Wisconsin Department of Revenue

Electronic Real Estate Transfer Return
eRETR

Primary Assessor
Administration of Assessment Staff -
“The Manage Users System”



“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.



Primary Assessor Management of Assessment Staff
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Log in to eRETR using your WAMS ID and Password

ENTER YOUR USER NAME ENTER YOUR PASSWORD LOGJN

) Wisconsin Department of

'eventie

WEB ”IESS Password:
MANAGEMENT SYSTEM WARNING: This system is for autherized users onlff: system access is monitored, By using this
system you expressly consent to this monitorifg, Unauthorized use of, or access to, this
system may subject you te crimiglal prosecution and penalties,
Login
Forgot your password? | |s your account locked? | Reguesta Wisconsin User |D and Password | iChange User Info

(Mame, E-mail, Password, Logon 1D

REQUEST A WAMS ID AND PASSWORD



CONFIDENTIALITY STATEMENT

Izs RETR Government Officials—Confiden... )‘;} hd Q -

NOTICE:

This website is intended for use by those statutorily authorized under sec. 77.265, Wis. Stats.

All other requests to view or access a Real Estate Transfer Return must be forwarded, in writing, to:

Real Estate Transfer Return Custodian of Documents:
ATTMN. SLF Deputy Division Administrator

P.0O. Box 3971, M5 6-97

Madizon, WI. 53708-8971

RETR CONFIDENTIALITY:
Paper and electronic Real Estate Transfer Returns filed under sec. 77.22(1) Wis. Stats., contain grantor and grantee social security numbers and grantor and gra
sec. 77.265 Wis. Stats.

Ascecsors, assessment staff, and county officials must maintain the confidentiality of =ocial security numbers and phone numbers.

Real Estate Transfer Returns may be disclosed to assessors, assessment staff, and county officials a=s follows:

77.265 (2)

77.265 (5)

77.265 (8)

The local assessor shall permit the inspection of all returns filed under this subchapter for property within any local unit of gowvernment for
oificial, or a person designated by the official, of that unit upon the adoption of a resolution by the governing body of the unit directing the
reviewing the basis upon which equalized values were established by the department of revenue under s. F0.57, and the official or designe
grantee social security numbers and telephone numbers from the returns.

The department of revenue, county real property listers under =. 70.09 and local assessors and their employees and agents may use the re
zecurity numbers and telephone numbers from the returns.

A county may use the returns to develop a tract index, but shall maintain the confidentiality of social security numbers and telephone numée

The following statutory disclosures are processed through the Department of Revenue:

77.265 (3)

77.265 (4)
77.265 (6)

77.265 (7)

The returns may be used in any proceeding involving the reguisite amount of the fee and may be produced in any proceeding subject to &
adjudicating agency, and the parties shall maintain the confidentially of =mocial security numbers and telephone numbers from the returns.
The department of workdforce development may use the returns under =. 106.50, but shall maintain the confidentiality of social security nun
Gowvernmental agencies acquiring real property for public purposes, or that administer taxes, may use the returns, but shall maintain the cc
numbers from the returns.

In a condemnation proceeding or in an appeal of an assessment of real property, the property owners and the owners' agents may inspect
maintain the confidentiality of social security numbers and telephone numbers from the retumns inspected.

A breach in the confidentiality of social security numbers and / or telephone numbers as prescribed by =sec. 77.265 Wis. Stats., may lead to a review by the Sec
73.09(7)(a) wWis. Stats., and the imposition of sanctions under sec. 70.47(3) Wis. Stats.

1. I hawve read the abowve statutory references and I have statutory authority to view the Wisconsin Real Estate Transfer Return information contained on thi
2. I agree to maintain the confidentiality of social =ecurity numbers and telephone numbers from Wisconsin Real Estate Transfer Returns.

T agree

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.

I do not agree



Approve or Edit Assessment Staff

Click on “Manage Users”

Electronic Real Estate Transfer Retur

&

Welcome _S\rstems Administrator

Registers of Deeds:
Add recording information to an eRETR filing

Real Property Lister: Provide official parcel numbers. Retrieve by ...
Date recorded
Date of posting
County document ID

Access electronic transfer returns by
Date recorded
Date of posting
County document ID
County/Municipality
Download county wide aszeszment data

Azzeszor Sales Data: (Includes both electronic and paper returns)
Download assessments
Provide azsezsment data
iew or print =ales summary report
Download =ales data

Wisconsin Department of
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APPROVAL/EDIT SCREEN FOR "MANAGE USERS"

APPROVE

. Electronic Real Estate Transfer Return Wisconsin Department of Revenue
The Primary
Assessor will be
able to view . m m
anyone who is B ATe Dol ellFlimlalal s e il iw Co ol T elleg o vVinw ] xy
waiting for . |
approval into the Anderson, Robert Milwaukee Property Lister Chaf et approved

eRETR system,
but must be sure Name Telephone Email m

to approve only
their own staff. Robert Andereon

Bainbridge, Jack Viag Property Lister Net approved

Email

Barth, Randy Adams, Ashland, and more ... Projed Shff Net approved

Name Telephone Email
Randy Barth m

Verify Name
Assessment Jack Bainb
Staff databy __—
clicking the
"Approve"
button.




Approve Assessment Staff
Verify all information before approving

All counties will be listed, indicating this person The assessment staff will be able to submit assessment data for
will be able to view statewide sales information. each municipality that is checked. The Primary Assessor can
Sales data submission is not affected under this edit this list now or any time in the future. Uncheck box to
column. This area is for DOR use only. remove that municipality from ability to submit dales data.

Electronic/ Real Estate Transfer Return

Wisconsin Departnjent of Revenu

h | Help_| | Quit |
AssmtStaff, uClaire Adarms, Ashland, and more ... Aszessment Staff Mot approved
Mame Telephone Email
[EauCiaire AEsmtStaff | I—— |dreed@dor state wi.us v
County Roles Assessor municipalities
1) DAME - albion, Town Of =
2) BROWHN - Bellevue, Yillage Of [
1) Adams il 1) Assessrment Staff 3) ADAMS - Dell Prairie, Town Of [
= 4) DANE - Madison, City Of =
4) Bavyfield LI

Deies |

/ 0 WARNING!

Click the “Delete” button only if
Click the “Approve” button when you have verified the you want to permanently remove
information is correct and you want to approve access this person’s access to the
into the eRETR system for this person. An e-mail will

eRETR system.
automatically be sent to let them know they are approved to access 8
eRETR. You will return to the list of staff.




Approval/Edit Screen for "Manage Users"
Edit

Electronic Real Estate Transfer Return Wisconsin Department of Revenue
[ ] | Help | [ Quit |
| FEEEEEE RS TSR s A e s s s E R e E e EEE s e e e E S

Anderson, Robert Milwaukee Property Lister Staff Not approved
After staff Name Telephone Email m
have been Robert Andersan
?ppr? Ved’ the Bainbridge, Jack Vilas Praperty Lister Staff Not approved
edit" button
will allo Name Telephane Email

Approve...

Primary

Assessor to Barth, Randy Project Staff Not approved
delete an

. e Name Telephone Email

individual or Randy Barth =
change the

munici p alities Baltus, Jennifer Clark Praperty Lister Approved
that they can  ame Telephone ..
access. Jennifer Baltus




Edit screen for “Manage Users”

The Primary Assessor approves and edits access of their assessment staff in the Manage Users system.

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

Electyonic Real Estate FPransfer Return

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 deselesting the checked box, or may add a
municipality by entering the county/muni code in the lgwer box.

Wis Department of Revenu

a Previous page Chiein | “oun |
Henke,\ Jim Adams, Ashland, and more ... ASSEesSsSOr Approved
MName Telephone Email
Jim Henke mikraft
Count Roles Assessor municipalities
1) Adams =1 = 1) Agency Manager (] - 1) RACINE - North Bay, Village Of ]
2) Ashland " 2) Applications Developer 2) RACINE - Sturtevant, Village Of vl
3) Barron v’ 3) Assessment Staff - 3y RACINE - Union Grove, Village =
of
i v
4) Bayfield 4 4) Assessor = 4) RACINE - Yorkville, Town OFf 4|
5)  Brown ] 5) Project ]
6) Buffalo =] &) Prope Lister
7) Burnett [+ 7) RegfSter of Deeds =
Assessment Municipalities: Enter five digit county/prunicipality code(s), without dashes,
without spaces and only seperated by commas, sdfe example. County Municipal Codes List

Example: 05106,05010,05012 (you would be clai
BEROWMN: BELLEVUE, VILLAGE OF, BROWM: EA

iz

v

Check if this user can delegate:

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

g update ability for
», TOWN OF, and BROWN: GLENMORE, TOWWMN OF)

Delete

WARNING

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

the eRETR system. 10



Return to Approval/Edit Screen After Editing Assessment Staff

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

Click the
"Home" Electronic Real Estate Transfer Return isconsin Department of Revenue
icon for ~h [ Help |
other | EFEErEEcEE e e e R Al e R E T s e EEEE a=
eR E_T R _ Anderson, Robert Milwaukee Property Lister Staff Not approved
applications . el
ame elephone
Robert Anderson m
Bainbridge, Jack Property Lister Staff Not approved
Telephane Email
Click "Quit"
if finished Barth, Randy Adams, Ashland, and more ... Project Staff Not approved
with eRETR Name Teleohone Email
Randy Barth m
Baltus, Jennifer Clark Property Lister Staff Approved
Name Telephone Email
Jennifer Baltus m
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