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What property?

ÅAccount Balances

ÅPayroll

ÅOutstanding checks

ÅVendor Checks

ÅUtility Deposits

ÅGeneral refunds

ÅPatient refunds

ÅJails ςinmate accounts

ÅNursing homes ςdeceased resident accounts



What info is required?

ÅProperty type code

ÅRelationship code

ÅProperty description

ÅOwner name and address

ÅDate of last activity

ÅDollar amount

ÅAny additional detail you may have: ss#, date of 
birth, email address, etc



Before you report:

DUE DILIGENCE
Send a written notice to the owner of the property

ÅAmounts over $50
ω60 to 120 days prior to reporting.
ωNot required if known bad address.



Electronic Reporting

ÅPaper reports are NO longer accepted ïper 
WV House Bill 4290, passed 2008

ÅIf you must file a paper report, you must obtain 
a hardship waiver.

ÅElectronic Reporting protects everyone



Electronic Reporting Options

ÅUse a third party software to create a Naupa
File.  Burn to a CD and mail with remittance.

ÅUse a third party software to create a Naupa
File.  Upload the file to our website.

ÅReport online at the free Treasurerôs E-Holder 
website:  

https://apps.wvsto.com/EHolder/


CD Option

ÅDownload NAUPA file from third party software

HRS Pro - free / pay versions

UP Exchange - pay versions

Ryan Tracker - pay version 

ÅBurn to a CD or upload on Eholder site

ÅMail in with a check



HRS Pro ςFree Web Version

SignUp links for Free and pay versions 
located at:
https://hrspro.unclaimedproperty.com/



HRS Pro ςAdd Holder



HRS Pro ςCreate Report

Reports can be created2 ways:
Å Manually 
Å Imported using an excel template

Select here



HRS Pro ςManual Report

Do not forget Last 
Activity Date here



HRS Pro ςImport from File

Fill out excel template and upload here



HRS Pro ςObtain NaupaFile 

{ŜƭŜŎǘ ά5ƻǿƴƭƻŀŘ b!¦t! CƛƭŜ ōǳǘǘƻƴέ 
and save to your computer



HRS Pro ςFile created 

The saved file on your computer will be an 
.hdefile.  It can be burned to a disk or 
uploaded on our Website.



Website Walkthrough

Under the Unclaimed 
Property tab, select 
ǘƘŜ ά.ǳǎƛƴŜǎǎ 
IƻƭŘŜǊǎέ ƭƛƴƪ



Website Walkthrough

{ŜƭŜŎǘ ǘƘŜ άwŜǇƻǊǘ hƴƭƛƴŜέ 
button



E-Holder Option

First time users ςClick
here to request a login



Create a Login & Password

Be sure to select the 
ŎƻǊǊŜŎǘ άƘƻƭŘŜǊ ǘȅǇŜέ 
from the dropdown 
field as the screens will 
be tailored to your 
selection.

Request Button 



Accept Terms

.ȅ ǎŜƭŜŎǘƛƴƎ άL !ŎŎŜǇǘέ 
before reporting, you 
are stating Due 
Diligence has been 
performed.



Start Report



Choose Type of Report

Å!ƭǿŀȅǎ ŎƘƻƻǎŜ ǘƘŜ άLƴǘŀƴƎƛōƭŜέ tǊƻǇŜǊǘȅ ¢ȅǇŜ ƻǇǘƛƻƴΦ



Property / Owner Information



New Fields

The following fields have 
been added and are optional 
fields:
ωOwner email
ωOwner drivers license   

number / state
ωOwner date of death



Pre-abandoned Popup

Å Due to some public entities having a 1 year 
ŘƻǊƳŀƴŎȅ ȅƻǳ Ƴŀȅ ǊŜŎŜƛǾŜ ǘƘƛǎ ǇƻǇǳǇ ōƻȄΦ  {ŜƭŜŎǘ άL 
ŀƎǊŜŜ ǿƛǘƘ ǘƘŜ ǘŜǊƳǎέ ŀƴŘ ǎŀǾŜ ǘƘŜ ǇǊƻǇŜǊǘȅ ŀƎŀƛƴΦ


