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“Assessor” Role in the eRETR System 
• The person registering in the eRETR system in the “Assessor” role is known as 

the Primary Assessor.  The Primary Assessor must register for access and be 
approved by DOR before assessment staff in their office can register for 
access. 

 
• An assessment firm can have only one Primary Assessor.  All remaining staff 

will sign-up under the Primary Assessor in the “Assessment Staff” role.  
 
• Assessment Staff will send their eRETR approval request (registration) to the 

Primary Assessor in their office. When the Primary Assessor approves the 
Assessment Staff in their office, the staff will automatically be approved for the 
same municipalities that the Primary Assessor has been approved for. 

 
• The Primary Assessor must be minimally certified at the highest level of 

certification required by the municipalities which they (and their assessment 
firm) assess.  

 
• The Primary Assessor will have the ability to file the electronic computer 

exemption report(s).  
 
• The Primary Assessor must register for all municipalities in which they (and 

their assessment firm) assess. 
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http://www.revenue.wi.gov/retr
/index.html 
 
Make this page your “favorite” 
 

Click here for eRETR  Assessor 
and Government Offices to 
access electronic transfer returns 
or assessor sales data; to add 
recording information to an 
eRETR filing; or provide official 
parcel numbers. 

eRETR Access 
Primary Assessor Management of Assessment Staff 

http://www.revenue.wi.gov/retr/index.html
http://www.revenue.wi.gov/retr/index.html


Log in to eRETR using your WAMS ID and Password 
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ENTER YOUR USER NAME ENTER YOUR PASSWORD                         LOGIN 

REQUEST A WAMS ID AND PASSWORD 



CONFIDENTIALITY STATEMENT 

5 The real estate transfer return is confidential.  To access the eRETR system, 
you MUST agree to maintain the confidentiality of the real estate transfer return. 



Approve or Edit Assessment Staff 
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Click on “Manage Users” 
 



APPROVAL/EDIT  SCREEN FOR "MANAGE USERS" 
APPROVE 
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The Primary 
Assessor will be 
able to view 
anyone who is 
waiting for 
approval into the 
eRETR system, 
but must be sure 
to approve only 
their own staff. 

Verify 
Assessment 
Staff data by 
clicking the 
"Approve" 
button. 



Approve Assessment Staff  
Verify all information before approving  
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The assessment staff will be able to submit assessment data for 
each municipality that is checked.  The Primary Assessor can 
edit this list now or any time in the future.  Uncheck box to 
remove that municipality from ability to submit sales data. 

All counties will be listed, indicating this person 
will be able to view statewide sales information.  
Sales data submission is not affected under this 
column.  This area is for DOR use only. 

Click the “Approve” button when you have verified the 
information is correct and you want to approve access 
into the eRETR system for this person. An e-mail will 
automatically be sent to let them know they are approved to access 
eRETR.  You will return to the list of staff. 

WARNING! 
Click the “Delete” button only if 

you want to permanently remove 
this person’s access to the 

eRETR system. 



Approval/Edit Screen for "Manage Users" 
Edit 
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After staff 
have been 
approved, the 
"edit" button 
will allow the 
Primary 
Assessor to 
delete an 
individual or 
change the 
municipalities 
that they can 
access. 



Edit screen for “Manage Users” 
The Primary Assessor approves and edits access of their assessment staff in the Manage Users system. 
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All counties will be listed, indicating this person will be 
able to view statewide sales information.  Sales data 
submission is not affected under this column.  This 
area is for DOR use only. 
  

The assessment staff will be able to submit assessment data for each 
municipality that is checked.  The Primary Assessor can remove access 
to a municipality by deselecting the checked box, or may add a 
municipality by entering the county/muni code in the lower box. 
   

Click the “Submit” button when you have 
completed the edit process for the 
assessment staff. 

Click the “Delete” button only if you want to 
permanently remove this person’s access to 
the eRETR system. 

WARNING 



Return to Approval/Edit Screen After Editing Assessment Staff 
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Click the 
"Home" 
icon for 
other 
eRETR 
applications 

Click "Quit" 
if finished 
with eRETR 

Click "Approve" to approve additional staff, or 
click "Edit" to edit the access of existing staff. 
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