears for when entering the first owner:



20. Select “Add”.



21. Enter owner information, select “Save” or 
“Save and Add Next Property”. 



22. Enter owner information.
23. Select “Save” or if there is another owner for the 

property select “Save and Add Next Owner”. 
24. After the record has been saved select “Cancel”.



25.  If you have more property to add select 
“Add Next Property” –or- if not, select “Close”



26.  Select “Data Output”.



27. Once records have been entered,  select 
“Contacts”.
28. Select applicable contact.
29. Select “Save Changes”.
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30.  Select “Validate”.



31. Select “OK”.

32. Select “Finalize”.



33.  Select “Yes”.

34. Select “Naupa File”.34. Select “Naupa File”.
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35. Select “Generate Output”.
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36.  Select the location to save the file. Saving to your 
desk top is recommended for easy retrieval.
NOTE: The default location may be: C:\Program Files\Wagers and Associates\HRS Pro\Data. 
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37. Go to ucp.dor.wa.gov.
38. Select “File your Unclaimed Property Report”.



39. If you currently have a Logon ID and Password to file 
your Excise Tax you can enter that information in the 
“Returning users” field. *skip to step 45* 

40. If not, select the “join now” hyperlink. 



41. Fill in your information, all fields are required.  The 
CAPTCHA is not case 
sensitive but it does requires a space in between the two 
groupings of numbers/letters.  

42.  Select “Next”,



43. Create your Logon ID, Password and Security 
question.

44.  Select “Next”.



45. This is your confirmation of registration. Select 
“Continue”.



46. Select “File your report(s)” 
47. Click “Next”.
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48. Select “Browse”.
49. Select “Attach File“
50. Click on “Holder not found Click Here to add” hyperlink.
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51.  It asks you if you are an employee of the company or a 

business that files on behalf of the company.  (Most will fall 

under an employee of the company.) Make your selection and click “Next”. 



52. Fill out the information below. When complete, click on 

“Next”.



53. Most of this information will auto-fill from the .txt file.  
Verify information is accurate and click “Next”.



54. Verify all the information was entered correctly and 

click on “Next”.



55. You are redirected to start over;  select “File your 
report(s)” and click “Next”.



56. You will see your file attached, select “Regular Annual 
Report”, unless specifically instructed otherwise.  Click 
“Next”.
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57. Your upload was successful! The payment options will 

display; the preferred payment is E-Check. Click on button 
to the left of payment method. You automatically will 
be directed to the next page.



58. Fill in all the information and click “Continue”.



59. Verify the information listed is correct.  Read the 
Terms and Conditions section and check “I accept the 
terms and conditions” box.  Click “Submit and Pay”.
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60. Click on “Return to Unclaimed Property”.



61. Select “Next”. 



62.  Print your Confirmation and Logout.



Questions?
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