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Example of a New User Request Received in your Email Box
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• -----Original Message-----
• From: Reppen [mailto:do_not_reply@dor.state.wi.us]
• Sent: None
• Subject:: New User Request

• Hello:

• My name is (name of staff person) and I am requesting approval to use the eRETR Government Officials 
Website.

• Here is the information I provided when I visited eRETR on Wed, Mar 7, '07

• Wisconsin Universal ID: 2005082507583914
• Last name: Reppen
• First name:Russel
• Telephone: 608-266-1594
• Email: rreppen@dor.state.wi.us
• Roles: Register of Deeds (or Treasurer, Property Lister depending on application)

• 1.  To approve this user's request, copy and paste this link into a browser window: 
https://test.dor.state.wi.us/ICSLogin/?"https://test.dor.state.wi.us/RETRWebApp/application"

• 2.  Sign in
• 3.  click on Manage Users link
• 4.  Verify user information is accurate.  
• 5.  Press approve button to authorize this individual to use the system.

• The real estate transfer returns filed under Sec. 77.22(1) Wis. Stats., both paper and electronic, are privileged 
information per Sec. 77.265 Wis. Stats.

mailto:do_not_reply@dor.state.wi.us
https://test.dor.state.wi.us/ICSLogin/?https://test.dor.state.wi.us/RETRWebApp/application


Staff Management

Instructions on WAMS, Log In 
and downloading eRETR data

Wisconsin Dept. of Revenue’s Real Estate Transfer Web Page

http://www.revenue.wi.gov/ust/retn.html
Make this page your “favorite”

Click here for eRETR Assessor 
and Government Applications
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http://www.revenue.wi.gov/ust/retn.html


Real Estate Transfer – Assessors and Government Offices Web Page
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Click here to log-in to 
eRETR data

Instructions on WAMS, Log In 
and downloading eRETR data



WAMS Log In

1.  Enter your user name
2.  Enter your password

3.  Login

Confidentiality Statement

The electronic RETR and 
paper RETR (PE-500) 
are confidential.  
To access the eRETR 
system, you MUST agree 
to maintain the 
confidentiality of the real 
estate transfer return.

If you have not obtained your WAMS User 
ID – get it here.
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To Approve or Edit Staff
Click on “Manage Users”
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Approval screen for “Manage Users”

You will be able to 
view everyone who is 
waiting for approval 
into the eRETR 
system, and everyone 
who has already been 
approved (Edit button).

Verify data by clicking 
the  “Approve” button

Note:   “Role”
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Verify & Approve Office Staff
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Verify the 
“County” checked

Verify “role” checked 

When all information is 
verified, click “Submit”

Verify name, 
phone and e-mail



Manage Users System – Edit Staff

Click the “Edit” button to 
edit staff
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When edit is complete, 
click “Submit”.

If staff is no longer employed in the office, use  “Delete” button 
to remove their access completely from the eRETR system.



Navigation Buttons
DO NOT use browser buttons

“Home” Back to approve 
or edit another

Quit
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Points to Remember
The person in the office role must be approved into the system 

before they have the ability access application for recording, 
posting official parcel numbers or view eRETR.

• Each Staff person must have their own WAMS ID.

• It is very important to check the county & email address for 
accuracy.

• It is very important to update the eRETR file for every approval & 
edit in the Manage Users system when a staff person is added or 
leaves the office.

• When navigating in the eRETR system, do not use your browsers 
“back” button.  Use the navigation pane at the top of each 
window: “Home icon”, “Back”, “Help”, and “Quit”.

• If you have questions, call or email Russel Reppen 608.266.1594,
rreppen@dor.state.wi.us  
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