Wisconsin Department of Revenue
eRETR

electronic Real Estate Transfer Return

How to Save & Restore an eRETR
Using Internet Explorer and Firefox

Look for the logo in left corner of screen for the different versions

\

] Firefox

Micio ft

http://www.revenue.wi.gov/retr/index.html
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Reasons to Save an eRETR

If you are not going to be active (Update/change page) within the 30 minutes. The eRETR will close out losing
all data entered and return you to the Dept. of Revenue home page. You will have to begin a new eRETR
entering all the data once more.

An error is discovered on the Receipt or return, you must start a new eRETR from the beginning and re-enter all
the data.

If the Register of Deeds rejects recording for some reason (missing Grantor or Grantee on Receipt) they would contact
the Preparer via the phone number or e-mail provided on the Receipt. (Preparers should always put their information
in Preparer boxes).

Filer uses the following procedures:

. “Restore"” saved file and make any necessary corrections.

. “Submit” and print new Receipt which will have a different Receipt number. Note each time you “Submit”, a new
Receipt Number is generated. (Recommend saving corrected file).

. Preparer needs to Fax / deliver the new Receipt to Register of Deeds.

Register of Deeds records documents. The incorrect Receipt may be discarded.

A “correction deed” needs to be recorded as an error on the original deed was discovered.

. “Restore" saved file and make any necessary corrections.

. “Submit” and print new Receipt which will have a different Receipt number. Note each time you “Submit”, a new
Receipt Number is generated. (Recommend saving corrected file).

. Preparer attaches the new Receipt to the correction deed.
DO NOT MAKE A COPY OF THE ORIGINAL RECEIPT to record another deed.
Recording rule is: Each Deed needs its own Receipt / Each Receipt needs its own Deed

Create a “template” for future use. For a condominium project or subdivision where there will be multiple deeds. Most
of the information is already known such as grantor, legal etc. Fill out eRETR for what is known and save the file
(condoX.dor). Each time a unit or lot is sold, restore the template, complete with missing information (grantee, unit
number, sales price) and save under the buyers name or unit number. “Submit”, print and attach to deed.

You can save a file at any point of filling out the return.
It is recommended that you save before “Submit” is pressed.
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Save from any page in eRETR

The “Save” button is located at the top and bottom of each page.
You can save a file at any point of filling out the return.

pressed.

Remember to save if you are not
active (Update/change page)
within the 30 minutes.

It is recommended that you save before “Submlt"ls\
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Migjosoft Explorer saving using “Save” button in eRETR

Save Information

Ta save information already enterad and to continue later, follow the directions listed below. To later restore your information do not click o
the icon on your computer First you must open the Wl Department of Revenue application you used to create it (for example, Free-File, aH
etc.) and clicking on the "Restore Saved Information” button.

Save Instructions

1. Press Download File button ~_|

“New window”
2. Click “Save”

Do you want to save this file?

] Mame: WiRev0701110740%or

Type: Unknown File Type
From: test.revenue.wi goy

sve |[Coma |

haim pour computer, |f pou do nat tust the source, do not save this

@ ‘wihile fles from the Intemet can be useful, some files can potentially
file, ‘what's the risk?

4. Click “Save”. The window disappears
Save Information screen remains.

5 C“Ck On uBaCkn button tO etc ) and clicking on the "Restore Saved Information” button
retu m to e R ETR Save Your Document to Your PC:
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Save Your Document to Your PC:

Click on "Daownload File" below.

The file starting with WiDeptRev and ending with .dor will be downloaded to your PC {for example: WiDeptRev3395 dor).
Select the option to save your file

MNote where this file is located on your PC for future restores

. -
Dovrioad File T 2

Save in: I_} eRETRfiles j o ? b i
Back
Back wiDeptk
—E-Return Detail_files WiDept
commrentaltest—Receipt_files @ WiDeptk
eRETR. Public view—Receipt_files
Real Estate Transfer Return Filing - Wisconsin Department of Revenue_files
“ H 1] receiptprinttest_Files
N eW WI n d OW sherifffdIReceipt_files
1 herifffdltest_fil
3. Select location on your i
computer to save to: 5 commrentatest dor
La Grone WiDeptRew2003.dor
ila* MAYOSWORSHOP, dor
. N am e yo u r fl I e ) sheriffrestfdl.dor
Wi ” auto save as: sherifftestl?ﬂnglade.dor
: Bl USERSPPT . dor
WiRevXXXXXX.dor =i

(extension always will be .dor)

File narme: WiRev07 011107 40.dor Save I
Say i - Cancel |

F

Save Information

To save information already entered and to continue later, follow the directions listed below. To later restore your information do noj
the icon on your computer. First you must open the Wl Department of Rewvenus application you used to create it (for example, Free

Click on "Download File" below

The file starting with WiDeptRev and ending with .dor will be downloaded to your PC {for example: WiDeptRev3395 dor).
Select the option to save your file

Mote where this file is located on your PC for future restores

Download File 4

=

——




Firefox:

Save Instructions —

1. Download File button —,

“New window”
2. Click “Save File”
and “Ok”

Save Information

To =ave information already entered and to continue later, follow the directions listed below. To later restore your information do not click ol
the icon on your computer. First you must open the Wl Department of Rewvenue application you used to create it (for example, Free-File, eH
etc.} and clicking on the "Restore Saved Information” button

Save Your Document to Your PC:

Click on "Download File" below

The file starting with WiDeptRew and ending with .dor will be downloaded to your PC (for example: WiDeptRev3395 dor)
Select the option to save your file

Mote where this file is located on your PC for future restores

owinload File Opening WiDeptRev55151.dor x|

‘fiou have chosen to open
Back
WiDeptRevy55151.dor

which is a: DOR file
From: https: w2 revenue. wi.goy

| Vhat SheuldFrefex da with thi flee YT

Firefox saving using “Save” button in eRETR

' openwith  Browse... | - Savein: |2 sRETRfiles
»

* i Save File

™ Do this automatically For Files like this From now on,
‘\

o

/ L

D Ok I Cancel |

“New window”
3. Select location save to: A :

El| USERSPPT . dor

<

commrentaltest—E-Return Detail_files
commrentaltest—R.eceipt_Files

eRETR Public Wisw—Receipt_Ffiles
Real Estate Transfer Return Filing - Wisconsin Department of Revenue_Files
receiptprinttest_Files
sherifffdiReceipt_Files
sherifffditest_Files

1] 1 ppttraining . dor
ommrentaltest, dor

a Grone WiheptRew2005. dor
A0 ORSHOP . dor
herifFtestFdl. dor
herifFrestlanglade . dor

Name your file: = n
will auto save as: WiRevXXXXXX.dor File nems

A 3 Save as type:
(extension always will be .dor)

WiDeptE

i

IWiH ev0701 1107 40.dor

Save I
Cancel |

A

4. Click “Save”. —

“New Window”
5. Click on “X” button to close /
and return to Save Information

7.8 KB — wi.gow

WilieptRev 3405 305 P
ST, Qo
WiDeptRey 3483 1.dor 304 PM

Save Information

6 . C | i Ck O n “Back” button to ate ) and clicking on the "Restars Saved Information” buttan
return to eRETR Save Your Document to Your PC:
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Click on "Crownload File" below

= Salect the oplion 1o Save your file
= Mote where this file is lecated on your PC for fulure restores.

o Eile
( I:!:u—x|
—~—

T'o save information already entered and to continue later, follow the directions isted balow, To later restore your information do nof
the 1con on your computer. First you must open the VWi Depatment of Revenus application you used to creats it (for example, Fres

The file starting with WiDeptRew and ending with dor will be downloadad to your PO (for exampls: WiDsptiRew3305 dor).

I Search




2 Foxfire Save Location Setting

| Firefox

“¥Wisconsin Form Filing - Mozilla Firefox

1. Click “Tools” s . & Tools Hep = [
then “Options”
P ‘Web Search Chrl-K —
- c M TR FR { nlication

Covnloads k42
Most Visited # Getting Started © i add-ons

| Min Form Filing

Electronic Rea

Jawva Console
Errar Consale Ckrl+Shifk+1

Clear Private Data...  Crrl+Shift+Del

Qpkions...

Frewvious ||Granturs j [ext | |Update | Add Farm | Cluit | De
Jortions =] - Crantors

M! O S 5 B F & £k

Main Tabs Content Applications Privacy Securiby .ﬁ.dva-nced

Skartup

‘When Firefox starts: IShu:-w my home page ;I

Home Page: I http: fien-US, skartz, mozilla. comFirefox?client=Ffirefox-adrls=org.moz
Use Current Pages Use Bookmark I Restore to Default

2. Check “Show the Downloads.....”

\L Downloads

v sShow the Downloads window when downloading a File

3. Either select
location to “Save files to”

or e {~ Save files ko Browse. .. |

— ] [ Close it when all downloads are finished

“Always ask ........ " = Always ask me where to save files
— Add-ons
4. C||Ck “Ok" e Change options For your add-ons Manage Add-ons... I

5/1/2012 —> Ok I Cancel Help I 6




Save from “Submitted Notification”

If Filer forgets to save file and an error is discovered, you must start from the beginning to re-enter data.

EviEUE ||Grant|:|rs j Nen-dl Updatel Add Farmm | C!uitl Delete Farm J- Savel
=

You can not go back into the eRETR after pressing “Submit”

“Submitted Notification” after “Submit” button is pressed

Your Real Estate Transfer Return has been submitted but the transfer has not been recorded.
To save file:  __|
™ 1. This is your last opportunity to save a copy of the return by clicking here

Saving the return allows yvou to make changes and resubmit before yvou have the transfer recorded. For

imformation on using the saved version, read the System Overview section found here.

Receipt number is: PGEY

Please click on the "Continua" button to print vour receipt and/for view your return.

Continue |

Wisconsin
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Explorer Saving Steps from “Submitted Notification”

1. Click “here” » 1. This is your last opportunity to save a copy of the return by clicking here

File Download x|

Do you want to save this file?

“New window”
2. C||Ck “Save” Receipt nun Mame: WiRew0701110740.dar

Type: Unknown File Type
From: test.revenue.wi.goy

—> Save | Cancel I
“New window” ' ‘
. B 2=l
3. Select location on your computer where @ \while fies fiom th sovei [ snETFe J ot =
you Want to save to file. \fhat's the ris 02 February, i =) winepts

C k ﬂ commrentalkest—E-Return Detail_files ‘WiDepth
commrentaltest—Receipt_files WiDeptt
eRETR Public View—Receipt_files

Real Estate Transfer Return Filing - Wisconsin Department of Revenue_files
receiptprinttest_files

sherifffdiReceipt_files

sherifffdltest_files

1ppttraining.dor

commrentalkest, dor

La Grone WiDeptRewZ008, dor

MATIGWORSHOR, dor

(=] sherifftestfdl. dor

=] sherifftestlanglade, dor

USERSPPT,dor

Ll | |
File name: IWlHevU?UHTUNU.dUr iz Save I

Name file if desired
File will auto save as:
WiIReVvXXXXXX.dor
(extension always will be .dor)

4. Click “Save” foomiood complete =

The window disappears and “Submitted Sh
Notification” screen remains. =) Dowrload Complet

Saved:
WiDeptRey26203. dor fraom wwz revenue wi.goy

NeV\_, window Downloaded: FO0KB N1 sec
5. Click “Close” = Downloadte:  hwiDeptRev26203.dor
The WindOW disappears Tranzfer rate: 700 KBSec

Your Real Estate Transfer Return has been submitted but the transfer has not been recorded.

Saving the return allows you to make changes and resubmit before you have the transfer recorded. For
information on using the saved version, read the Systern Overview section found here.

eturn.

o ocurment - Cancel |
#

flaze thi dialog box when download completes

=101 x|

and “Submitted Notification” screen appears.

o

5/1/2012 Open Open FD|E;|' Close I 8




firefox Foxfire Saving Steps from “Submitted Notification”

Your Real Estate Transfer Return has been submitted but the transfer has not been recorded.

1. Click |’l€£ » 1. This is your last opportunity to save a copy of the return by clicking here
Saving the return allows you to make changes and resubmit before you have the transfer recorded. For
informatior_on using the saved version_read the Swstern Overview section found here.

Opening WiDeptRew55151 dor il

‘fiou have chosen to open

“New window” WiDeptRev55151.dor

. « oy = which is a: DOR file
2. C“Ck Save Flle \ RECEIpt num From: https: w2 revenue. wi.goy
and “O k" What should Firefox do with this file?
\ " Open with Brawse... |

\\ s T 21

™ Do this automatically For Files like this From now on, 1 Save in Ilf) eRETRfiles j Q&
Please click of o concel |
 Continue |
“New window”

3. Select location on your computer where
you want to save to:

Name file if desired
File will auto save as:
WIRevXXXXXX.dor
(extension always will be .dor)

4. Click “Save” o

The window disappears and “Submitted Sh
Notification” screen remains. =) Dowrload Complet

102 February WDzt
commrentaltest—E-Return Detail_files ‘WiDepth
commrentaltest—Receipt_files WiDeptt
eRETR Public View—Receipt_files

Real Estate Transfer Return Filing - Wisconsin Department of Revenue_files

receiptprinttest_files
sherifffdiReceipt_files
sherifffdltest_files
1ppttraining.dor
commrentalkest, dor

(] La Grone WiDeptRev2008, dor
MATIGWORSHOR, dor
sherifftestfdl.dor

=] sherifftestlanglade, dor
USERSPPT,dor

il | |

File name: IWlHevU?UHTUNU.dUr - | Save I
ﬁ Doctment e ﬂl

g

EY

|EL

Saved:
WiDeptRey26203. dor fraom wwz revenue wi.goy
NeV\./ WIndOW Downloaded: FOOEE in1 sec
5. Click “Close” = Downloadte:  hwiDeptRev26203.dor
The WindOW disappears Tranzfer raté: . 700 KBSec
« . e . ” [ Close this dialog box wher dawnlaad completes
and “Submitted Notification” screen appears.

5/1/2012 Open | Open FD|EFﬁ Close I 9



Save: “Submitted Notification” screen remains
“Submit” ONLY sends data to Revenue, not to the County
The Receipt is required to record document, do not print these pages and send to the Register of Deeds.

Continue: Receipt is required to

] Fil= Edit View Faworites Tools  Help

Your Real Estate Transfer Return has been submitted but the transfer has not been recorded.

1. This is your last opportunity to save a copy of the return by clicking here
Saving the returm allows you to malke changes and resubmit before you have the transfer recorded. For
information on using the saved version, read the System Overview section found here.

Receipt number is: O1BE

Please click on the "Continue” button to print your receipt and/for view your return.

record document. >

|

Caontinue

Wisconsin

e B

Continue opens new print “window”

Print: Receipt is required to
record document.

J File=  Edit ‘View Favorites Tools  Help

Your Real Estate Transfer Return has been submitted but the transfer has not been recorded.

Opens Receipt in new “window”

If you are unable to print at this time,
go to the Real Estate Transfer web
site and “ View a submitted eRETR “
to retrieve Receipt and print. You will
need the Receipt Number, value and
name of grantor or grantee.

5/1/2012

» 1. Immediately print the receipt page found here
The receipt includes instructions explaining how to have the transfer recorded.

2. Click here to view the return

Receipt number is: O1BE

Close |

Wisconsin
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https://ww2.revenue.wi.gov/RETRWebPublic/application

Restoring Saved File

If you were unable to print Receipt, click
View a submitted eRETR to retrieve Receipt
for printing. You will need the Receipt number,

Click Restore to restore
a saved eRETR file

Recent News

B 2012 Wisconsin
Property Assessment
Manual |4 is now
available

® Messages to:

s Assessors

¢« Town, Village and
City Officials

Sign up for email
updates

Calendar

72 Municipal and TID
2012 Exempt
1  Computer Report
due

Stratified
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Businesses

value and name of grantor or grantee.

Individuals

File | View | Search

® Submit an eRETR

* Instructions

s Parcel formatting rules
B Restore an eRETR

® Amended Real Estate
Transfer Return (PE-500x)
(Instructions)

® Amended Real Estate
Transfer Return (PE-500x)
(Form)

B View a submitted eRETR
(requires receipt information)

® Rea| Estate Transfer Waiver

® State of Wisconsin property
information search

Tax Professionals Goverr

Real Estate Transfer Returns

Assessors and
Government Offices

® | og in to process and view
returns

= WAMS:
e Instructions [4

e Self-registration for a user
D

« ID and password
recovery [

® Register of Deeds criteria for
an eRETR (PE-100)

® Treasurer's Transmittal
Spreadsheet (P-520) &

® My Tax Account

11



Overview & Start Page

To restore eRETR oy,

Explains light bulbs, stop signs etcs

Instructions for each section

Electronic Real Estate Transfer Return DHartment of Revenu
Remnaining time: |28335

To submit a real estate transfer return (eRETR), press the "START" button below, and complete the infarmation on the pages that fallaw. When
finished, press the "Submit" button, save and press "Continug" to print your Receipt, Send ONLY THE RECEIPT to the Register of Deeds address
along with the other items listed on the Receipt, Do nat send the Real Estate Transfer Retum or addendums,

First time users should read the System Overview found here,

To use eRETR you must have a printer, (The printer iz used to print the RETR receipt you receive after pressing "Submit",)

START | To Subrmit new eRETRs OR Restore Saved Information

utees of Information

« Systern Overview provides overview information about eledronically submitting Real Estate Transfer Returns, First time users should read the System Overview,

of the return

Go back to Real Estate Transfer -
Merger/Conversion page

» . ¢RETR Instructions provides detailed instructions about answering the questions on the eledtronic real estate transfer ratum,
ra Real Estate Transfer and Merger/ Conversion Web Site provides further assistance and contact infarmation,

System Maintenance
The systern maintenance vindaw is daily between 5 - 7:30 am, Outages and difficulties may be experienced during this time frame, If you experience problems using
eRETR, please verify that use is outside of the hours of 5 - 7:30 am before reporting problems,

Wisconsin r

e e
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Start Page — Restore Saved Information

Restore Saved Information: Remaining time: [29:22
To complete or correct a saved file:

A 4

Festare Sawved Information

eRETR - County

In what county is the property located?

Fresious | M et

5/1/2012 13



Screens after clicking “Restore saved information” button

Restore Instructions

“New Window”
2. Locate file.

Unless renamed, auto saved
as: WiRevXXXXXX.dor

(extension always will be .dor)

Double click and will insert in
“File Location” box

3. Upload File

5/1/2012

Electronic Real Estate Transfer Return Depariment o! Rey

Remaining time [

Restore Saved Information

» Upload Document From Your PC:

Click on "Browse"

Find the file you saved.

Double click on it.

Wait for the "File Location" box to fill with the path and file name
Click on "Upload File"

When your information is restored, continue using the application.

File Location: | |CBrowse.. J [ UploadFie |

2lxdped |

Laok in: [ 3 eRETRfiles = « &5 E2-

WiRev1215082856, dor
2= vwarkshop. bl

J— |
File name: I =l Open
Files of type:  [&llFiles [*7) =l (e

Electronic Resl Estate Transfer Raturn epartmeaent o =T

Ramaining time: ||

Restore Saved Information

Upload Document From Your PC:

Click an "Browsa™
Find the file you saved

Double chck on it

WWait for the "File Location™ box to fill with the path and file name
Click on "Upload Fila"

Whan your information is restarsd, continue using the application

File Logation: |LASRETRTESTWwRET! B - | | Upload File |
I
>
prz=aioii |
Assistance:

If you need help wisit the Freguently Asked Questhons (FAQS) page or contact us during normal business hours of 7.45 am to 430 prm, Monday through Friday al

266-2776. For eRETR call (B08) 266-2149.
Wisconsin 14




File restor

After clicking

ed for completing, correcting or Submit

“Upload File”, the Grantor page of the eRETR appears.

Remember to save again after making changes or completing the eRETR.

Electronic Real Estate Transfer Return

f}epartment D"_REUI

Remaining time: IE

Previous | | Grantors -]

(Grantars
Grantees

Farcels

Legal description

Add grantg

Nex‘tl Update Add Formm | C!uitl Delete Farm |- Savel

eRETR - Grantors

Fhysical description
_ Deletegrg Transfer G rantor
Financing
Weatherization
Fee computation
Agentand preparer
SUMFNary Grantar type
| Incliviclual =
Explain if Other is selected
Individual
information
Last name First name h
il
Feppen Fussel [

Social security number @

5/1/2012
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