
Guide to HRSPro
Holder Reporting Software



Log on to HRSPro



Click on Add New User



Fill in your personnel information 
and Save. 

Please note that the fields with 
the * are mandatory.

Any button in this program can be 
used by clicking on them with a 
mouse click or by using ALT+ the 
underlined letter of the button.  

For example, to save it would be 
ALT+S.



Click the Close button.  



If this is the first use of HRSPro, you will be guided to the “Add New Holder” Function.  Click 
OK.  



Fill in the Holder information and 
save. 



Click the Close Button



Now your Holder 
and Personnel 
information is 
entered, you can 
create a data set.  

You will need to 
Add a dataset 
before you can 
import your file. 

Click Add.  



Creating A Dataset

You will need to add which 
year and state you are 
reporting to. 

Click Save



Click the Close button



Now that your 
dataset has been 
created. You can 
begin to upload 
your data.

Click the Utilities 
bar 



Now Click on Import 
Data



To be able to upload 
your information from 
an excel format, you 
will need to use the 
HRSPro Template.  

Click on the link to 
Open Excel Template 
File



The HRSPro Template will automatically open; this is where you will cut and paste your data to.



*You will want to copy and paste your data, values 
only, in the correct columns from your original 
excel sheet to the HRSPro template.  
*It is very important that you do not paste the 
formatting.  
*This template has many columns and covers 
many different business types.  Leave cells or 
columns empty if they do not apply.  
*If you delete columns or insert formatting your 
import will error.  



Property Type, Owner 
Relationship, and Owner Type 
columns are asking for specific 
codes.  

You can find the proper codes 
in the HRS Program in the 
State Guidelines bar in the 
Codes section.  

Please note that column Y, 
Owner Type,  will need a 
number in the code field. 



Once you have filled in all applicable columns, 
save this file somewhere accessible.  

This will be the file that you upload into the 
HRS  Pro Program.   



Back in the Utilities, Import 
Data area you are now ready to 
start your import.

Click on the Start Import 
button.



Select your completed HRS 
Pro template to upload.



This screen should open up 
after you have loaded your 
file.  

You will not be able to 
complete the import without 
filling in these boxes referring 
to Owner Relationship types. 

This will need to be a number 
1,2,3,4,5, or 7.  Please refer 
to the Owner Types under 
the Codes section of the 
State Guidelines. 



In this instance I chose 3 for Individual 
and 7 for Unknown.



Click on Import Data



At this point you will find out if 
your data was in the 
appropriate format.  

If you get the Import 
Successful! notification you 
should see that there were the 
correct amount of properties 
and owners. 

Click OK



Back in the main HRS Pro 
screen, 
Navigate to the Data Output 
bar.



Click on the Holder Reports 
icon.



You should now be in 
the Holder Reports 
Output Screen. 



Please note in the top 
of the area it notes the 
Holder Dataset, total 
properties and 
amounts to be 
reported. 

Before you can 
generate the .HDE file 
you will need to add 
personnel contacts to 
your report.  



Check the proper person 
to be the report and 
claim contact.  

*Often this will be the 
same person. 

The state will use this 
information to contact 
holders if there are 
questions regarding the 
report. 



Now that contacts 
have been added you 
can validate your 
report.

Click on the Validate 
button. 



If there are no 
validation errors you 
should se a Validated! 
Prompt.  

Click OK



Now that you have 
successfully validated 
your report you can 
finalize by clicking on 
the Finalize button. 



A warning will open up.  
You should only finalize 
if you are ready to 
submit your report.  

Click on the Yes Button.



The Finalize button has 
now changed to Un-
Finalize.  

The information in your 
report has now been 
locked for changes and 
will require you to un-
finalize to make any 
further changes.



From here you can 
print out your report 
coversheet to 
include with your 
remittance.  

Mark the Holder 
Report Cover Sheet 
and click on the 
Generate Output 
button



This report coversheet should have all of your 
contact information, amount of properties and 
cash that is being reported. 

This will need to be signed and dated by the 
person preparing the report.



Now that the Holder 
Report Coversheet 
has been printed and 
signed.  On to the 
electronic File. 

Mark the NAUPA File 
and click on Generate 
Output.



Save your .HDE file 
where you can access 
it.  



Output Successful!  HRS has made a 
compressed, encrypted .HDE file.

Save this file to disk, or email along 
with the Holder Report Cover Sheet 
and remittance.  

If emailing your report, please include 
a copy of the email with the Holder 
Report Cover sheet and the 
remittance. 
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