PRGPERTY

West Virginia State Treasurer’s Office

West Virginia Unclaimed Property

Manual Online Reporting Instructions for Holders

If a business or government entity is holding Unclaimed Property, they must file a report annually. West
Virginia requires electronic reporting for all holders. This booklet will provide detailed instructions on
how to use the Manual Online Reporting tool on the West Virginia Unclaimed Property website in order
to file the Unclaimed Property report.

Before filing the report, you will need to compile the required information for each property being

reported, if known:

Property Type

Owner name, last known address, social security number / tax ID number, date of birth

Name and information of any known beneficiary

A description of the property, including check or account number

The Start Date. This date should be the date of last contact with the owner or the date the check
was issued.

Creating the report will have 5 basic steps. All steps will be required each time a report is submitted:

Register and Log In

Enter Holder Information

Enter Property Information in a two step process:
e Enter the owner information

e Enter the property details

Review and agree with the Report Summary
Submit the report

For additional reporting instructions, please see the Business Reporting Guidelines and Remittance
Instruction booklets on the State Website here:

https://wv- findyourunclaimedproperty.com/app/reporting-guidelines
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1. To begin your report, go to the West Virginia Unclaimed Property website at:

http://www.wv-findyourunclaimedproperty.com

Under the Holder Reporting section at the top right, select the File a Report button.

CHECK CLAIM STATUS

Enter yoar claim 1D to see the status of a claim you have
submitted fo West Virginds Unclemed Property:

Clakm 10:

HOLDER REPORTING

If you sre & Holder, click the button below to secunely file your

unclaimed property repoet.

““

UMCLAIMED PROPERTY AUCTION

Our office holds periodic cnling auctions of safe deposit box
contents held in unclabmed property sccounts, Please click the
button Below for more information

UNCLAIMED PROFERTY AUCTION

FEDERAL FIREARM LICENSEE

RESTRICTED AUCTIONS

It you are a person boensed as firearms collecion. dealers
mporters or manuiacturers under federal Ly, please click the

bution below for more information

FEDERAL FIREARM LICENSEE RESTRICTED AUCTIONS

2. To create your Unclaimed Property report directly on the website, select the Enter a Manual

Report button.

SUBMIT A REPORT

| have created my NAUPA report or have
no property to report

i you have already created a MALIPA report file and nesd to submit it or you
need 1o submit 3 Negatie ($0) Report. click the button beiow. Flease note;
Megative Reports must be filed electronically, or they will nof be processed.

UPLOAD A REPORT

Reporting Co-Tenancy/Reserved
Interests Property

Ol anid Gars Holders are required by state law 1o repant unkndwn and
uniocatable cwners' resenved nberests (o the West Virginda State Treasurer's
Office on & quarterty basis. i you ane a Holder of unknown and uniccatabie

canTeers’ reserved interests, Click the Bubion below (o De Taken (o the Co-
Tenancy Reporting portal

ENTER A MANUAL REFORT

s Division of Unclaimed Property

| need to create a report

If you do not have acoess 1o reporting software and wish 10 create a manusl
report, click the button below. Once you click the button, you will be
redirected bo andther tab bo manually enter each owner and property.

ENTER A MANUAL REFORT

Law Enforcement Holders - Reporting
Stolen/Abandoned Property

Laww eriforcernent agencies in West Virginka are required by state bw to
repont uncliimed stolén property to the West Vinginla State Treasurers
Office on & yearky bask. As a holder of unclaimed stolen property, it (s the
agency’s responsibiity to report in accondance with the Unform Unclaimed
Property At

ENTER A MANUAL REFORT
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http://www.wv-findyourunclaimedproperty.com/

3. Begin your report by registering for a Secret Key. Enter your Email address and select the Register
button. You must register for a new Secret Key every time you start entering a new report.

MANUAL ONLINE REPORTING "o )\ PRGBERTY

BEGIN SUBMISSION

TR T

If you are beginning a new submission, enter your email If you have a new secret key or are continuing a report
address below and click “Register™: already in-progress, enter your emall address and secret
key and click "Login™

Email:
Email:

' !:ret Ky

4. Make sure you Print your Secret Key. If you lose this key, it cannot be provided to you, and you
will have to start over from the beginning.

MANUAL ONLINE REPORTING BRGEERTY
‘L\.

YOUR SECRET KEY Continue »

WABNIMG: There is no way for the state to retrieve your secret key. if you lose your key, you will not be able to return and
continue in-progress work.

Reports must be completed within 45 days of registration. After 45 days, this account and any saved data will be deleted.
You will be asked to login with your new credentials on the next page!

PLEASE SAVE/COPY & PASTE/PRINT THIS SECRET KEY:
Email: abigail campbell@wysio.com
Secret Key: MJzd-8MA0-nTO6-nT77)
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5. Return to the Begin Submission page, enter your Email Address and Secret Key from the
Registration and select Login.

MANUAL ONLINE REPORTING G;, BRGPERTY

i

BEGIN SUBMISSION

if you are beginning a new submission, enter your email If you have a new secret key or are continuing a report

address below and click “Register” already in-progress, enter your emall address and secret
key and click “Login®

Email;
Email:

,‘llj._.t.l.' campbellEvaAmio.com

= <=

6. Enter your Company information on the Holder Information page. All fields with a red asterisk
are required. After you have entered all required information, select the Save button.

Secret Key:

MANUAL ONLINE REPORTING e

ENTER HOLDER INFORMATION

Holder Information

Please enfer all required information below

* Holder Name:

* Holder Tax 1Dz

Incorporated State:

- Select an Option - -
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7. Review the Holder information for accuracy and edit if necessary. If everything is correct, begin
adding properties to the report by selecting the Create A Record button.

UNCLAIMED

MANUAL ONLINE REPORTING ) PRE®PERTY

REPORT SUMMARY PAGE m

Each Record should contain an owner or owners and one property. A ‘Record’ is an association bepween owner(s) and their

property.

Holder Info: et Hoider |
Holder Mame: WEST VIRGINIA STATE Holder Tax 1D: 556000814 Contact Narm::ﬁ.hlgall Camphbell
TREASURERS OFFICE
Contact Address 1: 322 T0th Streat Contact City: Charlestan Contact State: W'

Contact Zip: 25304 Contact Phone: (304) 340-2711 Contact Emaik: abigail.cam pbell@wst
o.Com

Summary Record;

Mo, of Owners: 0 No. of Shares: O Amount Reported: $0.00
No., of Properties: 0 Mo, of Shares Due: 0 Amount Due; $0.00
No. of Tangibles: 0

There are currently 0 records created, To create an owner record, pleasegiick "Create A Record”,

8. Properties will be added in a two step process. You will first add and save the owner information
by selecting Add New Owner to Record.

UNCLAIMED

MANUAL ONLINE REPORTING "5 ) PREPERTY
1 Back To Report Summary OWMNERS Add Property »
Owners on this Record:

Owner Owner Name Owner Address Relationship Code Edit

Mo owners added to this record yet

Co-Owner to the Property, Note that most properties only have a

Add New Owner to Record b :
new ‘Record’ for each new property and its owner(s).

Division of Unclaimed Property January 2021
Page | 5



9. Add the property Owner Information, including Owner Name, Address and Relationship Code.
This code will be the relationship of the owner to the property. All fields with a red asterisk are
required. After you have entered all required information, select the Save button.

MANUAL ONLINE REPORTING BRGHNED
1\

1 Back To Report Summary OWMERS Add Property ¢

Ownérs on this Recard:

Owner Ownier Mame Owwnier Address Relationship Code Edit

Mo owners added to this record yet

Owner Information

Please enter (e folfowing information (o add an owner o this record ‘

* LastBusiness Name:

SMITH

This is a Business

First Mame:

IOHN

10. Review the Owner information for accuracy and edit if necessary. If everything is correct,
complete the second part of the process by selecting the Add Property button.

MANUAL ONLINE REPORTING PROPERTY

OWNERS

Owners on this Record:
Owner Owner Name Owner Address Relationship Code Edit

Primary JOHM SMITH 123 ANYSTREET FA

*Adds an Owner or Co-Owner 10 the Property. Note that most properties only have a

Add New Ownier to Record
single owner. Add a new ‘Record’ for each new property and its cwner(s).
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11. Make sure you are on the correct Owner Name and select Add New Property.

MANUAL ONLINE REPORTING BRGPERTY

m PROPERTY Go to Report Summary »

Properties on this Record:

Property Property Type  Amount Amount Due No. of Shares No. of Shares [Edit
Reported Due

Ma properties added to this record yet

Record

Add New Property [

Summary Recond:
# of Owners: 1 Amount Reported: $0.00
# of Properties: 0 Amount Due: $0.00

Primary Owner: JOHM SMITH Mo, of Shares: 0

12. Add the Property Information, including Property Type Code, Dollar Amount, and Start Date. The
Start Date is the date of last contact with the property owner, or date of the original check. All
fields with a red asterisk are required. After you have entered all required information, select the
Save button.

ME
{

MANUAL ONLINE REPORTING SRR

m PROPERTY Go to Report Summary »

Properties on this Record:

Property Property Type  Amount Amount Due Mo. of Shares Mo. of Shares Edit
Reported Due

No properties added to this record yet

Property Information

Please enter the following informatian to add a property to this record

* Property Type
- Please select an option - 7
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13. Review the Property information for accuracy and edit if necessary. If everything is correct,
select the Go to Report Summary button.

MANUAL ONLINE REPORTING U5 ) PROPERTY

| <« g owners | PROPERTY

Properties on this Record:

Go to Report Summary #

Property Property Type  Amount Amount Due Mo. of Shares Mo. of Shares Edit
Reported Due
TRO3 $10:0.00 $10:0.00 NS A MJA

14. The running total amount of Owners, Properties, and Dollar Amount will be displayed. If you
have no additional properties to report, select Final Review. If you have more properties to
add, select Create a Record.

3

REPORT SUMMARY PAGE ‘  Final Review » |

Each Record’ should contain an owner or owners and one property. A ‘Record’ Is an association between owner(s) and thelr

MANUAL ONLINE REPORTING Ie"

property.

Holder Infos: o Holder |
Holder Name: WEST VIRGINIA STATE Holder Tax ID: 556000814 Contact Name: -ﬁ.blg.:ul Campbell
TREASURERS OFFICE
Contact Address 1: 322 70th Street Contact City: Charleston Contact State: WV
Contact Zip: 25304 Contact Phone: (304) 340-2711 Contact Emaik: ahlgall.{an‘ phell@wvst

Summary Record:

No. of Owners: 1 Mo. of Shares: 0 Amount Reported: $100.00
No., of Properties: 1 Mo, of Shares Due: 0 Amount Due: $100.00

Mo, of Tangibles: 0
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15. The Final Review button will bring up the Summary page. You will be able to review all properties
entered and download a NAUPA file for your records. Make sure all Holder, Owner, and Property
information is correct on this page. You will not be able to edit your report once it is submitted.

MANUAL ONLINE REPORTING

1 Back to Report Surmmary SUMMARY

‘ You will not be able to return to edit your report once the file is submitted. ‘

Please review your submission and check each of the boxes to confirm that the summary record reflects the records incuded in
your submission.

By clicking "Submit® you are confirming that the information displayed below Is correct and no further action s required.
*Optional: You may download a copy of your NAUPA file for your personal records. You will not need to submit this copy to the

State.
Holder Info:
Holder Wame: WEST VIRGINIA STATE Holder Tax ID: 556000314 Contact Mame: Abigall Campbell
TREASURERS OFFICE
Contact Address 1: 322 T0th Street Contact City: Charleston Contact State: WV
Contact Zip: 25304 Contact Phone: (304) 340-2711 Contact Emall: abigall.campbell@wst

16. If all information is correct, check all the boxes in the Summary Record area to show that you
agree with the amounts being reported. After checking the boxes, select Submit.

Holder Info:
Halder Name: WEST VIRGIMIA STATE Holder Tax ID: 556000814 Contact Mame: Abigall Campbell
TREASURERS OFFICE
Contact Address 1: 322 70th Street Contact City: Charleston Contact State: Wy
Contact Zip: 25304 Contact Phone: (304) 340-2711 Contact Email: abigail.campbell@wst
O.COM
Summany Record:
EiNo. of Owners: 3 EiMo. of Shares: 0 BAmount Reported: $1,100.00
EiNo. of Properties: 2 EiNo. of Shares Due: 0 BAmount Due: $1,100.00
EiNo. of Tangibles: 0
- Record # 1
Crevniierss
Chwner Owner Narne Owner Address Relationship Code
Primiary JOHN SMAITH 123 AMYSTREET P
Froperties:
Property Froperty Type Amournt Reported Amount Due Mo, of Shares Mo of Shares Due

Division of Unclaimed Property
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17. You will be given one last opportunity to save the NAUPA file for your records. If you have
already downloaded the file, select Continue with Submission.

Download NAUPA File;

This page is your only chance to download a copy of your NAUPA
file before submitting.

This file is for your records and will require no further action.

Go Back for Dos

18. Your report has been submitted. You will have an opportunity to Print the report details for your
records. If you close this page without printing, you will not be able to come back and print later.
If paying by check, please print this page and submit with payment. Select Done.

MANUAL ONLINE REPORTING

Maote: This is your last opportunity to print a summary for your records, x

FINAL REVIEW

8 Print Summary

Holder Info:
Holder Name: WEST VIRGINLA STATE Holder Tax ID: 556000814 Contact Name: Abigail Campbell
TREASURERS OFFICE
Contact Address 1: 322 T0th Street Contact City: Charleston Contact State: Wy
Contact Zip: 25304 Contact Phone: (304) 340-2711 Contact Email: abigail campbell@wvst
CLOOMm
Summary Record:
Mo. of Owners: 3 Mo, of Shares: 0 Amount Reported: $1,100.00
No. of Properties: 2 Mo. of Shares Due: 0 Amount Due: $1,100.00
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19. You will be returned to the Begin Submission page. If you have more than one report to submit,
you may start over here.

MANUAL ONLINE REPORTING ORGSR
)

BEGIN SUBMISSION

BT BT

If you are beginning a new submission, enter your emall If you have a new secret key or are continuing a report
address below and click “Register™; already in-progress, enter your email address and secret
key and click “Login™:
Email:
Ernail:
Secret Key:

A

20. Please submit payment for the Amount Due. You may submit payment via the online payment
portal, ACH Credit, or Paper Check. Please refer to the Remittance Instructions on the Treasurer’s
Office website for more instructions on submitting a payment.
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