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What Is UPExchange

* A Free Software Program
» No software to install or maintain
 Software-as-a-Service offering (SaaS)

 Accessible from anywhere, with any
standard Web browser

 Allows Holders to Create Electronic
Unclaimed Property Reports in the Standard
NAUPA Format.
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- SRS UPExchange Tools

~Umive User Guide, interactive tutorials, pre-
recorded training videos on capabilities,
overview modules, FAQ and answers, and

training webinars.

» Access available at ETM (Eagle
Technology Management, Inc.)

http://www.byetm.com/
 Offers on-going product support at
(319) 739-3557 x 1 .
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The only system for submitting
reports and remitting payments

™
UPEXxpress | |
for unclaimed property online.
by ETM
[ Learn wore |




UPEXxchange
Sign Up or Log In

®| HOME STATUTORY REPORTING  UNCLAIMED PROPERTY  LIBRARY  COMPANY INFO

Meed Help? Click hers

UPExchange™ : unclaimed Property Reporting, Compliance, and Collaboration ‘ ( j‘ Chat Online

More Information : . .
« New User Siznup Reporting, Compliance, and Collaboration —'

= Existing Users Login

SignUp o Loglin

* Training & Sales UPExchange™ is a web application that makes
Webinars

* UPExchangs Brief

unclaimed property compliance simple. To meet

N AQLSEA A

end-user requirements. it's accessible from

= Unclaimed Property UPExprIESS
Exchange Blog anywhere with just a browser. and sends reports White Paper

= Unclaimed Property and payments to multiple states entirely online. To To meet IT requirements. it's
Cutsourcing dlelivrran ae crftaice s e cney e ST O T et crm i re et e 04




UPEXxchange
Sign Up —Step 1

UPExchange:

Unclaimed Property Reporting, Compliance, and Collaboration

Create Account - Step 1 of 3

UPExchange now offers
online / ﬁhng Your First Name * Nancy

. Your Last Name * Scribner
.L==[‘“" ’ Your Phone Number™ ( 802 ) 426 - 2222 ext
. (=

mh . 5 Your Email Address *  nscribner@fairpoint.net]
§ W=y

Estimated Number of Property Records * |1 - 100 [~

click for more information

Next




UPEXxchange
Sign Up — Step 2

UPExchange:

Unclaimed Property Reporting, Compliance, and Collaboration

Create Account - Step 2 of 3

UPExchange now offers Company Name *
online / filing Abi's Closet
Holder Type  Corporation

] [«

EL-=[«3 State of Incorporation * |Vermont
.. -‘ ;: Report Signer Name *  Nancy Scribner
§ =Wy

Report Signer Title * Owner

Report Signer Phone * 802 426 2222

. . 4 Report Signer Email©  nscrib@fairpoint.net|
click for more information '

| Previous | [ Next ]
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UPEXxchange
Sign Up — Step 3

UPExchange:

Unclaimed Property Reporting, Compliance, and Collaboration

UPExchange now offers

Sy -,
g ""f

click for more information

i,_-

online ¥ filing

B

Create Account - Step 3 of 3

User Name * nscribner@fairpoint_net

Password * Ty

Confirm Password ™ eeessese

Security Question®  Last Month of 2013

Security Answer©  eeecsces|
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UPEXxchange
Sign Up — Successful

UPExchange:

Unclaimed Property Reporting, Compliance, and Collaboration

UPExchange now offers 2 g
¢ Registration Complete!

online / filing

Congratulations and welcome aboard!

You have successfully completed your registration. To get
started:

1. Print the step-by-step guide.
2. View this 3-minute video.
3. Proceed to UPExchange.

11



UPEXxchange
Log In

UPExchange:

Unclaimed Property Reporting, Compliance, and Collaboration

UPExchange now offers

online /¥ filing

wh ¢
| §;V

click for more information

Email Address:
Nancy.Scribner@state vt.us

Password:

.........

.........

Software License Aareement

IMPORTANT! You must accept the terms of the Software License Agreement
before signing in.
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UPEXxchange
FREE VERSION

TRAINING: Recorded Webinar for new UPExchange subscribers (Dec 12, 2013). - Watch Now. m

Self Service Full Service Free Edition

Starting at $49 / Year Starting at $199 / Year

13



UPEXxchange — Videos - Helps

Holder: Unclaimed Property SOV (switch) Help | Chat | Logout

—

| Reporig

Resources

Home Page

UPExchange is a web-based
application that automates
the management and
reporting of unclaimed
property to meet regulatory
filing requirements.

Basic reporting functionality is
free to use and endorsed by
NAUPA. Value added
features like built-in
dormancy calculations,
custom reporting, audit
preparedness, and more can
be licensed for a modest fee.

‘ Welcome to UPExchange

The video below gives a quick overview of the UPExchange HELP RESOURCES
application.

¥y ¥

Other helpful resources:

« A Step by Step guide

+ An online user's guide
« Our unclaimed property blog
« Free training and sales webinars

« A knowledge base of frequently
asked questions

« Live support using internet chat
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Home

Holder Home

Add Holder

Property ‘ Repaorting ‘ System ‘ Resources

Holder Home

A holder is a company in
possession of unclaimed
property. Holder information
is used on state reports to
identify which company is
reporting the unclaimed
property records.

Add Holder begins a wizard
that walks you through the
process of setting up a
holder.

Edit Holder allows you to o
view, edit, and manage
holders

Edit Holder

The video below gives a quick tutorial of how to add and edit
your holder information.

Other helpful resources:

- A Step by Step guide
= An online user's gquide

= A knowledge base of frequently
asked questions




Holder Home

Add Holder

Add Holder

General Information

Contact Information

State Specific Data

Finished

Upgrade Info
’. )
<

UPEXxhanage

Add a New Holder — Step 1

Edit Holder

Add Holder - Step 1: General Information

Federal ID (FEIN) *

NameLine 1*

Name Line 2

Display Name *
Address Line 1

Address Line 2
Address Line 3
City "

State *

Zip*

County
Country *

Fax Number

03 |-[1234567

Abi's Closet

I

Abi's Clos

{2 Pearl Strest

i
I

Marshfield

Vermont

105658

B

\Washington

United States

D[]

L

Complete all required fields then click next to move to the next step. Required fields are marked with an asterisk ( * )

Holder Type * Corparation B
State of Incorporation*  Vermont E]
State of Business 'Vermont B
Business StartDate*  01/0012012 ]
Demutualization Date | 1
NAICS 315212 |Lookup

Report Signer Name *  [Nancy Scribner |
Report Signer Title * \Owner ]
Report Signer Phone *  |802 426-1234 —I
Report Signer Email *  nscrib@fairpointnet |
Name of Notary ﬂ j
Notary Title [ |
Notary Expiration | |

Next | 4
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Holder Home

Add Holder

£ General Information

Add Holder

UPEXxchange
Add a New Holder

Contact — Step 2
[ o TN S

Reporting |

Edit Holder

| Add Holder - Step 2: Contact Information

The Report Contact is the person responsible for answering questions about the content of your state report.
The Claim Contact is the person that property owners should contact in response to a due diligence letter.

Contact Information

State Specific Data

Finished

' Upgrade Info

Report Contact Claim Contact
ContactName*  [Nancy Scribner ContactName *  |Nancy Scribner ]
Address Line 1° |2 Pearl Street J Address Line 1* |2 Pearl Street ]
Address Line2 | | AddressLine2 | ]
Address Line3 | | AddressLine3 | ]
City * Marshfield \ City* [Marshﬁeld ]
State * Vermont v State * Vermont [+]
Zp* 05658 ] Zip* (05658 |
Country United States [~ Country * 'United States vl
Phone (1802 |) 426 |- 11234 | Phione* (802 J) 1426 |-[1234 |
Fax _DhL_H Fax ) ) i _—
Email ihscnb@fanrpointnet Email * {n_si:_nl)_@fairpoint.net ]
E:’__]l Use Same For Claim Contact

| Prevous ] tex ===

N




UPEXxchange
Add a New Holder
Contact — Step 3 - SKIP

Home Property | Reporting . System Resources
Holder Home Add Holder Edit Holder
Add Holder Add Holder - Step 3: Colorado Deduction and State IDs
£ General Information Colorado Standard Deduction is available to all holders who file property records with the State of Colorado. See

the Colorado web site for more information about this deduction.

"I take the Colorado standard deduction

£ Contact Information AL T :
State IDs are identification numbers or ‘Holder Number’ assigned to your company by a state after you have filed an

unciaimed property report with that state. Most states use your FEIN so no other number is assigned. Contact the

state(s) if you are unsure of your state identifier or whether one has been assigned to you.
State Specific Data

11 have state-assigned IDs to enter

Finished

I Previous W Fimsh______ ] _
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UPEXxchange
Holder Setup i1s Complete

—r

Home Property Reporting System Resources
Holder Home Add Holder Edit Holder
Add Holder Holder Setup Complete NEXT STEPS

& General infofmaton Your holder has been successfully created.

To view a Step by Step guide for next steps, click here.

To edit this or an existing Holder, use the Edit Holder menu or click here

To create another Holder, use the Add Holder menu or click here

|£ To enter property records for this Holder, use the Property tab or click here
Finished

|£ State Specific Data

19



UPEXchange

MANUAL
REPORTING
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UPEXxchange
Add Owner & Property

Help | Chat
Property Owner Information .
OwnertD Type |FEIN [+] OwnerD| | WBusiness Owner Relationship Code (SO | Email | ]
) :
Business Name  |ABC Company | City ‘Montpelier ]
County |Washington [
State  Vermont B /
Address [Main Street USA | Altemate Filing State  [] Date Loaded 11213172013 |
\ ] Country |USA | Last Modified .
I | Zip 105602 | LI RPO Due Diligence Sent 1213172013 |
Propety Comments Custom Fields @
Property Code CK13 - VENDOR CHECKS [~ Status | Open For Reporting [»]

I Check# or Unique ID ?2_23 I Last Actmty Date _ﬁﬁﬁg Initial Amount | 325.00/ Interest Rate |
olicy Number | | Maturity Date | Addl Amount Code E]
Account Number | ! Ending Tran Date | Deduct Amount Code E_]

Description \Uncashed Check | Amount Due | Date Paid ]
Amount Paid State Paid |

- WARNING: Property Code and Check# are required fields! This record cannot be saved until both fields are completed!

Help me complete this form. I Close This Window \ Save Your Work |




UPEXxchange
Holder /

Add Another Holder - or -
New Property — Same Owner

Add New Property

Property Owner Information

OwnerlD Type OtherB OwnerlD |000000001 V! Business Owner  Relationship Code ?SO Email |

Business Name fABC Company ] City [Montpelier [
County |Washington

22



UPEXxchange
View Records

Home Reporting | System | Resources |
Property Home Wiew Records Add Record Import Records Download Mass Update 5
State Status Property Type Advanced Search
All [+]  Show Al l*| ® curent © Archivea | Show All Property Types | | Go>>

Home Holder Reporting | System | Resources |

Property Home View Records Add Record Import Records Download Mass Update o
State Status Property Type Advanced Search
Al [=] [Show Al [ @ cument © Archivea | Show All Property Types =] [Go»> |

Full Name Owner D City State Code Proy ID Amount Status
Edit ABC Company, Looaoooooo Montpelier VT CK13 1223 325.0000 o
Edit Drew, Alice Uooaoooooos Marshfield VT MS09 67849 55.0000 o
Edit Smith, Susan Uoaooooooz Montpelier VT MS01 5678 55.0000 o

Edit Mode | @ Page 1 of 1

3 primary owner records found. ($435.00 total amount due, 0 outstanding shares)
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UPEXxchange

Download — Select Filters

Property Home

Download

Generate reports that can be
downloaded for analysis or
reconciliation purposes.
These reports are for your
internal use only and are not
intended to be sent fo the
state.

Upgrade Info

INTERNAL
REPORT
ONLY

Holder
View Records
State Selection
South Carolina
South Dakota
Tennessee
Texas
Utah
Wermont
Wirginia
Washington
¥ West Virginia
Wisconsin
Whyoming
Unknown or Foreign
Alberta
Quebec
] Virgin Islands
V] American Samoa

4

Clear All

Add Record

Reporting

Import Records

Current Data a:lhrchive Da

Diownload

a 00 ALL PROPERTY CODES

Open For Reportin

[CIPaid To Owner

| Remitted To State
["IReported On Preliminary
["]Force On Report
["IHold From Reporting

["] Exempt From Reporting

Include Amounts: | All
Date Ranges

Last Activity Date
Last Modified Date
Date Loaded

Due Diligence Sent

CTACOT CHECKING ACCOUNTS
] ACD2 SAVINGS ACCOUNTS

[C] AC03 MATURED CD OR SAVINGS
CERTIFICATE

[Tl AC04 CHRISTMAS CLUB ACCOUNTS
[C] AC05 MONEY ON DEP TO SECURE FUMND

[C] AC06 SECURITY DEPOSITS

[C] ACO7 UNIDENTIFIED DEPOSITS
[C] AC08 SUSPENSE ACCOUNTS
[C1AC09 IRA, KEOGH

4

Mass Update

[=]| | [ select All || Clear Al
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UPEXxchange
Download — Summary Report

Internal Report Only

Property Home

Download Results

Summary reports are static
documents available for
download in Abobe PDF or
Microsoft Word formats.

Detail reports are available
for download in various
formats that allow you to
analyze and manipulate your
data.

Holder Reporing Resources
View Records Add Record Import Records Download Mass Update
Download Results

Your property records are ready for download.

Adobe FDF E| [ Download My Summary Report ]

Microsoft Excel E| Download for Custom Reporting @

25




UPEXxchange Reporting
Property Report

- 3
File Download ||

Do you want to open or save this file?

na; Name: UPExchange_1_9_2014.PDF

Type: Adobe Acrobat Document, 1.94KB
From: up.eagletm.com

[OpenJ[SaveJCancel

i % While files from the Intemet can be useful, some files can potentially
\g) ham your computer. if you do not trust the source, do not open or
- save this file. What's the risk?
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UPEXxchange Reporting
Property Report

Internal Report Only

Property Records Summary Report
132014 1:32:53 PM

Owner ID MName Address EELF; Unigque ID Amount Shares
000000003  Drew, Alice Plane Road Marshfield VT 05658 MS09 6789 $55.00 0
000000002 Smith, Susan West Street Montpelier VT 05802 MS01 5678 £55.00 0
UB12977399  ABC Company, Main Street USA Montpelier VT 05802 CK13 1223 $325.00 0

27



UPEXxchange Reporting
Due Diligence — Select Filters

Holder Froperty Reporting Systemn
Reporing Home Due Diligence State Repors Library &
Due Diligence
Generate letters you wish to Choose your state and letter format:
send to owners in an attempt
to reunite them with their Vermont El Format: | Universal Letter El
property.

Your letters have been downloaded. Look for the following to retrieve your file:
Upgrade Info

28




UPEXxchange Reporting
Due Diligence Ltr - Download

| Holder Property Reporting System Resources
Reporting Home Due Diligence State Reports Library

Due Diligence

Generate letters you wish to Choose your state and letter format:
send to owners in an attempt

to reunite them with their |Vermont IEI Farmat: | Universal Letter with NotaryE
property.
Your letters have been downloaded. Look for the following to retrieve your file:
Upgrade Info

1 1

o

Do you want to open or save CompanyMame_AL_DueDilPDF from 139.146.161.2457

Open ‘w Cancel x

Tahelp protect your security, Intemet Explorer blocked this site from downloading files to your computer. Click here for aptions.
If you see this message above — your system has
blocked the download.
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UPEXxchange Reporting
Due Diligence Letter - PDF

r File Download !_2@_?

Do you want to open or save this file?

I21~ Name: AbisCloset_2014_DueDil_01090204.PDF
Type: Adobe Acrobat Document, 5.95KB
From: up.eagletm.com

[ Open ] Save ] Cancel

While files from the Intemet can be useful, some files can potentially
ham your computer. If you do not trust the source, do not open or
save this file. What s the risk 7
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UPEXxchange
Reporting

Due
Diligence
|_etter

RE: Domnant Accounts

According to our records, you appear to be the owner of funds or have an interest in the
monies, rghts to monies, or intangible property summanzed below. No fransaction or other
activity has been noted for a significant penod of time. If you have an interest in these funds
and wish to prevent such funds from being reported as unclaimed funds to the state, please
so indicate by signing below and retumning this notice to the address indicated below.

The total amount of the unclaimed items 1s $325.00 and/or 0 shares of stock.

If 2 response is not received within 30 days after the mailing of this notice, these funds will be
reported as unclaimed funds and transferred to the State, to whom all further claims must be
directed.

Please complete the information below and sign and date this notice to acknowledge
ownership of the above described property. Then mail to:

Abi's Closet

Nancy Scribner
2 Pearl Street
Marshfield, VT 05658

| certify that | am either the person specified above or represent the entity addressed in this letter.

Full Hame:

Street Address:

City, State Zip: Phone:

Signed: Date:
Subscribed to and swormn before me on this day of 20
Motary Public

(SEAL)




UPEXxchange Reporting
State Report — Select Filters

Reporting Home

State Reports

Generate the cover sheets
and electronic state files to
send to the states.

The system does not
automatically submit your
files. The cover sheets and
electronic state files must be
saved to your computer so
you can submit them to the
states.

Please check the Resources
menu for a state’s ability to
accept online filings, email
filings, and CD filings.

Huolder Property Reporting System Resources

Due Diligence I State Reports I Library &

. L/ eena Report your NAUPA II file via US mai or courier service.
Oﬂhne VA fl“ﬂg @ Report online or via US mail or courier service.

click for details @ Report and pay online or via US mail or courier service.

Choose your state and filing year:

YEAR Defaults To
Current Reporting
Year

WVermont |E| Filing Year:

BT -

32




UPEXxchange Reporting
State Report — Verify Total
Create HDE Report

Reporing Home

State Reports

Generate the cover sheets
and electronic state files to
send to the states.

The system does not
automatically submit your
files. The cover sheets and
electronic state files must be
saved to your computer so
you can submit them to the
states.

Please check the Resources
menu for a state’s ability to
accept online filings, email
filings, and CD filings.

Resources

Due Diligence State Reports

Report your NAUPA II fie via US mail or courier service.
@ Report online or via US mai or courier service.
@ Report and pay online or via US mail or courier service.

online X filing

click for details

<< back Vermont State File

Total amount: $435.00

Total shares: 0

é&{ 1@ Yes, these numbers are right!
QI © No, these numbers are wrong.
= HDE

e 4

Report

33



UPEXxchange Reporting
State Report — HDE File

Reporting Home

Halder Property Reporting System Resources
Due Diligence State Reports Library &
State Reports

Generate the cover sheets Your state file has been downloaded. Look for the following to retrieve your file:
and electronic state files to
send to the states.

automatealy soomityou May Get This Error Message

files. The cover sheets and
electronic state files must be

Internet Explorer blocked this site from downloading files to your computer. Click here for options...

Please check the Resources

s Select - Download File
Select - Retry

Get My Coversheet ==

34



UPEXxchange Reporting
State Report — HDE File

| 23

File Download )

Do you want to save this file, or find a program online to open
it?

Mame: AbisCloset 2013 VT.HDE
Type: Unknown File Type, 1.31KB
From: up.eagletm.com

Find Save ]‘ | Cancel |

l--" ] While files from the Intemet can be useful, some files can potentially
@ harm your computer. f you do not trust the source, do not find a
= program to open this file or save this file. YWhat 's the rsk 7
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UPEXxchange Reporting
State Report — HDE File
DO NOT OPEN FILE

3 - j\"‘ e :’\‘. '
SERMONY -

Select Folder to Save File To

4 | UPExchange

. Wk S5hop Data For Slides 2014 = |\wg i

File name: AbisCloset_2013_WT - 5435.00

bave as type: | HDE File

s Folders cave

* Save to “Desk Top” .

AbisCloset...
- 5435 |I:II:I [

36



UPEXxchange Reporting
State Report — Cover Sheet

Home

Reporting Home

State Reports

Generate the cover sheets
and electronic state files to
send to the states.

The system does not
automatically submit your
files. The cover sheets and
electronic state files must be
saved to your computer so
wyou can submit them to the
states.

Haolder Property Reporting System

Due Diligence State Reports Library &

Your state file has been downloaded. Look for the following to retrieve your file:

‘ Get My Coversheet =>

May get Error Message Again
Select - Download File
Select - Retry a7




UPEXxchange Reporting
State Report — Cover Sheet

: N |
Fie Donelondt e

Do you want to open or save this file?

la; Name: AbisCloset 2013 VT VC.PDF
Type: Adobe Acrobat Document, 3.28KB
From: up.eagletm.com

[ Open ] Save II Cancel ]

ham your computer. If you do not trust the source, do not open or

| o While files from the Intemet can be useful, some files can potentially
\
\) save this file. What's the nisk?
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VT Verification and Checklist
2013 Final Report

Holder Mame Abi's Closet Contact Mame MNancy Scribner
Address 2 Pearl Street Address 2 Pearl Street
Marshfield, VT 05658 Marshfield, VYT 05658
Federal ID 03-1234567 Phone 8024261234
Incorp. Date  01/00/1201  Incorp. State VT Email nscrib@fairpoint.net
Prop.
Code  Property Code Description Count Total Amount Total Shares
CK13 VEMDOR CHECEKS 1 $325.00 0.0000

U P EXC h a'n g e M301 WAGES, PAYROLL, OR SALARY 1 $55.00 0.0000
State R e po rt M309 CREDIT BALANCES / ACCOUNTS RECEIVABLE A F F I DAV I T 1 $55.00 0.0000

GRAND TOTAL 3 $435.00 0.0000
C OV E I a | Nancy Scribner, certify that | have caused to be prepared and examined thelclosed reports as to property presumed abandoned,
that | am duly authorized to execute this verification by the holder and by la that to the best of my information and belief that
S I I E ET said reports are true, correct, and complete.

Affidavit of Due Diligence
The undersigned, (print name) declares that the Due Diligence mailing has been
performed in accordance with section 1247 (g) V.5.A. Title 27, Chapter 14 on (indicate number) accounts.
Signature:
Title: Owner Date:
Subscribed to and swom before me on this day of 20

l Motary Public [SEAL)
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UPEXxchange Reporting
State Report — Detall Report

Home Huolder Property Reporting System Resources

Reporting Home Due Diligence State Reports Library &

State Reports

Generate the cover sheets Your coversheet has been downloaded. Look for the following to retrieve your file:
and electronic state files to
send to the states.

The system does not

automatically submit your IMPORTANT: The State of VT requires you to include your Detail Report with your state filing.
files. The cover sheets and

electronic state files saueiba, N\ -
saved to your com

you can submit th PRINT EXCEL
states. DETAIL SHEET

e or asate's ST oo |
May get Error Message Again
Select - Download File

Select - Retry 0




UPEXxchange Reporting
State Report — Detall Report

File Download J’ s

"""""""

Do you want to open or save this file?

Name: AbisCloset_2013 VT Details.xls
Type: Microsoft Excel 97-2003 Worksheet, 5.50KB
From: up.eagletm.com

[OpenJ[ Save [Cancel

r % While files from the Intemet can be useful, some files can potentially
L ham your computer. if you do not trust the source, do not open or
= save this file. What's the nsk?
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UPEXxchange Reporting
State Report — Detall Report

Property Last . .
Owner Name Owner Address Property ID Code | Transaction Amount | Deduction | Remitted | Shares
ABC Company Main Street USA Montpelier VT 05602 1223 CK13 0911012010 5325.00 $0.00 $325.00
Smith, Susan West Street Montpllier VT 05602 5678 M50 1010142012 $55.00 50.00 $55.00
Drew, Alice Plane Road Marshfield VT 05653 5789 M309 101012010 $55.00 $0.00 $55.00
GRAMD TOTAL $435.00 50.00 $435.00 0
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UPEXchange
System — Data Utilities

“Used to Perform Data Corrections”

Home Haolder Fropery Reporting Resources
System Home Manage Users Data WMilities My Profile
Data Utilities Rollback
Archive Imported Records

Date and Time of Import:|01/10/2014 @ 13:37 [+] | Rollback Import | -

Rollback

Refile
Upgrade Info
ﬁ State Reports

State: UermuntE Date: U1I1UI14|E| For Filing Year: 2[]13|E| [ Rollback State Report ]

Archived Records

Date and Time of Archive: |E| ’ Rollback Archive
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UPEXchange

IMPORT
REPORTING
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UPEXxchange

Import Records

UPExchange

Holder: Abi's Closet [switch)

Chat | Logout

Home

Property Home

Haolder

View Records

Add Record

Reporting

Import Records

System

Download

Resources

Mass Update @

45



UPEXxchange
Import Records

Import Records

Choose Template

Validate Data

Import Records

Finished

Halder

Property

Reporing

Import Records - Step 1: Choose Template

The Import process requires that your property records are first loaded into an ETM Import Template. Once your records are
loaded into the template, you can proceed to the next step.

» The ETM Fields Template is highly recommended and can be downloaded here. _
|

= The ETM Block Template can be downloaded here.

[Z11 have entered my property records into an ETM Template.

System Resources

Blank Form

!

Z] ETM Import Template_Fields [Read-Only] [Compatibility Mode]

1

2
3
4
5

A B C D E F G H
See Instructions tab for more information (v 2.0) Property Owner Name
Property Business |Relationship Last Name /
Type Code |Owner Tax ID | Indicator Code Prefix Business Name First Name Middle Nam¢d
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UPEXxchange

Import Records — Data Entry

A B C D E F G H J K L
1 See Instructions tab for more information (v 2.1) Property Owner Name Propd
Property Business |Relationship Last Name / Address
2 Type Code |OwnerTax D | Indicator | Code |Prefix  |Business Mame First Mame  |Middle Name |Suffix  |Address 1 2 Adres
i ACHT S0 HAWLEY MARIETTA 4810 GEORGE STREET
SIMPSON SNOW
CK13 B S0 REMOVAL 3088 CRIM LANE
5 IN04 S0 BLAGG DAVID 2591 DUCK DODGER DRIVE
6 INO5 S0 PARKER GENE 4093 BROAD STREET
AREA BETTER
MS01 B S0 BUSINESS BUREAU 1207 YORKSHIRE CIRCLE
MS06 S0 CAMPBELL DARREN 3886 WASHBURN STREET
3 SC01 S0 BURRIS MICHAEL 3934 COLUMBIA MINE ROAD
10 SC12 SO SABIA RUTH 1069 CAMERON ROAD
11 SD01 S0 KARR SCOTT 3581 SOLSTICE WAY
12
W4 N ¥| Data - Instructions . Reference . SampleData !‘EJ I

L Format Instructions

47




UPEXxchange
Import Records — Upload

Holder Property Reporting System Resources
Propery Home View Records Add Recard Import Records Diownload Mass Update 5
Import Records Import Records - Step 1: Choose Template

The Import process requires that your property records are first loaded into an ETM Import Template. Once your records are

Hlrias m s loaded into the template, you can proceed to the next step.

Validate Data = The ETM Fields Template is highly recommended and can be downloaded here.
= The ETM Block Template can be downloaded here.
Import Records - [¥I1 have entered my property records into an ETM Template.
Finished Template File: H:\MancyS\1 - Unclaimed Properties\Reporting Software\LUPExchange\UP ETH

Upgrade Info

- [ Upload My Template

You must select a file before performing this action.
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UPEXxchange
Import Records — NEXT

Reporting

Haolder Resources

Property Home Yiew Records Add Record Import Records Download Mass Update 5

mport Records Import Records - Step 1: Choose Template

The Import process requires that your property records are first loaded into an ETM Import Template. Once your records are

ez ol s loaded into the template, you can proceed to the next step.

validate Data + The ETM Fields Template is highly recommended and can be downloaded here.
* The ETM Block Template can be downloaded here.

Import Records V|1 have entered my property records into an ETM Template.

Finished Template File:

Upgrade Info

Your file has been uploaded. Click Mext to move to the next step.

{4

Start Over I Next




UPEXxchange
Import Records — Validate

— ™ Holder: Unclaimed Property SOV (switch)

Import Records Import Records - Step 2: Validate Data

‘£ Choose Template Click Validate My Data' to have your property records validated and see the results.

Validate Data '
Import Records ‘ | Validate My Data

Finished
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UPEXxchange
Import Records — Errors

Home Holder Property Reparting System Resources

Property Home Yiew Records Add Record Import Records Download Mass Update o
Import Records Import Records - Step 2: Validate Data

‘£ Choose Template Click alidate My Data’ to have your property records validated and see the results.

Validate Data

Import Records Validate My Data

Errors have been identified that are stopping your import.

Finished Please fix the errors marked as Critical below before retrying your import.

Error Message Records Type

Upgrade Info Missing Property Code - 2 Critical
( ‘ Validation Summary Report

| Start Over |
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UPEXxchange
Import Records — Errors

File Download .

Do you want to open or save this file?

lza-. Name: UPExchange_Validationl_10_2014.PDF
Type: Adobe Acrobat Document, 2.51KB

From: up.eagletm.com

| open ][ save Cancel

- %, While files from the Intemet can be useful, some files can potentially
L@ ham your computer. f you do not trust the source, do not open or
save this file. What s the nsk?
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UPEXxchange
Import Records — Errors

Import Validation Report
1/10/2014 11:42:47 AM

Line Name Code Unique ID Amount Result Message

3 HAWLEY MARIETTA $515.00 Faill  Missing Property Code
4 SIMPSON SNOW REMOVAL $10.00 Fail Missing Property Code
5 BLAGG DAVID IND4 $798.00 Pass

6 PARKER GENE INDS $32.00 Pass

7 AREA BETTER BUSINESS BUREAU MS01 %415 Pass

8 CAMFPBELL DARREN M08 $100.00 Pass

9 BURRIS MICHAEL SC01 $260.00 Pass

10 SABIA RUTH SC12 $10.00 Pass

11 KARR SCOTT s5D01 $10.00 Pass

* Duplicate Property Entry: The row was determined to be a duplicate and will not be imported.

* Field Truncated - Character Limit Exceeded: One or more fields contains data exceeding the NAUPA Il character limit and will be truncated.
* Field Cleared - Invalid Number Format: One or more fields contains invalid numeric input and will be set to zero.

* Field Cleared - Invalid Date Format: One or more fields contains an invalid date format and will be cleared.

* Field Waming - Invalid Relationship Code: The relationship code entered is not valid for the state.
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UPEXxchange
Import Records — Start Over

Home Holder Property Reparting System Resources

Property Home Yiew Records Add Record Import Records Download Mass Update @
Import Records Import Records - Step 2: Validate Data

‘£ Choose Template Click alidate My Data’ to have your property records validated and see the results.

Validate Data

Import Records Validate My Data

Errors have been identified that are stopping your import.

Finished Please fix the errors marked as Critical below before retrying your import.

Error Message Records Type

Upgrade Info Missing Property Code - 2 Critical
( Walidation Summary Report

‘ | Start Over |
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UPEXxchange
Import Records — Validated

Haolder Reporting | System | Resources

Property Home

Import Records

I£ Choose Template

Validate Data

Import Records

Finished

Upgrade Info

Yiew Records Add Record Import Records Ciownload Mass Update ﬂ

Import Records - Step 2: Validate Data

Click Validate My Data’ to have your property records validated and see the results.

Validate My Data

9 records successfully validated totaling $1,719.15 dollars and 1.0 shares.

Click Mext to move to the next step.

Walidation Summary Report

&

[ Start Over | Next

55



UPEXxchange
Import Records

Haolder Reporting Resources

Property Home View Records Add Recard Import Records Download Mass Update

Import Records Import Records - Step 3: Import Records

‘£ Choose Template Click Tmport My Records' to import your property records into the system.

£ Validate Data
Import Records ‘ | Import My Records |

Finished
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UPEXxchange
Import Records — Successful

Property Home

Import Records

I£ Choose Template

£ Validate Data

Import Records

Finished

Upgrade Info

Holder Property

Add Record

Reporting System

View Records Import Records Download

Import Records - Step 3: Import Records

Click Import My Records’ to import your property records into the system.

Import My Records

9 records successfully imported totaling $1.719.15 dollars and 1.0 shares.

Click Finish to finalize your import or click the link below to view a summary report.

WView Import Summary Report

&

Finish

[ Start Qver I

Resources

Mazs Update &

S7




UPEXxchange
Import Validated Records

Home Holder Property Feporting

Froperty Home View Records Add Record Import Records
Import Records Import Records - Step 3: Import Records

£ Choose Template Click ‘Import My Records’ to import your property records into the system.

|£ validate Data ‘

Import Records ’ Import My Records ]

Finished
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UPEXxchange
Import Records — Completed

Internal Report Only

Home Haolder Property Reporting System
Propery Home View Records Add Record Import Records Download
Import Records Import Complete

Your property records have been imported successfully.

|£ Choose Template

Validate Data + To view your property records, use the View Records menu or click here.
« To manually add more records, use the Add Record menu or click here.
|£ Import Records + To import another file, use the Import Records menu or click here.
Finished To view a copy of your import summary report, click here. -
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UPEXxchange
Download - Summary

File Download il .

Do you want to open or save this file?

la: Name: UPExchange_Importl_10_2014.PDF
Type: Adobe Acrobat Document, 2.11KB
From: up.eagletm.com

| Open |[ Save ||| _Cancel

" W, While files from the Intemet can be useful, some files can potentially
A ham your computer. if you do not trust the source, do not open or
= save this file. What's the risk?
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UPEXxchange
Import Records — Summary

Internal Report Only

Import Report
1/10/2014 1:42:12 PM

Line No. Name Unique ID Amount Result Result
3 HAWLEY MARIETTA $515.00 Pass Record Added
4 SIMPSON SNOW REMOVAL $10.00 Pass Record Added
5 BLAGG DAVID $798.00 Pass Record Added
6 PARKER GENE $32.00 Pass Record Added
7 AREA BETTER BUSINESS BUREAU $4.15 Pass Record Added
8 CAMPBELL DARREN $100.00 Pass Record Added
g9 BURRIS MICHAEL $260.00 Pass Record Added
10 SABIA RUTH $0.00 Pass Record Added
11 KARR SCOTT $0.00 Pass Record Added
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UPEXxchange

Download — Select Filters

Property Home

Download

Generate reports that can be
downloaded for analysis or
reconciliation purposes.
These reports are for your
internal use only and are not
intended to be sent to the
state.

Upgrade Info

INTERNAL
REPORT
ONLY

Holder
View Records
State Selection
South Carolina
South Dakota
Tennessee
Texas
Utah
Wermont
Wirginia
Washington
West Virginia
Wisconsin
Whyoming
Unknown or Foreign
Alberta
Quebec
Wirgin Islands
American Samoa

4

Clear All

Add Record

i | Current Data [

m

Feporting

Import Records

Download

Archive Datl 00 ALL PROPERTY CODES]
=S

Open For Reporting
("1 Paid To Owner

[ Remitted To State
"I Reported On Preliminary
[l Farce On Report

"I Hold From Reparting

["] Exempt From Reparting

Include Amounts: | All
Date Ranges

Last Activity Date
Last Modified Date
Date Loaded

Due Diligence Sent

[CIACD2 SAVINGS ACCOUNTS

Resources

Mass Update

[C] AC03 MATURED CD OR SAVINGS

CERTIFICATE

("] AC04 CHRISTMAS CLUB ACCOUNTS
[C] AC05 MONEY ON DEP TO SECURE FUND

("I AC06 SECURITY DEPOSITS

[“| ACO7 UNIDENTIFIED DEPOSITS

[C] AC08 SUSPENSE ACCOUNTS
[Tl ACD9 IRA, KEOGH

4

=] |

| | select All || Clear Al

I

) [Poces>

o

o

m »

-l



UPEXxchange
Download — Summary Report

Internal Report Only

Property Home

Download Results

Summary reports are static
documents available for
download in Abobe PDF or
Microsoft Word formats.

Detail reports are available
for download in various
formats that allow you to
analyze and manipulate your
data.

Holder Reporing Resources
View Records Add Record Import Records Download Mass Update
Download Results

Your property records are ready for download.

Adobe FDF E| [ Download My Summary Report ]

Microsoft Excel E| Download for Custom Reporting @
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UPEXxchange

Download — Property Summary

Property Records Summary Report Internal
111072014 1:44:46 PM
Report Only
Prop
Owner ID Mame Address Code  Unigue ID Amount Shares
685789768 HAWLEY, MARIETTA 45810 GEORGE STREET BURLINGTOMN VT 5402 ACD1 U- £515.00 ]
201401101337
2674
)6500015894 SIMPSON SNOW REMOWAL, 3088 CRIM LAME MONTPELIER VT 5601 CK13 U- $10.00 0
201401101337
2325
725850434 BLAGG, DAVID 2591 DUCK DODGER DRIVE RUTLAND WT 5702 IMO4  U- $798.00 0
201401101337
9310
523473062 PARKER, GEMNE 4093 BROAD STREET NHORTH FERRISBURG WT 5456 IMOS  U- $32.00 0
201401101337
4560
11458438269 AREA BETTER BUSIMESS 1207 YORKSHIRE CIRCLE ST ALBANS WT 5475 MS01  U- 3415 0
BUREAL, 201401101337
7305
786452255  CAMPBELL, DARREM 3586 WASHBURN STREET BARRE VT 5841 MS0E  U- $100.00 0
201401101337
8496
637890119 BURRIS, MICHAEL 3984 COLUMBIA MINE ROAD NEW HAVEN MILLS VT 5472 sSCOo1 U- $260.00 0
201401101337
7520
207839554 SABlA, RUTH 1069 CAMERON ROAD MONTPELIER VT 5802 SC12 U- $0.00 0
201401101337
40456
778158782 KARR, SCOTT 3581 SOLSTICE WAY MIDDLEBURY WT 5753 sSDo1 U- $0.00 0
201404104337
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UPEXxchange Reporting
State Report — Select Filters

Reporting Home

State Reports

Generate the cover sheets
and electronic state files to
send to the states.

The system does not
automatically submit your
files. The cover sheets and
electronic state files must be
saved to your computer so
you can submit them to the
states.

Please check the Resources
menu for a state’s ability to
accept online filings, email
filings, and CD filings.

Huolder

Resources

Due Diligence State Reports

Report your NAUPA II file via US mail or courier service.
@ Report online or via US mail or courier service.
@ Report and pay online or via US mail or courier service.

online / filing

click for details

Choose your state and filing year:

YEAR Defaults To
Current Reporting
Year

WVermont |E|

Filing Year:

BT -
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UPEXxchange Reporting
State Report — Verify Total
Create HDE Report

Home

Reporting Home

State Reports

Generate the cover sheets
and electronic state files to
send to the states.

The system does not
automatically submit your
files. The cover sheets and
electronic state files must be
saved fo your computer so
you can submit them to the
states.

Please check the Resources
menu for a state's Eibi”l'y" to
E.CCE‘pt online ﬂ”f‘lgE, email
filings, and CD filings.

Holder Propery Reporting System Resources

Due Diligence State Repors Library &

Report yvour NAUPA II file via US mail or courier service.
@ Report online or via US mail or courier service.
@ Report and pay online or via US mail or courier service.

online ¥ filing

click for details

<< back Vermont State File

Total amount: $1,719.15 Total shares: 1

. é&{ {@! Yes, these numbers are right!
{.?(I © No, these numbers are wrong.
NAUPA
— = HDE

Report
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UPEXxchange Reporting
State Report — HDE File

Reporting Home

Halder Property Reporting System Resources
Due Diligence State Reports Library &
State Reports

Generate the cover sheets Your state file has been downloaded. Look for the following to retrieve your file:
and electronic state files to
send to the states.

automatealy soomityou May Get This Error Message

files. The cover sheets and
electronic state files must be

Internet Explorer blocked this site from downloading files to your computer. Click here for options...

Please check the Resources

s Select - Download File
Select - Retry

Get My Coversheet ==
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UPEXxchange Reporting
State Report — HDE File

F
File Download

Do you want to save this file. or find a program online to open
it?

Name: AbisCloset 2013 _VT.HDE
Type: Unknown File Type, 1.70KB
From: up.eagletm.com

[ Find J Save Cancel

il %% While files from the Intemet can be useful, some files can potentially
@ ham your computer. If you do not trust the source, do not find a
program to open this file or save this file. What s the nisk?
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UPEXxchange Reporting
State Report — HDE File
DO NOT OPEN FILE

e Select Folder to Save File To

4 . UPExchange
. Wk Shop Data For Slides 2014

- | 4| ]

File name: AbisCloset_2013_VT-51,719.15

Save as type: | HDE File

e Folders l Save

e Save to “Desk Top'

315HDE |




UPEXxchange Reporting
State Report — Cover Sheet

Home

Reporting Home

State Reports

Generate the cover sheets
and electronic state files to
send to the states.

The system does not
automatically submit your
files. The cover sheets and
electronic state files must be
saved to your computer so
wyou can submit them to the
states.

Haolder Property Reporting System

Due Diligence State Reports Library &

Your state file has been downloaded. Look for the following to retrieve your file:

‘ Get My Coversheet =>

May get Error Message Again
Select - Download File
Select - Retry 10




UPEXxchange Reporting
State Report — Cover Sheet

, —
File Download ﬁ

Do you want to open or save this file?

lzi Name: AbisCloset_2013 VT _VC.PDF
Type: Adobe Acrobat Document, 3.73KB
From: up.eagletm.com

| Open |[| save || Cancel |

While files from the Intemet can be useful, some files can potentially
ham your computer. if you do not trust the source, do not open or
save this file. What's the nsk?

9
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UPEXxchange
State Report

COVER
SHEET

NOTARIZE

—

VT Verification and Checklist
2013 Final Report

Holder Name Abi's Closet Contact Name Nancy Scribner
Address 2 Pearl Street Address 2 Pearl Street
Marshfield, VT 05658 Marshfield, VT 05658

Federal ID 03-1234567 Phone 8024261234

Incorp. Date  01/00/1201 Incorp. State VT Email nscrib@faipoint net
Prop.
Code  Property Code Description Count Total Amount Total Shares
ACD1 CHECKING ACCOUNTS 1 $515.00 0.0000
CK13 VENDOR CHECKS 1 $10.00 0.0000
IN0O4 PROCEEDS FROM MATURED POLICIES, ENDOWMENTS, OR ANNUITIES 1 $798.00 0.0000
INO5  PREMIUM REFUNDS ON INDIVIDUAL POLICIES 1 $32.00 0.0000
MSO01  WAGES, PAYROLL, OR SALARY 1 415 0.0000

1 $100.00 0.0000

MS08 ACCOUNTS PAYABLE
A F F I DAV I T 1 $260.00 0.0000

SC01  DIVIDENDS

SC12  UNDERLYING SHARES OR OUTSTANDING CERTIFICATES OF OWN HIP 1 $0.00 1.0000
5001 SAFE DEPOSIT BOX CONTENTS 1 $0.00 0.0000
GRAND TOTAL 9 $1,719.15 1.0000

| Nancy Scribner, certify that | have caused to be prepared and examined the enclosed reports as to property presumed abandoned,
that | am duly authorized to execute this verification by the holder and by law, and that to the best of my information and belief that
said reports are true, correct, and complete.

Affidavit of Due Diligence

The undersigned, (print name) declares that the Due Diligence mailing has been
performed in accordance with section 1247 (g) V.S.A. Title 27, Chapter 14 on (indicate number) 4 accounts.

Signature:

Title: Owner Date:
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UPEXxchange
State Detall Report

* Does not produce a NAUPA Il Detail
Report

« Vermont will accept their Excel Report

« On-line wording will Alert you to send the
Excel Report with your electronic file.
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UPEXxchange
State Report - Detall Report

Home Halder Property Reporting System Resources

Reporting Home Due Diligence State Reports Library &

State Reports

Generate the cover sheets Your coversheet has been downloaded. Look for the following to retrieve your file:
and electronic state files to
send to the states.

The system does not

automatically submit your IMPORTANT: The State of VT requires you to include your Detail Report with your state filing.
files. The cover shegts and
electronic state fil N\ Download My Detail Report

savedtoyourcoy PRINT EXCEL

you can submit th

o DETAIL SHEET J

Please check the
menu for a state's ability to

i IR Fan
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UPEXxchange
State Report - Detall Report

File Download I — o]

Do you want to open or save this file?

Name: AbisCloset_2013 VT Details.xls
Type: Microsoft Excel 97-2003 Worksheet, 6.50KB
From: up.eagletm.com

Open || Save ||| Cancel

ham your computer. If you do not trust the source, do not open or

| @ While files from the Intemet can be useful, some files can potentially
N save this file. What s the nsk?
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UPEXxchange
State Report - Detall Report

\& /«\/
\ e/ /
\\\ //
N P
Property Last

Owner Name Owner Address Property ID Code | Transaction Amount| Deduction| Remitted| Shares

HAWLEY, MARIETTA 4810 GEORGE STREET BURLINGTOM VT 5402 - ACDA 04/19/2005 $515.00 $0.00 $515.00 0
201401101337
2674

SIMPSOM SNOW REMOVAL 3088 CRIM LAME MOMTPELIER VT 5601 LJ- CK13 031442004 $10.00 $0.00 $10.00 0
201401101337
2325

BLAGG, DAVID 2591 DUCK DODGER DRIVE RUTLAMD VT 5702 - INO4 04/13/2008 F795.00 $0.00 5798.00 0
201401101337
8310

PARKER, GEME 4093 BROAD STREET NORTH FERRISBURGNT 54585 - IMO5 04/30/2002 $32.00 $0.00 $32.00 0
201401101337
4560

AREABETTER BUSIMESS 1207 YORKSHIRE CIRCLE ST ALBANS VT 5478 - Ms01 080712005 5415 50.00 5415 0

BUREAL 201401101337
7305

CAMPBELL, DARREM 2886 WASHBURM STREET BARRE VT 5641 - M08 04/02/2007 F100.00 $0.00 $100.00 0
201401101337
B496

BURRIS, MICHAEL 3884 COLUMBIA MIME ROAD MEW HAVEN MILLS VT 5472 U- SC01 06/13/2002 $260.00 $0.00 $260.00 0
201401101337
7520

SABIA, RUTH 1069 CAMERON ROAD MONTPELIERNVT 5602 - SC12 11/06/2008 $0.00 $0.00 50.00 1
201401101337
4046

KARR, SCOTT 3581 SOLSTICE WAY MIDDLEBURY VT 5753 - sD0A 013142000 $0.00 $0.00 30.00 0
201401101337
4489

GRAMND TOTAL §1,719.15 50,00 $1,719.15 1

76




UPEXchange
System — Data Utilities

“Used to Perform Data Corrections”

Home Haolder Fropery Reporting Resources
System Home Manage Users Data WMilities My Profile
Data Utilities Rollback
Archive Imported Records

Date and Time of Import:|01/10/2014 @ 13:37 [+] | Rollback Import | -

Rollback

Refile
Upgrade Info
ﬁ State Reports

State: UermuntE Date: U1I1UI14|E| For Filing Year: 2[]13|E| [ Rollback State Report ]

Archived Records

Date and Time of Archive: |E| ’ Rollback Archive
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BE AWARE

« UP stores your data FREE for “ONE” year.

» Charges Storage Fee After First Year
— Amount Depends on Business Size

 UP Files Are Deleted After One Year

* VT Requires 10 Year File Retention
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UPEXxchange
Resources

Holder Property

Reporting

System

Resources Home

FAQs & Knowledge Base
Live Webinars

Downloads
= ETM Fields Template
= ETM Block Template
= User's Manual

NAUPA Links
« States With Negative
Filings
= Reciprocity Matrix
Websites
= NAUPA Website

= Social Security Death
Index

= UPPO Website
= Texas Vs New Jersey

Click on a state below to view that state's contact and property code information.

Upgrade Info

Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia
Hawaii
ldaho
linois
Indiana

lowa
Kansas
Kentucky

Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
MNebraska
MNevada

New Hampshire
MNew Jersey
Mew Mexico
MNew York
Maorth Carolina
Morth Dakota

Ohio
Oklahoma
Oregon
Pennsylvania
Puerto Rico
Rhode Island
South Carolina
South Dakota
Tennessee
Texas

Utah

Vermont

VT
Washington
West Virginia
Wisconsin

Wyoming

Resources




UPEXxchange
Resources

Vermont

Fhone 802-828-2407
Email UPCOMPLIANCE @ state vt.us

hitp:ffwww vermaonttreasurer.goviunclaimed-propertyfinformation-far-

Website holders

Relationship Codes

Click to view Vermont property codes
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Wagers — HRS-Pro
Electronic Reporting

Wagers & Associates, Inc.
http://www.wagers.net/hrs/downloads.php
Email: hrspro support@wagers.net
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* A Free Software Program

 Allows Holders to Create Electronic
Unclaimed Property Reports in the Standard
NAUPA Format.
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HRS-Pro Software

« HRS-Pro can be downloaded from:
nttp://www.wagers.net/hrs/downloads.htm
e First Time User: Choose “Full Installation”

« Update only: For users needing to update
their current HRS-Pro package.

 NOTE: Software Expires Every 6 Months.
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Installing HRS-Pro

HRS-Pro installs 1tself from the download
program.

Default installation directory Is:

C:\Program Files\Wagers &
Assoclates\HRS-Pro
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HRS Backup

Backing up via HRS Pro Is a manual
process. There Is a \Data folder on each
user’s workstation (default is C:\Program
Files\Wagers and Associates\HRS
Pro\Data). Simply copying this entire
folder to a secure location serves as an
effective backup.
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« Help is also
available on
HRS-Pro
website:

— FAQ’s
— Downloadable
User’s Guide

& How To
Guide.

Other HRS-Pro Features

Need Help?

Holder Reporting
System

Holder Reporting
System

What is HRS Pro 7

+ Downloads What is HRS Pro 7

+ HES Pro Support
— Downloads
— HRS Pro FAQSs HRS Pro Software

About HRS Pro e
Installation HRS Pro User Guide

Importing HES Pro HowTo
Using HRS Pro
COutput

State Information + HRS Pro Support

California HowTo
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SEMON 7
nun‘.‘ "\

* Every

screen &

menu has
assoclated
on-line

help.

Need Help?

“, HRS Pro - Standard Edition

l= | B ) |

File Edit View Help

Properies

D

L

Holders

Holder Personnel

| Data Output

I State Guidelines

| utilities

=

Data Set 2009; State: VT: NEW 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 / Paolicy # -

[}
T

SortBy: | Type |Z| Ceta Add

Owner(s) for Prop. Selected Above
MName Address TaxID#

Type

Relation =




Other HRS-Pro Features

* On-line Help

Properties

Data Set: 2009;
Net Total: 0 Pro
Remittable: 0 P

Properties in D4

Excluded Type

d

/

Contents Ilgdex | Search | Fz_f_]_’_J

= ) HRS Pro
% @ Getting Started
> = () Working With HRS Pro
= ([ Data Input
2] Data Sets
| Propeities
2] Holders
2] Holder Personn
= @ Data Output
= @ State Guidelines
£ 9 Utilities
@ Appendix &: [mport Ten
@ Appendix B: Using MS |
2] Appendix C: HRS ProC
E’] Appendix D: Colorado C
@ Appendix E: Report Firs
2] Appendix F: HRS Pro L

Properties

&

Properties

Properties are entered via t

% View / Modify Proper]

% Report Prop. To: i
% Property Type: MSO1

Account Num.:




» Other HRS-Pro Features

oy .":-,'s

Ony

.
Ay STy S

Data Input
| DataOutput
| state Guidelines

Impaort Data

Utilities Rather than keying data, you may import it inte HES Pro from an
external source. The data must comply with one of the supported
formats below.

* Import
.
EXternaI |:c|r|ﬂg|j;:(|_n and Import Format:
Data h

@ Template File | XLS Spreadshest Dpen Excel Template File
rL,——- P P =]

Previous Version of HRS

Import Data

&

Rebuild Database

Ref: HRS Pro
How To Guide - Pg 14




Wie, b

>

MOy
i

State Codes

1 Prey. VT E Mext »

Froperty Types | Qwner Types ||Owner Relations|| Tangible Types

e State
Guideline,

Code Description »
IS0 [CHECKING ACCOUNTS _
C d d AC02 SAVINGS ACCOUNTS )
O e an Submission ACO3 WATURED CERTIFICATES OF DEPOSIT OR
Requirements ACD4 CHRISTMAS CLUB ACCOUNTS
C O n taCt A ACO5 MONEY ON DEPOSIT TO SECURE FUNDS
: ACDB SECURITY DEPOSITS
. . S ACO7 UNIDENTIFIED DEPOSITS
L I Stl n g S ACOS SUSPENSE ACCOUNTS
AC99 AGGREGATE ACCOUNT BALANCES DUE
CKO1 CASHIER'S CHECKS
CKO2 CERTIFIED CHECKS
CKO3 REGISTERED GHECKS
CK04 TREASURER'S CHECK
CKO5 DRAFTS
CKOG WARRANTS
Ref: HRS Pro CKO7 MONEY ORDERS -

Users Guide - Pg 20 & 21 i

Print @ Property Types [ |
Utilities e
Preview G Al4Tables |ISSRERG




Ref: HRS Pro
Users Guide —
Pg 22 & 23

State Filing Submission
Requirements

File Edit View Help

| Datamnput
| Data Output

State Submission Requirements

SIS,

|In addition to electronic submission, a detailed, paper
listing of properties and owners is: REQUIRED.

-

Submission
Requirements

A signed cover sheetis: REQUIRED.

Submitted cover sheets: MUST BE NOTARIZED.

m

The maximum number of properties accepted without

an electronicfile is: 10
States
. . E-mail submissions are: NOT ACCEPTED.
Listings

Tangible Property is: ACCEPTED.

Contact Info.

Property Deductions are: PERMITTED.

Acceptable Media: Paper = Yes; 3.5" Floppy Disk = Yes;
CD-ROM =Yes

Utilities

T




HRS-Pro
Reporting Documents

Data Input

Data Output

Holder Reports

| State Guidelines

Utilities

Data Set: 2008; State: VT; STATE OF VERMONT;
Net Total: 1 Prop. (0 Tangible); $100.00; 0.0000 Shares;
Remittable: 1 Prop. (0 Tangible); $100.00; 0.0000 Shares

Holder Reports in Data Set

Report Tao # of Props. Status Cash to Remit Shares to Remit  Tangible Props.
VT 1|Validated 5 100.00 0.0000 0
| Contacts | |Stk Delivery| | Validate | | Finalize |

Printed QOutput Disk Quiput

@ Cwner Letters MALUFA File
Cwner Labels f
Property Listing (detailed)
Property Listing (summary) Create HDE
Holder Report Cover Sheet Electronic Report

7| Preview ﬁ [ Generate Cutput ]

Ref: HRS Pro How To Guide — Pg 25 7
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Software
Download

Wagers & Associates, Inc.
http://www.wagers.net/nrs/downloads.php
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Read web page
carefully &
follow
download
Instructions to
ensure program
will work as
designed.

NOTICE:
May need
Administrative
Rights to
download.

HRS-Pro: Download
CHOOSE:
“Full Installation” or “Update Only”

Download and Install HRS Pro Software for Holders to Report Unclaimed Property:

There are two editions of HRS Pro - STANDARD and ENTERPRISE; these are the same software, a code from Xerox
Finance & Revenue Solutions upgrades to Enterprise.

The reqistration page has information an Enterprise features and how to acquire an Enterprise registration code.

2 installs, FULL and UPGRADE are available. The UPGRADE is used when the version expires periodically (to ensure
that the software stays current).

See below: IMPORTANT INFORMATION on a NEW spreadsheet template, Windows? install, NEW User Instructions,
Help Guides, Newsletters, Version Info.

Type of Added Expires Download -
Installation on On Notes Links Size

~14MB

Full Installation 12/09/2013 06/15/2014 First-time installations. (15,028,056

bytes)

Existing users (smaller filz, fewer rights required) 7 ~11MB
Update Only 12/09,/2013 06/15/2014 Reguires previous instzallation of HRS Pro 2.5, Build
2008.128.1620 (or later Build date) Ultrliffsrjc'ﬁ“

Download

Ref: HRS Pro How To Guide — Pg 4 95



HRS-Pro: Download
IMPORTANT INFO

IMPORTANT Information:

FULL INSTALLATION must be performed by a user with Administrator rights. Please contact your IT department for assistance
rights.

Click here to learn how to check for Administrator rights.
After installation, run the HRS Pro software at least once with Admin rights. Check that users will also work correctly with their ri
Pro subdirectory on down.

WINDOWS 7 32bit and 64bit important information: One additional step is needed for Windows 7, Window 8, and Vista
Click here to see details in this document, Appendi e o T R

HRS Pro runs on all versions of Microsoft Windows from Windows 98, Windows XP, Windows Vista, to Windows 7.

It should run well on any computer with at least 64ME of RAM.

When changing from Standard local to Enterprise sharing for the FIRST time and setting up multiple computers

%‘W‘Fﬁmﬁxﬁmwﬁw YES to copy the data over to the empty network sf
and user rights given; and then install and point the other computers to that network sharing folder.

SPREADSHEET TEMPLATE - CHANGE was made June of 2012.
If importing from spreadsheet, please use the latest HRS Pro Import Template.xls found in the HRS Pro subdirectory
————— = IMPORTANT: Save the template as Excel 5/95 version.
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HRS-Pro: Download

Save Executable File (hrs_pro.exe)
“Application” to desktop

Opening hrs_pro_setup.exe

You have chosen ko open

hrs_pro_setup.exe

which is a: Application
from: http:/fwww.wagers.net '

Would you like to save this file?

Save File | Cancel

Ref: HRS Pro
How To Guide - Pg 5

97



aly W
~0 2 4 PR

QMO ¢
LRt AT

e

“Application’ to desktop

vorite Links Mame L'ate moditied lype SIZE
| DATA 9,/30/2009 3:44 PM File Folder
Documents
e ,LOCAL 1/23/2009 4:03 PM File Folder
=l Pictures || configfpw 10/15/2003 5:09 PM  FPW File 1KB
o' Music |%| ctListBar.ocx 7/29/2002 9:23 AM  ActiveX Control 164 KB
More » |%| ctNavBar.ocx 8/23/2001 3:49 PM  ActiveX Control 92 KB
Ealders |%| ctToolBar.oox 8,/20/2002 4:06 PM Activex Control 1453 KB
MSBuild || FOXUSER.DBF 3/23/200912:31 PM DEF File 1 KB
' [ | FOXUSER.FFT 9/30/200911:55 AM  FPT File 1 KB
. MSECache
. B HRS Pro Import Templ...  8/7/2009 3:06 PM Microsoft Office E... 49 KB
e Fefercncs becseablicn —
4 [} Wagers And Associates CHihrs_pro 6,/7/2008 5:32 PM Appllc.atln:un 13,628 KB
P HRS Pro @ HRS_Pro_Help 5/8/2008 8:25 PM Compiled HTML ... 2,581 KB
' HRS Pro Help.chw 1/23/2009 4:24 P CHW File 27 KB
o =aar
LOCAL BHRS_Pro_License 872372007 7:22 PM Rich Text Format 36 KB
W.el::lEx i) hrs_pro_setup 6/23/2009 10:07 AM  Application 15,925 KB
| Windows Calendar E} hrs._pru:u_setup_update E_ar23,ar2l:][|9 9:55 AM Applﬁcatfnn 12127 KB
' Windows Collabaration Uninstall 6/24/2009 5:04 AM  Application 78 KB
. Windows Defender
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Run Installation Process

Following screen will appear.
Click Next

@® HRS Pro Installer 2006.07.05 (VFP9 SP1 SD) CHBIEN 3

Welcome to the HRS Pro Setup
Wizard

This wizard will guide you through the installation of HRS Pro,

It is recommended that vou close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot vour
computer.

Click Next to continue.,

Ref: HRS Pro
How To Guide - Pg 5

Next > | [ Cancel ]




‘ [11 accept the terms in the License Agreement
Ref: HRS Pro PO o

How To Guide - Pg 6

License Agreement
Read and Accept

@® HRS Pro Installer 2006.07.05 (VFP9 SP1 SD)

License Agreement
Please review the license terms before installing HRS Pro,

Press Page Down to see the rest of the agreement,

HOLDER REPORTING SYSTEM PRO LICENSE AGREEMENT ~

Read the following terms and conditions carefully,

The use of this software acknowledges that yvou have read this agreement,
understand it and agree to be bound by its terms and conditions.

COPYRIGHT

IF you accept the terms of the agreement, click the check box below. You must accept the
agreement to install HRS Pro, Click Next to continue,
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Ref: HRS Pro
How To Guide - Pg 6

HRS Pro Folder

Installation Default Setting
Do Not Change Default

@® HRS Pro Installer 2006.07.05 (VFP9 SP1 SD)

HRS Pro Installation folder location.

Please select the folder where you want to Install HRS Pro.

HRS Pro Folder

B \Program Files\\Waagers And Associstes\HRS Pro

Space required: 21.3MB
Space available: 27.3GB

[ Browse, ., ]

[ < Back ][ Install J [ Cancel ]




Installation Complete
Display Window

® HRS Pro Installer 2006.07.05 (VFP9 SP1 SD)

‘ Installation Complete
@ Setup was completed successfully. b

Completed

rliillﬂlﬂiﬂllllllilﬂﬂlII.Il.lﬂ..llllIIIlIl‘ﬂ.'II.II..IIIq

Extract: HRS_Pro_License.rtf Al
Extract: config.fpw

Extract: template,dbf

Create folder: C:\Documents and Settings\All Users\Start Menu\ProgramsiHRS Pro

Create shortcut: C:\Documents and Settingsi\All UsersiStart Menu|ProgramsiHRS Pro...
Create shortcut: C:\Documents and Settings\all Users\Start Menu\Programs\HRS Pro..,
Create shortcut: C:\Documents and SettingsiAll Users\Desktop\HRS Pro.Ink

Created uninstaller: C:\Program Files\Waagers aAnd Associates\HRS Pro\Uninstall.exe

Create shortcut: C:\Documents and Settings\all Users\Start Menu\ProgramsiHRS Pro...
Created uninstaller: C:\WINDOWS\system32\xceed_uninstaller.exe

Output Folder: C:YWINDOWS\Fonts
Completed

Ref: HRS Pro
How To Guide — Pg 7




A "’.\i\"\‘f\\;;;\
FK o HRS-Pro: Download
O 385% 7 Finish & Close Installation Process

Ref: HRS Pro How To Guide — Pg 7

/
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/
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Completing the HRS Pro Setup

Wizard
Thank you for installing HRS Pro!
ICON
“Desktop”

We hope you will enjoy our software,

ﬁhun HRS Pro now:

[ ] pisplay HRS Pro Help -
-é{l./-‘
ﬂ :

HRS Pro




Initial Set Up Steps

1. Add Personnel
2. Add Holder (Company)

3. Add Data Set

104
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No Users Found

i -’ Welcome to the Holder Reporting System!
HRS Pro requires at least one system user,

You will now be taken to the "Add New User" Function

OK

Ref: HRS Pro How To Guide - Pg 9
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Adding Personnel
-/ Asterisk Fields = Required Entry

Data Input

—

Ref: HRS Pro
How To Guide —

' Wi View / Modify Personnel 5%
[ Last Update: 06/24/2009 - NLS
Data Sets
* Hame: MAMCY SCRIBMER
" b * Initials: MLS
Properties Street1: | 109 STATE STREET
Street 2;
T
2
i Street 3:
Holders
fipcode: 05608-6200 City: MONTPELIER
"'l-"T
ﬂ"l State: v [+] country: usa
Holder Persont Phone: (802) 828-1490 Ext.:
E-mail: MANCY SCRIBMER@STATENT.US
Dt. Inactivated: i
Data Output E |Eﬁ::ﬁﬁiﬁﬁﬁﬁéﬁﬁéﬁfl | | Cancel % = Required Field
State Guideling

Pg 10



, ' Adding Personnel

“Cancel” changes to “Close™

Properies

»

Lo

Holders

Holder Persont

Data Qutput

State Guideling

'ﬁ View / Modify Personnel
Last Update: 06/24/2009 - MNLS
*MName: MNANCY SCRIBMER
* Initials: MLS
Street1: | 109 STATE STREET
Street 2
Street 3
Jipcode: | 05602-6200 City: | MONTFELIER
State: VT Country: | 54
Phone: 802) 823-1480 Ext:
E-mail: MNAMCY.SCRIBNER@STATENT.US
Dt. Inactivated:

}= Required Field

Message
notes New
User Added

eS|

New User Added

‘ " . You are now logged-in as NLS...
» NANCY SCRIBNER.

Ref: HRS Pro
How To Guide — Pg 10
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TRM(

Must Enter
at Least
“One”
Holder
—)
Before
Allowed To
Enter Data

Data Sets

&

Properties

Yy

Y

.'l/

Holders

if

Holder Personnel

aEx

Holders

Holders are entities (usually businesses) that are required to
report unclaimed property to states.

Holder Name TaxID # City / State

403-6000264  |MONTPELIER

ﬁ .
| Detail || Add || Remove |
_

Ref: HRS Pro How To Guide — Pg 11 108




v Enter
Holder s
(company)

v'Save

- Adding Holder / Company

Data Input

5

Data Sets

<
Properies

b4

L

Holders

Holder Personnel

| DataOutput

r —

| State Guidelines

a4 View / Modify Holder

*Taxl[} Humber:

HAICS Code;

State of Incorp.:

* Holder Hame:
Holder City:
Holder State:

Holder Fax #:

Last Update: 09/30/2009 - NLS

031234578 =

VT |Z| Date of Incorp.: 010118970
TEST COMPANY #1
MOMTPELIER
VT County: | WASHINGTOM
(802) 8281234
| IE save | | 7 Cancel % = Required Field

Ref: HRS Pro How To Guide — Pg 11
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Buttons:
Save — OFF

Edit — Enabled

Cancel turns -I

Close
v Close -

Properies
Holders

Haolder Personnel

| Data Output

a3 View [ Modify Holder

Last Update: 09/30/2009 - NLS

* Tax ID Number: | 03-1234578 -

NAICS Code:

State of Incorp.x | VT Date of Incorp.: 01/01/1970
* o7 ' W

Holder Name: TEST COMPAMNY #1

Holder City: MOMTPELIER

Holder State: T County: | VWASHIMNGTORM

Holder Fax #: a02) 5281234

‘| B} Edit |‘

returns to

| State Guidelines

Holder List

110

‘ % = Required Field




lolders:
Test Company
#1 now listed

v'Data Sets -
returns to
Holder List

Adding a Data Set
Holder Listing

Data Sets

<

Properties

»

Holders

Holder Personnel

Holders

Holders are entities {(usually businesses) that are required to
report unclaimed property to states.

Holder Mame Tax D # City / State

il I P
" T - e e e

Ly = L —

03-1234578 MOMNTPELIER /VT

el =Fa

Detail || Add || Remove

m

111




- Adding a Data Set
/ Highlight Holder — Click Add

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.

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

v'Data Sets

*ﬁ? STATE OF VERMONT
-— retu rnS to Holders TEST COMPANY #1 -
Holder List [

Holder Personnel

| Data Output
Ref: HRS Pro I State Guidelines Deta [ add || Remove Move
How to Guide — Pg 12 litiitias
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Single or Multi-State

| Datalnput

v'Report Year [
Data Year Data Sets
v'Single-State
Defaults
v'Report State
Scroll to VT
“*Negative Rpt
No Property
to Report

Properties

4

Holders

Holder Personnel

| DataOutput

Data Sets

il FoL PN a1 ET- A T

§i Adding Data Set

Holder:

#* Report Year:

2013 Report Yr

TESTCGMQ Filing - 5/1/2014

|2012

Report Type:

#* Report to State

@ Single-5State Multi-State

v ]

Hegative Report

Negative Report
No UP To Report

Edit | | IE save | || v) Cancel |

% = Hequired Field

v'Save

113
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v Edit -
If needed

v'Close -
Returns to
lolder Listings

Data Sets

e
Data Sets

<

Properties

»

Holders

i

Holder Personnel

Data Sets
13 View / Modify Data Set =
Last Update: 01/13/2014 - NLS
Holder: TEST COMPANY #1
* Report Year: 2013
Report Type: Single-State Multi-State

* Report to State: T

Negative Report

* = Required Field

114




Empty Data Set

Manually Enter Data or Import

v'Properties
Manual
Entries

v’ Import
Utilities Bar

Data Input

Properties

»

L

Holders

¥

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
the left.

& 99 RESTAURANTS
& O'CHARLEY'S INC.
3 FPALIL FRANK COLLIMNS, INC.

& TEST COMPANY #1
b Year 2013; State: VT 0 Props.; $0.00; 0.0000 Shares; 0 Tangible Props.

(e ) [Fa") [Remove | [ Move

110

Ref: How To Guide — Pg 13
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%: Manual Entries
¢ -/  Begin with “Empty” Data Set

Data Input

Data Set

Properies

Select:

D

L

Holders

i

Holder Personnel

v'Properties
v Add

Data Output

Data Set: 2013; State: VT: TEST COMPANY #1;
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 Shares to Remit Inventory Cnt. Accnt. / Policy # -

Sart By | Type |E| Deta Add

Owner(s) for Prop. Selected Above

Mame Address

|0

Tax D #

Type

Relation =

Ref: HRS Pro

| State Guidelines

How To Guide — Pg 19

Utilities

117




e — " \
J \
~LERM( \),_,_.

(*) Asterisks are
required fields.

v Report To:
VT (pefaury

v'Property Status:

Reportable (pefault)
Non-Reportable
Refunded
Re-Activated

Ref: HRS Pro How To Guide — Pg 20

Addi

ng Property -

Enter Data

’;l‘ Adding Property

52
Last Update:
# Report Prop. To: | /T + Prop. Status: | Reportable B *Owner Status: | Known E
# Property Type: ACOM E| - CHECKING ACCOLINTS Last Activity Di: I
Account Num.: 123456 Check Num.: | 1000
Comments: CHECK MEVER CASHED
Cash™ | Shares HTangibleInventory ” |
Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
535000 + ST [=] - 50.00 -] = $350.00
Interest Rate: 0.0000 | %
Owner Mame Address Tax|D # Type Relation =
Detail Remove
Edit [ H save ] lHSaveandAddNegtF'mperty] [ﬂgancel ] # = Required Field
118




\\ | P> \l\-——d‘l'\‘ \',/"’
~ERMON

v Owner Status:

KNownN (Default)
Aggregate — Unknown

v' Last Activity Dt

v'Property Type:
ACO1 (pefault

Various Code
Listings

Ref: HRS Pro
How To Guide — Pg 20

Adding Property -

Enter Data

“yy Adding Property £3
Lactlipdate
% Report Prop. To: | VT * Prop. Status: | Reportable E| % Owner Status: Known E|
% Property Type: | ACD1 E| - CHECKING ACCOUNTS Last Activity DL / /
Account Num.: 123456 Check Num.: | 1000
Comments: CHECK MEVER CASHED
Cash® | Shares || Tangible Inventory
Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
s3s0.00 | +  [EEXE [=] - $0.00 [+ = $350.00
Interest Rate: 0.0000 | %
Owner Name Address Tax D # Type Relation =
Detail Add Remaove
Edit [ I save ] [HSaveandAddNe}_ctPropert]fl [ﬂgancel l % = Required Field

119




Adding Property -
Enter Data - Cash

’;l‘ Adding Property £3
Last Update:

o) Pl Yy
~ERMON -

% Report Prop. To: | VT * Prop. S$tatus: | Reporable E| * Owner Status: Known E

v'Cash To Report: | swmwme o 1 oo p—
Most entries listed herg| "™ == = o= ™=

v Additions/Reasons:
Mostly used with stock
reporting.

Comments: CHECK NEVER CASHED

Cash* | Shares || Tangible Inventory

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

s350.00 + |ETN B . 50.00 B = $350.00

Interest Rate: | 0.0000 | %

v Ded U Ctl ons: (Auto-Deduction is OFF)

The Auto-Deduction field is specific

M ust Send CO py Of Owner Name Address for reporting to CO only. pe  Relation =
Detail

agreement W/report
Various Code Listings

Edit l H save l lnSaveandAddNe}_ttPrnpertyl lﬂgancel l #* = Required Field
v'Save

Remove

Ref: HRS Pro How To Guide — Pg 20 120



Adding Property -
Enter Data - Shares

< Adding Property E3
Last Update:

% Report Prop. To: | /T * Prop. Status: | Reportable |E| % Owner Status: Known E

\/Prope rty |thpertmpe: E - DIVIDENDS Last Activity Dt= | / /
Type: AccountMum.: | 123456 Check Num.: | 1000

Enter Security '
Coade

Cashf | Shares | Tangible Inventory

CUSIP E Clear Securities

Current Shares: 0.0000 Certificate #:

/S q ares : Original Shares: 0.0000 Registered To;
Enter share data

v'Save

Ref: HRS Pro
How To Guide — Pg 20 Edit ’ IH save ] lﬂ Save anﬂAddNegtF'mperly] ’ 2 Cancel * = Required Field

Cwner Mame Address Tax D # Type Relation =

Detail Add Remuove




§ w2 Adding Property -

/ —~—
Enter Data —
\\\ gj Adding Property E3
: Last Update:
* Report Prop. Toc | VT * Prop. Status:  Reportable E| % Owner Status: Known |z|
\/ P r O p e rty *Property Type:  EW[TIN ~ | - SAFE DEPOSIT BOX CONTENTS Last Activity Dt [ /

Account Num.: 123456 Check Num.:

Tvpe:
yp " Commentis: MEVER PICKED UP ITEMS

Enter Code

v'Shares:

Enter safe box i
Iitems

Cash* || Shares Tangiblelnventnw[

Box # Type Code Item Detail -

Cwner Name Address Tax|ID# Type Relation =

v'Save

Ref: HRS Pro
How To Guide — Pg 20 Edit ’ EH save ] ln Save andAddNegtF'rnperly] ’ v Cancel % = Required Field

Detail Add Remove




,‘ e ‘\ %
LR VIO -

(*) Asterisks are
required fields.

One Owner -
v'Save

Second Owner
v'Save and Add
Next Owner

Ref: HRS Pro
How To Guide — Pg 21

Adding Owner

R Adding Owner
Last Update:

Category: @ Individual Business
Tax ID #: 123-45-6789 D.0.B.: |12/01/1953

* Owner Type: 1M |E| * Relation to 15t Owner: |50 |E|

* Last Hame: SMITH Suffi:
First Name: ABIGAIL Prefix:
Middle Name: | Title:

Address Line 1:
Address Line 2:
Address Line 3:
Lipcode: 05E02-

State: WT

IZI County. | WASHINGTOMN

123 MAIN STREET

Enter 2nd
Owner File

City: | MOMTPELIER

ntry: | LISA

oR L]

Edit

| IE save

| |HSaueandAddNengner| | v Cancel |

Link to Existing Owner

% = Required Field

|| *TAX ID MATCH FOUND*
| |

?

[=]

123




v'Save — OFF
v Edit — Enabled

v'Cancel - Close

v'Close - returns
to Property Level

Ref: HRS Pro
How To Guide — Pg 21

Second Owner

Added and Saved

3 View / Modify Owner
) LastUpdate: 07/23/2009 - MNLS

Category: @ Individual Business
Tax ID #: 887-65-4321 D.O.B: | 10/01/1875

% Owner Type: M % Relation to 15t Owner: | IC

* Last Name: SMITH Suffix:
First Name: ABIGAIL Prefix:
Middle Name: Title:

Address Line 1: | 123 MAIN STREET

Address Line 2:

Address Line 3:

Zipcode: 05602- City: | MONTPELIER

State: T County, | VWASHINGTOR Country: | LUSA

. Do |

Save [ [ Add Next Owner

x5




Two Owners Listed

“ph View / Meodify Property )
LastUpdate: 07/23/2009 - MNLS

% Report Prop. To: | VT * Prop. Status:  FReporiable * Owmner Status: Known

* Property Type: ACO - CHECKING ACCOUNTS Last Activity Dt:

Account Num.: 123456 Check Bum.: | 1000

]
Ed It I nfo n Comments: CHECK MEVER CASHED
/I I - h I - ht Cash* | Shares || Tangible Inventory

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

TAER AN . - T - T
£350.00 + S0.00 1.00

Owner ) t:;'L — S $0.00 = $350.00
v'Select Detail

Cwner Mame Address TaxID# Type Relation =
SMITH, JOHN 123 MAIN STREET MOMNTPELIER, VT 05602 123-45-6789|IN JC L
|SI'|.-1ITH,AEHGAIL 123 MAIN STREET MOMNTPELIER, VT 05602 987-65-4321|IM AC 1
i o

| Detail | [! Add | | Remove |

Ref: HRS PrO Save ’ [ Add Mext Property ] ’ 'DI Close ] * = Required Field
How To Guide — Pg 23 o




/‘

U \u\\

V) EdT Change
Property Data

v Detalil

Change Owner
Data

v'Save — OR

v'Add Next
Property

Ref: HRS Pro
How To Guide — Pg 23

View / Modify Property

w View / Medify Property =)
LastUpdate: 07/23/2009 - NLS
* Report Prop. To: | VT % Prop. Status: | Reporiable * Owner Status: kKnown
% Property Type: ACO - CHECKING ACCOUNTS Last Activity Dt.:
Account Num.: 123456 Check Num.: | 1000
Comments: CHECK MEVER CASHED
Cash® | Shares || Tangible Inventory
Cash to Report; Additions; Reason; Deductions:; Reason; Cash to Remit;
§as0.00) + $0.00 - $0.00 = $350.00
Interest Rate: 0.0000 )| %
Owner Mame Address TaxlD# Type Relation =
SMITH, JOHN 123 MAIN STREET MOMTPELIER, VT 05602 123-45-6789(IN 30 |
SMITH, ABIGAIL 123 MAIN STREET MOMTPELIER, VT 05602 987-65-4321(IN JC 1

-

| Detail

Edit

[ Add Next Property ]

(3]
[¥1]
[1¢]

[ [l Close ] % = Required Field
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v Edit Info
v'Add New
v’ Copy Prop.

v'Copy Prop +
Owners

v'Continue
Entries Until
Done

v'Close

3 Property Choices

“x View / Modify Property (=)
Last Update: 07/23/2009 - MLS
* Report Prop. To: | VT * Prop. Status: Reporiable * Owner Status: Known
* Property Type: ACOA - CHECKING ACCOUNTS Last Activity Dt..
Account Num.: 123456 Check Num.: | 1000
Comments: CHECK MEVER CASHED
Cash* | Shares || Tangible Inventory
Cash to Report: Additions: Reason: Deductions: Reason: Cash to Remit:
35000 * $0.00 - §0.00 = $350.00
Interest Rate: 0.0000 | %
Cwner Name Address TaxlD Type Relation =
SMITH, JOHM 123 MAIM 5TR MOMTPELIER, VT 05602 12 G7Ea(IM 50 |
SMITH, ABIGAIL 123 MAIN 2TR OMTPELIER, VT 05602 98 321(IM JC 1
[ Detai Add ] [ Remove ]
Edit Save ’ [9 Add Mext Property ] I_E Close l % = Required Field
Copy Prop,
Ref: HRS Pro How To Guide — Pg 24 Capy Prop. + Owners 127




Aggregate Property

\'7 .\.\
s
E} y Adding Property 537
«\// Last Update:
" # Report Prop. To: | VT * Prop. Status: | Reportable |Z| * Owner Status: Known |E|
* Property Type: CkKa9 IZ| - AGGREGATE UNCASHED CHECKS Last Activity Dt.: i
Account Num.: Check Num.:
Total MUST also be
Comments: 44 ACCOUNTS WITHIN AGGREGATE TOT.-"\L! e nte red O n Cove r
Report Sheet

I II zS PrO Cash* | Shares || Tangible Inventory
Deductions:; Reagon: Cash to Remit;
% F658.00

Reason:

A t Cash to Report: Additions:
g g reg a e $658.00  + $0.00 S 50.00
P ro pe rty Interest Rate: 0.0000 | %
Repo rtl n g Owner Name Address TaxID#  Type  Relation =
Detail Add Remove
Edit ’ IH savwe ] ’E Save and Add Mext F'rnperry] ’ ¥ Cancel * = Required Field
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IRS Pro
Aggregate
Owner
Reporting

Aggregate Owner

i Adding Owner

) ) Last Update:
Category: @ Individual ) Business
Tax ID #: - - D.O.B: | /|
% Owner Type: N |v| * Relation to 1st Owmer: | S0 7|
% Last Name: AGGREGATE Suffix:
=it Prefix:
Middle Name: Title:
Address Line 1:
Address Line 2:
Address Line 3:
fipcode: - City:
State: |Z| County. Country:
Edit ’ IE save ] ’ & save and Add Mext Owner ] ’ 3 Cancel ]

Link to Existing Owner ]

% = Required Field

129




Repetitive Data Entry
Steps

1. Add New Property
2. SAVE

3. Add Owner Information

130



Enter Contacts

%, HRS Pro - Standard Edition ==

File Edit WView Help

IMO- | Datainput
— I - Data Set: 2013; State: VT TEST COMBANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares

< Holder Reports in Data Set

/D Holder Reports Report To # of Props. Status Cash to Remit Shares to Remit  Tangible Props. =
a. a 6[Pending §  1,253.00 0.0000 0

Contacts k. Delivery “alidate Finalize

Printed Output Disk Output
@ Owner Letters NAUPAFile <=<— Final format to send to the state
Owner Labels
Property Listing (detailed)

Property Listing (summary)

Re O rtS Holder Report Cover Sheet
| State Guidelines

. Utilities Preview Generate Qutput

Ref: HRS Pro - 131
How To Guide — Pg 25




Validate Report
NO ERRORS!

Data Set: 2013; State: VI; TEST COMPANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares

Holder Reports in Data Set

Holder Reports Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props.
WT G|Validated F  1,253.00 0.0000 0
Validated! T — =
Hcle Contacts | Stk Delivery| [ Waigate. )| Finalize
Printed Output Disk Output
@ Owner Letters MAUPAFile ===— Final format to send to the
Owner Labels

Property Listing (detailed)
Propery Listing (summary)

Haolder Report Cover Sheet

Preview | Generate Cutput |

Ref: HRS Pro - How To Guide — Pg 25 -




Finalize Report

%+ HRS Pro - Enterprise Edition B
File  Edit  Wiew Help

Daia Set 2007, State: 0O WAGERS & ASSOCIATES, INC,
Nei Tofal: 2 Props (0 Tangible), 8850.00, 0.0000 Shares,
Remittabia: 2 Props. (0 Tangible); $850.00; 0.0000 Shares

/ \ft r V I-d t' n il Holder Repaits in Data Sef
e a I a IO Holder Reports Rapae Th #oafFrops.  Btafs Cashin Ramit Ahares o Remit  Tanoible Props, &

co 2|validated $  Bs0.00 0.0000 1]
“Finalize” v
I [¥alaE [ Finalize I
B utton Appears Frinfed Dutput Digk Cutnuf
(%) Crwmer Leters 3 MALIPAFile
1 Dwner Lahels CyDiata Export

7 Prorerty Listing idetai ad)

3 Property Listing (summang)

2. Message: :
Zero Validation || ... ]
Errors

Ref: HRS Pro How To Guide — Pg 25 133



Confirm Finalization

YES: Prohibits Further Edits

Finalizing this holder report will prohibit

\?/ further editing of associated properties, owners, etc.
{You may Un-Finalize it any time).

¥ou should Finalize only if you are ready
to submit this holder report to the state,

Do you wish to Finalize the report?

Yes Mo

NO: Allows Edits

Ref: HRS Pro How To Guide — Pg 27 134



Generate Reports
Preview First —

Print Hard Copy Reports

File Edit Wiew Help

. - - 5 /
'R VI .\:

Data | t
REPORT EINALIZED = = 0:'::“‘ Data Set 2013 State: VT: TEST COMPANY #1:

Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;

Remittable: 6 Props. (0 Tangible); $1,253 00; 0.0000 Shares
v’ Property
Listings:
Detalled
eSummary
v'Holder Report
Cover Sheet

Holder Reports in Data Set

Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props.
WT 6|Finalized § 1,253.00 0.0000 0

|

Stk Delivery Validate Un-finalize

Printed Output « Disk Output

Cwner Letters MAUPAFile ===—Final formatto send to the

Cwner Labels

@ :Property Listing (detailed) A

Property Listing (summary)

Holder Report Cover Sheet

v'Generate Output | [ eeswen

. Utilities Preview |§enerateﬂutput | Sort By: | Owner Mame |Z|
Ref: HRS Pro

How To Guide — Pg 25 135




. Holder Report Cover Sheet
/) REQUIRED: REPORT NOTORIZED

VERMONT HOLDER VERIFICATION REPORT

REPORT YEAR: 2013 FOR THE PERIOD ENDING .

HOLDER INFORMATION:
NAME: TEST COMPANY #1

aooress: 100 sare sreer] MUSE hand enter reporting

Info on this form.

CITY / STATE /ZIP: MONTPELIER VT 05609-6200
CONTACT 1: NANCY SCRIBNER
Phone: (802) 828-1490 Ext: Fax: (802)828-1234
E-mail: NANCY.SCRIBNER@STATENT.US

CONTACT 2: NANCY SCRIBNER
Phone: (802) 828-1490 Ext:
E-mail: NANCY.SCRIBNER@STATENT.US

FED TAXID Humber: 03-1235678 NAICS: HOLDER TYPE:
STATE OF INCORPORATION: VT DATE OF INCORPORATION: [ 1
Did your company file an unclaimed property report last year with Vermont? Yes No
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\\/J;roperty Listing (Summary)

A

i~

Yy “Preview First”

Unclaimed Property Summary Listing
TEST COMPANY #1 2013 VT

Frinted: 011372014 01:21:11 PM

Prop Type First Owner Remitted Shares Remitted Tanagible Box ;
1 ALY AGGREGATE $658.00 0.0000
2 M S0 BAKER, MELANIE $250.00 0.0000
3 CK0& BOUCHARD, RUTH $200.00 0.0000
4 CK12 ROGERS, SUSAN £45.00 0.0000
5 AL SMITH, JOHN §25.00 0.0000
6 CKO1 WARES, EMILY §75.00 0.0000

§1,253.00
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Property Listing (Detalil)

“Preview First”

TEST COMPANY #1 2013 VT

Printed:  01/132014 01:16:45 PM

1) Prop Type: ACS9 Prop Status: Reporable LastTrans. Dty [/ Acct # Check #
Int Rate: 0.00 Comments: 44 ACCOUNTS WITHIN AGGREGATE TOTAL
% Reported: 5653.00 + § Addition: £0.00 = & Deduction: £0.00 = $ Remitted: 5653.00
Owmer Type: IN Relatiom: =0 Tax ID #: Dt of Birth: [ /
Owmer Hame:  AGGRE GATE Address:
Oremer E mail: Driver's License: Drver's License State:

2) Prop Type: MS01 Prop Status: Reportable Last Trans. Dt: 07/15/2010 Acct # Check #
Int Rate: 0.00 Comments: UNCLAIMED WAGES
% Reported: 5250.00 + § Addition: £0.00 = § Deduction: 50.00 = $ Remitted: 5250.00
Owmer Type: IN Relatiom: =0 Tax ID #: Dt of Birth:  / /
Chwmer Name:  BAKER, ME LANIE Address: 24 CURTIS AVE MARSHFIELD WT 5558
Oremer E mail: Driver's License: Driver's License State:

3) Prop Type: CKO0S Prop Status: Reportable Last Trans. Dt: 08(14/2010 Acct. # Check #:
Int Rate: 0.00 Comments: UNCASHED CHECK
$ Reported: £200.00 + § Addition: 50.00 =  § Deduction: 50.00 = $ Remittedk S200.00
Owmer Type: IN Relatiom: =0 Ta Dt of Birthe [/
Owmer Name: BOUCHARD, RUTH Ad ST PAUL ST PORTLAND ME 04101-0260
Cremer E mail: 1} = Driver's License State:

$ Remitted:

Totals: Property Count: i

§1,253.00

Shares Remitted:




A

© Generate HDE Report

Data Input
Data Output

Data Set: 2013; State: VT, TEST COMPANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares

-
)

Holder Reports in Data Set

1 Se I eCt " Holder Reports Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props.
" " VT Finalized 5 125300 0.0000 ]

[=r]

n Stle. Deliver alidate | |Un-finalize |
Printed Output Disk Output
Generate owner Leters — OFABHFIE] << il famatosenio
Owner Labels
O Utp Ut Property Listing (detailed) Create HDE
Property Listing (summary) Electronic Report
B Utto n Holder Report Cover Sheet
| State Guidelines
I Utilities Preview ‘ Generate Cutput | Sort By: | Owner Mame |E|

Ref: HRS Pro 139
How To Guide — Pg 27
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“C” Drive
IS Default

OR.
Select Drive
to Save File

on to Your

Computer.

Ref: HRS Pro
How To Guide — Pg 28

Save HDE Report

4 Save As

-

. |
Ssverr: | DATA - - @F M@

-&y

Recent Places

e

Date modif... Type Size |

No items match your search.

Name

Save default option is to save to your “C” Drive -
“DATA” Folder. Select “Desktop” to save to your
desktop or any other drive. Then select the “Save”
button.

Save as Type = HDE

Computer
e N
w
" )
Network S
NAUPA Format 2013_vt_test_company_#1 v . Save J
Save as type: HDE ',} \7Canoel J
140



WAGERS HRS-PRO Reporting
State Report — HDE File

« Select Folder to Save File To

4 | WAGERS
Workshop Data for Slides 2014 |

NAUPA Format 2013_wvt_test_company-#1 v [ Save T
Save as type: 'HDE v| l Cancel |
I 3

e Save to “Desk Top”

141



Verification Report
Saved To “C” Drive or
Desktop

DO NOT OPEN FILE

-

e

AOYFICE™

pr— o
N\

.:;v A"gﬁ \

-
Cutput Successful!

'6' Created NAUPA File:
& — HANANCYS\1 - UNCLAIMED PROPERTIES\WAGERS\WAGER HRS TEST
REPORTS\2013_VT_TEST_COMPANY-=1 HDE
This is a compressed, encrypted file. Save
Extension
Lok |

142
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Copy File To Disk or CD

CX¥/ DO NOT OPEN REPORT on

DISK or CD Once Saved

Size Type

D4

Name
Files Currently on the Disc (1)
_vt_charles_schwab _co_...

Only [\ Dcc-ume.nts

Need tO £ Pictures
H—J' Music 116 KB

Ve r i fy More »
File 1s on | e
- 4 Bl Deskto
D | Sk O I » [ Nancs' L. Scribner
> 1 Public

C D 48 Computer
£
'3 |

> & Local Disk (C:)
% DVD RW Drive (D:) 2008 Schwab
al L ahake ach antale (WA

-




WAGERS - HRS-Pro

IMPORT
REPORTING
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Importing
Using Excel Template

File Edit Wew Help

v Click
Utilities Bar

fmpon Data

Rather than keying data, you may import it into HRES Pro from an
external source. The data must comply with one of the supported
farmats below.

Configuration and Import Format:

-
v'Click Import | e
) Template File | ¥LE Spreadshest = Cpen Excel Template File

rLr_—-.l

2 PreviousVersion of HRS
Import Crata

Data —

v'Click Excel
Template

Rebuild Datak

Ref: HRS Pro
How To Guide — Pg 14 145




Excel Template

Page 1. Some Category Listings

Ref: HRS Pro How To Guide — Pg 15

Last Transaction Dt.

Property Type

Cash Feported

Deduction Code

Cash Deduction

Addition Code

Cash Addition

Interest Rate

Account Mumber

Check Mumber

Prop. Comments

Stock Issue Mame

Stock CUSIP

Stock Ticker Symbol

Subissue Mame

Stk Delivery Method

Stk Delivery Acct. #

Current Shares

Original Shares

Original Certificate #

Original Registration Mame

Owner1 Corporate Status

Owner1 Relationship

0-1
-1

-1
0-1
-1

0-1
-1

-1
0-1

0-1
-1

-2
-2
-2

Dwnerl Type

Cwnerl Tax D

Cwnerl Tax ID Extension

Cwnerl Date of Birth

Owner1 Lastname

Cwner1 Firstname

Cwnerl Middlename

Cwnerl Prefix

Cwnerl Suffix

Cwnerl Title

Ownerl Address line 1

Ownerl Address line 2

Cwnerl Address line 3

Owner1 City

DOwnerl County

Chwner1 State

Cwnerl Zipcode

Owner1 Country

Cwner1 Email

Owner2 Corporate Status

Owner2 Relationship

Owner2 Type

Cwner2 Tax 1D

-2

-2

0-2
-2

-2

-2
0-2

0-3
-3
0-3

Crwner? Tax D Ext

COwner2 Date of Birth

COwner2 Lastname

Owner2 Firstname

Cwner2 Middlename

Crwner?2 Mame Prefix

Owner2 Mame Suffix

Crwner2 Title

Owner2 Address line 1

Owner2 Address line 2

Cwner2 Address line 3

Owner2 City

Owner2 County

COwner2 State

Ohwner2 Zipcode

Owner2 Country

Cwner2 Email

Owner3 Corporate Status

Owner3 Relationship

Owner3 Type

COwner3 Tax 1D

Cwner3 Tax D Ext

Ownerd Date of Birth

NOTE: ZIP CODE ENTRY - AUTO FILLS: CITY (SELECT IF GIVEN OPTIONS), STATE, & COUNTY

0-3
0O-3

0-3
-3

0-3
0-3
0O-3
0-3
0O-3

Cwnerd Lastname

Crwnerd Firstname

Cwnerd Middlename

Crwnerd Mame Prefix

Cwnerd Mame Suffix

Crner3 Title

Owner3 Address line 1

Cwnerd Address line 2

Cwnerd Address line 3

Owner3 City

DOwner3d County

Crwnerd State

IChmnerS Zipcode

Owner3 Country

Cwnerd Email

County Mame

Section

Township

Range

Supplemental Descriptid

Pooling Order

Pooling Order Date

Well Mame

Ownership Pct.




/ ( \S,\ /“\"!‘ 1 /\/\ \
6 w2 Updated Excel Template
[t / g \7\
7/ Page 1: Import Data — Copy & Paste
\\\\ . ol HF-L'-lrul nporl Temlate, kls = |1
SO [ED B Edk Wew (et Formet Took Gets Windom  Helb  Adohe POF questinn For help  wia Tl M
£ Adal -0 .| B FU|===cE] 8 % ssli.%.élm no- N
L Bl L [ LS EL LR o [ - = '|!!.‘u2'ilil|ﬂ-1}1m'ﬁa
_‘ﬂﬂ e WL | o iy I'E] Focrboe vy O hiaeoees, . End Flesdesy, l
rile=l 2N
=] - E

R - T - - R Y - Y R - T R R R

.| Format Columns:

3 Date: 00/00/0000

Cash Reported: 00.00

: Zip Code: 000000 or 00000-000

< SAVE: 5.0/95 Version

Ei: vil\Data { Commerts & Irstrctons/ . o a2




Excel Template
Page 1- Data Entered

C D E F G H | J K
|Last Transaction Dt. Property Type Cash Reported Account Number Check Number Prop. Comments Owner1 Relationship Owner! Type Owner! Tax 1D Owner! Date of Birth Owner! Lz
05/17/2009 ACO1 1722 1209201 | 605365 CHECK NEVER CASHED 50 IN BOLC
06/01/2000 INO3 2000.00 1209200 607588 CHECK NOT CASHED BF IN BOUCI
acot T ose00 " 120901 | 607455 CHECK RETURNED BY MAL 50 IN CALDV!

10/10/2005 ACO1 10.00 1003000 607113 CHECK NEVER CASHED S0 IN CLAY
10/01/2007 Mot 47904 " 120901 " 607524 RETURNED - UNABLE TOFOI S0 IN CoL
09/01/2005 CK12 1.62 1209001 606741 CHECK NEVER CASHED S0 IN Cou;
05/01/2005 CK12 1.01 12000001 | 604497  RETURNED - UNABLE TO FOI S0 IN GRE

F F

01/15/2005 CK13 193.56 1209201 608634  |EVER CASHED - UNABLE TO S0 BU HANDY'S CLEAN
01/01/2005 SCO1 231 120901 " 608135  EVER CASHED OR RETURNE S0 IN HOOR
01/01/2002 CKO7 8510 | 1209001 608895  RETURNED- UNABLE TO FOI S0 IN KENN
031212006 CT99 5.9 | 1209001 606921  VED CHECK - UNABLE TO FOI S0 IN LARC
10/27/2006 MS05 230 6612000 | 603857 CHECK NEVER CASHED S0 IN MCLAUY

ACO1 %000 | 12345 1000 CHECK NEVER CASHED JC IN S

07/01/2006 Ms23 20000 1200000 2100 NEVER REDEEMED S0 IN UNKNC

Ref: HRS Pro How To Guide — Pg 15 148



Excel Template
Page 2 - Comments & Instructions

1 Microsafl Tecel - FIHS Pro knporl Tamplale, xls [ | e
E_] Fle Edt ‘Wesw [msert Format  Took Data Windom Help  oadohe POF Ty & quask t hal[ -_- B x
§ anal 1z «|[m]rfo]l= == 6§ o o Gk R B e A
= e = e = W - - | E - 3l Rl |l R 1o - e
B =P A R e T | 24 e B | ¥ pephe vt Changes, . End Resien, l
2 E = E
1 - A Ses Appendix T ofthe HES Pro Liers Guida far detaisd instroctions on impating spreadshests
Fy | =] | [ | [u] | E :
1 |See .ﬂ.gh:mnn:l_ir C of the HRS Pro User's Guide for detailed instructions on importing spreadshests.
2
| Comesponding Cata |
3 | Colwmn | Column Mame MAUPA Spec Fiald Type F o rmat Comments . linstructicns
4 A Lazt Transsction Date PROP-5T-TRAMNSOATE Oste WMDY Y Last comtact with nwmer. Detamrnmnes whan & propeary i epot
5 B Propery Typs= PROP-PROPERTY-TYFE Char 4 chare. max Diffars by State. Sea Submission Raguiremants sactian in HR
B C Propery Categong [ATF Char A "L ort1t Leaws grpty for mos propenies. & = aggregste. U= anknosr ™
E O Cash Repored PROP-AMOUNT-REFORTED Mum S99 99 Armount Remitled is not ncluded in this emplate Thia will be
| B | E Cash Deduciion FPROP-DEOUCTION-TYPE Char 2 chars. rrax See "Codes” section of HALPS Spec Appendix
a F Deduction Amount FPROP-0DEQLICTICMN- SRCILIRT Mum 29230995 58 Mol =il slates allow daduciions.
10 '] Addition Cada FROP-AO0OITION-TYPE Char 2 chars. max Sag 5" seclior HAaLIPL 5
i H Cash Addition FROP-A00ITIOMN-AMOLUMT Mum s S le sl SR
12 | Iraresi Rate FROP-INTEREST-RATE MNum 983 5958 Wake sure dacimal is et comachy, E.g. , 5% is entemesd as 5.0
13 dJ Account Mumbear FROP-ACCT-MNUMBER Char Al chare man
14 3 CGheck Mumber FROP-CHECE-NUMBER Char 20 chars. mayx
15 L Prop. Comments FPROP-DESCZRIFTICH Char S0 chars. mas Any comnerds or rekeant details that weill assist the stats in i
15 It Stock lszue Mams PROP-5TOCKE-ISEUE-NAME Char 25 chas. man
17 ] Stock CUSIP FROP-5TOCK-CLISIP Char 9 chare. max
1= ] Stock Ticker Symbol SECR-SYHMEOL Char 10 chars max
1= = Stock Subisgue hame SECR-SLBISSLUIE-NANE Char 160 chare. max  Typically, bond informatian.
. ] [} Stock Delivery Method SECR-DEUNVERY-RETHODO Zhar 10 chars. masx The Tollowing values are walid- OTC, PHYSICAL, ACCOUMT, U
21 R Stock Delivery Accourt # SECR-DEFDSIT-A0 COLIMT Char 20 chars, maz The DTC aocount #for the state that you arg ransfemng shars
22 =3 Cument Shares FPROP-HNUNWBER-OF-SHARES Murm 9E2329 593 23589 Number of shares on the property a1 the time of the report filin
23 T Ciriginal Shares SECR-0RIEIMNAL -EHRS-HELD Mum 9o29o9593. 2329 Mumber of shares at the firne of last contaci wilh the owner.
24| u Ciniginal Ceniicate # SECR-CERTIFICATE Char 2 chars. mas
= W Dinginal Hegstration Mame SECR-JRIZIMNAL-REG-HARME Char 7O chars. masd Fegitrant name ag il swould appear on The onginal cetilicate
25 W Crwpnerl Corporala Siaius PROP-NANE-ID Char “C" for corporaia; blank for individual
27 kS Crepnarl Ralaionship FROP-RELATIONSHIP-CODE Char £ charg, man Difars by State. Sea Submission Raguiremants seclion in HR
4 4 v wify Data ' Comments & Instructions |« -
Pomacty KM

Ref: HRS Pro How To Guide — Pg 15 149
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Start Import

Edit  View Help

Data Input

Data Output

I State Guidelines

Configuration and
Defaults

rLr_—-.

Impaort 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 E Open Excel Template File

Previous Version of HRS

<

Ref: HRS Pro How To Guide — Pg 14
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Import File
Screen Below Will Pop Up

Look in: | iZ53 data A% D F = [3-
, })
My Recent
Documents
" rom the top section, you will want to go to where you
b saved your template fie.

My Documents the huthon below.

by "Computcr \ >l

"

[Then, once you have found the file, you will select it usimﬁ

Load Filac | The file name should show here ~ | select |

My Networlk Files of type: : Excel ~ [ Cancel J

Ref: HRS Pro How To Guide — Pg 16 151



6 Properties and 6 Owners will be imported into Data Set: 2013; TEST
COMPANY #1: Rpt to State: VT

Frop. Type Account# Cash to Remit Shares to Remit 15t Owner Mame
P t ACO1 | $25.00 0.0000[SMITH JOHN
ro pe r y ACES B658.00 0.0000|AGGREGATE
CRO1 £75.00 0.0000|WARES EMILY
T E CKOB 5200.00 0.0000|BOUCHARD RUTH
ype X I St Ck12 545.00 0.0000|ROGERS SUSAM
M301 $250.00 0.0000|BAKER MELAMIE
Do NOT 5
Select )
A :
uto :
Populat \
p Fill in Empty 15t Owner Relation wi: if Sole Owner and NTMH One Owner Ex

Ref: HRS Pro
How To Guide — Pg 17

|\ Import Data

152



Successful Import

oo Sncceeal ]
Lists # of |
Properties and Tlrseldais
Owners
Imported e

Ref: HRS Pro How To Guide — Pg 17
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| o |

Data Input

~

Select -
Properties

Ref: HRS Pro
How To Guide — Pg 18

Results: Successful Import

File Edit View Help

Data Set: 2013; State: VT TEST COMPANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00- 0.0000 Shares

Properties in Data Set
Excluded Type Cashto Report Cashto Remit Shares to Remit Inventory Cnt. Accnt. / Policy # -
| ACO $25.00 £25.00 0.0000 i
ACO9 $658.00 $658.00 0.0000 0
Properties CHO1 $75.00 $75.00 0.0000 i
CKOE $200.00 $200.00 0.0000 0
CK12 $45.00 $45.00 0.0000 i
L ""l‘r
5}/ MS0 $250.00 $250.00 0.0000 i
Holders
-, %
i
[
Holder Personnel
Sort By. | Type E| | Detail | | Add | | Remaove
Owner(s) for Prop. Selected Above
. Data Output Mame Address Tax |D # Type Relation =
SMITH, JOHMN ANDREWS AVE COLCHESTER, VT 04 1 S0
| state Guidelines
Utilities -
| @k Search for Owner in this Data Set
154




Enter Contacts

%, HRS Pro - Standard Edition ==

File Edit WView Help

IMO- | Datainput
— I - Data Set: 2013; State: VT TEST COMBANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares

< Holder Reports in Data Set

/D Holder Reports Report To # of Props. Status Cash to Remit Shares to Remit  Tangible Props. =
a. a 6[Pending §  1,253.00 0.0000 0

Contacts k. Delivery “alidate Finalize

Printed Output Disk Output
@ Owner Letters NAUPAFile <=<— Final format to send to the state
Owner Labels
Property Listing (detailed)

Property Listing (summary)

Re O rtS Holder Report Cover Sheet
| State Guidelines

. Utilities Preview Generate Qutput

Ref: HRS Pro - 158
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Choose

v'Report
Contact

v'Claim
Contact

(Can be same
person)

v'SAVE

Choose TWO Contacts

i

Link Contacts to Holder Report @

Choose up to two persons who will
represent this holder as contacts for VT:

FReport  Claims _ -
Contact Contact [VAME City / State
B 7] |NANCY SCRIBNER MONTPELIER I VT

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.

Save Changes Ref: HRS Pro
How To Guide — Pg 25




Validate Report
NO ERRORS!

Data Set: 2013; State: VI; TEST COMPANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares

Holder Reports in Data Set

Holder Reports Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props.
WT G|Validated F  1,253.00 0.0000 0
Validated! T — =
Hcle Contacts | Stk Delivery| [ Waigate. )| Finalize
Printed Output Disk Output
@ Owner Letters MAUPAFile ===— Final format to send to the
Owner Labels

Property Listing (detailed)
Propery Listing (summary)

Haolder Report Cover Sheet

Preview | Generate Cutput |

Ref: HRS Pro - How To Guide — Pg 25 157
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| Import Reporting Errors

v//
NS

\J 2 /"?/
\\ \\\ > \.',‘" ........ /’/ /’ v I.d t. [
NN » yalidation crrors

Report Leve!l Errors

Se I eCt: Error Type Correction Instructions
v'Go To

Property Leve!l Errors
P ro pe rty Error Type CurrentValue First Owner Mame
Invalid Owner Type 99 LEMA WILSON
Imvalid Property Type LT LEMAWILSOM
- Invalid Owner Type 93 BETTY LOU JOINER
Invalid Propery Tvpe UTO1 BETTY LOU JOINER
CO rre Ct COde Im-‘al?d Owner Type 93 THELMA MERCER
Imvalid Property Type LT THELMA MERCER
Imvalid Owener Type 99 MARION J JORDAR
E rro rs Irvvalid Property Type T4 MARION J JORDAN
Invalid Owner Type 93 LESLIE QUARLES
Invalid Propery Tvpe UTO1 LESLIE QUARLES
Invalid Owner Type 93 TARSHA MERRIMEATHER

| GoToPropery |

Ref: HRS Pro
How To Guide — Pg 26
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* Property
Type Code

* Owner
Type Code

Ref: HRS Pro
How To Guide — Pg 26

Code Updates

#% View / Modify Property
LastUpdaie: 06/12/22007 - YLS

#Piop. Stalus: |Repotable v (Known v

* Report Prop. To: /) |

rleel‘ly‘lype: v | - PAYROLLWAGES/SALARY I

* Owner Status:

LastActvily Date: | 12112/2001 |

Check Num.: !8998 y

Account Num.:
Comments: |
*Cash | shares | Tangible Inventory
Cash to Roport: Addiions:  Reason: Deductions: Reason: Cashto Remit:
74T7| + | s000| | ™| - s000| | M = | $37477
Interest Rate: \ 030—’ %
Dwner Name Address TaxID# Type Ralation :
WILSON, LEBRON 838 MILWAUKEE WAY APT.#4C KENOSHA WI 531567-89-0123| 1
v

} 1ESave and Add NegtPropeny] [ =2 cancel ] #* = Required Field

[ & save
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Current Code Info

uwwr .
P A R

- .
' \I‘ '\: ~d

Select:

State Codes

1 Prey. VT E| Mext »

Froperty Types | Owner Types |Owner Relations|| Tangible Types

/ St t Codes
a e Code Description *

. . LI [CHECKING ACCOUNTS |
G u I d e I I n eS AC02 SAVINGS ACCOUNTS
Submission 1 ACD3 MATURED CERTIFICATES OF DEPOSIT OR
Requirements ACO4 CHRISTMAS CLUB ACCOUNTS
ACO5 MONEY ON DEPOSIT TO SECURE FUNDS
ACO SECURITY DEPOSITS
Contadt nfo. ACO7 UNIDENTIFIED DEPOSITS
/ C d ACD8 SUSPENSE ACCOUNTS
O e AC99 AGGREGATE ACCOUNT BALANCES DUE
CKO1 CASHIER'S CHECKS
CKO2 CERTIFIED CHECKS
CK03 REGISTERED CHECKS
CKO4 TREASURER'S CHECK
CK05 DRAFTS
CKO6 WARRANTS
Ref HRS Pro CKo7 MONEY ORDERS -

User Guide — Pg 21 I Utilities @ Print @ Property Types .
- - zenerate

Preview All 4 Tables




(E1E) &

i Data Sat 2007 State 0O WAGERS & ASSOCIATES, INC:
1 V I d t Mei Tofal: 2 Props. (0 Tangible); $850.00, 0.0000 Shases,
. a. I a e = : Aemittabia: 2 Praps (0 Tangible); $850.00; 0.0000 Shares

Holdar Reoars in Data Sef

- e
Ag al n Holder Raporte R&nae Ta #af Fraps.  Otalus Cashto Ramit Ahares 1o Remit  Tangible Propa)

co Walidated $ Bs0.00 .0000 EI

[

2' Message [aaE 9 [Finalzs | I i
Zero Validation —

(%) Crwmer Leters 3 MALIPAFile

Il
E r ro rS 1 Dwner Lahels CyDiata Export

7 Prorerty Listing idetai ad)

3 Property Listing (summang)
() Holder Report Cover Bhoct

3. “Finalize” |t ... o |
Button Appears

Ref: HRS Pro How To Guide — Pg 25 161



Confirm Finalization

YES: Prohibits Further Edits

Finalizing this holder report will prohibit

\?/ further editing of associated properties, owners, etc.
{You may Un-Finalize it any time).

¥ou should Finalize only if you are ready
to submit this holder report to the state,

Do you wish to Finalize the report?

Yes Mo

NO: Allows Edits

Ref: HRS Pro How To Guide — Pg 27 162



Edit Report After
Finalizing

To Edit: YES: Allows Holder
Select: “Un-Finalize” Button. Report Edits.

Data Set: 2013; State: VT, TEST COMPANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares

Holder Reports in Data Set 9 Un-finalizing th's holder report wil alow
Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props. \: Cdﬁﬂg Of assoo&ted D’Opemes: Ownefs, et(.
VT f|Finalized $ 1,253.00 0.0000 0

If you have already submitted this report to the state,
you should Un-finalize only if absolutely necassary,

Do you wish to Un-finalize the report?

- | H No

Ref: HRS Pro How To Guide — Pg 27

Contacts | Stk Delivery| | Validate

100



Revalidate & Finalize

YES: Prohibits Further Edits

Finalizing this holder report will prohibit

\?/ further editing of associated properties, owners, etc.,
{You may Un-Finalize it any time).

You should Finalize only if you are ready
to submit this holder report to the state,

Do you wish to Finalize the report?

¢ o . No

NO: Allows Edits

Ref: HRS Pro How To Guide — Pg 27 164



Generate Reports
Preview First —

Print Hard Copy Reports

File Edit Wiew Help

. - - 5 /
'R VI .\:

Data | t
REPORT FINALIZED = = 0:'::“‘ Data Set 2013 State: VT: TEST COMPANY #1:

Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;

Remittable: 6 Props. (0 Tangible); $1,253 00; 0.0000 Shares
v’ Property
Listings:
Detalled
eSummary
v'Holder Report
Cover Sheet

Holder Reports in Data Set

Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props.
WT 6|Finalized § 1,253.00 0.0000 0

|

Stk Delivery Validate Un-finalize

Printed Output « Disk Output

Cwner Letters MAUPAFile ===—Final formatto send to the

Cwner Labels

@ :Property Listing (detailed) A

Property Listing (summary)

Holder Report Cover Sheet

v'Generate Output | [ eeswen

. Utilities Preview |§enerateﬂutput | Sort By: | Owner Mame |Z|
Ref: HRS Pro

How To Guide — Pg 25 165




. Holder Report Cover Sheet
/) REQUIRED: REPORT NOTORIZED

VERMONT HOLDER VERIFICATION REPORT

REPORT YEAR: 2013 FOR THE PERIOD ENDING .

HOLDER INFORMATION:
NAME: TEST COMPANY #1

aooress: 100 sare sreer] MUSE hand enter reporting

Info on this form.

CITY / STATE /ZIP: MONTPELIER VT 05609-6200
CONTACT 1: NANCY SCRIBNER
Phone: (802) 828-1490 Ext: Fax: (802)828-1234
E-mail: NANCY.SCRIBNER@STATENT.US

CONTACT 2: NANCY SCRIBNER
Phone: (802) 828-1490 Ext:
E-mail: NANCY.SCRIBNER@STATENT.US

FED TAXID Humber: 03-1235678 NAICS: HOLDER TYPE:
STATE OF INCORPORATION: VT DATE OF INCORPORATION: [ 1
Did your company file an unclaimed property report last year with Vermont? Yes No

166
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o

\\/J;roperty Listing (Summary)

A

i~

Yy “Preview First”

Unclaimed Property Summary Listing
TEST COMPANY #1 2013 VT

Frinted: 011372014 01:21:11 PM

Prop Type First Owner Remitted Shares Remitted Tanagible Box ;
1 ALY AGGREGATE $658.00 0.0000
2 M S0 BAKER, MELANIE $250.00 0.0000
3 CK0& BOUCHARD, RUTH $200.00 0.0000
4 CK12 ROGERS, SUSAN £45.00 0.0000
5 AL SMITH, JOHN §25.00 0.0000
6 CKO1 WARES, EMILY §75.00 0.0000

§1,253.00
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“ Unclalmed Property Detailed Listing

Frinted: 01/13/2014 01:16:45 PM

1) Prop Type: ACS% Prop Status: Reporable LastTrans. Dt: / / Acct # Check #:
Int. Rate: 0.00 Comments: &4 ACCOUNTS WITHIN AGGREGATE TOTAL
% Reported: $558.00 + § Addition: %0.00 = 5§ Deduction: 50.00 = % Remitted: 2558.00
Owmner Type: IN Relatiom: 50 Tax ID #: Dt of Birthe [ /
Cremer Hame:  AGGRE GATE Address:
Crevmer E mail: Driver's License: Driver's License State:

2) Prop Type:s M504 Prop Status: Reporable Last Trans. Dt: 07/15/2010 Acct # Check#
Int Rate: 0.00 Comments: UNCLAIMED WAGES
% Reporied: £250.00 + 5 Addition: 20.00 = 5§ Deductiomn: 50.00 = % Remitted: £250.00
Owmer Type: IN Relatiom: =0 Tax ID #: Dt of Birth: [ /
Owmer Hame: BAKER, ME LAMIE Address: 24 CURTIS AVE MARSHFIELD WT 5658
Orewmer E mmail: Driver's License: Drver's License State:

3) Prop Type: CKOS Prop Status: Reportable Last Trans. Dt: 08/M4/2010 Acct # Check #
Int. Rate: 0.00 Comments: UNCASHED CHECK
$ Reported: £200.00 + § Additiomn: £0.00 = § Deduction: 20.00 = % Remitted: £200.00
Owmner Type: IN Relatiom: =0 Tax ID # Dt of Birth: [ /
Owmner Hame: BOUCHARD, RUTH Address: 383 PORTLAND ME 04£101-0250
Cremer E mmail: Driver's Licens Driver's License Siate:

Property Listing (Detail

“Preview First”

§ Remitted:

Totals: Prope

Count: b

§1,253.00 Shares Remitted:
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[ £44 ° REVIEW: Validation Process
s -/ ALL Properties Entered

1. Select - Data Output / Holder Report
2. Select - Contacts
Enter TWO Staff Contacts for Claim &
Contact (Can be same person)
3. Select - Validate
OK - No Errors — Continue with next step
Errors — Correct - Revalidate
Select — Finalize
Generate Hard Copy Reports

o B

169



Generate Electronic Report

I\

™

| Datalnput
| DataOutput

Data Set: 2013; State: VT, TEST COMPANY #1;
Net Total: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares;
Remittable: 6 Props. (0 Tangible); $1,253.00; 0.0000 Shares

-
)

Holder Reports in Data Set

1 Se I eCt " Holder Reports Report To #of Props. Status Cash to Remit Shares to Remit  Tangible Props.
" " VT Finalized 5 125300 0.0000 ]

[=r]

n t. Delivery alidate | |Un-finalize |
Printed Output Disk Output
Generate Owner Leters — OFABHFIE] << il famatosenio
Cwner Labels
O Utp Ut Property Listing (detailed) Create HDE
Property Listing (summary) Electronic Report
B Utto n Holder Report Cover Sheet
| State Guidelines
I Utilities Preview ‘ Generate Cutput | Sort By: | Owner Mame |E|

Ref: HRS Pro 170
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“C” Drive
IS Default

OR.
Select Drive
to Save File

on to Your

Computer.

Ref: HRS Pro
How To Guide — Pg 28

Save HDE Report

4 Save As

-

. |
Ssverr: | DATA - - @F M@

-&y

Recent Places

e

Date modif... Type Size |

No items match your search.

Name

Save default option is to save to your “C” Drive -
“DATA” Folder. Select “Desktop” to save to your
desktop or any other drive. Then select the “Save”
button.

Save as Type = HDE

Computer
e N
w
" )
Network S
NAUPA Format 2013_vt_test_company_#1 v . Save J
Save as type: HDE ',} \7Canoel J
171



« Select Folder to Save File To

4 | WAGERS
Workshop Data for Slides 2014 |

NAUPA Format 2013_wvt_test_company-#1 v [ Save _]
Save as type: [HDE v ’ [ Cancel ]
I 3

e Save to “Desk Top”

172



Verification Report
Saved To “C” Drive or
Desktop

DO NOT OPEN FILE

-

e

AOYFICE™

pr— o
N\

.:;v A"gﬁ \

-
Cutput Successful!

'6' Created NAUPA File:
& — HANANCYS\1 - UNCLAIMED PROPERTIES\WAGERS\WAGER HRS TEST
REPORTS\2013_VT_TEST_COMPANY-=1 HDE
This is a compressed, encrypted file. Save
Extension
Lok |

173
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N
Copy File To Disk or CD

DO NOT OPEN REPORT on
DISK or CD Once Saved
Size Type

Name
Files Currently on the Disc (1)

2008 _vt_charles_schwab_co_...

![\ Documents
I FI{»—
416 KB

Need to £ Pictures
B Music

Ve r i fy More »

Folders

File 1s on
4 Ml Desktop
» [B¥ Nancy L. Scribner

Disk or
> 1 Public
CD 418 Computer
£
* |

> & Local Disk (C:)
% DVD RW Drive (D:) 2008 Schwab
al L ahake ach antale (WA

1( ! \
'8
K\
o\ = — \/
:;l:u-)?&

———————

/f\ ¥l

D4

-




&b Mail Remittance & Report
BEEE (disk & hard copy) To:

Unclaimed Property Division,
109 State Street, Pavilion Bldg (4" Floor)
Montpelier, VT 05609 — 6200

Make Check Payable To:

“Yermont State Treasurer’s Office”
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HRS-Pro
QUESTIONS?

Email: UPCompliance@state.vt.us

Or

(802) 828-1490

Wagers & Associates, Inc.

http://www.wagers.net/hrs/support.php
Email: hrspro support@wagers.net
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