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Completing the
Real Estate Transfer Fee Transmittal 

(P-520)

Wisconsin Department of Revenue 
Electronic Real Estate Transfer 

Return - eRETR
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Revised Real Estate Transmittal - Benefits
All data fields completed through monthly download
• RETRs completed on line: data fields complete without calculating entries
• Few Waivers approved for filing paper return 

When receiving: enter on Worksheet page & on Adjustment line of Transmittal
• Enter 80% of fee on Adjustment line
• If exempt from fee, enter 0

No printing & mailing transmittal
• Multiple mailings to bank & DOR no longer accepted
• Save monthly file & e-mail to DOR at utility@revenue.wi.gov 

No mailing of checks
• Must use MY tax ACCOUNT for monthly payment – http://www.revenue.wi.gov 
• Payment process is used for withholding & sales tax payments
• Use WAMS ID & password
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Assessors & Government Offices Page 
http://www.revenue.wi.gov/ust/retn2.html

Open & Save 
Transmittal
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Save the Transmittal as Template
1. Click on File 

then Save As

2. Select Directory 
/Folder

3. Select name

4. Save
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Open Saved Template & Complete With 
County Information

1. Fill in county name 
county code & 
reporting date will 
fill in automatically

3. Save as a template 
for a “master” to 
use each month

2. Fill in name of 
preparer, title, 
telephone number, 
e-mail & date 
prepared
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Downloading the Monthly Transfer Returns

Log-in to eRETR 
data
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WAMS Log In

1. Enter your User ID
2. Enter your password
3. Login

Confidentiality Statement

4. Must agree to 
maintain 
confidentiality

Need a WAMS User ID?



4/30/10 8

Retrieve Monthly 
Returns

2. Select (County)

3. Select Year

4. Select Month by 
clicking on Download

1. Select County/ 
Municipality for monthly 
download
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Download Monthly File
1. Select directory

2. Save (note name 
saves as month 
selected)

3. Download 
complete (new 
window) close

4. Finished with web 
page: Quit
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Transmittal Worksheet page 

Need Excel 2003 
Professional or newer 

Place curser in first cell 
under Date Recorded 
- Cell A5

Open Treasurer’s Transmittal Spreadsheet 
Template in Excel
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Locate Zipped File - XML Conversion

2. Locate folder 
where zip file 
was saved

1. Click on Open

3. Right click on 
zipped file

4. Arrow over WinZip

5. Click on Extract to 
here

6. File is now saved 
in same folder 
with same name 
as xml file instead 
of xml.zip
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Import XML Monthly File

2. Click on Data

3. Arrow over XML

4. Click on Import

5. Double click on saved 
monthly XML File

1. Place curser in cell 
under Date 
Recorded - Cell A5
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Result of Import to Transmittal Worksheet
1. Enter any paper PE-500 received with a Waiver 
2. Enter total fee amount here 
3. If exempt from fee, enter 0  
4. Enter Doc. # & 80% of fee on Transmittal Adjustment line 6
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Result to Transmittal Fee Page

3. Complete 
preparer 
information

1. Enter County

2. Adjustment Lines: 
Enter any paper 
PE-500 Doc. # & 
only 80% of fee 
from Worksheet.  
If exempt from 
fee, enter 0
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Save Completed Monthly Transmittal

2. Save As

1. Click on File

3. Any directory you 
select

4. Name file.  
Recommend naming 
it as month & year 
report is for

5. Save
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E-Mail Transmittal To Revenue 
DO NOT PRINT & MAIL

3. Insert saved monthly 
file

1. Click on E- 
mail address, 
opens up 
your e-mail

2. Add County Name & 
Month to subject line

4. Send
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Payment via MY tax ACCOUNT

Click on link to 
DOR Homepage

1. Payments must be made via MY tax ACCOUNT 
2. Same method for withholding & sales tax 
3. Use eRETR WAMS ID & password

Click on “IMPORTANT TIPS” or watch Videos for help
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CONGRATULATIONS!

• You have just successfully completed & submitted the 
Monthly Real Estate Transfer Fee Transmittal

• Thank you for using eRETR Real Estate Transfer Fee 
Transmittal

• If you created a Transfer Fee Transmittal template by 
following Screens 3 & 4, begin next month on Screen 4
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